Building and Grounds
Maintenance Checklist

1.

Instructions

Read the /AQ
Backgrounder and
the Background
Information for
this checklist,

Keep the
Background
Information and
make a copy of
the checklist for
future reference.

Complete the
Checklist,

* Check the “ves,”
Mno’u or
"not applicable”
box beside each
item. {A “no”
response requires
further attention.)

+ Make comments
in the “Notes”
section as
necessary.

. Return the checklist

portion of this
document to the
IAQ Coordinator.

Name;

School:

Nt e g [z

/’\J%b

Date Completed: / ‘Z;/ g/ 255

1.

fa,
1b.
le.

1d.

le.
if.

1g.

1h.

1i.

1j.

2a.
2b.

2c.

2d.
2e.

2f,

BUILDING MAINTENANCE SUPPLIES

Developed appropriate procedures and stocked supplies for spill conirol

Reviewed SUPPIY IADElS .......cvev e en ettt

Ensured that air from chemical and trash storage areas vents to

ThE OUEAOOTS c.crterer et ere s seas s beesesase sesesemassssss et ossnms et s e sesmsess

Stored chemical products and supplies in sealed, clearly labeled

COMEAINEES ...vuertveirsnsssssses s ssessesisesse bt asssnars e s bbb bbb s s e saaa st sonns
Researched and selected the safest products available.....uereicirecricnnenn.

Ensored that supplies are being used according to manufacturers’

IASITUCHONS .....cvvriivireiniesis e sssesrs s st s e e see st e ssensns et stansessaeseseseestssonssenss

Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufachirers’ instructions ..........vvveeseeeeeeerecenes
Substituted less- or non-hazardous materials (where possible) .................

Scheduled work involving odorous or hazardous chemicals for periods

when the 5choo! 15 UROCEUPIED .vvuiireeie et s b

Ventilated affected areas during and after the use of odorous or

hazardous CREMICALS .......veueeecceeceeser e saeseeseeensases s seressr s e eesasstesasseemees

GROUNDS MAINTENANCE SUPPLIES

Stored grounds maintenance supplies in appropriate areas)......coo.vmiina.

Ensured that supplies are used and stored according to manufacturers’

INSEIICEIONS Lttt tienercseree v ereraese et eesesaessesre e eat et sastmese e messenssmessmssrsstosssesnssasas

Established and foflowed procedures to minimize exposure to fames

FrOm SUPPHES ...ttt s ben s sttt st emmsesm s ssnesbrnens
Reviewed and followed manufacturers’ guidelines for mainienance..........
Replaced portable gas cans with low-emission 6ans..........o.eeeeeeeseerenn

Stored chemical products and supplies in sealed, clearly-labeled

COMEAINELS 1vituiiviricencacrrrercs e rears st senssss s et sesamssssses s s sensssss s sesssatesmsssessorsesas
. Ensured that chemicals, chemical-containing wastes, and containers are
disposed of according to manufacturers’ InStructions ..o du i

DUST CONTROL

. Installed and mainiained barrier mats for enfrances ........voerecererereesrersane
. Used high efficiency vacuum bags ..o eesevseaenae
. Used proper dusting techniques .......ceeiemee it eecessss e eenes
. Wrapped feather dusters with a dust cloth
. Cleaned air return grilles and air supply vents

Yes No N/A
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4. FLOOR CLEANING

Yes No N/A ‘
4a. Bstablished and followed schedule for vacuuming and mopping floors % a o :
49, Cleaned spills on floors promptly (28 NECESSATY) .. rcrimiemsnniccerisissssinnisssssnsens ~ Qa a '\ y f////
4¢. Performed restorative maintenance {as NECESSATY) wovrmmsrmsssesmssssersensisrsesens B. QO o /: =" ,m’\i-
! I d
5. DRAIN TRAPS d
5a. Poured water down floor drains once per week (about 1 quart of water) ....... ;Q a Q
5b. Ran water in sinks af least once per week (about 2 cups of water) .....ocvnees f@) o a
5¢. Flushed foilets once each week (if not used regularly) )@_ g Q
6. MOISTURE, LEAKS, AND SPILLS
6a. Checked for molAY 0dOTS .c.coiiivirmrmcisrssrmt st st ﬁ g Q
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may
indicate perindic 168KS) .uumrerreimssssecesessssenstisss st s [FL g aQ
6c. Checked areas where moisture is commonly generated (e.g., kitchens,
locker rooms, and BAthOOMEY .....ur.ermsesirmsmrsremsssarssssssensssesmsssssssassarscossussinass F:J o a
6d. Checked that windows, windowsills, and window frames are free of .
condensate \‘Q o G
6e. Checked that indoor surfaces of exterior walls and cold water pipes are
FLEE OF CONABIIEALE 1vvvecereereenerremivsibssssnsemsssrssensesssiasimssssdsen st saass s s s b shas s ™
6f. Ensured the following areas are free from signs of leaks and water damage!
Indoor areas near known 1001 or Wall 1eaks .. iceiionsnnmesnsnsseinn s ] O A
Walls around leaky or broken Windows ... ey O Q
Floors and ceilings under pRumbing ... ..oumumeisnmimmissssimsscrossmessisssnaes ® O 0
Duct interiors near humidifiers, cooling coils, and outdoor air intakes ......... ?!: Q a
: 7. COMBUSTION APPLIANCES
7a. Checked for odors from combustion appliances ... e - Qa a
7b. Checked appliances for backdrafting (using chemical SMOKE) ceescvvvvnsssrins =0 a
7c. Inspected exhaust components for leaks, disconnections, or deterioration /ﬁ: aQ o
7d. Inspected flue components for corrosion and SO0 ... ~ao a

8. PEST CONTROL

NOTES
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Instructions

1. Read the IAQ
Backgrounder and
the Background
Information for
this checklist.

2. Keep the
Background
Information and
make a copy of
the checklist for
future reference.

3. Complete the
Checklist.

» Check the "yes,”
”nO," or
“not applicable”
box beside each
ftem. (A “no”
response
requires further
attention.)

» Make comments
in the “Notes"
section as
necessary.

4. Return the checklist
portien of this
document to the
IAQ Coordinator.

Waste Management Checklist

Wikee faplean

Name:

School: p H - g

Room or Ar&a: E ~Q «]D")u

)%ate Completed: / Z—‘/ X// }Sm—
foxd]

Signature: /?ZZ;E‘}ZZ&Q_‘(/_‘/

1. WASTE MANAGEMENT

Yes No N/A

1a. Ensured that waste containers are appropriate for use (for example,

food waste containers should have Lids) .....cceceimmrmsmenieinmeiresse a_a a
1b. Ensured that waste containers ate Hned ..o ;i} a
lc. Ensured that waste from art, science, vocational classes, etc., are

handled SEPATALEIY ...covverrer ittt s s \Q a 0
1d. Labeled recycling bins clearly OSSO OO TRATTUPOTOTOTOIOPOPISY = N W B B
le. Ensured number of bins and dumpsters is adequate.....oviciiiniiiiiinenss | a 0
1f. Bnsured appropriate location of dumpsters (i.e., away from air intakes,

doors, and operable windows in relation to prevailing winds) /é Q Q
ig. Ensured waste containers are empticd regularly .....oovvmeericnissrisimernnns. -8 O Q
1h. Ensured appropriate waste removal Schedule ... - o a
1i. PBnsured waste is stored in a well-ventilated room ......cocivicianminsineisiinans ;ﬁ\ Q 0O
1j. Ensured any exhaust fans in the room are operating properly ... ﬂ: o Qo
1k. Checked waste storage areas for odors, contaminants, or signs of vermin..... Ff o o

NOTES
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Walkthrough Inspection Checklist

Name: }N\l LCL ﬂA U} (Z@S‘(\
Schook: }0‘!7 >

FE
ALy Date Completed: /«9\/?/25

\
{
)
1
)
{
L]
4

1. GROUND LEVEL

Instructions ) Yes No N/A
la. Ensured that ventilation units operate properly ..., ?, ~a Q
- geai the IA(;Q 1b. Ensured there are no obstructions blocking air intakes......sirmisissesens w0 Q
ackgrounder and le. Checked for nests and droppings near outdoor air intakes /ﬁ a a
the Background . .
Information for 1d. Detenmncd_that dumpsters are located away from doors, windows, and
. : tdoor air intakes .. . *51’ o Q
th!s checkllst. ou ) llllllllllhllllll. --------------- : '-lll-lllIllllllll.ll.lllll:"'-. -----------------------
le. Checked potential sources of air contaminants near the building
2. Keep the (chimneys, stacks, industriaf plants, exhaust from nearby buildings) ..........., a 0
BackgrOL-md If. Ensured that vehicles avoid idling near outdoor air Intakes ......eeoimmiisnens | Q a
'"fcl’(rmaz'on a:fd lg. Minimized pesticide APPHCAtION .....o.ovmssmsssssemsssrmssscesrsssiessirs 7/ oo o
:Ea e a copy 1h. Ensured that there is proper drainage away from the building (including
e checklist for :
FOOF AOWDEPOULS) <..vrevvearersrnsocemsassscssssssms mssssssissssasisssosssnssssssssmese s sessasenressssss K n o
future reference. . : T
1i. Ensured that sprinklers spray away from the building and outdoor ‘
3. Complete the O W o o
Checklist. 1j. Ensured that walk-off mats are used at exterior entrances and that
. Check the “yes,” they are cleaned TEgUIATLY ... I;XO a
”ﬂo," or
“not applicable” 2. ROOF
box beside each . . . ) o .
item. (A “no” While on the roof, consider inspecting the HVAC unils (use the Ventilation Checklist).
response 2a. Ensured that the roof is in g00d cONAIHOR ..cvuuererrciniiersrrensricrnississssnssissenss o Q
rettqmtr‘es f;" rther 2b. Checked for evidence of water PONAING .......vverecsrireremmmimnasesssensiseasessensieeness Qo
attention. 2¢, Checked that ventilation units operate properly (air flows in) }3 a Q
. Ma ke t:,‘omments 2d. Ensured that exhaunst fans operate properly (air flows out) .c..cooverernisisnnenes /kf o a
in the “Notes 2e. Bnsured that air intakes remain open, even at minimum setting ﬁ a o
section as 2f. Checked for nests and droppings near outdoor air intakes ?’ 0 Q
necessary. 2g. Ensured that air from plumbing stacks and exhaust outlets flows away
4, Return the checklist from outdoor air intakes P’ a Q
portion of this
document to the c
|AQ Coordinator. 3. ATTI
“3a. Checked for evidence of roof and plumbing leaks...

4. GENERAL CONSIDERATIONS -

4a. Ensured that temperature and humidity are maintained within

ACCEPIADLE TANEES w.uoreciusisisssanssisnsrarasisssssms st tras s s s b re e bbb s ﬂ\ a a
4h. Ensured that no obstructions exist in supply and exbaust Vents ....everceene )ﬂ o oQ
Ac. Checked O OHOIS ...uiinirsie e st s ar s s baa b ser e /ﬁ = s
4d. Checked for signs of mold and mildew ETOWED c.....ccuwrmrmversmsrinsssisssssimisssncns X 0 Q



4. GENERAL CONSIDERATIONS (continued)

Yes No N/A
4e. Checked for signs of water damage......c.coiviisms s imnnesni . . a a
4f. Checked for evidence of pests and obvious food sources gf 0 o
4g. Noted and reviewed all conceras from school 0ccupants ... ﬂ a Q

5. BATHROOMS AND GENERAL PLUMBING

5a. PEnsured that bathrooms and resirooms have operating exhaust fans .......... 35‘
5b. Ensured proper drain trap maintenance:
Water is poured down floor drains once per week (approx. 1 quart of watcr)hf

Water is poured into sinks at least

once per week (about 2 cups of water) .., &Y

Toilets are flushed at least once per Week ....ovveisvsrcesiese s cssncesieisines ?\

6. MAINTENANCE SUPPLIES

6a. Bnsured that chemicals are used only with adequate ventilation and when

building is GROCCUPIE cvverriiirreerecrcrems s s is e sens b st s st nins g
6b. Ensured that vents in chemical and trash storage areas are operating

PIODEILY oot besiittrsc st st ns st setb bt s b s b s sttt Fﬂl )
6c. Ensured that portable fuel containers are properly closed ........vveerirerivesiienns F‘J
6d. Ensured that power equipment, like snowblowers and lawn mowers, have ,

been serviced and maintained according to manufacturers’ guidelines.......... E{

7. COMBUSTION APPLIANCES

7a. Checked for combustion gas and fuel 0dors ... vvviviisivs e ':
7b. Ensured that combustion appliances have flues or exhaust hoods.......vveee,
7c. Checked for leaks, disconnections, and deterioration .........cocnncininsnmmnn,

7d. Bnsured there is no soot on inside

8. OTHER

or outside of flue components ? '

8a, Checked for pecling and flaking paint (if the building was built before

1980, this could be a lead hazard)
8b. Determined date of last radon test

...................................................................
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Integrated Pest Management

ry
| » . =
dl§ Checklist
,. 13 j. i ;
%: Name: _J M :k@ " /«/’(,{\; {‘?(.M‘
BB A
3 IS School: m 'L LS ., ;g
Y Room or Area: V1 2b{Ly ' [Zf §12.8
h ‘p . ¢ ’ [
= Signature: . /
Instructions 1. OFFICIAL POLICY STATEMENT
1. Read the IAQ Yes No N/A
) B 1a. Developed or located the school’s official policy statement for integrated
ackgrounder and A ; "o o
the Backaround pest managemen ([PM)‘FL
Infarmation for
this checklist. 2. DESIGNATING PEST MANAGEMENT ROLES

2. Keep the 2a. Assigned and trained a qualified person to be the pest manager ... ~ Q0 4
Background 2%. Involved decision makets in the TPM PIOZTAM ..vveceucceememssiirsrsesssssmsssisneesnes O
Information and 2¢. Educated students and staff (the occupantis of the building) about IPM
make a copy of and asked them to keep their areas clean and free of clutter /& o 0
the checklist for 2d. Encouraged parents to learn about IPM practices and implement them
future reference. ALTIOMIE oo eeecesersse s tesesasers s ekt b bss e s eras e R s p b bmaF e A smab sy sy s bbb s E o o

3. Complete the 2e. Developed a program to educate and train all IPM participants >ZI a o
Chacklist. 2f. Included language about IPM into contracts with pest management ‘

« Check the “yes,” PIOFESSIONALS 1vevivueiuirssmsssrermsrassmssensses e sssscm s s R‘ a o

“no,” or

“not applicable” 3. SETTING PEST MANAGEMENT OBJECTIVES

E:)r:\??zlgﬁ ;?Ch 3a. Set appropriate pest management objectives for school buildings (such as

response preventing pests from interfering with students’ learning environment

requires further and preserving the integrity of the building structure) \I;L\ aQ o

attention.) 3b. Set appropriate pest management objectives for school grounds (such as

providing safe playing areas and the best athletic surfaces possible) ..eien §Y a aQa

» Make comments :

In the "Notas 4. INSPECTING, IDENTIFYING, AND MONITORING

necessary. 4a. Inspected all buildings and grounds for pest evidence, entry points,

4. Return the checklist food, water, and harborage SIes ...t s ] g a
portion of this 4b. Tdentified potential pest habitats in buildings and grounds ......c.ccevieiisrnnress o a
document to the 4c. Pinpointed the source of any current pest problems .o..iriisicicnsirinneens ﬁ {0
[AQ Coordinator. 4d. Monitored to determine the extent of pest problems and to estimate pest
7777777777 POPUEAHIONE ..eveeverrearesrssirssemessassrassens s siss bbb bR s s o

................................. de. Developed plans to modify habitat (for example, exclusion, repair,and "~~~ o
sanitation efforts) to prevent or resolve any pest problems ?? [ I
4f. Established a monitoring program that consists of routine inspections to ‘
estimate pest population levels and identify evidence of pests and = ‘
potential habitat }’ o o
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5. SETTING ACTION THRESHOLDS

5a. Evaluated all available data obtained through inspecting, identifying,
AT TIOMELOIIIE 11vveererrsmsresssrsinssasressnssnssrsresssisntssrssrersass assbabasasseassssassas sesenevrdseis \Ff

5. Determined how many pests the school buildings, grounds, and .
OCEUPANLS GaTL EOLETALE c.vvire s e st mssssstrimsi s in st sas e s s s bbb

5¢. Set action threSholds it

6. PREVENTIVE STRATEGIES

INDOOR SITES

6a. Implemented appropriate strategies to prevent pests from inhabiting the followin
8 LOCKEE FOOIMIS 1.levsceuremsrsresonsess s et msssbms bt st o sressssssastsssesemsssens s bisbA R SRS LSRR s i
§OFFICES 1uorvirerrererestsseresenteseresasenssseersaresssnarsasasanis driss b b bnat shas b easnsa s aes srcesbasisan /%\
« Staff lounges ﬁ
8 BAHTOOIASE 1eoeesseereseirensssseisesensioressassasrssmnmsessesssnssnssnsamirassassosbn tosssansasntrssnimsas ,
« Food preparation and SEIVIDE AIEAS ....wmiussrswerreesmmmssesssrsscessssisssssmsssssssns SR
+ Rooms with extensive plumbing ... s P[
¢ MATECNAICE ATBAS ....ovviiveissirssesssmsessasssssssnssssarsessseestiust e iasesrss s asbsa s rar s |
8 OHHET oovieiriiss e sncess s e e asass s e s es s e saa b ne s b T s e AR R AR e bR ondera g eab R e e e s smn e s '

OUTDOOR SITES

6b. Implemented appropriate sirategies to prevent pests from inhabiting the following areas:
* PlAYErounds «oovicreen s ras s s s s a
* ParKinE 10E8 ..ovucersiiseereneremio e eiitissss st s st s ss st ssa s s s p s b \ﬁ:
« Lawns and athletic fmids‘?&
+ Teaching gardens OF SIEENROUSES wrwrireiesimrsesenisissensase s s rasasss ﬁ
¢ LOAAIRE AOCKS 1oevuvversereesssssnssssssrasessisnissossesssiassssasesssssssesnisessstesssbssssassss seseess A
& DUINPSEEES 1vvrvvsrsseemssessnessesssssmcessassiesessmsssssensssssa s bbb en s e st casenssiasits s
« Areas with ornamental shrubs and fTE€5 .. F
@ OHHET 1 oietrvieee s sinsssses st raem s e s ns e L RS b na Rk rR e AR SR SR a

7. PESTICIDE USE AND STORAGE

7a. Explored altemative pest management methods before concluding that

pesticides WETe NECESSATY ..uvurmrsnirarmmssssssissmassismss s s antsss st s s
. Ensured that pest management professionals integrate IPM into their
pest management MEthodS ...
. Identified the least toxic, target-specific chemical (or pesticide

formulation) that is the most effective to address the pest problem,

preferably as baitsand granules ..o
. Reviewed and followed all labe! instructions on pesticides and learned

how to properly apply and handle these chemicals ..o,
. Used spot-treatment (or bait, crack, and crevice applications) to apply

‘pesticides whenever possible and only treated the obviously infested

PIANES iN THE BIEA .vvecereeceer ettt e g
Used protective clothing or equipment when applying pesticides .............
. Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessible to children and non-{arget SPECIES.ciirimieisiiiirenssinreecrrens

K

O




7. PESTICIDE USE AND STORAGE (cont.)
7h. Locked or fastened lids of all bait boxes and placed bait away fromthe ~ Yes No N/A

FURWAY OF thE BOX. evrvressvesensssssersesesssssssesessmsesssssssssssrmssrsssrissassssessessess st FL o a
7i. Applied pesticides when occupants were not present or in areas where

they would not be exposed to the chemicals ..o HBQ o Q
7. Ensured that school occupants (students and staff) are notified of

upcoming pesticide applications through posted notices and/or letters.......... Ft o o
7k. Ensured that parents are notified of upcoming pesticide applications

HHEOBEN LEHEES 1uvueverceeeresnrermstiesssssnts st sbaseserasmss sy sebss s ars s s e esaba s FZ a o
71. Kept copies of current pesticide Jabels and information on pesticides

2SI BCCESSIBIE .evvvvurerrosrresstisees s sssasss e st s bR s SX o Q
Tm. Stored pesticides off site or in areas that arc locked and accessible only to

designated PEISONNEL......viiiiiieeismsissrssrens s ssssss s snamon s ba s os a o

7n. Ensured that storage areas are adequately ventilated and are located away
from areas prone to flooding or where spills or leaks may contaminate
tHE EIVITONINEIIE «.vevreveveesssrereassssssesssssnsassessessssassesseseinsessssstassamsiassssssessasassssss e )KQ
70. Ensured that flammable liquids are stored away from ignition sources ......... '
7p. Ensured that pesticides are stored in their original containers and all lids
are SeCUrely FAStEned . irerrmees it s
7q. Ensured that air in the storage space cannot mix with the air in the central
VEntilation SYSIEIML .ottt st ens s e sirense et s e st

0o D DO
o 0 0o

8. EVALUATING RESULTS AND RECORD KEEPING

8a. Ensured that accurate, up-to-date records of [FM practices and a pest
management log for each property are Kept ...

8b. Ensured that pesticide records necessary to meet all state, local, and schoo
board Tequirements are maintained ...

8¢. Bnsured that each log book contains the following items:
» Copy of the pest management Plan ... s
» Service schedules for maintenance of buildings and grounds.....ccerveevuuces
s Current EPA-registered 1abels i )i A
« Current Material Safety Data Sheets (MSDS) for each pesticide project -4
« Pest surveillance data ShEeets ... s
» Diagram noting the location of pest activity, traps, and bait stations............ 9(

o O
[}

C

oooO0OCOo
ooCcooOo

NOTES
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Instructions

. Read the fAQ
Backgrounder and
the Background
Information for
this checklist.

. Keep the
Background
Information and
make a copy of
the checklist for
future reference.

. Compléte the
Checklist.

= Check the “yes,”
”nO,” or
“not applicabie”
box beside each
item. (A “no”
response
requires further
attention.)

» Make commenis
in the “Notes”
section as
necessary.

. Return the checklist
portion of this
document to the
IAQ Coordinator.

Food Service Checklist

Name!
School: M H — Fi
Room or Area: F2/A 1) ' Date Completed: /2 / Z / Z&

Signanne':’ﬂi?q/yw 7]

N\ tﬁ ﬂ\ﬂ(/fﬁm

(I

2a.

2b,

2c.
2d.
2e,

2f.

3.

3a..
3b.
3c.

-3d.
3e.

1. COOKING AREA
1a. Determined that local exhaust fans operate properly (note if fans are Yes No N/A

CXCESSIVELY TIOISY) 1vursreresrnreressssssereessensmsesessrssessessessassssnsmsnsssissssssssansssssonsens >Q O a
b, Checked for odors near cooking, preparation, and eating areas ... FO a o
1c. Ensured that exhaust fans are used whenever cooking, washing dishes,

AN CEBANIIE 1..vvveeoceceasccrrisnessstovessssassssnsessesseer s i bbssbas s basmasrs s s e sebE s s g o a
1d. Determined that gas appliances function properly ....coocciecnniinnnrencsininns Q =
fe. Verified that gas appliances are vented ontdOOrs . i a 0 )E:
1f. Ensured there are no combustion gas or natural gas odors, leaks, back- .

drafiing, or headaches when gas appliances are used ....ccoivecisisneniinns )b( O a
1g. Ensured that kitchen is clean after 088 .....oceeeeenieierccsisssnieii e nisrecs ?( a Q
ih. Checked for signs of microbiclogical growth in the kitchen, including

the upper walls and ceiling (for example, mold, slime, and algae) ....ccvvueeeins }1/ g Q0
1i. Selected biocides registered by BPA (if required), followed the

manufacturer’s directions for use, and carefully reviewed the

MEthod OF APPHCALON 1.vvvuesseesserersesseresesssssessnssssasstosessessssssssmssssssssas s srisssess Po a a
1j. Verified the kitchen is free of plumbing and ceiling leaks (signs inclnde '

' stains, dxscoloratmn, md damp ALEAE) pyevrusssmemresstisssssssssnsmss st ssrsass s sissassonss O 0

LU Vave elechne dfg_r( an(es.,

FOOD HANDLING AND'STORAGE

Checked food preparation, cooking, and storage arcas for signs of insects
and vermin {for example, feces oF FEMAINg)....oumererierraine st

Stored leftovers in well-sealed containers with no traces of food on outside
SUTTACES 1ttiirereeresiesernrnsrereamsaesisiesrans e bbb e b sr e e sha e s eSS s e n b T n s e b e e s e nna s
Ensured that food preparation, cooking, and storage practices are samta.ry g
Disposed of food scraps properly and removed crambs ..o
Cleaned counters with scap and water or a disinfectant (according to

SCROOT POTICY) vevvrvresrrarsmmeresessmsessmemsssssisssssssssssssssassrasssssssbens st ssssmnssassssssssas e g
Swept and wet mopped floorS s

WASTE MANAGEMENT

co oo O
o ooo O

Ensured that containers’ lids are securely closed ... o a
Separated food waste and food-contaminated items from other wastcs

TF POSSIDIE 1..ovcevceeessarcar it st s s b s s g a
Stored waste containers in a well-ventilated rea ....ocovervriiiesinienneinne § a4
Ensured that dumpsters are propetly located (away from air intake '
vents, operable windows, and food service doors in relation to

DIEVALING WIDASY 1111ererererrerssssssmssssnsssmmmsssssssssssssnssssssassssssssassssssssssssssussonsassasses ;IN

m]
(]



4. DELIVERIES

»
4a. Instructed vendors to avoid idling their engines during deliveries ........ccoinn.- \ﬁ? ; t
L}
!

.““‘-“q“-‘4~

4b. Posted a sign prohibiting vehicles from idling their engines in
receiving areas

.
4c, Ensured that doors or air barriers are closed between receiving area
and kitchen

NOTES



Instructions

1. Read the IAQ
Backgrounder and
- the Background
Information for
this checklist.

2. Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
aswell as a
copy for future
reference.

3, Complete the
Chacklist.

= Check the “yes,”
uno’n or
“not applicable”
box beside each
item. (A “no”
response
requires further
attention.)

« Make comments
in the “Notes”
section as
necessary.

4, Return the checklist |

.. portion of this """

document to the
JAQ Coordinator,

Ventilation Checklist

Name: 'N\\? k_Q_, ,//ME\/ Z NN
NS

School:

UnitVentiiator/A:;iU Nolqﬂ_u [5 }i f;l :{31 %},}9 !g / 2 %451—“ 7 l (Z_LO

7

7 7 et A4
Date Completed: ,}27[6 /2“5"‘

Room or Area:

S!gnaturﬂ/gf/é{&!/ P /fffjﬁ/ﬁ

1. OUTDOOR AIR INTAKES

{a. Marked locations of all outdoor air intakes on a small floor plan (for

example, a fire escape floor Plam) .. }2; 3

Ib. Ensured that the ventilation system was on and operating in “occupied”

ACTIVITY 1: OBSTRUCTIONS

le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs, .
OF COVETS 1uverarerensssesesisssassessnsnsass sessserntbhast bt srasas ebsnsssneressbstatsbssbess stasessssasbatassnnes ?(

1d. Installed corrective devices as necessary {(e.g., if snowdrifts or leaves
frequently block an INtaKe) ..o sssen s }2’ 3

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and Bus-idling areas) ... e s \
if. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen, /{
toilet, or laboratory exhaust fans; puddles; and mist from '

ait-conditioning cODLNE TOWETS) ..ccrieimimsissirenrssssscser st ases s chssnassanes Xf
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) }(
ACTIVITY 3: AIRFLOW )
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic)..
i Confirmed that outdoor air is entering the intake appropriately ......ccconuens .

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS .
2a.

. Vacuumed filter areas before installing new fiters ..o.e.emmmsesmessensesesssnirsengBL
Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the AT FIlEEE ..o s st st %
. Confirmed proper installation of filters (correct direction for airflow).........

[}

Cco

o0 oo

Q

Yes-No N/A



2. SYSTEM CLEANLINESS (continued) ’
ACTIVITY 5: DRAIN PANS '
2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A ,
ACCUTUIALING) .-erevrenssceiis st s st R R |
2g. Cleaned drain Pans ... st s X a a4 :
2h. Checked drain pans for mold and Mildew .......rmmmrsisinimisssssssrsssssess Pf o a '
}
ACTIVITY 6: COILS E
2i. Ensured that heating and cooling GOilS aTC ClEaN w.uuuur.vererererssresssssssesssersessine }\ o o .
ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator _
(air-mixing chamber and fan blades) is clean 'ﬁl Q 0
2k. Ensured that Guets a5e GIEAN v eieicceeccirsrssssessersssresins s ressasisnscansarsesmnesnans ;a a a
ACTIVITY 8: MECHANICAL ROOMS ‘
2l. Checked mechanical room for unsanitary conditions, leaks, and spills ........ /ﬁ a a
2m. Ensured that mechanical rooms and air-iixing chambers are free of trash,
chemical products, and SUPPHES i s ; Lo

3. CONTROLS FOR OUTDOOR AIR SUPPLY

N ) e
3a. Ensured that air dampers are at least partially open (minimum position) \%, QO a j)aﬁ}g /00 A e, L»dE f[/(.Q,C? (r
3b. Bnsured that minimum position provides adequate outdoor air .

TOX DCOUPANLES cvvveriersiriniesers st s r b s rene st s s 41 4 pea bt ?‘ W

ACTIVITY 9: CONTROLS INFORMATION

3¢, Obtained and reviewed all design inside/outside ternperature and humidity
requirements, controls specifications, as-built mechanical drawings, .
and controls operations manuals (often uniquely designed) '\5( o A

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Terned summer-winter switches to the cOTrect Position ........oceverereecrseernens ®' o 0O \{*ﬁ %{ |

. LT . G

Je. Set time clocks APPIOPTALELY ...uvemseemsisssissirsnmssmsssarsssssrnres s st sssssmssessissensns a o &\ gf ‘73 Qy‘ﬁfeﬂh %S =int L C |
3f. Ensured that settings fit the actual schedule of building use (including

DEEhtWEEKENA TSEY ..cvurererererinsiiisissesress st tss et ss s srs st raes /ED a a |

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) setting .....ocvineniiiniinnss o o™~

3h, Checked that the line dryer prevenis moisture buildup ........ococicininiinininans o Q by

3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

""" Blow down the tAnk) .i.i....iivmieieiesisie s msbsisdsi o issiaio st iosiesuct i o sdisinis b Q )’SI S
""" 3]." Set the line pressuro at éach thermostat and damper actuator at the proper’ =~~~ 777 T T T n

fevel (n0 leakage or ODSHUCHONS) v vviviisisimmsersrnss s sisasssisns a ﬂ

ACTIVITY 12: OUTDOOR AIR DAMPERS ‘

3k. Ensured that the outdoor air damper is visible for inspection ... .reaeees ‘ﬁ O O o7 ¢ {/t% (W

3]. Ensured that the recirculating relief and/or exhaust dampers are visible
£OT MSPECHON ..o.cvuvesensccrsermamsssssnsns st essbrs st ot b bbb s s b .0 0O

3m, Ensured that air temperature in the indoor area(s) served by each )
outdoor air damper is within the normal operating range /q a Q0

NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range to continue,
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)
3n. Checked that the outdoor air damper fully closes within a few minutes ~ Yes No N/A

of shutting off appropriate ait handler ... .. ‘52( o o
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is fIBEA O .o ssssrsssnsenss s ssssenns (6 o 0
3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room _
thermostat i8 SEL 10 BT ...vvvrieirccr s st nsssas s arssss s st sen s s tsasnnnstes )6 g a :
3q. If in cooling mode, checked that the outdoor air damper goes to its minimum W{ :
position (without completely closing) when the room thermostat is set de :

to 60°F and mixed air thermostat is 86t t0 45°F wivvicmiensnmiiiininnens 0
3r. If the outdoor air damper does not move, confirmed the following items:

« The damper actuator links to the damper shaft, and any linkage set )
SCTEWS OF DOIS AYE HERE .vvviverreeceeeessncrsreasisarens s s s e sns e evosa e sscssssssses \Fl

«  Moving parts are free of impediments (e.g., rust, COTTO8ION) w..oirisereness ;

» Blectrical wire or pnenmatic tubing connects to the damper actuator Fl‘

+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITECHLY) ..ummemrminssermnerrseinrrerss s i st

O
e
A4
=
"

0 cdo
0 ooo

Proceed to Activities 13186 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
BCTOSE LETINALS <.ovrcvececorivsiressessess s snessemeemst s sensr b bbb bbb s st a o \K:
OR
3t, Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was _
Lig15) 5174 ) OSSOV SRV TSR R RS, a a

3u, Assessed the feasibility of replacing all manual reset freeze-stats with

AULOMAIC TESEE FTEEZE-SIALS .rvreesii i sersnir s s st st st 0 /ﬁ\g

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED ATR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

FRAI 65°F +ooevesrevesssssossessssessscssesss st sssssss s s st s s s o o X
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat seiting ﬁ: a a
ACTIVITY 15: ECONOMIZERS
3x, Confirmed proper economizer settings based on design specifications or )
10CA1 PTACHEES c.vvorersrercisissesssmssesiasisssmst sttt sn s st s e o a \?:
NOTE: The dry-bulb is typically set at 65°F or lower.
35, Chesked hatsenoronth cononisr i shielded rom vt sulght .0 3 -2
3z. Ensured that dampers operate properly (for outside air, returnair, 77 T T
exhaust/relief air, and recirculated air), per the design specifications........... o Q

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two lypes of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level,



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yes. No N/A
hours (even when room thermostat is satisfied) ... o Q

NOTE: If fan shuls off when the thermostat is satisfied, adjust control cycle as necessary o
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation system _

PErform 28 TEqUITEd ... ioivsreene s snes s s s it a
4b. Ensured that passive gravity relief ventilation systems and transfer grilles .
between tooms and corridors are FINCHONINE .o..c.cersrrerronrirrsrassnresesssssssnsens O Q ﬁ

NOTE: If ventilation sysiem is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every oceupied space has supply of outdoor air (mechanical
system or operable WINAOWS) ...cc.cvvrmseemrmecn it o a
Ad. Ensured that supply and return vents are open and unblocked ...

- NOTE: If outleis have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the venis.

4e. Modified the HVAC system to supply outside air to areas without an ontdoor
AT SUPPLY 11vcevesaesruessrrassrssissierasssstssbessastiss e ses s A RR s s e o %
4f, Modified existing HVAC systems to incorporate any room or zone layout
and population CHANEES .......ceeiisiiisiismsr st ssssssessseessasmsss s sssn s ssnssen 5 | ,Ih‘
4g. Moved all barriers (for example, room dividers, large free-standing
blackboards or displays, bookshelves) that could block movement of F{
Q
o

air in the room, especially those blocking air Vents ... uiericmmsceens a a
4h. Ensured that unit ventilators are quiet enough to accommodate clagsroom

ACHVITIES 1.vveiiisssserurnsrensensrarsenssusstrssstssnssnssnseabeseas s sidses sesthscassanesrrEas bbb s s b s a
4j. Ensured that classrooms are free of uncomfortable drafis produced by air _

from supplY terMINAlS ..ot s ﬁ( Q

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the sysiem, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.,

4j. PBnsured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example, o
f100K jOINES, PIPE OPETINESY covrrserrerrrsseiessesessiarsssrmsibrssssssssasmseserss sissssisssssssnasss o 0 ‘;(

U EXHAUST SVSTEMS. .+ R

ACTIVITY 19: EXHAUST FAN OPERATION . ' 7
5a. Checked (using chemical smoke) that air flows into exhaust fan grilie(s) ..... 0 Q

If fans are running but air is not flowing toward the exhaust intake, check for the following:
= Inoperable dampers
« Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
= Broken fan belt



5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b, Checked (using chemical smoke) that air is drawn into the room from ~ Yes No N/A
AQJACEIE SPACES evverrerrrerresssesssssssasessessrecssssbssnsasansassas st sss st sast e riasanssssens i O Q
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Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How lo Measure Airflow”).

5c. Ensured that air is flowing toward the exhanst intake ...oeoeeeimn ?ﬁ; o o

ACTIVITY 21: EXHAUST DUCTWORK
5d, Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition......eivicisiisiirennss /6 a O
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR ATR MEASUREMENTS AND CALCULATIONS

NOTE: Refer to “How fo Measure Airflow” for techniques.
6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

TUHE 1ovemvessns ereresrees s esemssimsasbrssrasrass shasabess soxben sussEs s e smesss b sRRRnBr bhm A rEs sns s AR s Lo RnaE o Qa
6b. Caleulated the number of occupants served (22b) by the ventilation unit
URAET CONSIACIALION .1vmv vt irs s srse s ess o ia st s sn e s R s bt bia st e g o

6c. Divided ontdoor air supply (222) by the number of occupants (22b) to .
determine the existing quantity of outdoor air supply per person (22¢) ......... a o /2(

ACTIVITY 23: ACCEPTABLY LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) to the recommended

16vels I TABIE 1.t se e iesscssse s esssn s sas e st srssn et b s s sisaens a o
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet

the recommended levels M TabIE 1. ..o a a

notes O~ DOA wni ij(@ ' J0% oulside ar every
ol Tun ik Fhoegls Gn Qi air et exchmyer (e
l\u\%“{wﬂ&/// rehast b e on poA k4 /, R 3 qnd 5= SUs
SumprefT This UU/// LD N \f%f& cooled cuir. Sn sammed”
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