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3.

4,

. Read the /AQ

. Keep the

instructions

Backgrounder and
the Background
Information for
this checklist.

Background
Information and
make a copy of
this checklist for
each ventitation
unit in your school,
aswell as a

copy for future
reference,

Complete the
Checklist.

+ Check the “yes,”
“no,” or
“not applicable”
box beside each
item. {A “nao”
response
requires further
attention.)

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

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

Ventilation Checklist

Name: thomas verville

School; Griswold Elementary School

Unit Ventilator/AHU No: €TU-1

Room or Area:

Signature: j%wu%ﬁa@ﬁi

1248-1222

Date Completed: march 24th 2026

1b.

. OUTDOOR AIR INTAKES

la.

Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor Plamn) ...

Ensured that the ventilation system was on and operating in “occupied”
IO oottt et er bbbttt en et e ket e ke r ettt e n e eabed

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

DT COVETS 1ertretrerreseeererosnosnonesnessessessesnersesnesesssessesmessessessestessessesssssesnessisnsssessenssnend @ O O

Installed corrective devices as necessary (e.g., tf snowdrifts or leaves
frequently block an intake) @ @ O

ACTIVITY 2: POLLUTANT SOURCES

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

docks, and bus-tdling areas) .........ccceecrmevvrnnnnn s O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cooling tOWETS) ......cccccovvicieieicre e e @ O O
1g. Resolved any problems with pollutant sources located near outdoor air

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

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

2e.

Replaced filters per maintenance schedule ... @ O O
Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dOWNSITEAIMIY ....ceicvrierr et ettt et eab s @ O O

Vacuumed filter areas before installing new f11ters® O O
Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the alrfllter@ o O

Confirmed proper installation of filters {correct direction for airflow) @ O O



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
ACCUMUIALINE) .vevvierriirste s erre it eesa e et e e s st sbe s ebas e snaasbsnee sara s

2g. Cleaned drain Pans ... O

2h. Checked drain pans for mold and mildew ... o

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @ 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 ..., 8 O 8

2k. Ensured that ducts are ClEAN ...oooeieveceeieeee et eaene

ACTIVITY 8: MECHANICAL ROOMS
2. Checked mechanical room for unsanitary conditions, leaks, and spills @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies @ o O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open {minimum position) @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT BCCUPANES ...eveervrtrere e s sttt r e ebe b e an s es st @ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) @ O o
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .........ocvecrencrianiend O
3e. Settime clocks appropriately ....ovveiiieiici O

3f. Ensured that settings fit the actual schedule of building use (including

DEEHYWECKEDIA USE) <.oeeiie vt e et v as s ee e O 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 O O @
3h. Checked that the line dryer prevents moisture buildup O O @

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

blow down the tank) ........ccoorieiee e e e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or OBSIIUCHIONS) «oovieiivcieeir e et e O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

FOT INSPECTION Luivviiiiiiiiiiiic i @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range @ O O

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 air handler.........o e O @
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on .........ccccovivicinici e @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 15 S8t 10 85%F oo O @ O

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is setto 45F ..o O @ O

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

screws or bolts are HEht ... ] O @ O
» Moving parts are free of impediments (e.g., rust, corrosion} ...................! @ O
+ Electrical wire or pneumatic tubing connects to the damper actuator ......!
* The outside air thermostat(s) is functioning properly (e.g., in the right

location, calibrated correctly) O @ O

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

ACTOSS LEITIIMALS Loviiiiiiciitie et mrme e s nee ] O @ O

OR

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

L3927 o2 U PR UTUTPTUF UV VURUPIURTRRRRIORY O @ O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freeze-statso @ O

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 AIR THERMOSTATS

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

BRI B5CF weovvereereeruermermmassesseseesessesssesssesessossoeseseessosressesseessreessenmeesnnsansensemmoesoerees O®0O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SELNE ..c.ccocveeeerreerree e e O @ O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

local practices O @ O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ......| O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications O @ O

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 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

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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 as TEQUITEA ... vveereirerereernrerrecerenses e ssnsres e s sesssseresresnsssessesssarassnsans O @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are fUNCHONMING ......ccovvovveerironcreecerrenrecrenne @ O O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
system of operable WindOWS) ... e @ O O

4d. Ensured that supply and return vents are open and unblocked ....oooovcriinnnn, @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AL SUPPLY covirireireece e een e O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ 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 air vents @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actlvmes@ O O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from SUPPLy Lerminals ......o.ovveiiieeriresi e assr et @ O O

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 system, including
any exhaus! fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building {(using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, pipe opemngs)o @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) o @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
v Inoperable dampers
» Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
* Broken fan belt
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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 inte the room from Yes No N/A
adjacent spaces

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How to Measure Airflow”).

5c¢. Ensured that air is flowing toward the exhaust intake ..o 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 gooed condition ...l @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “"How to Measure Airflow” for techniques.

6. Measured the quantity of outdoor air supplied (22a) to each ventilation

6b. Ca[culated the number of occupants served (22b) by the ventllatlon unit

under consideration.............. 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 (22¢)......... o @ O

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

levels in Table 1.. o O @ O
6e. Corrected problems WIth ventllatlon units that supplled madequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels in Table T ... O @ O

NOTES
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4.

Instructions

. Read the IAQ

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 “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 Coordinator.

Food Service Checklist

Rﬁlme: Griswold Public Schools

Griswold Elementary School

School:
Room or Area: Date Completed: 3/18/2026
Signature: ——— T o i J
1. COOKING AREA
la. Determined that local exhaust fans operate properly (note if fans are Yes No 1\8
EXCEESIVRIY TIOTEY) «iruvviisisississsriimiisssscumianiosissinsmaests b ossstarensusansnpssansnsnssinssd é
1b. Checked for odors near cooking, preparation, and eating areas ....................! @ O O
lc. Ensured that exhaust fans are used whenever cooking, washing dishes,
T (11T T T e @ O O
1d. Determined that gas appliances function properly ..........cccocoviiniiiiind
le. Verified that gas appliances are vented outdoors ..o
1f. Ensured there are no combustion gas or natural gas odors, leaks, back-
drafting, or headaches when gas appliances are used ... @ O O
lg. Ensured that kitchen is clean after USe ... @ O O
1h. Checked for signs of microbiological growth in the kitchen, including
the upper walls and ceiling (for example, mold, slime, and algae)................. @ O O
1i. Selected biocides registered by EPA (if required), followed the
manufacturer’s directions for use, and carefully reviewed the
miethiod ofAPPHCAION . mmsusvmsssmsssnsississsemrosmrisnsosssassssesnoh @ O O
1j. Verified the kitchen is free of plumbing and ceiling leaks (signs include
stains, discoloration, and damp areas) ..........cc.cooviiciiiiininnise ) @ O O
2. FOOD HANDLING AND STORAGE
2a. Checked food preparation, cooking, and storage areas for signs of insects
and vermin (for example, feces or remains) ..o @ O O
2b. Stored leftovers in well-sealed containers with no traces of food on outside
U TG wicmvssvs ks w5 £ S A AR YRS i KAt e O
2c. Ensured that food preparation, cooking, and storage practices are sanitary ..
2d. Disposed of food scraps properly and removed crumbs ...
2e. Cleaned counters with soap and water or a disinfectant (according to
SCROO] POTTCIY v svmsvamosss 7o ooy sb5e 4800 08 A RS o R ST TS s @ O O
2f. Swept and wet mopped floors ..o @ O O
3. WASTE MANAGEMENT

3a.
3b.
3¢

3d.
3e.

Selected and placed waste in appropriate CONtaINETs ... @ 8 8

Ensured that containers’ lids are securely closed ........ooooiviiiiinininnl @
Separated food waste and food-contaminated items from other wastes,

T POSSIBIE 1ot 8 O O

Stored waste containers in a well-ventilated area ..o

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

Prevailing WINAS) .....oooiiiiiiis e @ O o




4. DELIVERIES Ay < <~

Yes N
4a. Instructed vendors to avoid idling their engines during deliveries ................] @ IES 6
4b. Posted a sign prohibiting vehicles from idling their engines in

TECEIVING AFCAS ...evvereerermereeesreresrrreer e er st vasressesssssssansesssnsseassansensesenes O @ O

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

W W N ey oy W - e W —

NOTES




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. Complete 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.

4. Return the checklist

portion of this
document to the
IAQ Coordinator.

Integrated Pest Management
Checklist

Name: thomas verville

School: Oriswold elemenatry school

Room or Area:

building wide Date Completed: _March 24th

Signature;

1. OFFICIAL POLICY STATEMENT Yes No NJ/A
la. Developed or located the school’s official policy statement for integrated

pest management (lPM)@ O O
2. DESIGNATING PEST MANAGEMENT ROLES
2a. Assigned and trained a qualified person to be the pest manager.....c.....oorreee: @ O O
2b. Invelved decision makers in the IPM program @ O O
2¢. Educated students and staff (the occupants of the building) about IPM

and asked them to keep their areas clean and free of clutter .........oovviinn @ O O
2d. Encouraged parents to learn about [PM practices and implement them

athome@ O O
2e. Developed a program to educate and train all IPM participants @ O O
2f. Included language about IPM into contracts with pest management

3b.

4a.

4b.
4c,
44.

4e,

41,

PIOFESSIONALS ..vvviiivriirc e e e e @ O O

. SETTING PEST MANAGEMENT OBJECTIVES
3a.

Sct appropriate pest management objectives for school buildings (such as

preventing pests from interfering with students’ learning environment

and preserving the integrity of the building structure) .......cececvienireniirinnansd @ O O
Set appropriate pest management objectives for school grounds (such as

providing safe playing areas and the best athletic surfaces possible) ............. @ O O

INSPECTING, IDENTIFYING, AND MONITORING

Inspected all buildings and grounds for pest evidence, entry points,

food, water, and harborage SHEs ..., @ O O
Identified potential pest habitats in buildings and grounds .........ccvririrnnnas
Pinpointed the source of any current pest problems ..........ccvinininnnd
Monitored to determine the extent of pest problems and to estimate pest
POPUIALIONS i . @ O O
Developed plans to modify habitat (for example, exclusion, repair, and
sanitation efforts) to prevent or resolve any pest problems @ o O
Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

potential RabALAl (vt s @ O O



S5a.

5b.

5¢.

6.

SETTING ACTION THRESHOLDS

Evaluated all available data obtained through inspecting, identifying, Yes No N/A
AN MOMLOTINE oeeceeenreee et et ren e ce e s s as s r s a b ran b @
Determined how many pests the school buildings, grounds, and

OCCUPANTS CAN LOLETALE ..vviveerrerereirerern v eeinesrer e rer e ee e serr e e enn et st ses b s @ O O
Set action thTeSholds ... ere s e resne e end @ O O

PREVENTIVE STRATEGIES

INDOOR SITES

6a.

Implemented appropriate strategies to prevent pests from inhabiting the following areas:
@ ENTYWAYS (et i s e
¢ CIASSTOOMIS oo eee e et rmes e s s ebs bbbt e s
¢ GYIMNASTUITIS oevveeeeieereeseervereereresiesseernessesstssansseesaesseessenssnsrnormesnesonseneansrans
# LOCKET TOOINS c.vouvrurisiriirrnereeresseseessesseessesssasessessessessesnessonssnessesosssssensenssnsenss
® OITICES ooiicrereiiiiiineine et sree s e nar s e s e s s s a s e e e nr e e s rnsenanssar e e
¢ SAfT JOUNEES et e
* BAthTOOIMS oottt et e n e
* Food preparation and serving areas
* Rooms with extensive plumbing ..o
* MAIMENANCE ATEAS ..oviviceiniiiieioriesiersies i s ssss s in s ressnsens rrons &
L 1T U Y POTO PPN

OUTDOOR SITES

6b.

7h.

Te.

7d.

Te.

7f.
Tg.

Implemented appropriate strategies to prevent pests from inhabiting the following areas:
* Playgrounds ........ccovecevericernnenn

# PATKING TOLS ovevvvirvavernseceesensesstesss s essssssssssssesie e ssesssnsssssmssasssssessesssnse O
* Lawns and athletic flelds. ... s (»)
* Teaching gardens of SreenhoOUSES ..o ieerccner e (®)
* LOAAINE AOCKS ©ovovverviecretiiive et eseeeesstesesssnseesesses e essssstesssassnsenssnssnssnssassond (¢)
 DUIMIPSIETS we.ooveeeeeeteeveee e see e st eenemess s ssessssses s seresasssesssseees
» Areas with ornamental Shrubs and trEeS .....ocvivvvevireevoreviesieeeseee e eeeeeese e s (®)
FOUNET covovccc ettt sr s sa e es s s re st seere e (o)

. PESTICIDE USE AND STORAGE
Ta.

Explored alternative pest management methods before concluding that

pesticides WeTe NECESSAIY .o s s sens e e @ O O

Ensured that pest management professionals integrate IPM into their

pest management Methods ..o @ O O
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 O
Reviewed and followed all label instructions on pesticides and learned

how to properly apply and handle these chemicals @ O O
Used spot-treatment {or bait, crack, and crevice applications) to apply
pesticides whenever possible and only treated the obviously infested
Plants in the ATEA .....ccooeiieimimiim et
Used protective clothing or equipment when applying pesticides................! O O
Placed all pesticides in tamper-resistant bait boxes or locations that are

inaccessible to children and non-target SPECIES...oovirreerinimeeieee e @ O O




7h.
7i.
7.
Tk.
71,
Tm

n.
70.
7p.

7q.

8a.
8b.

8c.

. Stored pesticides off site or in areas that are locked and accessible only to

PESTICIDE USE AND STORAGE (cont.)

Locked or fastened lids of all bait boxes and placed bait away fromthe  Yes No N/A
runway of the BOX ....ccvimniii e

Applied pesticides when occupants were not present or in areas where

they would not be exposed to the chemicals .. @ O O
Ensured that school occupants (students and staff) are notified of
upcoming pesticide applications through posted notices and/or letters.......... @ O O

Ensured that parents are notified of upcoming pesticide applications
ThIOUEH JBTEETS .ot
Kept copies of current pesticide labels and information on pesticides
easily accessible .....cvvirnierenne.

©®00
©® 00

designated Personnel. ... O O
Ensured that storage areas are adequately ventilated and are located away

from areas prone to floeding or where spills or leaks may contaminate

the environment ..........occe . ceeres % o O

Ensured that flammable liquids are stored away from ignition sources ........ O O
Ensured that pesticides are stored in their original containers and all lids

are securely fastened ....oooveeevcreeneene @ o O

Ensured that air in the storage space cannot mix with the air in the central

VENHIATION SYSIEIM .uiuerererie e ettt ettt s @ O O
EVALUATING RESULTS AND RECORD KEEPING

Ensured that accurate, up-to-date records of IPM practices and a pest

management log for each property are kept ... @ O O
Ensured that pesticide records necessary to meet all state, local, and school
board requirements are MAIMANEd ..o @ O o

Ensured that each log book contains the following items:
» Copy of the pest management plan ..o '
+ Service schedules for maintenance of buildings and grounds..........cc.cc.c....
» Current EPA-registered labels ...
» Current Material Safety Data Sheets (MSDS) for each pesticide project ...

* Pest surveillance data Sheets ...o.o.ovvcervenerrarenennmererssenecnsonermescenesmnen
» Diagram noting the location of pest activity, traps, and bait stations............ '

NOTES
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Room or Area:

{  Building and Grounds
{ Maintenance Checklist
': Name: thomas verville

: School: Cfiswold Elementary school

2026

bLlIldmg Wlde Date C plCtEd march 24th

I e \NO, .

Signature:
Instructions
. Read the 1AQ 1. BUILDING MAINTENANCE SUPPLIES Yes No NJ/A
Backgrounder and . . _ £s X0 (f)
the Background la. Developed appropriate procedures and stocked supplies for spill control @ O
Information for Ib. Reviewed supply 1abels ... O O
‘ this checklist. l¢. Ensured that air from chemical and trash storage areas vents to
] K th the outdoors... @ O O
| ' BZiE gr c?u nd 1d. Stored chemlcal products and supplles in sealed, clearly labeled
: Information and CONMEANBTS .. ereerrmreer et srsms s ss s ees et @ O O
make a copy of le. Researched and selected the safest products avallable....................................@ O O
the checklist for 1f. Ensured that supplies are being used according to manufacturers’

-® 0O O
NONON®)

instructions ..

lg. Ensured that chemlcals chemlcal contammg wastes, and containers are
disposed of according to manufacturers’ instructions..

future reference.

|
| 3. Complete the
|
|

“not applicable”
box beside each
item. {A “no”
response requires
further attention.)

1j. Ventilated affected areas during and after the use of odorous or
hazardous ChermiCals ... e s

Checklist. lh. Substituted less- or non-hazardous materials (where possible) ...................... @ O O
+ Check the “yes,” li. Scheduled work involving odorous or hazardous chemicals for periods

| ‘ne,” or when the 5¢hoal 18 UNOCCUPIEM 1uvvevverisvreeremieimirrirsirrsrissesssssssrrerssiersessssenssnesd ONONS®)
l

|

|

©®O0O0

2. GROUNDS MAINTENANCE SUPPLIES

+ Make comments 2a. Stored grounds maintenance supplies in appropriate area(s}......co.uviniciinn @ O O
; in the “Notes” 2b. Ensured that supplies are used and stored according to manufacturers’
| section as INSIFUCHIONS ot s et ersn s s b en e s @ O O
| necessary. 2c. Established_ and followed procedures to minimize exposure to furmnes
| 4. Return the checklist Tr0M SUPPLIES woiiriiiiiiin e e s @ O O
| portion of this 2d. Reviewed and followed manufacturers” guidelines for maintenance.............. 8 8 8
| document to the 2e. Replaced portable gas cans with low-emission cans.. rre
| IAQ Coordinator. 2f. Stored chemical products and suppllcs in sealed, clearly labeled
| containers .. . @ O O

2g. Ensured that chemlcals chemlcal contammg wastes, and containers are

l
l disposed of according to manufacturers’ inStruCtions .....ccoveverenireveriesenen, @ O O
|

3. DUST CONTROL

3a. Installed and maintained barrier mats for entrances @
3b. Used high efficiency vacuum bags ... @

Q0
h 688
3c. Used proper dusting techniques ..o..cvoceverivveveeriemieeeeccreeseccee et
Q@
ONON®)

3d. Wrapped feather dusters with a dust €loth ...
3e. Cleaned air return grilles and air SUpply VeNtS ....ccoviveereiivnrennicnrinnesinnenad

o



4a.
4b.
4¢.

5a.
5h.
Sc.

6a,
6b.

bc,

6d.

be.

of.

7.

Ta.
7b.
Tc.
7d.

8.

8a.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors .........
Cleaned spills on floors promptly (25 NECESSATY) oviveimirriiiccninisisieenannd
Performed restorative maintenance (as NECESSATY) v.vevvevrernvorrorrcnueneenrcenss)

DRAIN TRAPS

Poured water down floor drains once per week (about 1 quart of water) .......
Ran water in sinks at least once per week (about 2 cups of water) ...
Flushed toilets once each week (if not used regularly) ......coocrniiiiiniianind

MOISTURE, LEAKS, AND SPILLS
Checked for meldy odors .. @ O O

Inspected ceiling tiles, ﬂoors and wal!s for 1eaks or d1sco]oratlon (may

indicate periodic 1€aks) ... @ O O

Checked areas where moisture is commeonly generated (e.g., kitchens,

locker rooms, and bathrooms) ... e, @ O O

Checked that windows, windowsills, and window frames are free of

condensate .. @ O O

Checked that mdoor surfaces of exterior walls and cold water pipes are

free Of CONENSALE ..vviiiiircr it ettt s erse s e bae st ernasserressrnesnaeseses @ O O

Ensured the following areas are free from signs of leaks and water damage:
Indoor areas near kniown roof or wall 1eaks ........cccoeeiremivnnivcnee s
Walls around leaky or broken windows........ocouvnncninnnannned

Floors and ceilings under plumbing ...
Duct interiors near humidifiers, cooling coils, and outdoor air intakes .........
COMBUSTION APPLIANCES

Checked for odors from combustion applianees .. vevevvcnrreennieniereeieniend
Checked appliances for backdrafting (using chemical smoke).......cccoeennnnd
Inspected exhaust components for leaks, disconnections, or deterioration ...
Inspected flue compoenents for corrosion and soot

PEST CONTROL
Completed the /ntegrated Pest Management Checklist ...l @ O O

Y vy Yy

-

'
’
'
»
4
’
'
\
4
4
)’
]

- - -

NOTES



; Ventilation Checklist
:
L
' .
) Name: thomas verville
h School:  Griswold elementary school
1
: Unit Ventilator/AHU No: eru-2
Room or Area)zoj- -1218 Date Completed: march 24th 2026
Signature: JM%:@TL
Instructions
1. Read the 1AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background ) ..
Information for la. Marked locations of all outdoor air intakes on a small floor plan {for Yes No N/A
this checklist. example, a fire escape floor Plan) ... @
Ib. Ensured that the ventilation system was on and operating in “occupied”
2. Keep the MOQE 1ot b bbb s @ O O
Background
Information and
make a copy of ACTIVITY 1: OBSTRUClT‘IONS . .
this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each Venti'ation L) O e SR @ O O
unit in your schoo!, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block an iNfaKe) ....ccovcevieiieccencercncn et ) @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks, and bus-idling areas) ........ccceevieinene @ O O

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen
toilet, or laboratory exhaust fans; puddles; and mist from

3

* Check the "yes,”
“no,” or

" licable™ AIr-conditioning COORE FOWETS) .vvriiiiierisririiiii et ne! @ O O
bnotbapP dlca eh 1g. Resolved any problems with pollutant sources located near outdoor air
nox eS|"e e’?c intakes (e.g., relocated dumpster or extended exhaust pipe) ....voovvvivrerirennn.d @ O O
item. (A “no
response
requires further ACTIVITY 3: AIRFLOW
attention.) 1h. Obtamned chemical smoke (or a small piece of tissue paper or light plastic) @ O O
. Make comments i. Confirmed that outdoor air is entering the intake appropriately @ O O
in the “Notes”
section as 2. SYSTEM CLEANLINESS
necessary. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a, Replaced filters per maintenance schedule ... @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the R ) R O N O N @ |
IAQ Coordinator. 2c. Vacuumed filter areas before installing new f11ters@ O O

2d. Confirmed proper fit of filters to prevent air from bypassing {flowing

around) the air filter.......cc.covievnns @ O O

2e. Confirmed proper installation of filters (correct direction for airflow).........d @ O O




2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water {rom Yes No N/A
ACCUTTIUIANITIE) vevcvieiiiiininsiii st e srd e ne s s a e s sr s re O O

2g. Cleaned drain pans ... 8 8

2h. Checked drain pans for mold and mildew ... e

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean @ 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 ..........cccovvviirmirniienenn el 8 O 8

2k. Ensured that ducts are Clean ..o ssrisi v ressesessresesnssssed

ACTIVITY 8: MECHANICAL ROOMS

21, Checked mechanical room for unsanitary conditions, leaks, and spills @ o O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ..... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT QCCUPAIES ..ot s e s @ O O

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) @ O o

ACTEVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ......cccoevveeevieennn 8 8 8
3e. Set time clocks apPrOPHALELY ..ccocceeeveee e e e en v

3f. Ensured that settings fit the actual schedule of building use (including

night/weekend use) O 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 O O @
3h. Checked that the line dryer prevents moisture buildup O o @

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

blow doWI the tAnK) .....c.ociiiverir i st s e s rbssre s s sans O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obstructions) O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

TOT INSPECHION Livieiiiic i @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range.......ocvrvvrererrevierined @ O O

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 air hand[ero @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat is set to 85°FO @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set t0 45°F ..o O 0] O
3r. If the outdoor air damper does not move, confirmed the foltowing items:
= The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ...
* Moving parts are free of impediments (e.g., rust, corrosion) O @ O
+ Electrical wire or pneumatic tubing connects to the damper actuator...... .O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITECILY) ..oovviceei i) O @ O

Proceed to Activities 13-16 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS

3s. Disconnected power to contrels (for automatic reset only) to test continuity
across terminals

OR

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

1331 170 14 ) O R SO RRRAIOPSP O @ O

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

AULOMAtiC 1eSet fTREZE-SLAIS ... v cer e e s eraed O @ O

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

than 65°FO @ O
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting O @ O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

local practices O @ O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ......4 O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............O @ O

NOTE: Economizers use varying amounts 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 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

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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 as reqmrcdo @ o
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning @ O O

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

4c. Made sure every occupied space has supply of outdoor air {mechanical

system or operable windows) @ O O
4d. Ensured that supply and return vents are open and unblocked @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor
A1r SUPPLY vovververeeririnans

41, Modified existing HVAC systems to incorporate any rocom or zone layout

and population ChANEES ... s e e O @ 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 air vents ..., .@ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actwnhes@ o O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals @ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building {using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floorjoints,pipeopenings).............................................................................O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) .o @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* [Inoperable dampers
s Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belt
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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
AdJACENT SPACES .ovvirirrereerrermersesrs e s s s ras s s na e s res e ens s snsns s s nnnann et s

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow”).

5c¢. Ensured that air is flowing toward the exhaust intake ... 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........omiiniiinnnld o @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

3] 1 OO OO OO NTPT O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

under CONSIAETAtION ...cvcv i O @ O
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) O @ O

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

Ievels i TABIE 1 ..ot s 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 levels in Table !

NOTES
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3.

4.

Instructions

. Read the /JAQ

Backgrounder and
the Background
Information for
this checklist.

Keep the
Background
Information and
makse a copy of
this checklist for
each ventilation
unit in your school,
aswell as a

copy for future
reference.

Complete 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 Coordinator.

Ventilation Checklist

Name: thomas verville

School:  Criswold elementary school

Unit Ventilator/AHU No: rtul-a

Room or Area: lmE—- Date Completed: march25 2026
Signature: \[ 224. /jéﬂ _TE,_J

1. OUTDOOR AIR INTAKES

la. Marked locations of alt outdoor air intakes on a small floor plan (for
example, a fire escape floor Plan) v

1b. Ensured that the ventilation system was on and operating in “occupied”

41 Lo ¢ L= OOV U OO UE VOO S OOV PR U OO PR OTPUPUPUPT PPN, @ O o

ACTIVITY 1; OBSTRUCTIONS
l¢. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

or covers @ O o

1d. Installed corrective devices as necessary {e.g., if snowdrifts or leaves

frequently block an intake) ..o @ O O

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idling areas) .........ccoeeeeereerceiee e, @ O O
1f, Checked rooftop intakes for pollutant sources {(plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cooling tOWers) ... @ O O
1g. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ... @ O O

Yes No N/A
{®

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .................. @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule @ O O

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
blowing dOWNSITEAM) ..o e e se e @ O o

2¢. Vacuumed filter areas before installing new fllters@ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the alrfllter@ O O

2e. Confirmed proper installation of filters {correct direction for airflow}.........! @ O o




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
BCCUMMLALINE) ..o e e reer et sem e e e s s em s s em e e s b

2g. Cleanad drain PANS ....ocverevrenrereiniirsnrerrsieseeseressarmesrsssserassesrasesesscessssessasaoeac) O

2h. Checked drain pans for mold and mildew ... O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean .......covcirmcrmcrvernonnen,d

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2). Ensured that the interior of air-handling unit(s) or unit ventilator
(air-mixing chamber and fan blades) is clean .........

2k. Ensured that ducts are clean ..o ) 8 8 8

ACTIVITY 8: MECHANICAL ROOMS

21.  Checked mechanical room for unsanitary conditions, leaks, and spills @ O o

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies @ o O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open {minimum position) .....J @ O O
3b. Ensured that minimum position provides adequate outdoor air
0T OOCUPANIS ...ttt am e @ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) .......ooocriiiinninnnd @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position 8 8
3e. Settime clocks appropriately ....oovoicieiiienentinnieere e

3f. Ensured that settings fit the actual schedule of building use (including

NIEHHWEEKENA USE) ..eeeeeieie et st a e b e en b stns @ O 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 O O @
3h. Checked that the line dryer prevents moisture buildup ..o, o O @

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

blow down the tank).......cc.ccocoeiineene. O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or OBSIIUCHIONS) .ovivvvreeee e nend O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

TOr INSPECHioN ..o @ O O
3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .......cvoeeveevicnnnnd @ O O

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




q : 3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)
. : 3n. Checked that the outdoor air damper fully closes within a few minutes Yes No N/A
1 ’ of shutting off appropriate air handlero @
N : 3o. Checked that the outdoor air damper opens {at least partially with no delay)
\ : when the air handler is turned on ... e O @ O
b v 3p. Ifin heating mode, checked that the outdoor air damper goes to its
{ ' minimum position (without completely closing) when the room
h ! thermostat 1S $et t0 B5°F oo O @ O
= T, £ 3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

position (without completely closing) when the room thermostat is set

to 60°F and mixed air thermostat is set to 45°F ... O @ O

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
screws ot bolts are tight ........ccoeenee.

* Moving parts are free of impediments (e.g., Tust, cOrrosion) ..o @ O
* Electrical wire or pneumatic tubing connects to the damper actuator......!

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) O @ O

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

ACTOSS TEITIINIALS 1ovviiiiiiiniirinii et ses et be st st s b e st e siae ) O @ O
OR

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

THPPEA) covvrircrie e O @ O
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freezestatso @ O

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 AIR THERMOSTATS

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

than 65°F® O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

local practices @ O o

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications @ O O

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-buib 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 temperatire
and humidity level.

O




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 thermeostat is satisfied) @

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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

PEIfOrmm 88 TEQUITEA .vvvvvvneceeeoseeecreeses e eeeeeesseseses e O @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning O @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
System or operable WindowWs) ........euueerimoceeeceeeeee st @ O O

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

4e. Modified the HVAC system to supply outside air to arcas without an outdoor

air supply O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes o @ 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 air vents @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

act1v1tles@ O O
41. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals @ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floor joints, pipe openings)

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* Inoperable dampers
* Obstructed, lzaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belt
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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
AJACENL SPACES .o eeeee ettt s e e e e es O @ O

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow™).

5c. Ensured that air is flowing toward the exhaust intake ...l 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 ......eceeeeeeeeeennll @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22; OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for technigues.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

UTHE ©ovevse s 58 188188 e O®O0O

6b. Calculated the number of occupants served (22b) by the ventilation unit

under consideration............. O @ O
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) ... O @ O

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

levels in Table 1.vvveerrerorereee O ® 0
6e. Corrected problems wnth ventllanon units that supphed madequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet
the recommended levels In Table 1.l O @ O

NOTES
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Instructions
1. Read the [AQ

the Background
Information for
this checklist,

2. Keep the
Background
Information and
make a copy of
this checklist for
each ventilation

as well as a
copy for future
reference.

3. Complete the
Checklist.

nnoln or

box beside each
item. (A “no”
response
requires further
attention.)

in the “Notes”
section as
necessary.

portion of this
document to the
IAQ Coordinator.

Backgrounder and

unit in your school,

* Check the “yes,”

“not applicable”

* Make comments

4. Return the checklist

Ventilation Checklist

Name: thomas verville

School: _Griswold Elementary school

Unit Ventilator/AHU No: eru-4
Room or Area: 1001-1018 Date Completed: March 24th 2026

4, %@M \/ ., AVZ_Q/ A

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIAN) .ooviv. e s e e

1b. Ensured that the ventilation system was on and operating in “occupied”

IMOUE .ottt es ettt es e tens et rer s st sae e e sstaat oo e e neseenenenreerrteteereseasd @ O O

ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVETS 1vuerenenrenieaisteseseese s sesenbesensseeveorenebrassassaenssnesnas @ O O
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an mtake)@ O O

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idling 8rEAS) ....cvvvvvererrerierceeier i it eresee e rerresens ] @
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning Cooling tOWETS) ........couverivinimrnnrinreennssnensses s s nned @ O o
lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust Pipe) ........cvvevenenns) @ O O

ACTIVITY 3: AIRFLOW

1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
1i. Confirmed that outdoor air is entering the intake appropriately ................... 4 @

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance sChedule ........ocoevvoveviinvirri s eenied) @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowmgdownstream)@ O O
2c. Vacuumed filter areas before installing new filters ... ennerineererene. @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air FIlTer ..ottt e e @ O O

2e. Confirmed proper installation of filters (correct direction for airflow).........) @ OO




2. SYSTEM CLEANLINESS (continued)
ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No
accumulating) @

2g. Cleaned drain PANS .....c.ciiiimeere et resns s sas st s ses e s %

2h. Checked drain pans for mold and Mildew .........cooeoevcvnciinsic e

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @

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
2k. Ensured that ducts are CLEAN .....cicviviciiieeeeere e s s sms e sn s ams e

ACTIVITY 8: MECHANICAL ROOMS

21.  Checked mechanical reom for unsanitary conditions, leaks, and spills @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies @ 0 O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

for occupants @ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches 10 the correct position ......vourievciniinninndd 8 O 8
3e. Set time clocks appropriately O

3f Ensured that settings fit the actual schedule of building use (including

NIZht/WEEKENA USE) .cvviiiriiciiiieicc et e e e e O 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 ........cc.ocoovoreeenn O 8
3h. Checked that the line dryer prevents moisture buildup .....eoococvrrvrvevnsinrnnn! O
3i. Replaced conirol system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blowpdown the tank)(p yo O @
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or OBSIIUCHIONS} ..oovueiiiicie e e O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection @ O O

31. Ensured that the recirculating relief and/or exhaust dampers are visible
FOr INSPECHON 1ovevrivreriiecrrsrerrrerree e s e esres s e s e s e sseseeere s

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..o @ O O

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 air handler..........c..ccoooverireiceieriecre e .O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 15 tUINed 0N . O @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat is 5et 10 B5F ... O @ O

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set t0 45°F ......ocovvvvrrcrmrmrecrerrerrinnnes O @ O

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 OT DOltS AT HBNL .o e O @ O

» Moving parts are free of impediments (e.g., rust, corrosion) o @ O
* Electrical wire or pneumatic tubing connects to the damper actuator ...... O @ O

* The outside air thermostat(s} is functioning properly (e.g., in the right
location, calibrated COTTECHIY) ....ooiviieieicree ) O @ O

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

ACTOSS TEIMINAIS 11eovivereriiiciiniere e st res et st sees s eena O @ O

OR

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

ETPPEA) coeeecee e st o @ O

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

automatic reset freezZe-Sats ..o e s O @ O

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°FK

ACTIVITY 14: MIXED AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no higher

T L L SRR O I O B ®

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting O @ O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

local practices O @ O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ......J O @ O
3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........! O @ O

NOTE: Economizers use varying amounts 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 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)

NOTE. If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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

PETOTIMN 85 TEQUITEA ..c.eee et ssrs s nsssrnssassas e resaend O @ O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning @ O O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable windows) @ O O

44. Ensured that supply and return vents are open and unblocked ...................... @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor
AT SUPPLY .o

4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES .....viiiieiiiiie ettt e O @ 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 air vents .@ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actmtles@ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals ...oceeenienccss e ] @ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, pipe openmgs)o @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* [noperable dampers
= Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
v Broken fan belt
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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
adjacent spaceso ® O

Stand outside the room with the door slightly apen while checking airflow high and fow in
the door opening (see “How to Measure dirflow").

S¢. Ensured that air is flowing toward the exhaust intake 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.......co.oceveiecveereenenn) @ o

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure Adirflow"” for technigues.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation
6b. Calculated the number of occupants served (22b) by the ventilation unit

under COMSIABTAtON ...t et eeeed O & O
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) O @ O

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

levels in Table 1 O @ O
6e. Corrected problems with ventilation units that supplied inadequate

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

the recommended levels in Table 1 O @ O

NOTES
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Instructions

. Read the IAQ

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,
as well as a

copy for future
reference.

. Complete 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
1AQ Coordinator.

Ventilation Checklist

Name: thomas verville

School:  Criswold Elementary school
eru-3

Unit Ventilator/AHU No:
Room or Area: d-WLl'Ig

Signature: 4

4 march 24th 2026

Date Complete

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape flo0T Plan) ..o
Ib. Ensured that the ventilation system was on and operating in “occupied”

1010 14 LSSV @ O O

ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVELS .veuverarueensraeereraesasarneenerasesssetssasetsesbesssabnsssasnessssesssssessnssasssesemssnsetsesanes) @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an INtAKE) ...c.cooveieeiecee et ver e vee st s sr e s e saene ) @ O O

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idling areas) ........ccccceicveereieiicecn e @ O O
1f. Checked reoftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from
air-conditioning cocling towers)@ O O

1g. Resolved any problems with pellutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ....o.occeeeeeennnn S @ O O
ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that cutdoor air is entering the intake appropriately ........cocvceveend @

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dOWNSITEAITLY ..ociuiiiiiiniin ittt ssesa s e sss e e @ O O

2c. Vacuumed filter areas before installing new filters........coceviveriiniennivcnn 4 @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air fIRET ... e @ O O

2e. Confirmed proper installation of filters {correct direction for airflow)......... @ O O



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
ACCUMMIALITE) 1ovviveecrieenicrnei e s s meer e erme e e e sn e ar e re e nesaerenser e s e e e sen s

2g. Cleaned drain Pans ....ccocvecreveiiecineereenrcscrnenres e ieesesonsesesacsseessesssesesresssssans 8 §

2h. Checked drain pans for mold and mildew ...

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @ O O

ACTIVITY 7: AIR-HANDLING UNITS, UNIT YENTILATORS

2j. Ensured that the interior of air-handling unit(s) or unit ventilator
{air-mixing chamber and fan blades) is clean
2k. Ensured that ducts are clean

ACTIVITY 8: MECHANICAL ROOMS

2l. Checked mechanical roem for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and sUPPHES ..o @ o O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position} ... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOF OCCUPANIES «.oee e e b e e @ O O

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)

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .....evvvinninnnndd o 8
3e. Set time clocks appropriately ..o O

3f. Ensured that settings fit the actual schedule of building use (including

night/weekend USE) ..o O 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 ..o, O O 8
3h. Checked that the line dryer prevents moisture buildup O O

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

blow down the tank)........ccocoeiiieen O o @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obstructions) O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ...l @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

FOT INSPECTION 1ovurerrar s sissrire s bttt @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range @ O O

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 air handler.o ® O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned O ..o O @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat is Set t0 BIF ...t O @ O

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set 10 45°F .......o..ooooovvevereereirssesrennnn O @ O

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

SCIEWs OF bolts aTe HENL ..oo.ovivicriicceeee e 8 @ O

* Moving parts are free of impediments (e.g., rust, corrosion) ...................! @ O
* Electrical wire or pneumatic tubing connects to the damper actuator-......| O @ O

¢ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITECHIY} ......ocoviommrmririreriecececeececss s O @ O

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

ACTOSS TEITUTIALS L..eoveiceiiois et b e s eee s O @ O

OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually

red) trips the freeze stat (clicking sound indicates freeze stat was

EIPPAY 1ottt et bt ees et srn et seneaera O @ O
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

automatic reset freeze-statso @ O
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 10 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no higher

TR R & X O N ©
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting O @ O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

local practices O @ O

NOTE: The dry-bulb is typically set atr 65°F or lower,

3y. Checked that sensor on the economizer is shielded from direct sunlight ......! O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design Specifications............O @ O

NOTE: Economizers use varying amounts 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 temperature,
and enthalpy economizers vary the amount of cutdoor 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
heurs (even when room thermostat is satisfied) O

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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 as required.......c.ceuve.e... O @ O

4b. Ensured that passive grawty relief venttiatlon systems and transfer gnlles
between rooms and corridors are functioning ..........eeeveevrvvsieececereceeeeeesierons @ O O

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

4c. Made sure every occupied space has supp!y of outdoor air (mechanical

system or operable windows) .........coveevverncennenn.. @ O O
4d. Ensured that supply and return vents are open and unblocked @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor

air supply ... O @ O
4f. Modified ex1stmg HVAC systems to mcorporate any room or zone layout

and population changes O @ 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 air vents ........c.ocoocveereeeerecrncneenennns @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHVtiES v, ——— O N O N §
41, Ensured that classrooms are free of uncomfortable draﬁs produced by air

from Supply termMinals . .ocuccoe e e @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollurants, the ventilation system is designed to
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. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, pipe opemngs)o @ O

5. EXHAUST SYSTEMS

ACTIVITY 1%: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

{f fans are running but air is not flowing roward the exhaust intake, check for the following:
* Inoperable dampers
* Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belt
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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 negarive pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
adjacent spaceso @ O

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow”).

5¢. Ensured that air is flowing toward the exhaust intake 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......ccee e @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22; OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

LIHD Lteornisiininnnreressenitn s n s sen s e s s s ravarensns s n s e be e sa e st e Re s beere g sessrasarne st nsbe e s eensearas O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

under consideration ..o O @ O
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) O @ O

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

levels in Table ... O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of putdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels in Table 1 ... e O @ O

NOTES




Instructions

1. Read the ]1AQ
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,
as well as a
copy for future
reference.

3. Complete 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.

4. Return the checklist
portion of this
document to the
1AQ Coordinator.

Ventilation Checklist

thomas verville

Room or Area:

Name:
School:  Griswold Etementary School
Unit Ventilator/AHU No: mau

kitchen

ate Co

4 march25 2026

D . lete
Signature: W \M{_ﬂ

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan {for
example, a fire escape floor plan) .....cooeeeveivciinnnn,

1b. Ensured that the ventilation system was on and operating in “occupied”
mode

ACTIVITY 1: OBSTRUCTIONS

lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
OT COVETS -..ocvvirrnenn,

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an intake) ..o vviievieeie s,

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idliNg GrEA8) ......cceeeorerieeriricm vt e

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddtes; and mist from
air-conditioning cOONNE tOWETS) ..o e e srs e se e e eeaeaes

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

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke {or a small piece of tissue paper or light plastic).

li. Confirmed that outdoor air is entering the intake appropriately ............covven.d

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

Yes No N/A

® 00

WONON®.
OO0

®@00
®O00

(ONON®
® OO0

2a.
2b.

Replaced filters per maintenance schedule @ O O
Shut off ventilation system fans while replacing filters {prevents dirt from

blowing downstream)@ O O
Vacuumed filter areas before installing new fllters® O O

2c.
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air filter ... e @ O O
2e. Confirmed proper installation of filters (correct direction for airflow).........! @ O O




2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS

2i. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
ACCUMMALNE) 1ovviicce st ee et

2g. Cleaned drain PANS ...o.cveeerecieerasiice e oo ceeesessersestese e e se s et eeseesessessesssans)

2h. Checked drain pans for mold and mildew ............ccooeiviiriiisiiirecree e

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @ 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 ............ocovvvevreviereesvensresisennad
2k, Ensured that ducts are Clean ..o s ss el
ACTIVITY 8: MECHANICAL ROOMS

2I.  Checked mechanical room for unsanitary conditions, leaks, and spills @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPLES ..ot e e @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position)
3b. Ensured that minimum position provides adequate outdoor air

OT OCCUPANTS ..ottt ram e sre s s s @ O O

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) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ... @ 8
3e. Set time clocks appropriately ........coccocceinienns O

3f. Ensured that settings fit the actual schedule of building use (including
night/weekend Use) ... @ O 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 ........eieanned O @
3h. Checked that the line dryer prevents moisture buildup .......cceiveeinrininninnnd O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the $ank) ... s e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obstructions) O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection @ O O
31, Ensured that the recirculating relief and/or exhaust dampers are visible

O INSPECHION wevncver ettt s e @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range............coceenvvvevreens @ O O

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 air handler ..o eeesse e O @ O

30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on ............... . O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat is Set 10 BS®F ... sssse e O @ O

3g. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position {(without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set t0 45°F ......oc.ovvvenneee, O ® O

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 BOIS AT€ tIERE ..ot ree bt o @ O

* Moving parts are free of impediments {e.g., rust, corrosion) O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) o @ O

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

across terminals O @ O
OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually

red) trips the freeze stat (clicking sound indicates freeze stat was

TIPPEAY o s O @ O
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

automatic reset freeze—statso @ O

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

T k0 S —— ) N O N ® |

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

1OCAL PTACHICES <.oevemireeeeie et tencte e eee et e e s ern et et seeasansbensseese e s sanan] @ O O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ......{ @ O O

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications @ O O

NOTE: Economizers use varying amounts 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 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 ail 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)

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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
PEITOTIM @S TEQUITEA ....ocovr ettt es s sanss) O @ O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning O @ O

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

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

system or operable windows) @ O O
4d. Ensured that supply and return vents are open and unblocked @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AT SUPPLY oottt ettt e s ensasrresess st enssaransenesasaas] O @ o
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ 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 air vents ........o.oocvceevivievicnivinnn. @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actlvmes@ O O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

Trom SUpPly tEIMINALS ..ottt et sa s en .@ O O

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 system, including
any exhaust fans, is operating on the “pccupied”’ cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, PIPe OPENINEEY cuev.eereereeeecececee s O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN QOPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

If fans ave 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 1o surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AAJACENT SPACES ...-.ooevvuisiacets ittt st st s e O ® O

Stand outside the room with the door slightly open while checking airflow high and Iow in
the door opening (see “How to Measure dirflow”).

5c. Ensured that air is flowing toward the exhaust intake 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.......oovvveevreerernenn. @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

LI cociviisii st e e s s et £ s e bt n O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

under conmderatlono @ O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) O @ O

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

levels inTable L. s 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 levels in Table 1 ... @ O

NOTES




4.

3. Complete the
Checklist.

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

Instructions

. Read the [AQ
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.

Check the “yes,”

“not applicable”
box beside each
item. {A “no”
response
requires further
attention.)

Make comments
in the “Notes”
section as
necessary.

Ventilation Checklist

Name: thomas verville

School: Criswold Elementary School

Unit Ventilator/AHU No: eru-1

Room or Area: 124§-1222 Date Completed: march 24th 2026
Signature: // ,_,M \'/ g_,f,\/_/ AVZQ/ A\

1. OUTDOOR AIR INTAKES

la, Marked locations of all outdoor air intakes on a smalt floor plan (for Yes No N/A
example, a fire escape floor Plan) ...

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

INIOAE ..ot recnrerrree st s srnreesbesrinerasesseesanrensrbe s sensrnsenssnssabensassabasaresssnssrenessesssd @ O O

ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

Or COVers @ O O
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an intake} ... @ O O

ACTIVITY 2: POLLUTANT SOURCES

te. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idling areas) .....c.ccvvevrerivernricienieemnineaeeereneneesensneed

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOlINE TOWETS) .c.ocirireirrrrree e ree e oo e see e @ O O
1g. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ....coovervennenns ! @ O O
ACTIVITY 3: AIRFLOW

1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ....................

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a, Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing downstream)................ @ o O

2¢c. Vacuumed filter areas before installing new filters.........coocoinninnd @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

~around) the air fIET ..o @ O O

2e. Confirmed proper installation of filters (correet direction for airflow) @ O O




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
accumMUAting) ..o

2g. Cleaned drain PANS ....cooveeeiiiiiieeee et s se et s e e see e

2h. Checked drain pans for mold and mildew .......cocccrivrieccereecec e

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @ 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 8 O 8

2k. Ensured that ducts 8re ClEAN ......vecv.veeeieceeseee it eeeee s
ACTIVITY 8: MECHANICAL ROOMS

21.  Checked mechanical reom for unsanitary conditions, leaks, and spills @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT OCCUPANES ... et ettt @ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position 8 O 8
Je. Settime clocks apProOPriately .....ovcverriinieririeeresres e ree e seereeres e e

3f. Ensured that settings fit the actual schedule of building use (including

night/weekend use) O O @

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied {night) Setiing ......ccvivercnninnand O @
Jh. Checked that the line dryer prevents moisture buildup ...

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

Blow down the tanK) ....ceeeeeecec e e sar e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or obSITUCTHONS) .o O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection .........cociverennens @ O O

31. Ensured that the recirculating relief and/or exhaust dampers are visible
FOT INSPECION ..ot

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..o, @ O O

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 outdeor air damper fu]ly closes within a few minutes Yes No N/A

of shutting off appropriate air handler.................... .O @ O
30. Checked that the outdoor air damper opens (at least pamally w1th no delay)
when the air handler 1S turned on .........cocvviiiiceceeceee e e o @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat is 88t t0 85°F ......ocvirrrierreseeteemseeie et see e O @ O

3q. If in cooling mode, checked that the cutdoor air damper goes to its minimum
position {without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set to 45°F ,, e O ® O

3r. [f the outdoor air damper does not move, conflrmed the fo]]owmg items;
* The damper actuator links to the damper shaft, and any linkage set

screws or bolts are tight ... . O @ O

* Moving parts are free of 1mped1ments (e g., rust, corrosmn) O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator....... O @ O

* The outside air thermostat(s) is functlonmg properly {(e.g., in the nght
location, calibrated COITECtlY} ..., O @ O

Proceed to Activities 1316 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity

across terminals O @ O

OR

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

tripped) ... o @ O

3u. Assessed the fea51b111ty of replacmg all manua! reset freeze stats w1th

AULOMALIC TESEL ITEEZE-SIALS ..ovveiiciei et ane e ersere e e eren O @ o

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 AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no hi gher

than 65°F .. [OTTIRRO s e ans O @ O

3w. Ensured that the mlxed air stat for coo]mg mode is set no 10wer
than the room thermostat SEHNE ........ccooerveremirinrenerrrerercserremererseeserserreeseed O @ O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1flcatlons or

local practices .. o @ O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ......| O @ o
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications O @ O

NOTE: Economizers use varying amounts 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 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 l16: 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)

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

4. AIR DISTRIBUTION

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

perform as requlredo @ O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ..........e.ecevieeeeveeeneereereerecrsson @ O O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable windows) ........cceovevveinnnne, @ O O

4d. Ensured that supply and return vents are open and unblocked @ O O
NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an cutdoor

AIT SUPPLY vttt et e enene s s s s O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ 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 air vents ............ccoeveievccirivinnan. @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

activities @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from Supply terMINALSs .......cocciciviiirei e en e eniana) @ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joInts, PIPE OPEMINEZSY «.cccveirerieteeee e eeceee v eeren e e emnen s O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) .O @ O

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
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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
AAJACENT SPACES .1v.ouvcvvssitsireeeceeenrsees st ss et st ser e eeeoe O @ O

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How 1o Measure Airflow”).

5c. Ensured that air is flowing toward the exhaust intake ...........coocoeoeeceerornvnnnn. 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 ..........coevereveeerennnn, @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “"How to Measure Airflow” for technigues.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

UIHT 1ottt e er s s s bbb n s s s st ee e s r st eespasenend O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAEr CONSIAETALION ....ccvvesviiiiatereces et st seae s O @ O
6e. Divided outdoor air supply (22a) by the number of occupants {22b) to

determine the existing quantity of outdoor air supply per person (22¢) ......... O @ O

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

ST PRI v I (R & N O N &)
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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Instructions

1. Read the JAQ
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,
as well as a
copy for future
reference,

3. Compiete the
Checklist,

+ Check the “yes,”
“no,” or
“not applicable”
box beside each
itemn. (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.

Ventilation Checklist

Name: thomas verville

School: _Gfiswold Elementary School

Unit Ventilator/AHU No: 1tu1-D

Room or Area: l/né-] Date Completed: march25 2026
Signature: /// ,_ﬂ W H)A \[2,2/[' 4éﬂ 2%1

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor Plan) ...

1b. Ensured that the ventilation system was on and operating in “occupied”

OGE ottt e ettt bt b bt e s s e e e mesenn e nsenennetnrss e @ O O

ACTIVITY 1: OBSTRUCTIONS
l¢. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVETS covvrerrere, " @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an IntaKe) .......ccorviierii it @ O O

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idling Areas) ... @ O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOHNE TOWEIS) ovrerirerieimicessiirenererercenereseseesenceenereneness @ O O
Ig. Resolved any problems with pollutant sources located near outdeor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ......ooovvivviieinn.! @ O O
ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowmgdownstream)@ O O
2¢, Vacuumed filter areas before installing new flIters@ O O

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air fIHer ... e e e ! @ O O

2e. Confirmed proper installation of filters (correct direction for airflow).......... @ O O



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
BCCUMUIALING) .ottt st eee s s re e

2g. Cleaned drain PanS ......c.ovieeerereeieisessseiessee e esvesseeseese s s seeseeesenees O

2h. Checked drain pans for mold and mildew .........coccoveieirincieieeceisiinicserennn) O

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean

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 8 O 8

2k. Ensured that ducts are clean

ACTIVITY 8: MECHANICAL ROOMS

2]. Checked mechanical room for unsanitary conditions, leaks, and spills ........ @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPLES .......cocoeecrreecrnnre e e @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) @ O O
3b. Ensured that minimum position provides adequate outdoor air

fOT OCCUPANLS 1.1t @ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) .......cccevcererinss. ! @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .....oeeeercrinncnnennn! @ 8
3e. Set time clocks appropriately ....coieec e e O

3f. Ensured that settings fit the actual schedule of building use (including

NEGHWEEKEN LSE) coevriieeieiiieeccec e e st ere sttt ers st ond @ O 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 O O @
3h. Checked that the line dryer prevents moisture buildup O O @

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

Dlow down the taNK) ..o e e s e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage Or OBSIUCTIONS) .ooveviciiiicisircr e e O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection .......coceviecvnen @ O O

31. Ensured that the recirculating relief and/or exhaust dampers are visible
§20) QT Ty oT<Tw1 41 | OO

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .........onniinid @ O o

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 air handler...........ccooveveovosvoeoeeooeo O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned On ..u......co.veeeeeeovesreeeeeooooo O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

thermostat is set to 85°F O @ O
3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is St t0 45°F _.......coocoevvvevensiieeeereeressaren O ® O

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 AT tIZHT 1uovuiuiriiieccccct et O @ O

* Moving parts are free of impediments (e.g., rust, corrosion) ................... O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator O @ O

*  The outside air thermostat(s) is functioning propetly (e.g., in the right
location, calibrated COTTECTIY) ... et ieeeeeeeseseere e O @ O

Proceed 1o 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

ACTOSS TETIINALS L.viiuitiiie e en e e s e e e s o @ O

OR

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

EEPPEMY cvriririsitie e s ere sttt ee st et eeseerenesesen e nena O @ O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freeze—statso @ O

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 33°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no higher

BT B5F oot ettt reee e s e eeren et sraen e @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHNE .......coco.ceveeeeeceeeeer s s eneres] @ o O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper cconomizer settings based on design specifications or

10CAY PTACHICES ..oveiveeiieccie et et b en e rse e s s mrns s s eeen) @ O O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ @ O O

NOTE: Economizers use varying amounts 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 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 satlsfled)@

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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 as reqUITEd ..o et O @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ............vecvereeeeeecereererenenendd O @ O

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

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

system or operable WIBAOWS) ..o e sre s sn e @ O O
4d. Ensured that supply and return vents are open and unblocked @ O O

NOTE: {f outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AIE SUPPLY c ot eeres st ces b rene @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ 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 air Vents ...........cococeceeeveereceecinnnen, @ O o
4h, Ensured that unit ventilators are quiet enough to accommodate classroom

activities qg@ O O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from SUpPPly termINals ..o e e @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
muaintain 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. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

ﬂoorjoints,pipeopenings)..............................................................................O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* [Inoperable dampers
» Obstructed, leaky, or disconnected ducrwork
» Undersized or improperly installed fan
* Broken fan belt
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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
AAJACENT SPACES ..ot sbisnss b es st ensss s e sesr e sea st reernnens O @ o

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow ™).

5c. Ensured that air is flowing toward the exhaust intake .........coeevvveiniseiniscnnen, O @ O

ACTIVITY 21: EXHAUST BPUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition........cccovivvieriereennn, O @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “"How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

LDE oottt e e e e e et E R e e b O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

under ComSIAEIAION. ..ot e e en s O ® O
6¢. Divided outdoor air supply {22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) O @ O

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

TSR Rt L N &l O P
6e. Corrected problems with ventilation units that supplied inadequate

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

the recommended levels in Table 1 ... O @ O

NOTES
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Instructions

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

. Keep the
Background
Infarmation and
make a copy of
this checklist for
each ventilation
unit in your school,
as well as a

copy for future
reference.

3. Complete 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 Coordinator.

Ventilation Checklist

Name: thomas verville

School: Criswold Elementary school

Unit Ventilator/AHU No: 1149
Room or Area: halN office

Date Complete
Signature: M \[ M, 2 o

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIAN) ...t nd

Ib. Ensured that the ventilation system was on and operating in “occupied”
ITIOTE «...oce vttt ettt et ae et essarsas s ras et sr e bbb ana s s eend

i march25 2026

ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OT COVETS ..oiveiiie e ses s rraer s s resresresme s e s s s e s e bbb b bae s sesensennensnsnsensenssasnsrsonsd @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an intake) @ O O

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idling areas) .........cocecmeserresnsrnerercnerermrcsasenen {8 ) )
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cooling tOWEIS) ........oicereriiccrcner e eneenesed @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) @ O O
ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .......covevernenn. @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule @ O O

2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing doWnSITEaMmM) .......occveeiriciie e s o) @ O O
2¢. Vacuumed filter areas before installing new filters.......ooocveeieniceeencccvnnend @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air filter.........cccoeuee. - @ O o

Ze. Confirmed proper installation of filters (correct direction for airflow).......... @ O o




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
ACCUMULANE) «...cvviveieiiecee s se et eer e s

2g. Cleaned drain pans

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ...........oooveovoeoeeeoovooveroo, @ 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) 1S CIEAN ..o.vvovveeeeeeeeeereeee s
2k. Ensured that ducts are CIEaM .......ooieeeereee et os st
ACTIVITY 8 MECHANICAIL ROOMS

2. Checked mechanical room for unsanitary conditions, leaks, and spills @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies @ O o

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

0T OCCUPANES .1 .vv ittt @ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) ........c....ccocvene...n) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the COTTECt POSItION .o.ovveciveiviricriiecnn.n) 8 8 8
3e. Settime clocks apPropriately .....coocvviirimrieicseesces e e

3f. Ensured that settings fit the actual schedule of building use (including

NIEH/WEEKENA USE) ..evvreriiieee ettt sesne s vasan s s @ O 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 ......c.oovevivvvivionanns, O O 8
3h. Checked that the line dryer prevents moisture buildup O O

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

BLow AOWN the tANKY vueveeireeceeecrsie ittt eeseeor e reoesenrennd O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obstructions) O O @

ACTIVITY 12: OUTDOORAIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ..o @ O O
31 Ensured that the recirculating relief and/or exhaust dampers are visible

FOr INSPECLIOM wuiviviiieieeereieecci ettt et v e sa st e e e s s ) @ O o

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range @ O O

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 air handler ... O @ O
30. Checked that the outdoor air damper opens (at ]east partlally w1th no de]ay)
when the air handler is turned on . s O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closmg) when the room

thermostat is set to 85°F .. e O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing} when the room thermostat is set
10 60°F and mixed air thermostat is set to 45°F ....vvurreerireienreieoeceseereeen, O ® O

3r. If the outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shatft, and any linkage set

SCIEWS OT BOIS Are fIZht ..o e O @ 8

* Moving parts are free of impediments (e.g., rust, corrosion) .................! O @
*  Electrical wire or pneumatic tubing connects to the damper actuator......! O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITECtlY) ... O @ O

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

across terminals O @ O

OR

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

tripped) ... O @ O

3u. Assessed the feambnhty of rep]acmg a]l manual reset freeze stats wnth

automatic reset fTEEZE-SIALS .......ccceevrr e ren s s e O @ O

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 AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no hi gher

than 65°F .. MONON®)

3w. Ensured that the mlxed air stat for coolmg mode is set no lower
than the room thermostat SEHing .......ooeeoeemevcrerieeerserereecaas @ O O

ACTLIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

1OCAL PIACHICES .vviveiveiieeeceetctenct ettt ees e rn st e e b n reneararsnrnnsresen ] @ O O

NOTE. The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications @ O O

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthaipy.
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)

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

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION

4a. Ensured that supply and return air pathways in the existing ventilation syster

perform as reqmredo @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are fUNCHONING .......oo.covvvvvvovveevveeereresee e O @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable windows) ... @ O O

4d. Ensured that supply and return vents are open and unblocked ...................... @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor

air supplyo @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ 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 air Vents ............ccoeeevcereeirecierinnn, @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actwmes@ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals .@ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, pipe openings) O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

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

L]
*

revYreowTyiE T ey

e

T vy - -

v
WA W W owww W W W



'
1
1
q
.
[
{
1
[}
q
]
{
L}
L]
{

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
adjacent spaces

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How to Measure Airflow”).

5c. Ensured that air is flowing toward the exhaust intake 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................................O @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow " for techniques.

6a. Measured the quantity of outdoor air supplied (22a} to each ventilation
6b. Calculated the number of occupants served {22b) by the ventilation unit

under consideration O ® O
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) ......... O @ O

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

TEVELS i1 TADIE L ...vvovooeroeeveeeeoe e sssessssnsnsen st smssessesresressn! 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 levels in Table IO @ O

NOTES
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Instructions

. Read the /AQ

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,
as well as a

copy for future
reference,

. Complete 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
1AQ Coordinator.

Ventilation Checklist

Name: thomas verville

School:  Griswold elementary school

Unit Ventilator/AHU No: rtud

Room or Area: Date Completed: march25 2026

gym
TNl \/z

Signature:

Faw ]
. e

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for
example, a fire escape floor plan) ......covcovvevivvseercnenan,

1b. Ensured that the ventilation system was on and operating in “occupied”

mode@ O O

Yes No N/A

ACTIVITY 1: OBSTRUCTIONS
le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an intake) ..........couiecociomrcmnciccrenci e creeetrereeneseneesenen @ O O

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idling areas) ..........ccoveeerenrrnnen

If. Checked rocftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from
air-conditioning cooling towWers)........ccceeurrervarennens @ O O

®0O0

lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) «o.oococceeeene,

ACTIVITY 3: AIRFLOW
1h, Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ........c.oeve.. @

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced fiiters per maintenance schedule @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dOWNSIIBAIM) ..covieerieee e s s s srss e erseres e nnesns @ O O

2c. Vacuumed filter areas before installing new filters.......ccocoevveceiciicicnicnld @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

ATOUNA) thE AT FIET crorvvrererseess s rereessssessssesssesmessessssesssssesressssseesrmrsssesesso ONON®)

2e. Confirmed proper installation of filters (correct direction for airflow).........! @ O O



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
ACCUTMUIALING) cooreiiii ettt ce s etseseeeseese et essenes s eener s s e sad

2g. Cleaned drain PANS ......cccocovvcreiriernieeeeee st eeeesersesesseeseseeseeeeseerestastessassansd

2h. Checked drain pans for mold and mildew % 8 8

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @ O O

ACTIVITY 7; AIR-HANDLING UNITS, UNIT YENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

(air-mixing chamber and fan blades) is Clean .......ccovemvrmereeee ! 8 O 8

2k. Ensured that ducts are clean

ACTIVITY 8: MECHANICAL ROOMS

21.  Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPLES ...oeeceeceeeee e @ o O
3. CONTROLS FOR OUTDOOR AIR SUPPLY
3a. Ensured that air dampers are at least partially open (minimum position) ...... @ O O

3b. Ensured that minimum position provides adequate outdoor air

FOT OCCUPANIS L.v.. et e e b st b st @ O O

ACTIVITY 9;: CONTROLS INFORMATION

3e, Obtained and reviewed all design instde/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals {often uniquely designed) ........cc.ccooereeenee.d @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ......ocooeievreivvennnn @ 8
3e. Set time clocks apPropriately ...o.ccoeeiece e s ] O

3f. Ensured that settings fit the actual schedule of building use {including

NZNWEEKENA USE) .ovieiie et e e rn e v st e @ O 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 O O @
3h. Checked that the line dryer prevents moisture buildup ......ocoooeevrirenreninrenenad O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommmendation (for example, when you

blow down the tANK) ...cocicii e b s O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obstructions) O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .........cccoccccen.cd @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

£OT INSPECHION «ovveiiiei e @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ........cccoccocvvevieicnd @ O O

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 air handler..........ccoeoomeieierieecs e O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 15 tUrned 0N ... e O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat is set to 85°F .....ccveveeee.e... O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is Set 10 45°F ......cocovvvorrrrevressirsessiesnn. O @ O

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

SCrews OF bolts Are tght ..ot ee e O @ O

* Moving parts are free of impediments (e.g., rust, corrosion) O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator.......o @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) O @ O

Proceed to Activities 1316 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity

ACTOSS TBIMNINALS .oioviverir ittt s st e et rereee e O @ O
OR

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

tnpped)o @ O
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

AULOMALIC reset fIERZE-StAS ..o ettt e O @ O

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

Jw. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEtNE ... vverreimerierrr e rese e @ O o

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

local practices @ O O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ...... @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........! @ O O

NOTE: Economizers use varying amounts 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 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 satlsﬁed)@

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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

petform asrequlredo @ O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ...........oereeceeeeeecverinnoveennnn.. O @ O

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

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

system or operable windows) @ O O
4d. Ensured that supply and return vents are open and unblocked .....c..c..coueunc.e. @ O O

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

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

BIT SUDPLY oireer ettt neae e ee s aens e saes e enr ot s sesn e st smsres s sresnasd O @ O
4f, Modified existing HVAC systems to incorporate any room or zone layout

and population Changes .........ccceovveereiinccnieri e e e see e O @ 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 air vents ..., @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actlvmes@ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals @ O O

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 system, including
any exhaust fans, is operating on the "occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building {(using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, pipe OPENINES) ..ovcvir sttt sennre e O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
Sa. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

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
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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).

3b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
adjacent spaceso

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow”).

5¢. Ensured that air is flowing toward the exhaust intake 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..........cocevreiverennnd @ o

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation
6b. Calculated the number of occupants served (22b) by the ventilation unit

under cons1derat10no @ O
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) O @ O

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

levels I TABLE 1 ..ot s s O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c¢) meet
the recommended levels in Table 1 .....ccoovviiiiecrin s O @ O

NOTES
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Instructions

. Read the /AQ

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,
aswell as a

copy for future
reference.

Complete the
Checklist.

+ Check the "yes,”
o,” 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.

Ventilation Checklist

Name: thomas verville

Griswold Elementary school

Date Complete
\M

School:

Unit Ventilator/AHU No: ru3
Room or Area; musc rooms

Signature: %@’V’Hﬂ

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIan) ...

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

mode@ O O

ACTIVITY 1: OBSTRUCTIONS

lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs
OT COVErs. "

1d. Installed corrective dev1ces A5 necessary (e g, 1f snowdrlfts ot leaves
tfrequently block an intake) ...

g marchz25 2026

00
NoRoR®)

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and Bus-1GliNG ArAS) vo..cveveiceeceiee e
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from
AIr-conditioning COOLING TOWELS) cvovvviecverereiereceerersteeees e s snrs s s rsr e ssesand @ O O
Ig. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ..ovovreveeenec.. S @ O O

©00

ACTEVITY 3: AIRFLOW

1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately @

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ........coevvoeeveierrecivieeereeee s @ O O
2b. Shut off ventilation system fans while replacmg filters (prevents dirt from @ O O

blowing downstream)... @ 0 O

2c. Vacuumed filter areas before mstallmg new fllters

2d, Confirmed proper fit of filters to prevent air from bypassmg (flowing
around) the air fiiter...

2¢. Confirmed proper mstallatmn of f11ters (correct dlrectlon for a1rﬂow) .......... @ O O




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
BCCUMUIANING) oot eee et st seeeenson)

2g. Cleaned drain pans .. -

2h. Checked drain pans for mold and mlldew 8 8 8

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @ 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 ..........ooooevereeeceeeeer s
2k. Ensured that ducts are clean

ACTIVITY 8: MECHANICAL ROOMS

2l.  Checked mechanical room for unsanitary conditions, leaks, and spills ........! @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPIES ......ocovvivcsiniessiresr e se s s e e s nseasend @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOL DCCUPANES 1.t et e ee s st a s e @ O O

ACTIVITY 9;: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations mamuals (often uniquely designed) .........coocoeennnee. ! @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ..........cooecveeecerennnn! 8 8
3e. Set time clocks appropriately ...

3f. Ensured that settings fit the actua] schedu]e of bulldmg use (mcludmg

night/weekend USe) .....ccoceieeereceri e e @ o O

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

occupied (day} seiting and the unoccupied (night) setting .......occcovvcevenninnad) O O @
3h. Checked that the line dryer prevents moisture buildup O O @

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

BIOW AOWIL HhE TANK) 1ot rasre s be e eebs et e e en s e s e sernnead O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no Teakage or obstructions) ... O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

fOT INSPECHION vt e ettt @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .. @ O O

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 air handler

3o. Checked that the outdoor air damper opens (at least partlally with no delay)
when the air handler is turned on . O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closmg) when the room

thermostat is set to 85°F ..........cco........ O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimmum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set to 45°F ., O @ O

3r. If the outdoor air damper does not move, confmned the folfowmg items:
* The damper actuator links to the damper shaft, and any lmkage set

screws or bolts are tight ...t e O @ O

* Moving parts are free oflmped1ments (e g., rust, corrosnon) O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator ...... O @ O

* The outside air thermostat(s) is functioning properly {e.g., in the right
location, calibrated correctly)o @ O

Proceed to Activities 1316 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity

across terminals O @ O
OR

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

tripped) ... O @ O

Ju. Assessed the feamblhty of replacmg all manual reset freeze stats w1th

automatic reset freeze-stats.. O @ O

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 AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no hlgher

than 65°F .. @ O O

3w. Ensured that the mlxed air stat for coolmg mode is set no lower
than the room thermostat SEHNE ....coocv et @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1f1cat10ns or

Tocal PTACHCES .o s e @ O O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight @ O O
3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............@ O O

NOTE: Economizers use varying amounts 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 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) @

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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

PErfOrim a8 TEQUITEG ....c.vv ettt e e ee st en s O @ O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCHONING .....ocoovvvveveeeesreeeienisisssseenn. O @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
system oF operable WINAOWS) ..cco.ococciiirieriiniree e st see e seen) @ O O

4d. Ensured that supply and return vents are open and unblocked .............cco...... @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AIE SUPPIY oot et er e ere e sttt eme e e e e seennn O @ O
4f. Modified existing HVAC systems to incorporate any room ot zone layout

and population ChANEES .......ccceorenermmrrere s e s senenn ) O @ 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 air VENts .......ccceeevievieiie s ensinn @ O O
4h, Ensured that unit ventilators are quiet enough to accommodate classroom

ACHIVIEIES oottt ren et s e e bn e nne g @ o O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply termUinals v @ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

ﬂoorjoints,pipeopenings).............................................................................O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke}) that air flows into exhaust fan grille(s) .O ® O

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
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3. 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
adjacent spaceso

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Adirflow ™).

3c¢. Ensured that air is flowing toward the exhaust intake 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..............cceeeernennnd @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

UREL ot e e e s O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

Under CONSIAEIAION ...t O@© 0O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢c) O @ O

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

levels in Table 1 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 levels in Table IO @ O

NOTES
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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,
as well as a

copy for future
reference.

. Complete 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 Coordinator.

Ventilation Checklist

Name: thomas verville 1

School: Griswold Elementary school

Date Cp lete
\ (oo ilp.

Unit Ventilator/AHU No: 1142
cafe

4 march25 2026

Room or Area:

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIAN) wv......cvveceeeeeereeeeeeeeeoeeeooeooooo

1b. Ensured that the ventilation system was on and operating in “occupied”
mode@ O O

ACTIVITY 1: OBSTRUCTIONS
Ie. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OT COVers @ O O
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an INEAKE) w.......vueeevuieeeceeeeeeee oo @ O O

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources {dumpsters, loading
docks, and bus-idling areas) ..........cwveiecscrnmssssssssscescnsscrsersnnesnes X8 ) )
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from
air-conditioning cooling tOWers) .........ceeevvvean....

1g. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust Pipe) ............o..cooe..n.! @ 0 O

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O

ONON®)

li. Confirmed that outdoor air is entering the intake appropriately ....................

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..........coo.vooooceoeerceeivress s @ O o

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
blowing AOWNSIIEAM) ..cc.vvivvereeeeececeeceeese et s s e ense e @ O O

2¢. Vacuumed filter areas before installing new filters .........oooooveevivesvennrrenennnn. @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

ArouNd) the AT FIlIEr ......coviviccce et e s e @ O O

2e. Confirmed proper installation of filters (correct direction for airﬂow)..........@ O O




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
ACCUMUIALNE) ...ttt

2g. Cleaned drain pans

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean @ 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 8 o 8

2k, Ensured that dUCES GT€ CIRATM .....ivee.eeeeeeeseee e e s essssoe st s sesee s

ACTIVITY 8: MECHANICAL ROOMS

21, Checked mechanical room for unsanitary conditions, leaks, and spills @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPHES ......cvveeeiievievictireee oo setsereenseeed @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) @ O O
3b. Ensured that minimum position provides adequate outdoor air

foroccupants@ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals {often uniquely designed) ......c..co.evvvenn....) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position 8 8 8
Je. Set time clocks apPropriately ... s

3f. Ensured that settings fit the actual schedule of building use (including

night/weekend use) @ O 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 ..o, O
3h. Checked that the line dryer prevents moisture buildup .....coocovveirvecinineninad) O

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

blow down the tank).......ccceceeeernieeeern, O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage o1 OBSIIUCTIONSY .covevieeiieeiece i e O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .........ccocveeieind @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

TOr INSPECHION wvovvice et @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .....c.covevvvrvcerierienenad @ O O

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 air handler...................... O @ O
30. Checked that the outdoor air damper opens (at least partiaily with no delay)
when the air handler is turned on O @ O
3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room
thermostat is set to 85°F O @ O
3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is St t0 45°F ........uuvvvvisivooeceeseencrrenennns O @® O
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
screws or bolts are tight 8 @ O
* Moving parts are free of impediments {e.g., rust, corrosion) ...................! @ O
* Electrical wire or pneumatic tubing connects to the damper actuator......| O @ O
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COrTECLLY} ..o e s enesresssseereessensees O @ O

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

ACTOSS LETTTHIALS Lottt ettt e s s e ner e n e e r e O @ O

OR

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

HEAPPEA) oottt e ettt O @ O

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

AULOMALIC TESEt fIEEZE-STAIS ..o verreeriere ettt O @ O

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

EHAN 65°F wvvvevversessessseeesesesesssssesssseesoesoeosesesscoeeeesesessreneeseseesessenrereseess e ® OO

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHINE ...ovevvvicceeiirie st @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

10CA] PIACLICES 1vveevvecrereririresis s e s s sn e rs e s arn e e sesrassassasbensend @ O O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............@ O o

NOTE: Economizers use varying amounts 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 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)

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
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

PErfOrmM 88 TEQUITEM ....covveevrinrecerenrecee e O @ O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCHOMING .........vveevvereeeeereersere e, O @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable windows) .........cc.oveeveeieenne @ O O

4d. Ensured that supply and return vents are open and unblocked .................. @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor

BT SUPPLY ..-vesveiariiiisieie e ies e srs st seeeoree e ereeseee st ness s see e O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ O
4g. Moved all barriers (for example, room dividers, large free-standing

blackbeards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents .@ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BOHVIEIES 11ovrrco e reereesmeseereeesoseeeeeeeeeeeeeeeeeeeee oo ONONS®

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supplytermmals.@ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, pipe openmgs)o @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
Sa. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ..... O @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* Inoperable dampers
« Obstructed, leaky, or disconnected ducrwork
= Undersized or improperly installed fan
» Broken fan belt
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5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoer 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
AAJACENT SPACES .oovvnvoreecerc i esee et st s eees s ee e e oo oo O @ O

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow").

5c. Ensured that air is flowing toward the exhaust intake ...........oooooooooovoo . O @ O

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressurc) is sealed and in good condition.........covvevevnl) @ o

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

UL oot ettt st et e e e e e O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

under CONSIARIAON .....viic e e 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 (22¢) ......... O @ O

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

levels in Table 1 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 levels in Table lo @ O

NOTES
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3.

4,

Instructions

. Read the /1AQ

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,
aswell as a

copy for future
reference,

Complete 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 Coordinator,

Ventilation Checklist

Name: thomas verville

Griswold Elementary school

Date Complete
\/m%

School:

Unit Ventilato/AHU No: TTUD
Room or Area; mam office

Signature: %@M

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor plan) ...

1b. Ensured that the ventilation system was on and operating in “occupied”

INOAE ..ottt b b e s eeseseees e e easrees e e saeaenasnasned @ O O

ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVETS 1vvviurnerniriarrntanrenernmessensensseaseesnssssssasanssssssinsinstonsemsmmsnsessessnesessnssnsererons @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves @ O O

g march25 2026

frequently block an intake) .......cccoeeriienreicrivne s e

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for potlutant sources (dumpsters loading
docks, and bus-idling areas) ...
If. Checked roeftop intakes for poliutant sources (plumbmg vents; kltchen
toilet, or laboratory exhaust fans; puddles; and mist from
air-conditioning cooling towers)... @ O O
1g. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ..o @ O o

SONONG)

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O

®@ 00

li. Confirmed that outdoor air is entering the intake appropriately ...................4

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from @ O o

blowing downstream)...
& O O

2¢c. Vacuumed filter areas before mstallmg new fllters

2d. Confirmed proper fit of filters to prevent air from bypassmg (ﬂowmg
around) the air filter...

Ze. Confirmed proper mstal]atlon of fllters (correct dlrectron for airflow).......... @ O O



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
ACCUMUIARINGY ... e

2g. Cleaned drain Pans .........cccoceiviverereeee st ceee s e

2h. Checked drain pans for mold and mildew .............cocooovoeorcveroosreeeerar

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean @ 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 ........ocvcieerereeneeesensresrsresrennd
2k. Ensured that ducts aTe ClBtl ....cu.eeeecuereioereeeeseesee s eeeeesr s res s ses s d

ACTIVITY 8: MECHANICAL ROOMS

21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPHES .....vevrvececeecceeecsre s oe e s seeseeseeseanen! @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT OCCUPANES ...ttt ettt nse bt @ O O

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) .....coovvicneeensn. @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .......o.eovoveriviennnd 8 @ 8
3e. Set time clocks appropriately .....ccovoo it O

3f. Ensured that settings fit the actual schedule of building use (including

night/weekend use) @ O 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 O o @
3h. Checked that the line dryer prevents moisture buildup o O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the tank) ........ccoeveervenrennnn. O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or OBSIIUCHONS) ...c.ooriceicccce e s snnae O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

fOr INSPECHION ..ovvvevcrecn s @ O O
3Im. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .........cooconeiveeeennnd @ O O

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 air handlero @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler isturned on ................ o @ O

3p. If'in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat is set to 85°F ..................... O @ O

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set to 45°F ................... O @ O

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

SCIEWS OT bolts are tight ..o 8 @ O

* Moving parts are free of impediments (e.g., rust, COTTOSIoN) ..vecerenene.
*  Electrical wire or pneumatic tubing connects to the damper actuator ... .O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly).........covvvereeeeerrvrrinnn,

Proceed to Activities 1316 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity

across terminals O @ O

OR

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

EEPPEA) oottt eee e e s eeness st O @ O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freeze—statso @ O

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

O O ® OO0

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

1OCAL PIACHICES ..eeeecierieirrncntcnee ettt ec s reasessense s en s e en s s snan e s @ O O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications @ O O

NOTE: Economizers use varying amounts 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-bullb 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 satlsfled)@

NOTE: If fan shuts off when the thermostat is satisfled, adjust control cycle as necessary to
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 as requlredo @ o
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning O @ O

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

4c. Made sure every occupied space has supply of cutdoor air {mechanical
system or operable windows) ..........ccc.ccovvinnnn. . @ O O

4d. Ensured that supply and return vents are open and unblocked ...................... @ O O

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

4e. Modified the HVAC system to supply outside air to areas without an outdoor

BT BUPPLY wovviececereceriremairste ettt @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ 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 air vents ................oo.oooeveeeereeraan, @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actwntles@ O O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals @ O O

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 system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, PIPe OPETUIES) ..ovvereerrrrirreriee s sssesss s reee e e vetsrere s erssessesens) O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

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

e a m e o g A A A s s
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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
AQJACEIL SPACES -vvvvrvrveiesseis e risssness s e seass e e seesaeeee s es e O @ O

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow”).

53c. Ensured that air is flowing toward the exhaust intake .......ooooeeesoeneseeend 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................................O @ o

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for technigues.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation
6b. Calculated the number of occupants served (22b) by the ventilation unit

under conmderatlono @ O
6c. Divided outdocr air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) O @ O

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

levels in Table 1 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 levels in Table | O @ O

NOTES
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Waste Management Checklist

Name: thomas verville
School:  9riswold elementary school

Room or Area: buﬂdmg wide Date Completed: march 24th

Signature: 4%7 MM/J / IJ Vi /00

{
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1. WASTE MANAGEMENT

Instructions Yes No N/A
la. Ensured that waste containers are appropriate for use (for example,
1. F;Zizgt?;u‘? d?}r and food waste containers should have Egs)p .................... ( ............... p .................. @ O O
the Background tb. Ensured that waste containers are lined...................... @ O O
Information for lc. Ensured that waste from art, science, vocatlonal classes etc., are
this checklist. handled separately ... @ O ‘
1d. Labeled recycling blns clearly . @ O |
2. Iégzﬁgtrhoeund le. Ensured number of bins and dumpsters is adequate ........................................ @ O
Information and 1f. Ensured appropriate los:atlon of dumgsters (ie., away fro_m air intakes,
make a copy of doors, and operable windows in re.lanon to prevailing winds) @ O O
the checklist for l1g. Ensured waste containers are emptied regularly @ O O
future reference. l1h. Ensured appropriate waste removal schedule 8 8
3. Complete the li. Ensured waste is stored in-a well-ventilated 1‘0011.1 §
Checklist. 1j. Ensured any exhaust fans in the room are operating properly 8 O
1k. Checked waste storage areas for odors, contaminants, or signs of vermin.... O O

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

+ Make comments
in the "Notes”
section as
hecessary.

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




‘ ’ H -
. | Walkthrough Inspection Checklist
4 »
‘ ) Name: thomas verville
]
1‘ ' School: Griswold elementary school
Il » -y g .
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1. GROUND LEVEL
Instructions Yes No N/A
T la. Ensured that ventilation units operate properly@ O O
- Read the /AQ 1b. Ensured there are no obstructions blocking air intakes... @ O O
Backgrounder and lc. Checked for nests and droppings near outdoor air mtakes WONGON®)
the Background ’ P e
: 1d. Determined that dumpsters are located away from doors, wmdows and
Information for
this checklist. outdoor air intakes .......oceveeeeecennenn, @ O O
le. Checked potential sources of air contammants near the bmldmg
2. Keep the (chimneys, stacks, industrial plants, exhaust from nearby buildings) ............ @ O O
IBe:eckgrodnd 4 If. Ensured that vehicles avoid idling near outdoor air intakes ............ccc... {8 ) )
r:ac;(;n';a(t:l;m agf lg. Minimized pesticide BPPHEALON vuvvvuiivsivsieiecrce s res s sesesressseseessessessssen. 'ONON®)]
th Py th. Ensured that there is proper drainage away from the building (including
e checklist for
future reference. 100f downspouts) ........cevineiniannen. @ O O
1i. Ensured that sprlnklers spray away from the bulldmg and outdoor
3. Complete the air intakes ...........u..ee i@ O O
Checklist. 1j. Ensured that walk-off mats are used at extenor entrances and that
. " ” they are cleaned regularly ..ottt anad
Check the "yes,
“no,” or
“not applicable” 2. ROOF
box beside each
item. (A “no” While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).
response 2a. Ensured that the roof is in good condition ..
;?el:{iisnf;jnher 2b. Checked for evidence of water ponding ...
) 2c. Checked that ventilation units operate proper]y (air ﬂows m)
* Make comments 2d. Ensured that exhaust fans operate properly (air flows out) .........cooveeeeerennen. |
in the “Notes 2e. Ensured that air intakes remain open, even at minimum setting ...................
section as 2f. Checked for nests and droppings near outdoor air intakes ...........cc.ccvisind
necessary. 2g. Ensured that air from plumbing stacks and exhaust outlets flows away
4. Return the checklist from outdoor AIT INEAKES ...oc.veccerciecere st ente e erse s eraeesse e ene s
portion of this
document to the ATTIC
|AQ Coordinator. 3.
3a. Checked for evidence of roof and plumbing 1eaks...........cccenveeimeirniesivsrersnens

3b. Checked for birds and animal NEStS uuuieiree e et eee s et eeer e emeraoes
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4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within
acceptable ranges ..

4b. Ensured that no obstructlons exist in supply and exhaust Vents ...
4c. Checked for odors..
4d. Checked for signs of mold and m11dew growth
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4. GENERAL CONSIDERATIONS (continued)

4e. Checked for signs of water damage.... .
4f. Checked for evidence of pests and obkus food sources ..
4g. Noted and reviewed all concerns from school occupants

5. BATHROOMS AND GENERAL PLUMBING

5a. Ensured that bathrooms and restrooms have operating exhaust fans
5b. Ensured proper drain trap maintenance:
Water is poured down floor drains once per week (approx. 1 quart 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 .......vvierinvevsscsiseereescecrressnnerers- {8)

\
Ll
i
L]
1
{
[l
L

6. MAINTENANCE SUPPLIES

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

BUILAING 18 WAOCCUPIEA -vvvrvvcoseonecnereereeressessesseeeereereeeesesssse ® OO
6b. Ensured that vents in chemical and trash storage areas are operating

properly ... R 8 8 8
6¢. Ensured that portable fuel containers are properly closed
6d. Ensured that power equipment, like snowblowers and Iawn mowers, have

been serviced and maintained according to manufacturers’ guidelines.......... @ O o

7. COMBUSTION APPLIANCES

7a. Checked for combustion gas and fuel 0dors ... 8 8 8
7b. Ensured that combustion appliances have flues or exhaust hoods.................!

7¢. Checked for leaks, disconnections, and deterioration .........ccoocveeeconiereenenncdd @ O O
7d. Ensured there is no soot on inside or outside of flue compenents..............A8) ) O
8. OTHER

8a. Checked for peeling and flaking paint (if the building was built before
1980, this could be a lead hazard) ...

8b. Determmeddateoflastradontest..................................................................@ O O

NOTES
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