Building and Grounds
Maintenance Checklist

Name: |\ £e Malzon

School: v‘/’d&m E/th/dwv Seloggl

Instructions

1. Read the JAQ
Backgrounder and
the Background
information for
this checklist.

2, Keep the
Background
Information and
make a copy of
the checklist for
future referenca,

3. Complete the
Checklist,

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

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

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

Room or Area: Date Complcted 4 2
Signature: / flgs]

1. BUILDING MAINTENANCE SUPPLIES Yes No NJA
la. Developed appropriate procedures and stocked supplies for spill control ..... a o
1b. Reviewed supply labels.......coneeerivirinenens e s b g o o
le. Ensured that air from chemical and trash storage areas vents to

the OULAOOTS o..vevvees s cesscm s sesesmsessesiesscsnessosmsimsassnsresnssmrnee . I O
1d, Stored chemical products and supplies in sealed, clearly labeled

COMERITIEES 1..viivaiainsiresivisnsisssssessssaesass sssmesess s ensenssonsbessssns asssas sesssasesmsssaseasssssnins E” Qo o
le. Researched and selected the safest products available..........coovermerrornrirnneens 0 o
If. Ensured that supplies are being used according to manufacturers®

FUSEUOHOTIS -..cvvvee v esssrnmees e ense st sssesesssss sssssssssoss s ossssossnees B 0 O
1g. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ iNStruCtons ......vveceerecrnrcnerscssessins w O 0
1h, Substituted less- or non-hazardous materials (where possible) ..o, ALr 0 Q
li. Scheduled work involving odorous or hazardous chemicals for periods

when the School i8 NIOCCHHED . vuerueere et serssnrasrserens \ﬁ  4a
1j. Ventilated affected areas during and after the use of odorous or

hazardous CREMECALS .....cv.overerccrecrerierierre s ranasessrss e srasrstnst s sersssassasssseanas ﬁ a Q
2. GROUNDS MAINTENANCE SUPPLIES
2a. Stored grounds maintenance supplies in appropriate area(s) /E’ a o
2b. Ensnred that supplies are used and stored according to manufacturers’

instructions .................., reeereraRe oAb et e n et s et emaaEea et am e erenanees /&t O Q0
2¢. Established and followed procedures to minimize exposure to fames

TTOMN SUPPLIES .cvvriierireuresesimseneesesssase st inss e eaen e st es e s s trbs e et s st eem e smssrens F a a
2d. Reviewed and followed manufacturers’ guidelines for maintenance..............{ ;fﬂ a o
2e. Replaced portable gas cansg with low-emission cans..........ccoeeivvrreersserniiens F o a
21. Stored chemical products and supplies in sealed, clearly-labeled

COMUAITIEES +.o.eevvevaanseansesseseerasesss s sssssssssessse st ba st s bt s s sb s b st e raresbesaos @‘ Q a
2g. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of accord.mg to mAanuFActurers’ INSEUCHONS .....veesivseersnssseeseieneninns ? oo
3. DUST CONTROL
3a, Installed and maintained barrier mats for entrances ...........ocovceeresimesmsnerennion. a o
3b. Used high efficiency vacuumi Bags ........cccvvreniinsieninenninsneressssssassssesseresiont a o
3c. Used proper dusting fechniques .....c.ovcciieecns s s eese s s reensennnes g Q
3d. Wrapped feather dustors with a dust eloth ... o Q
3e. Cleaned air return grilles and air SUPPLY VONES .......c..c.cvvemeveeervenierieenesssnenens L



4a. Established and followed schedule for vacuuming and mopping floors......p&~ O O
4b. Cleaned spills on floors promptly (a8 NECESSAIY) uumwiivummrrasssarisisssssmssssase: ‘ﬂ a
4c. Performed restorative mainfenance (AS DECESSATYY .ovvemnrinsunisssssssssscsns ® o Q

4. FLOOR CLEANING Yes No NIABD%
T

5. DRAIN TRAPS

5a. Poured water down floor drains once per week (about I quart of water} ......7 a a
5b. Ran water in sinks at least once per week (about 2 cups of water) ... a a
5¢. Flushed toilets once each week (if not used regularly) .....oocrimriiininvnnieiien W O 0

6. MOISTURE, LEAKS, AND SPILLS

62. Checked for moldy 6dors ...t st ?’ o 0O
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may

indicate Periodic 16aKS) v ] a a
6c. Checked areas where moisture is commonly generated (e.g., kitchens,

locker rooms, and bathrooms) ... s 121‘ a o
6d. Checked that windows, windowsills, and window frames are free of

CONAEIEADE e vererereessreoneromtassasenssessarsssessssasbsbisrssrrsenseesta bbb s aansatsas srn e s im b0 “Ff a a
6e. Checked that indoor surfaces of exterior walls and cold water pipes are

Free OF CONMABNSALE ..ovveeeierraerireesmssssnsssmsarasirersesmsmsbebs bbb s e amassas s mn e sRsmme s ;3& a a
6f. Ensured the following areas are free from signs of leaks and water damage:

Indoor areas near known roof or Wall 16aks .......cccicvimmrniecmsemsssnssssisissssians W o a

Walls around leaky or broken Windows ...t b 0 o

Floors and ceilings under PImMbING ...cvuceiersinseessmrenssimisisisss s sssses ® O a

Duct interiors near humidifiers, cooling coils, and outdoor air intakes ......... ‘ﬁ' O O

: 7. COMBUSTION APPLIANCES

Ta. Checked for odors from combustion appliances ... ‘K a a
7b. Checked appliances for backdrafting (using chemical SIMOKE) vomercreniriaiisins ,@ o 0O
7c. Inspected exhaust components for leaks, disconnections, or deterjoration ... a o
7d. Inspected flue components for corrosion and SO0L ......erremeicscricsisisssrenns a Q
8. PEST CONTROL
8a. Completed the Integrated Pest Management CRECKIISEcvvvvvvvvr ceonsessirivisinisnnsd ~;i o aQ

NOTES



Waste Management Checklist
Name; 'N\l \k@) y/ 1’(5) ('?'M\ :

School: gég - - ;
Room or ; : ‘6\(‘6 L{d LMDatc Completed: { :1{// S-I / 2 S

Signatire: j/é‘%(// 1 . ,/m/‘/
/ S/

¥
’
’
'
b
)
)
)
)
b
\
b
’
»
]

1. WASTE MANAGEMENT

Instructions Yes No N/A
1a. Ensured that waste containers are appropriate for use (for example,
1. Read the IAQ food waste containers should have Hds) ....miimnersceninnns e
Backgrounder and b E dth ) lined
the Background 1b. Ensured that waste containers are Ined ...
: lc. Bnsured that waste from art, science, vocational classes, efc., are
Information for "
this checklist. andled separa.tcly e
1d. Labeled recycling bing clearly ..ot
2. iéziig:?:un d le. Ensured number of bins and dumpsters is adequate.....einniisricinns A

1f. Bnsured appropriate location of dumpsters (i.e., away from air intakes,

Information and doors, and operable windows in relation to prevailing winds) ...

make a copy of

the checkiist for 1g. Ensured waste containers are emptied TeRUIATLY (oo
future reference. 1h. Ensured appropriate waste removal schedule ..o 2
1i. Bnsured waste is stored in a well-ventilated 100M ..o iiisieinecniimene s /E7.I°\
3. Complete the

opooo0 Ooo0 00
oo0opOoO0D OO0 OO0

Checklist. 1i. PBnsured any exhaust fans in the room are operating PIOPELLY covvnivinnrnineieronsy

1k. Checked waste storage arcas for odors, contaminants, or signs of vermin....,
« Check the "yes,”
"no,” or
“not applicable”

pox besh‘:'le each NOTES m& v \ é—e/(
Pl ¢ peees o
requires further 7% % ™~ t 4
attention.} U & f?j C(C ’ ;?

. Mal}(}e c?\lmments ?% / 2\6 Cy K
H t i n '
;‘;ctizn aso e F\-(\C&ﬁ&& (./LP m / ; (—%&75

necessary.

4. Return the checklist
portion of this
document to the
JAQ Coordinator,




Instructions

1. Read the /AQ
' Backgrounder and
the Background
Information for
this checklist.

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

3. Comptlete the
Checklist.

» 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.

Walkthrough Inspection Checklist

Nike Molza

Name: |
1 Y

School: 5 5 ~

j @tc Completed: /-2{/ { 5?{ )—(

1. GROUND LEVEL

0 pooocoo

Yes No N/A

1a. Ensured that ventilation units operate Properly .. coeemii e Q:) a n
1b. Ensured there are no obstructions blocking air intakes .c....cvewiiimisiansann S O 0O
le. Checked for nests and droppings near outdoor air Itakes ......erenns o a Qg
1d. Determined that dumpsters are located away from doors, windows, and

OUEAOOL BIT INEAKES ..vvvereres v vcessmsssrssensesse s ress st ers et s s i s e e st iR s o a
le. Checked potential sources of air contaminants near the building

(chimneys, stacks, industrial plants, exhaust from nearby buildings) .......ens wa o
If. Bnsured that vehicles avoid idling near outdoor air intakes .....veiosmmnaens hy O Q
1g. Minimized pesticide apPlCAHON wovvevereeeisiiisisstrmssnrn st sanas o a
ih. Ensured that there is proper drainage away from the building (including

£00F AOWNSPOULSY covrvrcoreisresrmseemsrsnsasesessssssssrssssasstsarssn st sta st sssssass s sunsabasass a g
1i. Ensured that sprinklers spray away from the building and outdoor

BT HIEAKEE 1.voeoeeeeesesens e ietsesssessnresasesensesbes b st bsm s e bre b ama R RS r R s s s bR AR 00 \g a Q
1j. Ensured that walk-off mats are used at exterior entrances and that

they are cleaned regUIArly .. e s &3\ Q Q
2. ROOF
While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).
2a. Ensured that the roof is in good cONdBON e eiiecciiccne e QA
2b. Checked for evidence of Water PORAING ..cc..veeriiisimmrmeicin st nininirasss E g
2¢. Checked that ventilation units operate properly (air flows in)...covniirnneenns j
2d. Bnsured that exhaust fans operate properly (air flows out) ...ovivivinscsionannss K QO
2e. Ensured that air intakes remain open, even at mininum sefting .........coueees }3’ t
9f. Checked for nests and droppings near outdoor air intakes .......oorseiiens F: a
2g. Ensured that air from plumbing stacks and exhaust outlets flows away

£r0mm OULAOOT 8IT INEAKES .ivvirececorisriens e eeistss s st smas s antb s sas sannss s raganass a
3. ATTIC
3a. Checked for evidence of roof and plumbing feaks....coovimniinicinmscininn ﬁ a 0

____ 3b. Checked for birds and animal nests 7@ o a

4. GENERAL CONSIDERATIONS
4a. Ensured that temperature and humidity are maintained within

ACCEPLADIE FANEES .ovvvserssusinerssiesissmsserrrmins i ssaa bbb s e A O Q
4b, Ensured that no obstructions exist in supply and exhaust vents ......ccvvneene, a Q
4G, ChecKed FOT OAOIS cuoviirererssssirssrcnmrecssssessstsmssssamssarad st bs sr b s s s s et nanns a a
4d. Checked for signs of mold and mildew growth «..ccoceiciniiniiiinimiissniinninns \? a o



4. GENERAL CONSIDERATIONS (continued)

Yes Neo
4e. Checked for signs of water damage \éﬁz O
4f. Checked for evidence of pests and obvious food SOUICES ovvvrrvnisrccscriranenn - O
4g, Noted and reviewed afl concerns from school 0CCUPABRLS ..ot £ 0

B ah

5. BATHROOMS AND GENERAL PLUMBING

5a. Bnsured that bathrooms and restrooms have operafing exhaust fans ............. @ a
5b, Ensured proper drain trap maintenance:
Water is poured down floor drains once per week (approx. 1 guart of water)
Water is poured into sinks at least once per week (about 2 cups of water) ....
Toilets are flushed at least once per Week ... vesremssininiiiin

\
[}
]
]
[}
1
[l
t

ooo
coo O

6. MAINTENANCE SUPPLIES

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

building is unoccupied R
6b. Ensured that vents in chemical and trash storage areas are operating

PLOPETLY 1vvv1eevvvnsrreressesssessssssessseseesons s sssssssssasssss st sestbsss b sessssssssasasisrnsesest 28
6c. Ensured that portable fuel containers are properly closed .....coomeecrmnsines B

6d. Ensured that power equipment, like snowblowers and lawn mowers, have ?S\

o Cco 0
g 0o g

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

7. COMBUSTION APPLIANCES

Ta. Checked for combustion gas and fuel 0dors ..o
Th. Ensured that combustion appliances have flues or exhaust hoods ...c..covcenene
7¢. Checked for leaks, disconnections, and deterioration ....covvcvnnsiniionen. \%

cgooou
oooo

7d. Ensured there is no soof on inside or outside of flue components.................;

8. OTHER

8a. Checked for peeling and flaking paint (if the building was built before
1980, this could be a lead hazard) ... 0 o
8b. Determined date of Iast 12000 L5t ....cocccrrviinmmissis e s s

NOTES



Integrated Pest Management
Checklist

Y 3 Name: Y\‘ik& %(LM
' School: _%Eé ,
- ~ :
’ Room or MGM@%MG Completed: ./ 7—(/ /. 5: /:)-g—
o Signature: %ﬂ.{é 7
/
Instructions 1. OFFICIAL POLICY STATEMENT
1. Read the IAQ Yes No NJA
Back d d 1a. Developed or located the school’s official policy statement for integrated
grounder an t management (IPM) ....oimmmmmmmimsssms s e s ssess W a Q
the Background pes &
Information for
this checklist. 2. DESIGNATING PEST MANAGEMENT ROLES

2. Keep the 2a. Assigned and trained a gualified person to be the pest manager a a
Backg roL_md b, Involved decision makers in the IPM PIOEIaim ....evererriiinsiniinisinines o O
Information and 2¢. Educated students and staff (the occupants of the building) about IPM
make a copy of and asked them to keep their areas clean and free of clubier .......ooovevveriimnrees a o
the checklist for 2d. Encouraged parents to learn about IPM practices and implement them
future reference. BE TLOITIE otvvsverseessessrmeaestessarrasasrasssmtessbeschat st rassiraevasbaba s srasaR ss e s mr SRR e s e 4308 o o

3. Complete the 2e. Developed a program to educate and train all IPM participants ..o a o
Checklist. 2f. Included language about IPM into contracts with pest management
+ Check the “yes,” PIOTESSIONALE «crvevvevrrssreeesssessrssssssssecomimisss e bbb e 5 O 0

"no,” or
"not applicable” 3. SETTING PEST MANAGEMENT OBJECTIVES
ﬁg:::_)(ejlgﬁ :.?Ch 3a. Set app.ropriate pest management objectives for school buildings (such as
response preventing Qests frqm intx‘arfering with st.udents’ learning environment
requires further and preserving the integrity of the building 1 HTe2 11171 RO o q
attention.) 3b. Set appropriate pest management objectives for school grounds (such as
providing safe playing areas and the best athletic surfaces possible) ... ?’ a a
« Make comments :
in the "Notes”
section as 4, INSPECTING, IDENTIFYING, AND MONITORING
necessary. 4a. Tnspected all buildings and grounds for pest evidence, entry points,

4. Return the checklist food, water, and harboTAge SIS ..owiwerumrevsmnrecssssmmisssssrisss s eniss @ a Q
portion of this 4b. Tdentified potential pest habitats in buildings and Zrounds ....ooueveemsinrererinsn a Q
document to the 4c. Pinpointed the source of any current pest problems ... oeressssisrmrirsnnsess o o
IAQ Coordinator. 4d. Monitored to determine the extent of pest problems and to estimate pest

populatmns)}f a o
.................................. 4e.. Developed plans to modify habitat (for example, exclision, repair, and o
sanitation efforts) to prevent or resolve any pest problems ceesesrrasser s esraenees ,éf ooan
4f. Established a monitoring program that consists of routine inspections to _
estimate pest population levels and identify evidence of pests and éf o
potential BabItat ..o o O



5.
Sa.

SETTING ACTION THRESHOLDS

Bvaluated all available data obtained through inspecting, identifying,

AN THONIEOTING 1ervrnsseesssrrsrmsssasssesssssississismessiasssssbsssassson ssrssesssssissasssonssaasns \F)
Determined how many pests the school buildings, grounds, and

occupants can tolerate .
Set action thresholds ... vvcriniccsse e e iasee sty
6. PREVENTIVE STRATEGIES

INDOOR SITES
6a.

5b.

Sc.

= Classrooms
¢ GIYDODASIUMS «.ocucerrereisscrsiesssasssrossbessssssomssssssssessssonesssassesssoss et s basanias asans s sosaees N4

= Staff lounges
« Bathrooms
* Food preparation and serving areas
» Rooms with extensive plambing
 Maintenance areas

+ Other ‘§9~

OUTDOOR SITES

..................................................................................................

.....................................................................................................

...................................................................

Yes No

gopoo0ocoo00op

Implemented appropriate strategies to prevent pests from inhabiting the following areas:

oopopO0oo0QNOooo

6b. Implemented appropriate strategies fo prevent pests from inhabiting the following areas:

« Playgrounds OOV O OPRPRRROOTOOOe. . o
s Parking lots 73
o Lawns and athletic fIelds. ..t s s

» Teaching gardens or greenhouses
s Loading docks
* Dumpsters
« Areas with ornamental shrubs and (TEES ......vwercererenressssessssssnsmsssssnrens Y

« Other ‘ﬁl
PESTICIDE USE AND STORAGE

. Explored alternative pest management methods before concluding that
pesticides were necessary
Ensured that pest management professionals integrate IPM into their
pest management MEthodS ..o s /B\
. Tdentificd the least toxic, target-specific chemical (or pesticide

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

............................................................................................

. Used spot-ireatment (or bait, crack, and crevice applications) to apply
pesticides whenever possible and only treated the obviously infested . :
PIANES I thE BIEA wovvversecvsasersssssessrarssesssessrsssssssssa s st s st s )Q

Used protective clothing or equipment when applying pesticides.......c.onn f\
. Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessible to children and non-target SPECIES ..o mnires e ncrre it F\

oopooocag

e how to properly apply and handle these ChOIICALS 1evvvvrneveerenccecnsnsonens FK\ .

copooooo

O




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

runway of the box s s sesessssssssanssssassaessossrssstsmsmmnssessisses |
7i. Applied pesticides when occupants were not present or in areas where

they would not be exposed 0 the ChEmCals ... i tsessomemmmssnienss \F a a
7j. Ensured that schoo} ocoupants (students and staff) are notified of

upcoming pesticide applications through posted notices and/or fetters.......... P\ o Aa
7k. Ensured that parents are notified of upcoming pesticide applications

HITOMER LEEEETS evvvvessssnrecseccesensressssssasssssmnsssns s st isasiaas st e @; o a
71, Kept copies of current pesticide labels and information on pesticides

EASILY ACCESSTBIE crvvvscrerscrensnseniestanns s srssen s biab R bar s g 0
7Tm. Stored pesticides off site or in areas that are Jocked and accessible only to

designated PEISONDEL ... iirmsessiresssssesss it ssrsssss s nsas s ssssers a

Tn. Ensured that storage arcas are adequately ventilated and are located away
from areas prone to flooding or where spills or leaks may contaminate

THE BIVIOIIIENE «.eoeetrrsssesasresnsencesssaneiessesssssrorssesasasatusssrs s bematt st eassssasassanssss g Q
70. Ensured that flammable liquids are stored away from ignition sources \f@ o o
7p. Ensured that pesticides are stored in their original containers and all lids

aTE SEOALELY FASEENE Louurererresrrsrsensscssrssenss st s ma s s et a
7q. Bnsured that air in the storage space cannot mix with the air in the central

VENHIAHON SYSIEIE ovuerereieisissirseseianns s snssssserr s s ?‘L o a
8. EVALUATING RESULTS AND RECORD KEEPING
8a. Ensured that accurate, up-to-date records of IPM practices and a pest

management log for each property are kept ..ot a Q
8b. Bnsured that pesticide records necessary to meet all state, local, and school

board requirements Are MANLANEA covwrrervevsssvecessimsrirmassssssssinsss s sssoniss /E— g o
3¢. Bnsured that each log book contains the following items:

« Copy of the pest management PIAN ... s F a Q

« Service schedules for maintenance of buildings and grounds.........eenens a o a

« Current EPA-registered 1abels ... aQ g o

« Current Material Safety Data Sheets (MSDS) for each pesticide project ... o o o

« Pest surveillance data SHEEES .c.cciieiiinsimrom s o o o

%50% « Diagram noting the location of pest activity, traps, and bait stations ........... a a a

W e rap for rmice.
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Instructions

. Read the 1AQ
Backgrounder and
the Background
information for
this checklist.

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

. Compiéte the
Checklist,

« Check the "yes,”
"no," 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 Coordinatorn.

Food Service Checklist

Name: (Y‘\Z ke, Mb(wﬂ

School: B Eig
Room O%W Date Complefed: (?.t/ { ";’l/gg/

Signature:
gna 7+

1.

COOKING AREA

. Determined that local exhaust fans operate properly (note if fans are
excessively noisy)
Checked for odors near cooking, preparation, and eating areas
Ensured that exhaust fans are used whenever cooking, washing dishes,
and cleaning
Determined that gas appliances function properly
Verified that gas appliances are vented outdoors

Ensured there are no combustion gas or natural gas odors, leaks, back-
drafting, or headaches when gas appliances are used

............................................................................................

1b.
lc.

.....................................................................................................

1d.
le.
if.

..........................................

............................................

.....................................

1g.
1h. Checked for signs of microbiologica! growth in the kitchen, including
the upper walls and ceiling (for example, mold, slime, and algae)
Selected biocides registered by EPA (if required), followed the

manufacturer’s directions for use, and carefully reviewed the

.................

1i.

Verified the kitchen is free of plumbing and ceiling leaks (signs include
stains, discoloration, and damp areas)

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of inseots
and vermin (for example, feces or remains)
Stored lefiovers in well-sealed containers with no traces of food on outside
surfaces
Ensured that food preparation, cooking, and storage practices are sanitary .,
Disposed of food scraps properly and removed crumbs
Cleaned counters with soap and water or a disinfectant (according to
school policy)
Swept and wet mopped floors

2a.

2b,

2c.
2d.
2e.

.................................

21,

..........................................................................

WASTE MANAGEMENT

. Separated food waste and food-contaminated items from other wastes,

. Ensured that dumpsters are properly located (away from air intake
vents, operable windows, and food service doors in relation to
prevailing winds)

Ensured that kitchen is clean afler UsSe ....cciicnmvin s s e }ﬁ

MEthod OF APPHOALION wuvvevecersserermsssassermamsrssrsrmssessssssessssssssssssmssssssessess s sens ;JL

TE POSSIDIE vvuovvvecrvsssrsanisss s iss s rears st aa s s
. Stored waste containers in a well-ventilated area .....ooveorrcencinninnnn

0 oo pDoo OO0F

O

O

oo opno O

D
o

0D Cco pEo DD‘;Z;

O

]

oo oo O



4. DELWVERIES

4a. Instucted vendors to avoid idling their engines during deliveries
4b, Posted a sign prohibiting vehicles from idiing their engines in

Yes No N/A

FECEIVIIE ATBAS 1uvvererersrressiinsiiiiesasssan s b srssras st sasbost s ns a1 AR enrsf b st st
4c. Bnsured that doors or air barriers are closed between receiving area
ANA KEOREIL 1. e eeererersosccsssecntsnssesrarassr e e siserassbassan b e TS SR Pe R R 2md s bR 1o an s nE .

NOTES DR el are W ‘o 6&:{# 8‘6[ @r\%ﬁ}\%



Instructions

. Read the JAQ

Backgrounder and

. the Background

information for
this checklist.

. Keep the

Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
aswellias a

copy for future
reference.

Complete the
Checklist.

« Check the “yes,”
”no," or
“not applicable”
box beside each
jtem. {A "no”
response
requires further
attention.}

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

Return the checklist

portion of this_

document to the
{AQ Coordinator.

Ventilation Checklist

Name:

School: B ;_ é

Unit Ventilator/AU Nﬁﬂi_ﬁ@ﬁ_bﬁcﬁr—‘b

Signature: 7@/{{45 Agj! I }Z/\

ke [l

] L W'EII,SC{‘MdIQM»

1.

la.

1b.

A
OUTDOOR AIR INTAKES

Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIAN) .uieccerss s s o o Q
Ensured that the ventilation system was on and operating in “occupied”

TTIOGE covver s eseoseessssseesseseesss esesasses s At ARt A RS ER RS SRR 88 xoa o

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVELS 1vuvurereniosssaesessssmmessararssinsssins onesstsmsnas sos sbsrasens b tsRE AT S AL bR S TR TSR A a0 000
Instalied corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an intake)

..............................................................................

ACTIVITY 2;: POLLUTANT SOURCES

le.

If.

lg

Checked ground-level intakes for pollutant sources (dumpsters, loading

QOCKS, A1 DUS-ANNE IEAS) crsmsnrrserssresorssssrsssssssessssss et )37 0

Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddies; and mist from

air-conditioning cOUINE tOWEIE) v uiiisrarrre s remseisssrarsssbsss s ensserenttisstsons j&» Q

Resolved any problems with pollutant sources located near outdoor air
intakes (€.g., relocated dumpster or extended exhaust pipe)

..........................

ACTIVITY 3: AIRFLOW
Obtained chemical smoke (or a small piece of tissne paper or light plastic) ; a
a

1h.

14

2.

Confirmed that outdoor air is enfering the intake appropriately ooeweiisens

SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS

. 2al -

.....................................................

. Vaenumed filter arcas before installing new filters....cvoimnmninis

Confirmed proper fit of filters to prevent air from bypassing (ﬂow.ihg

around) the air FIHEL . .. .
. Confirmed proper installation of filters (correct direction for airflow) ........

a

Q.

oo 00



2. SYSTEM CLEANLINESS (continued)
ACTIVITY 5: DRAIN PANS
2f. Engured that drain pans slant toward the drain (to prevent water from Yes No N/A

ACCUNMLALINEY 1.rvurrereoresrercssssssisssssinsiassrnsissar st sssbasesssss st et b a Q@
2g. Cleaned drain pans g a O
2h. Checked drain pans for mold and mildew ... 2
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are ¢lean .. ‘?ﬁ n a
ACTIVITY 7: ATR-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 SRRSO, - Z m R
2k, Bnsured that duets aTe CIEAT .ot isrermeiesisreisarassmsrenre it s asrssan s g 0O Q
ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ......... ﬁl a o
2m. Ensured that mechanical tooms and air-mixing chambers are free of trash,

chemical products, and SUPPLIES ....c.wvmsinesnmemim e Ehc a a
3. CONTROLS FOR OUTDOOR AIR SUPPLY
3a. Ensured that air dampers are at least partially open {minimum position) \g-\ a Q
3b. Ensured that minimum position provides adequate outdoor air

FOT OGOUPANES 1...cvsiveissisisrsssmstisisetssssra st ib st s Rt e s a ﬁ a a
ACTIVITY 9: CONTROLS INFORMATION
3¢. Obtained and reviewed all design inside/outside temperature and humidity

requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) ....ocirrsssennens ‘FI__ a o
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turped summer-winter switches to the correct position .o GRS
3e. Set time clocks ApPIOPHALELY cocr i e % a 0
3f, Ensured that settings fit the actual schedule of building use (including

GHWEEKENA USE) vvvverivenrisermsmmsrrssirssmsssssssassssssssmmss s s s bt snas a o
ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) setting SEUTUTRUBOOTO. - g 8 |
3h. Checked that the line dryer prevents moisture buildup .......ccimminiissnncnnnc ® O §
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for exampie, when you

....... } biOW down the tank)..g -G - ﬁ

3{." &et the line pressure af éach thermostat and damper actuator af the proper = 77 1T T

level (no leakage or ObSITUCHONS) wrvvreesvvvssemrssssssssssmssssssssarrrsss s issnass ? ] /LCJ-
ACTIVITY 12: OUTDOOR AIR DAMPERS .
3k. Ensured that the outdoor air damper is visible for inspection ..ouvsenseinnncs, ~ 0 0
3]. Ensured that the recirculating relief and/or exhaust dampers are visible

FOT AMSPEOEION 111v.vv 1112 1esrsrmseeseessssssessssasssesssssssssssesssom s os beg b bssEbas st sssennss o o g€
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ........weesecenensens "ﬁ a a

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

range fo confinue. “



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 air DABAIET ..eweemesiiermmemsssssrs s s ees Q a
30. Checked that the outdoor air damper opens (at least partially with no delay
when the air handler is f0rned 0N ... o o

3p. If in heating mode, checked that the outdoor air damper goes fo its
minimum position (without completely closing) when the room
thermostat 18 SEL 10 B5%F ..oiiirrmrrrscarerresnisssiseraimsssassos st s st st an e resiisns s o o &\
3q. If in cooling mede, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set

»
’
¥
L
]
}
)
}
}
’
¥
L4
)
13
r

to 60°F and mixed air thermostat is set 10 45°F ..o g a 26_/
3t If the outdoor air damper does not move, confirmed the following items:
» The damper actuator links to the damper shaft, and any linkage set
screws of BoltS A€ TEhE et s a Q ){
« Moving parts are free of impediments (e.g., rust, corrosion) \9"‘ a aQ
+ Plectrical wire or pneumatic tubing connects to the damper actuator ...~ 0 Q
+ The outside air thermostat(s) is fanctioning properly (e.g., in the right
location, calibrated COTTEOLY) ...vvmrmimiuisersemsnrinsisnsisissans s seseniasens >@T g a
Proceed to Activities 13—16 if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
ACTOSE LEIIMTIALS o1 eeseeieemeesieerresbesnss st e bar s sn b gy ns s sr e b sha s sem s T s bt o0 a o %
OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the frecze stat (clicking sound indicates freeze stat was

mpped)\p: g 0
Ju. Assessed the feasibility of replacing all manual reset freeze-stats with
ANOMAHG TSt FLEEZE-SIALS .ot ireeircrrcerescrsrsirraesserste e st s s st er s i) al )@ a

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. Bnsured that the mixed air stat for heating mode is set no higher

FRATE B5°T oerereseeronesssassssess s sassrssb st besstseas s s AR AR AR S SRR RS TR TSR e a Ao
3w, Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SELHNE 1ottt a o
ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or
JOCED PLACHEES 1evvvereserssemssnesssssssssssmssssbssis s s srs s s e a Q ‘g
NOTE: The dry-bulb is typically set at 65°F or lower.
................................................ 3y. Chiecked tha sesor on the economizer i shielded from direct sualight ... 0 "1 ‘ff
32, Ensured that dampers operate propetly (For outside air, efurnair, =" TN
exhaust/relicf air, and recirculated air), per the design specifications........... a 0o /W

NOTE: Economizers use varying amounis of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperalure,
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 2il fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yas No N/A
hours (even when room thermostat is satisfied) ..o a O

NOTE: If fan shuts off when the thermostat is satisfied, adjust conirol cycle as necessary lo
ensure sufficient outdoor air suppl.

4. AIR DISTRIBUTION

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

PEFOrm a8 TEQUIE .uvurrm i cvsssisseermessarssmmt st s s e ﬁ; a o
4b. Ensured that passive gravity relief ventilation systems and transfer grilles ,
between rooms and corridors are fIRCHONING ... g a \ﬁ

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

4¢. Made sure every occupied space has supply of outdoor air (mechanical

systemm of OPerable WINAOWS) v.v...ccrmssmmmimsssssessmsssssssssasss s s o o
4d. Bnsured that supply and retarn vents are open and unblocked .......ovconnien

- NOTE: If outlets have been blocked intentionally fo correct drafts or discomfort, investigate
and correct the cause of the discomfort and reopen the venis.

de. Modified the HVAC system to supply outside air to areas without an outdoor

BEE SUPPLY 1vvsreervsessssssressscsessssesssrs s asasss s s b R o a ‘{{2[_
4f. Modified existing HVAC systems fo incorporate any room or zone layout

and pOPUlation CRANEES w..ucriseirimmiserisssisssisssssisstisssrs sy s ins a o
4g, Moved all barriers (for example, room dividers, large free-standing

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking ait VENES ... mecocrniisiimmsisneinnss a aQ WQ
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

AOLIVIEIES 1111mmverenssereesrsessesonssessesasieseas berbsbstsnsnssnbssse s sAbE SRS OR SRR R s bR SRS SRS 1208 o a
41, PEnsured that classrooms are free of uncomfortable drafts produced by air

a o

from supply terminals \qw

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

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

4j. Bnsured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floOr JONLS, PIPE OPETHIES) cocrcrrrrnmmerrscsisrsssssssisrssssssses st ssbaas st a &

~ ACTIVITY 19: EXHAUST FAN OPERATION N
' 5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) 175\ a aq

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 contaminanis from areas such as bathrooms, kitchens,
and lubs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn info the room from es No N/A
BOJACEIE SPACES 1uurvprererorerersimsibsssasstossestens et shastsig s sRS e b STS rt0 a a

A
W o W W W e W e W W W
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Stand outside the ¥o the oor%@itl%en !w‘file checking airflow high and low in
the door opening (see “How to Measure Airflow”).

S e w T =

5¢. Ensured that air is flowing toward the exhaust intake ... \.F g 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 CONATHOm covvror e renenscnsrerasnns a a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR ATR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for lechniques. )
6a. Measured the quantity of outdoor air supplied (22a) to cach ventilation

ITEE 11vvevssessmassenssessenssmesersemsssistessonsstessesseia b idsussnseasR e et aeanstbashaRT TP L bbb e 100 o a a
6b. Calculated the number of occupants served (22b) by the ventilation unit

TNACT COMSIAEIAHON s1veveversescsenereeneeressssemssssesssntssarsssenssesesbis sasbansnasssr sttt sensns o o
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (226} coverens oo o

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

1EVEIE 111 TADLE L ..o eeeiveseeeeeesetsvcaresessmencacissnsbanannasanat i bisbas sinsanssarg sasasssnst saassratas a o o
6e. Corrected problems with ventilation units that supplied inadequate

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

the recommended fevels in Table 1., o o o

NOTES
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