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Instructions

. Read the [AQ
Backgrounder and
the Background
tnformation 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

thomas verville

Name:
School:  Gfiswold Middle School
Unit Ventilator/AHU No: "tu4

Room or Area: SCi€Nce 2nd floor

g4 march25 2026

Date Complete
Signature: M \/ BW%

1. OUTDOOR AIR INTAKES

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

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

INOUE ..ot s et eat et st rere st ee e see e s eneaneesebesesseteseeseesens)

ACTIVITY 1: OBSTRUCTIONS

tc. Ensured that outdeor air intakes are clear of obstructions, debris, clogs,
OF COVETS 1.uuierirerivaissinesesisnesesesesesse s snese b be e se s sssnseassensseessensansntorenesrasonsonssnssns

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

ACTIVITY 2: POLLUTANT SOURCES

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

1f. Checked rooftop intakes for pollutant S0Urces (plumbmg vents; kltchen
toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...

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

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

2. SYSTEM CLEANLINESS

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

2b. Shut off ventilation system fans while replacmg ﬁlters (prevents dxrt from
blowing downstream)...

2¢. Vacuumed filter areas before mstallmg new fllters

2d. Confirmed proper fit of filters to prevent air from bypassmg (ﬂowmg
around) the air filter... .
2e. Confirmed proper mstal!atlon of flltcrs (correct dlrectlon for alrﬂow)

Yes No N/A
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2. SYSTEM CLEANLINESS (continued)
ACTIVITY 5: DRAIN PANS

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

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) i Clean .......cooeeerecoereeeercereo e
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 .....c.coeeevverre 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

OT OCCUPANLS 1..vuoieeeec et s @ 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) .....oo.veoeennnn.)

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position 8

Je. Settime clocks appropriately....

3f. Ensured that settmgs fit the actual schedule of buxldmg use (1nclud1ng
night/weekend use}) ... wrerenans

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

blow down the tank)... O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSIIUCHIONS) .coovcviicireietree e seaen e erennd 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 inspection ..o - @ O O

3m. Ensured that air temperature in the mdoor 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
3o. Checked that the outdoor air damper opens (at least partlally w1th no delay)
when the air handier is turned on . O @ O

3p. If in heating mode, checked that the outdoor air damper goes to 1ts
minimum position (without completely closmg) 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 set to 45°F .. O ® O

3r. Ifthe outdoor air damper does not move, conflrmed the followmg itemns:
* The damper actuator links to the damper shaft, and any linkage set

screws or bolts are tight ... et - 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 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

EHPPEAY cove e o @ O

Ju. Assessed the feasibility of replacmg all manual reset freeze-stats with

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 hlghcr

than 65°F ... crereeeraeras S @ O O

3w. Ensured that the mlxed air stat for coohng modc is set no lower
than the room thermostat SEtting ...cc.oceeevveeeeecerree v e rvne e @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1f1catlons or

10€Al PrACHiCES 1ot rce s ssras b sse e 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 continuocusly operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) @ O 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..........ccoeeeee... O @ O

4b. Ensured that passive grav1ty relief ventllatlon 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 outdoer air (mechanical
system or operable Windows) .....c.ccevereeirniriinnnns - @ 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 reapen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor
air supply ... O @ O
4f. Modified ex1st1ng HVAC systems to incorporate any room or zone layout

and population changes .................. O @ O
4g. Moved all barriers (for example rootm dmders large free-standmg

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ........c...... @ O O
4h. Ensured that unit ventilators are quict enough to accommodate classroom

activities .. @ O O

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

from SUpPLY tErmUNAIS .ottt st srssia @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the veniilation 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:
* [noperable 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
AQJACENT SPACES ..eeuvcvenerrarieeeeeeee e essees et seee e e e

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 IUEKE «......vvvevovveoversisee e 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 .........eeressen.nnnn) @ 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

unit . O @ O

6b. Calculated the number of occupants served (22b) by the ventllatmn 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 persen (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 w1th venhlatlon units that supphed 1nadequate

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

NOTES
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Unit Ventilator/AHU No: T1u8

eSS s o Room or Area: 9¥M Date Complete
Signature: M@’Wﬂ \Mn
L L

4 Mmarch25 2026

Instructions
1. Read the /AQ
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) ... s
]b_ 1 tl t [y »
2. Keep the il]nos:;ed hat the ventilation system was on and operatmg in occupled @ O O
Background

information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation Or COVErS .. e @ O O
unit in your school, 1d. Installed correcttve dev:ces as necessary (e g, 1f snowdrlﬂs or leaves
as well as a frequently block an iNAKE) ....o.vvveceeeeeeeeeee e 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) .. @ O o

1f. Checked rooftop intakes for pollutant sources (plumbmg vents; kttchen

* Check the “yes,” toilet, or laboratory exhaust fans; puddles and mist from

:no," or . air-conditioning cooling towers)...............co..ee..... N ONOR®!
bgztbaeps?:;:?al;lfh lg. Resolved any problems with pollutant sources located near outdoor air
itern. (A “no” intakes (e.g., relocated dumpster or extended exhaust pipe) @ O O
response
requires further ACTIVITY 3; AIRFLOW
attention.) 1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
- Make comments li. Confirmed that outdoor air is entering the intake appropriately ....................
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 Zb. Shut off ventilation system fans while replacmg fﬂters (prevents dirt from
document to the blowing downstream)..............cocoe.... @ OO
IAQ Coordinator. 2¢. Vacuumed filter areas before mstalllng new f1lters

2d. Confirmed proper fit of filters to prevent ajr from bypassmg (ﬂowmg

around) the air filter.................., @ D O
SONON®,

2¢. Confirmed proper mstallatmn of f1lters (correct d:rectlon for atrflow)




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
ACCUMUIANE) . ovoseiesieecinetereess e s esesse s

2g. Cleaned drain PANS ........ccovvvveeeeeusieeeooseereeseeseeseeeos oo e oo

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

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are Clean ...........oooeooooooosoon @ 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 C1Ean .......vovveevvvoieeooooooo
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 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

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) ........................... @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the cOIrect POSItION ..........covvvwevrvrresrnsn. ) @ 8
3e. Set time clocks APPIOPTIATELY vu...ov..oecruorioeceeecesesesen e eees e ss 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 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)........ccovurveeereeeen, 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

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

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

Ty T YT,
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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 Randler ..o e eesee ]

30. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is turned on 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 to 85°F ...c.ocovererenne 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 et 10 45°F .........ccoocriiccciccnccncercrinnns 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 ...

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

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

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 frecze stat was

HPPEd) v O @ O

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

than 65°F .....ccrvereervennnns @ O O

3w. Ensured that the mixed air stat for cooling mode is set ne lower
than the room thermostat setting @ O O

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

10CEAL PTACLICES 11vvveevreerereereeerenrerereeneee e ses s e e e s e emen 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

perform as reqmredo @ 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 Sfire codes, consult with a
professional engineer for remedies.

4¢c. Made sure every occupied space has supply of outdoor air {mechanical
system or operable windows) ............ccovvvenen. 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 SUPPIY oottt 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

activities @ 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,pipeopem'ngs).............................................................................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 followin g:
* [Inoperable dampers
» Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
= Broken fan belt




.
L T

.
1
1
{
4
'
L]
.
L}
1
1
{
[
1
{

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 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.oooeevveveeeiereeeennnnd O @ O

ACTIVITY 21: EXHAUST DUCTWORK

3d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition..........ceviviiicinnsnl O @ O

6. QUANTITY OF QUTDOOR 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 conmdcratmnO @ O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per persen (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 .. e e 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 /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,”
“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

thomas verville

Name:

School: Criswold Middle School

Unit Ventilator/AHU No: 1112

Room or Area: D@Nd room Date Completed: March2s 2026
Signature: \'/ EL_{/L&:

1. OUTDOOR AIR INTAKES

ia.

1b.

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

Ensured that the ventilation system was on and opf:ratmg in occupled”

mode.., @ O O

Yes No N/A

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

Ensured that outdoor air intakes are clear of obstructions, debtis, clogs,
or covers .

NONON®
00

Installed corrective dev1ces as necessary (e g, 1f snowdnfts or leavcs
frequently block an intake) ... -

ACTIVITY 2: POLLUTANT SOURCES

le.

If.

lg.

Checked ground-level intakes for pollutant sources (dumpsters loading
docks, and bus-idling areas) ... .
Checked rooftop intakes for pollutant sources (plumbmg vents; kltchen
toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...
Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) .........coc.......

® OO

-® 0 O
©® 00

ACTIVITY 3: AIRFLOW

1h.

li.

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

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

2e.

-® 00O
NONON®
® 00

Replaced filters per maintenance schedule ..

Shut off ventilation system fans while replacmg ﬁlters (prevents dlrt from
blowing downstream)...

Vacuumed filter areas bcfore msta]lmg new fllters .
Confirmed proper fit of filters to prevent air from bypassmg (ﬂowmg

around) the air filter.................. @ O O
& O O

Confirmed proper mstallatmn of fllters (correct d1rect10n for a1rﬂow)



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

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

2g. Cleaned drain pans ..

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

ACTIVITY 6: COILS

2i. Ensured that heating and coeling 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) s Clean ...........cococoeveeerrevreree e eesesed o
2K. Ensured that ducts are ClEan ........covivecieecceecececve e sere e ee s ensd

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 .......oveevcermrrnen s resesressinens @ O O

3. CONTROLS FOR OQUTDOOR 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 OCCUPANES ....covne sttt ereas @ O O

ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawmgs
and controls operations manuals (often uniquely designed) ... @ o O

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

3f. Ensured that settmgs fit the actual schedule of bulidmg use (mcludmg

DIZH/WEEKENA USE) ...eocvvrevrirerrrireiereees s srestressessess s messsesaens @ 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) SEMHNg ..oocceeveerecinninsn! O 8
3h. Checked that the line dryer prevents moisture buildup .........o.ccovcvcriineniinnnd O
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blowpdown the tank)( .............. P ............... Y ............... O O @
3j. Setthe line pressure at each thermostat and damper actuator at the proper

level (no leakage or ODSITUCHONSY 1vuverrerrerrerrerensrmrensesenrenssnssnsiessenes O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection... @ O O
31. Ensured that the rec1rculat1ng relief and/or exhaust dampers are v1s1ble

for inspection .....cvvinneen, - @ o O

3m. Ensured that air temperature in the mdoor 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 1o continue.
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3. CONTROLS FOR QUTDOOR 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
3o. Checked that the outdoor air damper opens (at least part1ally w1th ne 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 .. O @ O

3g. 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, confmned the followmg 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 £., TUSt, COTTOSION) ..ccevneerirnran] O @ O
*+ Electrical wire or pneumatic tubing connects to the damper actuator...... 4 O @ O

* The outside air thermostat(s) is functlomng properly (e.g., in the nght
location, calibrated COrectly) .....oovuviciriionieieeecce et 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 fe351b1]1ty of replacmg all manual reset freeze-stats w1th

BUtOMAtIC TESE fTEEZE-SIALS ..evvriieesieerercrin st cesen e e e sesreeessenne e saeres 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

ERATL 65%F <.oooocorrseerseseessessesessessesessseemeesesseesesssesesssessesosssessssssssessessesse s ® OO0

3w. Ensured that the mixed air stat for coo]mg mode is set no lower
than the room thermestat Setting ...........c.ccocercirecncncerneenas @ O O

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

1oCal PrACHLES .ovvcvvireesieie ettt n e 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/retief 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 required........ceernernnn O @ O
4b. Ensured that passive grav1ty relief vcntllatlon systems and transfer gnlles

between rooms and corridors are functioning .....c.ecvierisiicnennns 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
air supply .... O @ O
4f. Modified ex1st1ng HVAC systems to mcorporate any room or zone layout

and population changes ........coevines e O @ O
4g. Moved all barriers (for examp]e, room d1v1ders large free- standmg

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 accommeodate classroom

activities .. @ 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
» Obstructed, leaky, or disconnected ductwork
« Undersized or improperly installed fan
* Broken fan belt

v
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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 open while checking airflow high and low in
the door opening (see “How to Measure A irflow™).

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

ACTIVITY 21: EXHAUST BUCTWORK

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 dirflow” for techniques.

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

UIIIE oottt e et ettt sttt O@O

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

under conmderatlono @ 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

ET ERL R IS DR O 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 levels in Table 1 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 schoaol,
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:  Griswoid Middle School

Unit Ventilator/AHU No:  TtU11

Room or Area: SCYEMY Date Completed: march25 2026
Signature: %,W \[ EW%_ Lo

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

TNOAE et s e st eser st e ses s ransen e st e e snesnetsetsns st erenesreneesenne] @ O O

ACTIVITY 1: OBSTRUCTIONS

lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
OF COVETS 11vruruernensassniressesiessstteatetssstontos somsassassomseesassemsaseresasaressirssssasesssrasetsons

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

MONON®
-.® 00

ACTIVITY 2: POLLUTANT SOURCES

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

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

-® 00

air-conditioning cOOlNG tOWETS) ..cocimiin i @ O O
Ig. Resolved any problems with pollutant sources located near outdoor air

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

BIOWINE GOWRSITEAITL) 1uveviiriisiiiisiiinriciee ettt st st s st e sa s sate st s tes b sas @ O

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

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

Ze. 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 from Yes No NIA
accumulating) ...

2g. Cleaned drain pans .,

2h. Checked drain pans for mold and mlldew 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 €1ean ..........coo.ooveeeereeeereersressrennn
2k. Ensured that duCtS Are CleaN .........occeiveivuioeiooeeeeeree e eeeseeeees s 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, andsupphes@ 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) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ........c.ouceeereenn...)
3e. Set time clocks appropriately ... o

3f. Ensured that settmgs fit the actual schedule of bulldmg use (1nciudlng
night/weekend use) ... @ O O

ACTIVITY 1i: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting 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)... O O @

3j. Set the line pressure at each thermostat and dampcr actuator at the proper
level (no leakage OT ODSIUCLIONS} ©vveivierreecieeeeeeeece et esensensened 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 v151b1e

FOT IDSPECTION c.cvvvviitiee 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 .. @ 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 shuttitg off appropriate air handler.................. R O OX®)
3o. Checked that the outdoor air damper opens (at least partlally w1th 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 .. O @ O

3g. 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 ...oovvninicinccineccneeccnns 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 aretlghto @ 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 functlonmg properly (e.g., in the nght
location, calibrated correctly)... O @ O

Proceed to Activities [3—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

HTIPPEAY worvrrrrerrinrn e rierernr et sereesessressrsrer e rasseesreseansesne e sres st var e eanere et rans O @ O

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

automatic reset frecze-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 cuvuvverrsrersiennn IMONON®)

3w. Ensured that the mlxed air stat for coollng mode is set no lower
than the room thermostat SSHING ..vovvvveeereever e eens @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1fmat10ns or

local PractiCes ....covovrricimn 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-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 requ1redo @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning O @ O

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

4¢c. 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 S () B 4 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

BT SUPPLY coovveiteitiisicecsecemne e ses e e ce s son s resnesean et see e eeenee e s rsees O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANZES ....c.coccevecvrieeeee 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 .............oo.ccoocomvueverercerenn. @ 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 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,

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

NOTE: Prevent migration of indoor contaminants Jfrom 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
AAJACEIIE SPACES ....ov.cvneerrrireceees e e ee 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”).

5¢. Ensured that air #s 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.................oo...ov........ @ 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 cons1derat10no @ 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

1eVels in TABLE L. ...t sen e 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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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,”
"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

thomas verville

Name:
School: Criswold middle school
Unit Ventilator/AHU No: 410

Room or Area: main office

Date Complete
Signature: %%ﬁﬁ Iy ]/ \/M?
AN

Paw |
d + —

& march25 2026

1. OUTDOOR AIR INTAKES

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

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

mode@ O O

Yes No N/A

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

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

docks, and bus-idliNg areas) .....cccoeeemseinnnn 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

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

ONON®)

li. Confirmed that cutdoor air is entering the intake appropriately .........cooveeeo.

2. SYSTEM CLEANLINESS

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

BIOWINE AOWISIIAINL) 1vrvveeceeiearectbiissrsrenesstsrassissamsaes st ems st sebsb s sb s @ O O

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

around) the air filter ..o @ 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

ACCUMUIAEAR) <ot e s emsenere s et O
2g. Cleaned Grain PANS ......co.coveeiericvecre et ese s eeseesrse s sesseeesse e s o)
2h. Checked drain pans for mold and mildew _..............oocooeremroeoeeee s

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) i5 Clean .......covovvvveveeeerereesnersesennnd
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 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

foroccupants@ o O

ACTIVITY 9: CONTROLS INFORMATION

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

and controls operations manuals (often uniquely designed) .......co.ovevveennnnd @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct Position .........c.ueveeeereinnn. 8 8
3e. Set time clocks apPropriately ..ot

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

NIght/WEEKENA USE) ..ottt se e 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 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)........c.cccoeieevvvereiirisn 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 .........ouveevuennres) @ O O
31, Ensured that the recirculating relief and/or exhaust dampers are visible

for inspection @ O O
3m, Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ......cocococcoecreurierennns, @ 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.................. .- WONOX®)
30. Checked that the outdoor air damper opens (at least partlally w1th no delay)
when the air handler is turned on . erarens - 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 ...cccvvvnrvennn, O @ O

3q. Ifin cooling mode, chccked 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 @ 0
3r. If the outdoor air damper does not move, confinned thc followmg items:
* The damper actuator links to the damper shaft, and any linkage set
SCrEWS ofbolts are tight ... p / go @ O
*  Moving parts are free of |mped1mems (e g., Tust, corrosmn) 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 nght
location, calibrated COITECLIY) .ovvinrviricnimirres s s 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

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) ... s O @ o

3u. Assessed the feasﬂ)lhty of replacmg all manual reset frceze 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 oo IMONON®)

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

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

local PractiCes ...t s @ O O

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

3y. Checked that sensor on the econemizer 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)® O 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

ACTEIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation system
PErfOTm 85 FEGUITEA.......cv. ettt et s O @ O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUBCHONING .vvvvvereevvecevvernereereeeeerres 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 (mechanicat

system or operable windows) @ O O
4d. Ensured that supply and return vents are open and unblocked .........co.cooevvnn. @ 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 SUPPLY .ot e @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes .............cvieeiceereececsreessenreennn 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 &iT VENES ....o.evvovoveeoreseesreereceennns @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

activities @ O O
4t. 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 wail (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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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 open while checking airflow high and low in
the door opening (see “How to Measure Airflow").

3¢. Ensured that air is flowing toward the exhaust intake O @ O

ACTIVITY 21: EXHAUST DUCTWORK

3d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition.........ocooveerecueeennnen. @ 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

UTIEE oo s s a s bt b s e et e e e et e O @ O

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

under consnderanono @ 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

S LR P10 1 G O I 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 levels in Table 1 ..o O @ O

NOTES
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Instructions
1. Read the JAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background . o
Information for la. Marked locations of all cutdoor air intakes on a small floor plan (for Yes No N/A
this checklist. example, a fire escape floor plan) ... - et
1b. Ensured that the ventilation system was on and operatmg in occupied”
2. Keep the

Background INOAE ..ot vtis e rins s e neean s e sermeesessne e sreeemeemreneesredshbbRS (RN e R Ls b s b e arm e rasa R e s ST srnpnsensens @ O O

Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation OF COVETS ..o @ OO
unit in your school, 1d. Installed corrective dev1ces as necessary (e 2., 1f snowdnfts or leaves
as well as a frequently block an intake} ... @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for peliutant sources (dumpsters loading
Checklist. docks, and bus-idling areas) ..o @ O O

1f. Checked rooftop intakes for pollutant sources (plumbmg vents; k1tchen

» Check the “yes,” toilet, or laboratory exhaust fans; puddles and mist from

:no," or e air-conditioning cooling toWers} ........ouversinncnnes @ O O
bnotba chli'cab eh 1g, Resolved any problems with pollutant SOUrces located near outdoor air
: t:xm. ?:' ,,ﬁ;,,ac intakes (e.g., relocated dumpster or extended exhaust pipe) ... @ O O
response
requires further ACTIVITY 3: AIRFLOW
attention.) 1h, Obtained chemical smoke {or a small piece of tissue paper or light plastlc) @ O O
. Make comments li. 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 O
portion of this 2b. Shut off ventilation system fans while replacmg filters (prevents dirt from
document to the DIOWINE AOWNSIIEAIMN) -.....oooreersaeesmssseressioreesasresmastessssssesssssssssnessssssss s sssissins ON®), O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters............. MONOR®)

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

around) the air filter... s @ O O

2e. Confirmed proper mstallatwn of f1lters (correct dlrectlon for airflow).........4 @ 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 NI A
accumulating) ..

2g. Cleaned drain pans .. . 8 8

2h. Checked drain pans for mold and rmldew

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 umt(s) or unit ventilator
{air-mixing chamber and fan blades) is clean .......cc..covervireneee
2k. Ensured that ducts are clean ............cccociniinneinnan,

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 ...coveererriimnice i, @ 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 QCCUPANLS .....oeiivisiiiiisire bt saans @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

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

3f. Ensured that settlngs fit the actual schedule of building use (mcludmg

night/weekend use) .. @ O O

ACTIVITY 11: CONTROL COMPONENTS
1g. 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)... O O @

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

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection... @ O O
31l. Ensured that the recnrculatmg relief and/or exhaust dampers are v131ble

for inspection ......cc.ev.ee. - @ O O

3m. Ensured that air ternperature in the mdoor 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 partlaIly w1th no delay)
when the air handler is turned on . O @ O

3p. Ifin heating mode, checked that thc 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 set to 45°F .. O @ O

3r. Ifthe outdoor air damper does not move, conflrmed the followmg 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 lmpedlments (e g., Tust, corros:on) O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator...... O @ O

* The outside air thermostat(s) is functlomng properly (e.g., in the rlght
location, calibrated COTTECtlY) ...vuvrrniiereieciiieeeee e 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

EEPPEAY vt e 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 hlgher

than 65°F .. IMONON®,

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

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

10CEAL PIACHICES 1vvviviriiinirrveee s st res et st s en s essessverseas s ren 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
perform as required.............cieinne O @ O

4b. Ensured that passive grav1ty relief ventllatlon systems and transfer grilles
between rooms and corridors are fUNCHOMINE ..o s O @ O

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

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

system or operable WindOWS) ..o ! @ O O
4d. Ensured that supply and return vents are open and unblocked ...c.ocvvvevenecee. @ O O

NOTE: [f 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 exxstmg HVAC systems to mcorporate any room or zone layout

and population changes .. O @ O
4g, Moved all barriers (for example room dmders large free- standmg

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

activities .. @ 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,

floorjoims,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 Jollowing:
* Inoperable dampers
o 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 .e.veurirerirerriritreiet sttt st e r e s 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”).

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 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. Ca]culated the number of occupants served (22b) by the ventﬂatlon unit

under COnSIAETAION ..c.. vttt e el 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 (22c) ......... 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
ge. Corrected problems w1th ventllatlon units that suppl:ed madequate

quantities of outdoor air to ensure that cutdoor air quantities (22c) meet
the recommended levels inTable 1 ... @ O

NOTES



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. Complete the
Checklist.

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

* Make comments
in the "Notes”
section as
necessary.

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

Ventilation Checklist

Name: thomas verville
School: Griswold Middle School

Unit Ventilator/AHU No: 1415
Room or Area: head end 4 march25 2026

Date Complete
Signature: ﬁ@’l/ﬂ/} M?

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 plan) ...

Ensured that the ventilation system was on and operatmg in occupled”

mode... @ O O

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

Installed corrective dev1ces as necessary (e g, 1f snowdrlf’ts 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) ... @ O O
1f. Checked rooftop intakes for pollutant sources (plumbmg vents; kltchen,

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

air-conditioning cOOlNG tOWETS) .ccieriniieniiniieienicnnensineserenneres @ 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 ....................d @

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 replacmg fllters (prevents dlrt from

blowing downstream)... @ O O

Vacuumed filter areas before mstal]mg new fllters @ O O

Confirmed proper fit of filters to prevent air from bypassmg (flowing
around) the air filter......covoeiis @ 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
ACCUMUALINZ) oottt se e ee e

2g. Cleaned draif PANS ... st sss e e e en s s

2h. Checked drain pans for mold and Mildew ...........ooeeiveeeeeoriereereeeeee s

ACTIVITY 6: COILS

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

2k. Ensured that dUCtS are ClEAT ..veveeeeeeeeee v veeseesie s eesessenseestessnssosstssssssmsesnsssd

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 ..c...cveveecccesi et @ 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 DCCUPAMES ...vvcier ettt nese s e e e e s e ren et sr st e r 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) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...........cccccveereerenrinnad 8 @ 8
3e. Set time clocks apPropriately ..o ceeecoieececc v 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 8
3h. Checked that the line dryer prevents moisture Buildup .....overienneseeres e 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).......ccreeievrerercrinnn

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSIIUCHIONS) .o 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 inspection @ 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
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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 01 ..o e d O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minitnum position (without completely closing) when the room
thermostat is set to 85°F O @ O
3¢. 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. [f 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 O @ O
* Moving parts are free of impediments (e.g., rust, corrosion) O @ 8
* Electrical wire or pneumatic tubing connects to the damper actuator.......! 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

OR

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

tripped) oo — O N O N ®

Ju. 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

£haN 65°F wevvevrerrerrerrennens R O N O ®

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

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specificaticns 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 suntight @ 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 fo 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

perform as reqmredo @ 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 Jire codes, consult with a
professional engineer for remedies.

4¢. 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 supply O @ o
4f. Modified existing HVAC systems to incorporate any roem or zone layout

and population ChANZES ........cc.ooeecrimeiercruereeese s sses oot 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 ...............oooooovceovvovovoon, @ O O
4h. Ensured that unit ventilators are quict enough to accommodate classroom

act1v1t|es® O O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from SUpPply terMINALS ......c.cccovverererresierreeeeee 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 chemicat 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 Jor 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
adjacent spaces

Stand outside the room with the doov 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..........c.ocoeverveennnn @ 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

umit . reareiraan O @ O

6b. Ca]culated the number of oc:cupants scrved (22b) by the ventllatlon urnit

under consideration............... - O @ O
6c, Divided outdoor air supp]y (223) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person {22c) ... O @ O

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

levels in Tabte 1.. O @ O
6e. Corrected problems w1th ventllatlon units that supphed madequatc

quantities of outdoor air to ensure that outdoor air quantltles (22c) meet
the recommended levels in Table 1......occoeeeinnceroniceieeeeneene, O @ O

NOTES
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Ventilation Checklist

Name: thomas verville

School:  griswold middle school

Unit Ventilator/AHU No: 1414

Signature:

Room or Area: 2nd floor science builde oy oo march25 2026

1. OUTDOOR AIR INTAKES

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

1b. Ensured that the ventilation system was on and operatmg in occupted”
mode...

ACTIVITY 1: OBSTRUCTIONS

le. Ensured that outdoor air intakes are clear of cbstructions, debris, clogs
OT covers.

ld. Installed corrective dev1ces as necessary (e 2., If snowdnfts or leaves
frequently block an intake) ...

ACTIVITY 2: POLLUTANT SOURCES

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

1f. Checked rooftop intakes for pollutant sources (plumbmg vents; kttchen,
toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...

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

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

2. SYSTEM CLEANLINESS

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

2b, Shut off ventilation system fans while replacmg f ilters (prevents d1rt from
blowing downstream}...

2¢. Vacuumed filter areas before installing new fllters

2d. Confirmed proper fit of filters to prevent air from bypassmg (flowmg
around) the air fIler . ..ucviverreee e e e s

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

Yes No N/A

MONON®.

P00
00

® OO

-® O O
O 00

LIONON®,
® 00

li. Confirmed that outdoor air is entering the intake appropriately .....c.ocoevc.n.

SONORS)

ONON®,
-® O O

®00Q

©® 00




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

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

2g. Cleaned draiil PANS .....ceemininesiieiiir b s s s

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

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are ¢lean ... @ 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 ..o
2k. Ensured that ducts 8re ClEAm ......cvvcveernvermerssisimirinireies s inesan e senssseaesd
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 supplies ..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

TOF OCCUPANLS oo cecivninee it en e e e e @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

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

3f. Ensured that settmgs fit the actual schedule of building use (mcludmg

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 @
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)... O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSIIUCHONS) .ovvvvviine vt 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 recu'culatmg relief and/or exhaust dampers are v151b1e

for inspection ............. . @ O O

3m. Ensured that air temperature in the mdoor 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........coveeoeeoereee 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 to 85°F ..., . O @ O

3q. If in cooling meode, 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 .........ceuuneee, 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 aretlghto @ o

* Moving parts are free of impediments {e.g., rust, corrosion) ................... @ O
* Electrical wire or pneumatic tubing connects to the damper actuator ...... @ 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 (usuatly
red) trips the freeze stat (clicking sound indicates freeze stat was

EEPPEAY covveeeece e ettt O @ O

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

Automatic reset freeZe-StalS ..o ir e s e 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 33°F to 42°F

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

EIAN B5%F ....vovvoruereeseoeeseneessesesmessmssessessasanssessessessessesessmseneemesemsmeereeeseerneensreerees ONOX®)

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

10CAL PLACTICES .ovevrevviiimrieni et see e st eene e s rn b enrensbe st @ 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...........J @ 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-buib 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 systemn

perform as required.......ccccoccrnenne o @ O
4b. Ensured that passive grav1ty relief ventllatlon systems and transfcr gnlles
between rooms and corridors are functioning ..........c.coeoineeanne. O @ O

NOTE: If ventilation system is closed or blocked io 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 supply.... O @ O
4f. Modified existlng HVAC systems to mcorporate any room or zone layout

and population changes .........coevene. O @ O
4g. Moved all barriers (for example Toom dw:ders, large free standmg

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

activities .. - @ O O

4i. Ensured that classrooms are free of uncomfortable draﬁs 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
+ 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
AAJACENE SPACES «.1vvicreniesrtesiresscs st ts st bbbt es oo sse s s s e 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 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..........ococcveveeennnnnd @ O

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

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

6b. Calculated the number of occupauts served (22b) by the vent1lat10n unit

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

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

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

tevels in Table 1.. we O @ O
6e. Corrected problems w1th vent:latlon units that supphed madequate

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

NOTES




\
{
i
L]
1
)
"
.

Instructions

. Read the 1AQ

Backgrounder and
the Background
Information for
this checklist.

. Keep the

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

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
portien of this
document to the
IAQ Coordinator.

Walkthrough Inspection Checklist

Name: thomas verville

School:
Roem or Area: building wide

Griswold middle school

Date Completed: march 24 2026

Therel— [ 2c { ¢,

Signature:

1. GROUND LEVEL Yes No N/A
la. Ensured that ventilation units operate properly@ O O
1b. Ensured there are no obstructions blocking air intakes.........ceoemeninrenndd ® O O
Ic. Checked for nests and droppings near outdoor air intakes .. @ O O
1d. Determined that dumpsters are located away from doors, wmdows and

OUtdOOT A1 INEAKES ..oovieiciisirisitstinite et nssn st @ O O
le. Checked potential sources of air contaminants near the building

(chimneys, stacks, industrial plants, exhaust from nearby buildings) @ O O
If. Ensured that vehicles avoid idling near outdoor air intakes .............cccecevne... O O
1g. Minimized pesticide application .. {8 O O
1h. Ensured that there is proper dramage away from the bullchng (mcludlng

roof downspouts) .. @ O O
1i. Ensured that spnnlders spray away from the bulldmg and outdoor

air intakes ., . S, @ O O
1j. Ensured that walk off mats are used at exterior entrances and that

they are cleaned regularly ... ..o @ O O
2. ROOF

While on the roof consider inspecting the HVAC units (use the Ventilation Checklist).

2a.
2b.
2c.
2d.
2e,

2L

Ensured that the roof is in good condition ..
Checked for evidence of water ponding ...
Checked that ventilation units operate properly (air ﬂows m)

Ensured that exhaust fans operate properly (air flows out) .......cccovveerveneenns
Ensured that air intakes remain open, even at minimum setting ...
Checked for nests and droppings near outdoor air intakes ..

000000

2g. Ensured that air from plumbmg stacks and exhaust outlets ﬂows away

from outdoor air intakes .. @ O O
3. ATTIC
3a. Checked for evidence of roof and plumbing leaks
3b. Checked for birds and animal NESES .........ccoovveieeeniiiniiinisninis s
4. GENERAL CONSIDERATIONS
4a, Ensured that temperature and humidity are maintained within

acceptable ranges .........covveee.
4b. Ensured that no obstructwns exist in supply and exhaust VEINLS oovceerrriinenn (o)
4¢c. Checked for odors ...
4d. Checked for signs of mold and m1ldew growth



4. GENERAL CONSIDERATIONS (continued)

de. Checked for signs of Water damage . .........ocoveeoeseereeeeeee i eereses e
4f. Checked for evidence of pests and obvious 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 PEL WEEK 1.cvvvvvvevcecerr e @
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6. MAINTENANCE SUPPLIES

6a. Ensured that chemicals are used only with adequate ventilation and when
building is unoccupied... @ O O
6b. Ensured that vents in chem:cal and trash storage areas are operatmg

properly ... @ O O

6¢. Ensured that portab]e fuel containers are properly closed ............................. @ O O
6d. Ensured that power equipment, like snowblowers and lawn mowers, have
been serviced and maintained according to manufacturers’ guidelines.......... @ O O

7. COMBUSTION APPLIANCES

7a. Checked for combustion gas and fuel odors .. 8 8 8
7b. Ensured that combustion appliances have ﬂues or exhaust hoods ..................

Te. Checked for leaks, disconnections, and deterioTation ........o.evvvevmvmreererernened @ O O
7d. Ensured there is no soot on inside or outside of flue components.................. ONON®)

8. OTHER
8a. Checked for peeling and flaking paint (if the building was built before

1980, this could be a 16ad haZaTd) ...............o.vcrovrverrorrereoreoreoresserersereersesesresens IONOK®.
OO

8b. Determined date of 1ast radon tESL......vueivreriressiecssssiesersess s ssseses st snsonsreas .@

NOTES

20f2
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Instructions

1. Read the JAQ

4,

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
I1AQ Coordinator.

Waste Management Checklist

Name:

School:
Room or Area: RPUIldING wide

thomas verville

Griswold Middle School

Signature:

" Date_Co pleted: march 24th

1b.
lc,

1d.
le.

1f.

1g.
1h.

b,
1j.

1k.

. WASTE MANAGEMENT

la.

Ensured that waste containers are appropriate for use (for example,

food waste containers Should have TdSY ... oo

Ensured that waste containers are lined ....ocvo.n..o....

Ensured that waste from art, science, vocational classes, etc., are
handled SEPATAtELY .......c.ccvvuimvrerrmersuiiteeeeces s ess s ese e ee s

Labeled recycling bins clearly .......oooveeevvevvoeveereeeereeeenn,
Ensured number of bins and dumpsters is adequate.................

Ensured appropriate location of dumpsters (i.c., away from air intakes,

doors, and operable windows in relation to prevailing winds)
Ensured waste containers are emptied regularly
Ensured appropriate waste remeval schedule ............cc...........

Ensured waste is stored in a well-ventilated T00M .....o.ovoevevvevvesreeees
Ensured any exhaust fans in the room are operating properly ............o........
Checked waste storage areas for odors, contaminants, or signs of vermin....

|

Yes No N/A

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 heside 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: (homas verville

School: Griswold middle school

Unit Ventilato/AHU No: TTu13
Room or Arca: Ca€ Date Comoleteq: MArch25 2026

lete
Signature: ﬁl@%ﬂﬂ \/ M

1b.

. OUTDOOR AIR INTAKES

ia.

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

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

mode@ O O

ACTIVITY 1: OBSTRUCTIONS

le.

1d.

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

Of COVErs .. @ O O

Installed corrective devmes as necessary (e Z., lf snowdnﬁs or leaves

frequently block an intake) ... @ O O

ACTIVITY 2: POLLUTANT SOURCES

Ie. Checked ground-level intakes for pollutant sources (dumpsters loading

docks, and bus-idling areas) ... - @ O O
1f. Checked rooftop intakes for pol]utant sources (plumbmg vents, kltchen,

toilet, or laboratory exhaust fans; puddles and mist from

air-conditioning cooling toOWers) .......c.ccevevieereenns @ 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 .....ccoeeererene @ O 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 replacmg f11ters (prevents chrt from

blowing dOWNSIIEAIN) ..ovcriiiriiis i e e e @ O O

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

around) the air filter... @ O O

Confirmed proper mstallatlon of f1lters (correct d1rect1on 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
ACCUMUIHNZE) oiieiee ettt aersstses s eseen e enssssssssse o O O

2g. Cleaned drain PANS ......ccocrvnirerieee s st es e cee e ees e tse e sresresnsens)

2h. Checked drain pans for mold and mildew ...........oo.coovvovveresereeeeeesresr 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 .vviueeecececrer e seerere s ressseseesensd
2k. Ensured that dUCES aTe Clean .......o.eeuviieriinseeeceeceeese e s sseseeseeseesssesssennd
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 SUPPIES .......coucrerrvieereeri st 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

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 to the COrTect PoSItion ..........ovcoeeereerenend 8 @ 8
3e, Set time clocks apPrOPIALE]Y ..o veveceecusiriiiieccee e nee e e O

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

MGt/ WEEKENA USE) L.vveerceeecrcrereiece et ese s e sees e sms s ena e d @ 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.cccoveveeeeeasn O @
3h. Checked that the line dryer prevents moisture buildup O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blowpdown the tank) (D yCD O @
3). 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 .........ecoevveeennnnd @ O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

fOr INSPECHION 1iovicec 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 .....ccievevenvinnend @ O O

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

e o > —w
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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 pama]ly w1th 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 . O @ O

3q. If in cooling mode, checked that the outdoor air darnper 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, conflrmed the followmg iterns:
* The damper actuator links to the damper shaft, and any linkage set

SCTEWS OF DOIS Are HEHE ..vvceeccicecr et re 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] O

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

3u. Assessed the feasnblhty of replacmg all manual Teset freeze stats w1th

automatic reset freeze-stats . .....coovevvevvisees i ies 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 hlgher

than 65°F ... @ O O

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

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1f1cat10ns or

10€aL PrACHICES .ovvriiirtiiti e e eer e s e s e i @ 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
PetfOTIm 85 TeQUITEM ....oo.ceeiiriritct it e ess s som s bee O @ O

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

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

4¢. 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

BIT SUPPIY et e st r e s et st nen e e aaten .O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population Changes ... e cnee 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

activities .. @ O O

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

4). 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) ...vcvreeviveriee e reieest e st rese e sreesesseaseseanes) 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

+
N T N ey e ™ -
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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 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........c...oeviiniinnn, @ 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

U 1o e e bbb O @ O

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

under cons1deratlono @ O
6¢c. 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

R R E R R O 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 levels i1 Table 1 .........evorroerreereeeeeeeeecsssesseseeseenenerennenl ) (&) )

NOTES
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3.

. Read the IAQ

. Keep the

Instructions

Backgrounder and
the Background
Information for
this checklist.

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

Complete the
Checklist,

» Check the “ves,”
“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.

Building and Grounds
Maintenance Checklist

Name:

School:
Room or Area:  PUIldIng wide

thomas verville

Griswold middle school

Date Completed: _March 24th 2026

Signature: \/b_QL ‘vﬂ/k____;
1. BUILDING MAINTENANCE SUPPLIES
Yes No N/A

la. Developed appropriate procedures and stocked supplies for spill control @ O (5
1b. Reviewed supply 1abelS ........cvieieeeictic e erees e s eesseereessss s s s @ O O
le. Ensured that air from chemical and trash storage areas vents to

thE OUBHOOTS .eecetiitities st st ers sttt ee e eneeeaneeenesvesrereremn e @ O O
1d. Stored chemical products and supplies in sealed, clearly labeled

CONMBAITIETS .ot sre s saesene st sssms s et er b enss et essbarsns et snsestenassssnssresean) O O
le. Researched and selected the safest products available ........cooeeecieeiinennn, O O
1f.  Ensured that supplies are being used according to manufacturers’

instructions......?.l.) .................... gg ............................................... @ O O
1g. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ inStTUCHIONS ........ocevveer e s @ O O
Th. Substituted less- or non-hazardous materials (where possible) .....................! @ O O
1i. Scheduled work involving odorous or hazardous chemicals for periods

when the school 15 UNoceupied ..o @ O O
1j. Ventilated affected areas during and after the use of odorous or

hazardous CHEMICALS .. ...ovcc e e @ O O
2. GROUNDS MAINTENANCE SUPPLIES
2a. Stored grounds maintenance supplies in appropriate areags)......oouivreernnad @ O O
2b. Ensured that supplies are used and stored according to manufacturers’

2c.

2d.
2e,

2f.

2g.

3a.
3b.
3c.
3d.
3e.

INSETUCTIOTIS 1. oottt e ceres s e ettt bbbttt s s mreeas @ O O

Established and followed procedures to minimize exposure to fumes

rOm SUPPHES ..ovierrcrrcc ettt s s es s @ O O
Reviewed and followed manufacturers’ guidelines for maintenance .............. 8 8 8
Replaced portable gas cans with low-emisSsion Cans........ccovvmemnnserieninienns

Stored chemical products and supplies in sealed, clearly-labeled

CODERINETS wo1ovitiuerrerisrsres s b s bbb en b2t bbb et e st s st e e @ O O

Ensured that chemicals, chemical-containing wastes, and containers are
disposed of according to manufacturers’ InSructions ......eeceeveivenesierniareneed) @ O O

DUST CONTROL

Installed and maintained barrier mats for Entrances .......covvveerveeevenscnsensnnnd @ O O
Used high efficiency vacuum bags ... @ O O
Used proper dusting techniques ... @ O O
Wrapped feather dusters with a dust cloth ... O O @
Cleaned air return grilles and air SUPPlY VENES ....ovevecevececieciecreere e ONON®.



4a.
4b,
4c,

Sa.
3b.
5c.

6a.
6b.

6c.

od.

be.

of.

7.

7a.
7b.
7c.
7d.

8.

8a.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors.........!
Cleaned spills on floors promptly (a5 NECESSATY) ........ovovoeeeveereeerereereererennn
Performed restorative maintenance (as necessary)

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) ............

MOISTURE, LEAKS, AND SPILLS
Checked for moldy 0AOTS wovviececerce et emse v @ O O

Inspected ceiling tiles, floors, and walls for leaks or discoloration (may

indicate periodic 16aKS) ..ot @ O O

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

locker rooms, and BathrOOMS) ....vcvuivecireerie e eeeeeeeee e ee st renend @ O O

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

condensate.................. @ O O

Checked that 1ndoor surfaces of exteriot wal]s and cold water pipes are

free of CONAENSALE ........vivviiircsrrcceescse et ee e st sar s eeseeenend @ O O

Ensured the following areas are free from signs of leaks and water damage:
Indoor areas near known roof or wall Feaks .........cuoieeiineencinienscs e
Walls around leaky or broken windows..,

Floors and ceilings under plumbing .......c..ccouvvuiee.
Duct interiors near humidifiers, coolmg co1ls and outdoor air mtakes .........
COMBUSTION APPLIANCES

Checked for odors from combustion appliances ...
Checked appliances for backdrafting (using chemical stmoke) ...
Inspected exhaust components for leaks, disconnections, or deterioration ...
Inspected flue components for corrosion and SO0t «...vviiren e

PEST CONTROL
Completed the Integrated Pest Management Checklist. ... @ O O

o A A e o o g e s
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Instructions

. Read the I1AQ
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.
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Integrated Pest Management
Checklist

Name:
School:

Room or Area: bgilding wide

thomas verville

Griswold middle school

Date Completed: march 24th 2026

\/ sty

Signature:

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

pest management (IPM) ... ..ot es e esemseesrs e @ O O
2. DESIGNATING PEST MANAGEMENT ROLES
2a. Assigned and trained a qualified person to be the pest manager ..., @ O O
2b. Involved decision makers in the IPM program @ O O
2c. Educated students and staff (the occupants of the building) about IPM

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

BEROMIE ettt sttt s sttt @ 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

professionals @ O O
3. SETTING PEST MANAGEMENT OBJECTIVES
3a. Set 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) .......coccoceveeerecrieninnd @ O O
3b. Set appropriate pest management objectives for school grounds (such as

providing safe playing areas and the best athletic surfaces possible) @ O O
4. INSPECTING, IDENTIFYING, AND MONITORING
4a. Inspected all buildings and grounds for pest evidence, entry points,

food, water, and harborage SIteS ..o ! @ O O
4b. Identified potential pest habitats in buildings and grounds % 8 8
4¢. Pinpointed the source of any current pest probletms ..o v
4d. Monitored to determine the extent of pest problems and to estimate pest

POPUIATIONS ..veivricieisr e as e st st s e ees e saems e aes e esans et eas @ O O
4e. Developed plans to modify habitat (for example, exclusion, repair, and

sanitation efforts) to prevent or resolve any pest problems .......c.ocecvviiirinnns) @ O O
4f. Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

potential RabItat ...t e @ O O



5. SETTING ACTION THRESHOLDS
Sa. Evaluated all available data obtained through inspecting, identifying, Yes No N/A
and motitoring @ O O
5b. Determined how many pests the school buildings, grounds, and
OCCUPANES CAN LOIETALE ....voveee ettt r s st @ O O
5¢. Set action thresholds @ O O
6. PREVENTIVE STRATEGIES
INDOOR SITES
6a. Implemented appropriate strategies to prevent pests from inhabiting the following areas:
PEDITYWAYS (oo '
¢ CLASSTOOMS <.oovcvtiicccrcee sttt es s ()
* GYMBASIUMS c.o.covvtceisice st eeesesesessee e e A
* LOCKET TOOMIS c..voevvcect st eees s (o)
OTIOES oottt e st er e s (o)
* SHATT LOUNZES .ottt (o)
* BathtoOms .ccovvoiieic et @)
* Food preparation and serving areas ..........ccocoovuuvvcerrovereccoreesosceseeeecreenres s A ®)
* Rooms with extensive plumbing .........o.ccovuvvermerriecenierorercseceerssersreosseee )
* MaiTENANCE BIEAS «.cvvrererititireceeres e veecse e eeeeemsr st esses e ess e (o)
$OMRET 1ottt ettt et eee et (o)
OUTDOOR SITES
6b.

7b.

Tc.

7d.

Te.

f.

7g.

Implemented appropriate strategics to prevent pests from inhabiting the following areas;
* Playgrounds ...........coveuneeene.
* PaTKINg LOTS Lottt e s e st
* Lawiis and athletic fIelds..........ooveiiiiesencecee e e

* Teaching gardens or reenhouSeS ..........covvvierieeicciiesiereresereeseesssssreeresnes A ®
* Loading docks .....covvviieecnerreeeeceree vt eerrtse e searenesnsnasee e

* DUMIPSIEES 1.vivi e e st r e s e s eneemsnanstenen
+ Areas with ornamental shrubs and trees .........ovovvviveinns

. PESTICIDE USE AND STORAGE
7a.

Explored alternative pest management methods before concluding that

PESHCIAES WETE NECESSATY ....ueuieirscvcerereceiecncrni st n e nsetssm e @ o o

Ensured that pest management professionals integrate IPM into their

pest management methods @ 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 SIanules ..o vicievecees st st ere e @ O O
Reviewed and followed all label instructions on pesticides and learned
how to properly apply and handle these chemicals ...c.ovooeireecceecnn) @ O O

Used spot-treatment (or bait, crack, and crevice applications) to apply
pesticides whenever possible and only treated the obviously infested

PIaNtS in the T8 ...euiii e st s @ O

Used protective clothing or equipment when applying pesticides .................. @ O
Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessible to children and non-target SPECies......iecieieisese s @ O O
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7h.
7i.
7.
7k.

7L

7m.

Tn,
To.
7p.

7q.

8a,
gh.

8c.

. PESTICIDE USE AND STORAGE (cont.)

Locked or fastened lids of all bait boxes and placed bait away from the  Yes No N/A
runway of the box ... v

Applied pesticides when occupants were not present or in areas where

they would not be exposed to the Chemicals .............coovveeueeveresesnsee ) @ O O
Ensured that school occupants (students and staff) are notified of

upcoming pesticide applications through posted notices and/or 1etters..........@ O O
Ensured that parents are notified of upcoming pesticide applications

TTOUZH JEHETS ...ttt et seeseeee s ne s s @ O O

Kept copies of current pesticide labels and information on pesticides

€ASILY BCCESSIDIE ...u.ouiiiitiiicrec ettt e @ O O

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

designated personnel ..o @ O O

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

the eNVIFOIIMENL w..vuiieirceee ettt re e enea st nesessraand 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 ... ® O O
Ensured that air in the storage space cannot mix with the air in the central

vennlatmnsystem@ 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 ......couiverneureeceeeeescre e @ O O
Ensured that pesticide records necessary to meet all state, local, and school
board requirements are MaiNtAINEd ........ovevveeeiisiessirenerinesescsee oo

Ensured that each log book contains the following items:
* Copy of the pest management PIAN .....cocooveeveveciieeeeeeeeeeeeeeeeeeerneverensee e {
* Service schedules for maintenance of buildings and grounds......................
* Current EPA-registered 1abels .......ovcvivieecrenirie e
» Current Material Safety Data Sheets (MSDS) for each pesticide project ... £
* Pest surveillance data SHeets ..o cierveeveeccr e e -

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”
rasponse
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:
Unit Ventilator/AHU No: rtu

Room or Area:

: a lete
Signature: M \ M?

Griswold Middle School

Imc te Co 4. march25 2026

1b.

. OUTDOOR AIR INTAKES

la.

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

Ensured that the ventilation system was on and operatmg in “occupred"

mode.. @ O O

Yes No N/A

ACTIVITY 1: OBSTRUCTIONS

Ic.

1d.

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

OF COVETS 1venrinieciesostceas e soe s esnstesseneeeetesessebastons ressesmnsententoss sbesmmsemnmeeneerrrresd @ O O

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

ACTIVITY 2: POLLUTANT SOURCES

le.

If.

lg.

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

Checked rooftop intakes for pollutant sources (plumbmg vents; kltchen
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOlING LOWEIS) ..cvvver ettt ess s @ O O

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

RRONON®

ACTIVITY 3: AIRFLOW

1h.

1i

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

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.

2d.

2e.

Replaced filters per maintenance schedule ..

Shut off ventilation system fans while rep]acmg f:lters (prevents dirt from
blowing downstream)...

Vacuumed filter areas before mstallmg new fllters .-
Confirmed proper fit of filters to prevent air from bypassmg (ﬂowmg

around) the air filter... @ O
SON®,

Confirmed proper mstallatlon of fllters (correct dlrecnon for alrﬂow)

BRONON®.
®O00

Q
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
ACCUMIUIATING) oot en ettt ettt

2g. Cleaned draifl PANS ......c..ovvveoneeecrreinsieesseeeeeserreesseeeesssses oo oo eesee oo

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 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 .......occooeremeoeovvoeooeoevooeeoeoo

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 SUPPLIES ...vcvvveevccveiee 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

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 to the correct position 8 8 8
3e. Set time clocks apPrOPriatEly .....co.cveveeceieeesseeeeeeees e ses e

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

DIZRUWEEKEINA USE) ..covvevvrernirnnriieece s enesesses e e s seessseseasess. @ 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 ...........oeeevvue.an.) O O @
3h. Checked that the line dryer prevents moisture buitdup O O @
3i. Replaced control system filters at the compressor inlet based on the

comptessor manufacturer’s recommendation (for example, when you

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

level (no leakage or obstructions) O O @

ACTIVITY 12: QUTDOOR 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 inspection @ O O
3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..............oooveueevo..) @ O O

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

T e w ww w
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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... bt O @ O
3o. Checked that the outdoor air damper opens (at Icast partlally w1th no delay)
when the air handler is tUrNed 0n ..ot 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 .. 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 to 45°F .....c..vcerreneeresronnanns O ® O

3r. If the outdoor air damper does not move, conflrmed thc followmg items:
+ The damper actuator links to the damper shaft, and any linkage set

screws or bolts are tight .., ererrr et aesias O @ O

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

* The outside air thermostat(s) is functlomng properly (e.g., in the nght
location, calibrated COrTectly) .......ccovvonmniieensimeec e, 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) ... T O @ O

Ju. Assessed the feas:blllty of rep]acmg a11 manual reset frecze stats w1th

automatic reset freeze-stats.. 0 @ 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 .. e ONONS®)

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

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

10C] PTACHICES ..ot rr e e e s e 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 vir 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 ................oo.ccovoveeosseeeresssronnnn. @ O

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

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

system or operable WIndowWs) ...occeeeviriiicecceceese e ee e en o O
4d. Ensured that supply and return vents are open and unblocked @ O O
NOTE: [f 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

AT SUPPLY vt 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 .........c.oiocoreeeeceevenenes @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actw1t1es® 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
* Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belr

b
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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....veirereceieeee et crinse s st ee e

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.ocoeevrervreeesrereins 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.vevmvvcneiennenson) @ O

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

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

6h. Calculated the number of occupants served (22b) by the vent1lat10n 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
6e. Corrected problems w1th ventﬂatlon units that supphed madequate

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

NOTES




Ventilation Checklist

Name: thomas verville

School: Griswold Middle School

FrE Yy T YW

Unit Ventilator/AHU No: maut

=~

s T Room or Area: kitchen Date Completed: March25 2026
Signature: M M
Instructions
1. Read the 1AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background , L
Information for Ia. 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) ...
2. Keep the tb. Ensured that the ventilation system was on and operatmg in occupled ’

: Background IO ..ottt ettt b n b b st e e ee e @ O O

Information and

make a copy of ACTIVITY 1: OBSTRUCITlIONS .
this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs
each ventilation Or covers .. @ O O
unit in your school, 1d. Installed corrective dev:ces as necessary (e g 1f snowdrlfts or leaves
as well as a frequently block an intake) ... @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the te, Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks, and bus-idling 21€a5) ........covoevervrimrinrnnrrrrr e @ O O

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

+ Check the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from

uno‘u or

u . . air-conditioning cooling towers) .......cccceeeerevcenenne, v @ O O
not ap;_)llcable lg. Resolved any problems with pollutant sources ]ocated near outdoor air
box beside each intakes (e.g., relocated dumpster or extended exhaust pipe) .......oovoece & O O
item, {A “no
response
requires further ACTIVITY 3: AIRFLOW
attention.) Ih, Obtained chemical smoke {or a small piece of tissue paper or light plastic) @ O O
+ Make comments tt. Confirmed that outdoor air is entering the intake appropriately @ O o
in “Notes”
e lotes 2. SYSTEM CLEANLINESS
necessary. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule ............ccoooeeieeroreeeivicreee e @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the blowing downstream)......c.ccocoervmrveneene. @ O O
IAQ Coordinator. 2¢. Vacuumed filter areas before msta]llng new fllters ........................................ @ o O

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

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

2e. Confirmed proper mstallatlcm Df fllters (correct dlI‘BCtIOn for alrﬂow) @ 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
ACCUMULALNG) <ottt es e

2g. Cleaned drain Pans .........covveeveeeeoeecoreeeeseeeee oo

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 VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

(air-mixing chamber and fan blades) is ¢lean ...........o.oovvoovvoooe ]
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 supplies @ 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

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 to the correct position 8 8 8
3e. Set time clocks appropriately ......oveecevorecosorvesresresveesee e,

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

MGHEWELKENA USE) ..ot seeseseessess st @ 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

b]owpdown the tank) (p}’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 ...........c..co........ @ o O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

for inspection @ O O
3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range.............ccoocoovvsnns! @ 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 fu]Iy closes within a few minutes Yes No N/A

of shutting off appropriate air handler... - O @ O
3o0. Checked that the outdoor air damper opens (at least partlally w:th no de!ay)
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 .. O @ O

3g. Ifin cooling mede, 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, conflrmed the followmg items:
* The damper actuator links to the damper shaft, and any linkage set

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

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

» The outside air thermostat(s) is functlomng properly (e.g., in the rlght
location, calibrated correctly)... .

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

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

TPPEA) 1ovvei ettt ses e neereren e O @ O

3u. Assessed the feasibitity of replacmg all manual reset freeze-stats with

AULOMALIC FESEt fTEEZE-SLALS .0 vvveriee ittt eeer e vaerenesesnrensens 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 ... @ O O

3w. Ensured that the mlxed air stat for coolmg 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

10CEAL PTACHICES ...ttt et eneseeerensra e sensens @ 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: [f fan shuts off when the thermostar 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 TRQUITEA coooevsv ettt e @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCLioning ......coccvvervvreerreceme 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) ........c.coeevrenn, @ 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 suppiyo @ O
4f. Modified existing HVAC systems to incorporate any room or zene 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

actmtles@ 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 Jor 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 10 surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AQJACENT SPACES c1vvvvvneecervssivs sttt sssessee e ses e et eesseeser 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 ).

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

ACTIVITY 21: EXHAUST DUCTWORK

3d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good cOndition..........o..ooi.o.... O @ o

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure dirflow” 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 conmderatlono @ O
6c. Divided outdoor air supply (22a) by the number of occupants {22b) te

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

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

1eVels i Table 1 ...t 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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1.

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,”
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: {homas verville

School: Griswold Middle School

Unit Ventilator/AHU No: fau?
building A

leted: march25 2026

\ Date Coz

Room or Area:

Signature:

1. OQUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for
example, a fire escape 00T PIANY ...uevivivcieeiceceeeeeeeeecee oo

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

mode.., @ O O

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

OT cOvers .. e " @ O O
1d. Installed corrective dev1ces as necessary (e g, lf snowdnﬁs or leaves
frequently block an iNtake) ........cecvecneerrmeceresrseeesssesssie e ese s @ O O

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

docks, and bus-idling areas) ........ccccoriuirrermeeccerisee s eesessecsses s @ O O

M. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from
air-conditioning cooling towers)...

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

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 O

2. SYSTEM CLEANLINESS

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

2b. Shut off ventilation system fans while replacmg f1lters (prevents dirt from
blowing downstream}....

2¢. Vacuumed filter areas before installing new ﬁlters

2d. Confirmed proper fit of filters to prevent air from bypassmg (ﬂowmg
around) the air filter...

2e. Confirmed proper 1nstallat|on of fllters (correct d1rectlon for alrﬂow) @

Yes No N/A




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

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

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 ............ocoevoveiresseseeersernsssnd @ O O

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventitator

(air-mixing chamber and fan blades) is Clean ........c..ocoeeeeeoeveseerseeoe e,
2k. Ensured that ducts are ClEan .......o.occecueeeeec v cer s eeses e ses s seaond
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

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 drawmgs
and controls operations manuals (often uniquely designed)... @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .......ccovveeevene.
Je. Set time clocks approprately................... -
3f. Ensured that settmgs fit the actual schedule of bulldmg use (mcludmg

night/weekend use) .......ccovvvviecieeeccc 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 ... v O O @
3i. Replaced contrel system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

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

level (no leakage or ObSIIUCHONS) wvvvveiiisieeceecceeeere e O O @

ACTIVITY 12: COUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection... @ O O
31, Ensured that the rec1rculat1ng relief and/or exhaust dampers are v151b1e

for inspection .. - @ O O

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

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range o 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 partlally w1th no delay)
when the air handler is turned on . O @ O

3p. Ifin 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 .. S O @ O

3g. If in cooling mode, checked that the outdoor air damper goes 1o its minimum
position (without completely closing) when the room thermostat is set
t0 60°F and mixed air thermostat is St 10 45°F ....vurvenrirereeoeres e sseeeresneonnd O ON®,

3r. If the outdoor air damper does not move, confirmed the following iterns:
* The damper actuator links to the damper shaft, and any lmkage set

screws or bolts are tight ... O @ O

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

* The outside air thermostat(s) is functioning properly (e.g., in the nght

location, calibrated correct]y)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 feaSIblllty of rep]acmg a]l 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 .. IMONOR®

3w. Ensured that the m1xed air stat for coo]mg mode is set no lower
than the room thermostat SEItNE ...c...vvvevicveeieeceree s e seeeereres ] @ O O

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

10CAl PIACHERS ...ovevrererrirerreernrerenesiare s cescee s e s s s e senare s enens @ 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 sunfight @ 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 al] 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)@ O 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 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 drafts or discomfort, investigate
and correct the cause of the discomfort and reopen the venis.

4e. Medified 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 @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

act1v1t|es© O O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

rom SUPPLY tEIMHRNALS ...ovevveveeiecreiete et eeres e sessess s ses s @ 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 Jor the following:
* Inoperable dampers
*» Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan beir
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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

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 ductwerk downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition.........conniinin, @ 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

UEHE oo — O I O N @)

6b. Calculated the number of occupants served (22b) by the vent1lat10n 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 (22c) to the recommended

levels INTAbLe 1 ... ed O @ O
6e. Corrected problems with ventilation units that supplied inadequate

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

NOTES




Ventilation Checklist

Name: thomas verville

School: Griswold Middle School

Unit Ventilator/AHU No: fau3
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Room or Area: Ce.lltral office Date Completed: march25 2026
Signature: M \M{g
Instructions
1. Read the /AQ
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) ... e
1b. Ensured that the ventilation system was on and operatmg in “occup:ed”
2. Keep the TNOAC .ot or e st eeee et e e e e e e eesree et eren s st e s @ O O
Background

Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs
each ventilation OF COVETS v @ O O
unit in your school, 1d. Installed corrective dev1ces as necessary (e g, 1f snowdrlﬂs or leaves
as well as a frequently block an fNAKE) ..o sseerer s eereeeeseses st st @ 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-1dling aTEAS) ...icveereeieirerireeeee e e e ese et @ O O

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

* Check the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from

:no," or Y AIr-conditioning COOINE OWEIS) ....vicuiririecreece v eeree s sesessesesensesanssessnesend @ O O
not applicable 1g. Resolved any problems with pollutant sources located near outdoor air
box beside each intakes (e.g., relocated dumpster or extended exhaust pipe) .........c.ccoeee...® (O O
item. {A “no
response
requires further ACTIVITY 3: AIRFLOW
attention.) Th. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
+ Make comments li. Confirmed that outdoor air is entering the intake appropriately ........ccccene.. @ 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 .........cccovvveinnnen. @ O O
portion of this 2b. Shut off ventilation system fans while rep]acmg fllters (prevents dirt from
document to the blowing downstream) ........c.o..cvervvennen.n -® O O
IAQ Coordinator. 2¢. Vacuumed filter areas before mstallmg new fllters @ ®) O

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

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

2e. Confirmed proper msta]latlon of flIters (correct d1rect1on for axrﬂow) .......... @ 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
accumulating) ... e e e e e en rr e b b bbb eneeeereneed

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 ...............occooeveeeccecsrerronrnnnn. ]
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 SUPPIEs .........oeeeeieececereecrie s renererns @ 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

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 drawmgs
and controls operations manuals (often uniquely designed) ... @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .. 8 8 8
Je. Set time clocks appropriately .........covivenene.

3f. Ensured that settmgs fit the actual schedule of bulldmg use (mcludmg

MZht/WEEKENA USE) 11.uveeriieieecieri vt e eae e eme et enens @ 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 ...........ccoevvvreenencs. O @
3h. Checked that the line dryer prevents moisture buildup ..........c.cooeeeveereerieninnn: O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation {for example, when you

blowdownthetank)............................................................? ............................ O O @

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

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

for inspection ............... - @ O O

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

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range to cotttinue.
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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 pamally w1th ne delay)
when the air handler is turned on . O @ O

3p. Ifin 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 .......ooo...c....... 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 to 45°F

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 ... 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 functmmng properly (e 2., in the ri ght

location, calibrated COrTECHLYY ..vviriviririnicere s s e e, 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) ... e O @ O

Ju. Assessed the feas:blllty of replacmg al] 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 higher

EHEAN B5%F oo oooeevcvcvsoseessee e ereereereereeesssesssesssosmmmeesomsee oo ONON®,

3w. Ensured that the mixed air stat for coolmg mode is set no lower
than the room thermostat Setting ........c.ccccoeiivinrerreoeereeecreereas @ O O

ACTIVITY 15: ECONOMIZERS
3x. Conftrmed proper economizer settings based on design spec1flcat10ns or

10CAL PLACHCES .ecoveecccecrrrrsniiri e eeee e ee e s e s eesearenan @ 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

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

between rooms and corridors are fUNCHONING .....vuevvvueviosrieceeeeeeeereeenrsesens 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........ @ 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

AT SUPPIY oot e 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

act1v1tles@ 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 eracks 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 fun 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

adjacentspaceso ® 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 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 QUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure dirflow” for technigues.

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

unit . O @ O

6b. Calculated the number of occupants served (22b) by the venttlatlon 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 persen (22c) ... 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 w1th ventllatlcm units that supplled madequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet
the recommended levels in Table | ....c..cccvviiviin e O @ O

NOTES

50f5



Ventilation Checklist

Name: thomas verville

School: Griswold Middle School

Unit Ventilator/AHU No; U2

. e o o ™ o

Room or Area; Date Co leted: march25 2026
Signature: ﬁl@’lﬂflﬂ \
Instructions
1. Read the JAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background .
Information for la. Marked locatiens of all outdoor air intakes on a smalil floor plan (for Yes No N/A
this checklist. example, a fire escape floor Plan .....c.cvciiiccceccce e
2. Keep the 1b. Ensured that the ventilation system was on and operating in “occupied”

mode@ O O

ACTIVITY 1: OBSTRUCTIONS

Background
Information and
make a copy of

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each Vent“ation T OV TS Lt uuiuienure i sina sttt tenuem s tn b macns s bas resnsenrnnssnssnssbasssessessomnsenmnreannsenrennnrnsd @ O O
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block an intake) @ 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) ... @ O O

u ” if. Checked rooftop intakes for pollutant S0Urces (plumbmg vents; kltchen,
* Check the “yes, toilet, or laboratory exhaust fans; puddles and mist from

o ”
e, or . air-conditioning cooling toWers} ........co..ervvvevroneces N ONSN®)
not applicable

- Ig. Resolved any problems with pollutant sources located near outdoor air

_box bes'f,’e e"ach intakes (e.g., relocated dumpster or extended exhaust pipe) .. @ O O

item. (A “no

response

requires further ACTIVITY 3: AIRFLOW

attention.) 1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
+ Make comments H. 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 .......c.cocoecverievnnina, @ O O

portion of this 2b. Shut off ventilation system fans while replacmg fllters (prevents dlrt from
document to the blowing downstream).............cocovrvevree.. @ O O
[AQ Coordinator. 2c. Vacuumed filter areas before installing new fllters

2d. Confirmed proper fit of filters to prevent air from bypassmg (flowmg

around) the air filter.................. @ O O
SONON®)

2¢. Confirmed proper mstallanon of fllters (correct dlrectlon for alrﬂ0w)



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
accumulating) ... YOO OO U RO UT OO

2g. Cleaned drain pans ..

2h. Checked drain pans for mokd and mlldew O 8

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean .........ceeeveee. @ 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 €lean .......ccoooeevvecenivnvresen s
2Kk. Ensured that ducts are Clean ......c.ovveeiernecieneinceesies et essessnses e
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

FOr OCCUPAMES 1.ttt sse e e @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

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

3f. Ensured that settmgs fit the actual schedule of bulldmg use (mcludmg

Might/weekend USE) ..cccocccvvcviii et aenen @ 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 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)... O O @

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

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection... @ O O
3l. Ensured that the rec1rculatmg relief and/or exhaust dampers are v151b1e

for inspection .............. " @ O O

3m. Ensured that air temperature in the mdoor area(s) served by each
outdoor air damper is within the normal operating range ........coveveereernereerenss @ 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 w1th 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 .. 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 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 or bolts are tight ..o . O @ O
+  Moving parts are free of unpedlments (e g., rust, corrosxon) O @ O
+  FElectrical wire or pneumatic tubing connects to the damper actuator ... ) ® O

= The outside air thermostat(s) is funcnonmg properly (e.g., in the nght
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

tripped} ... O @ O

3u. Assessed the feambnhty of replacmg all manual reset freeze-stats w1th

AULOMALIC TESEL fTEEZE-SLAS .oorv it ecre et e e 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 h:gher

£han 65°F wovverrrreerreeee WORSGHS®)

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

ACTIVITY 15: ECONOMIZERS
Ix. Confirmed proper economizer settings based on design specnflcanons or

10Cal PrACLICES ..ooevervecrt st e @ O O
NOTE: The dry-bulb is typically set at 63°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) @

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... O @ O
4b. Ensured that passive grav1ty relief vent11at10n systems and transfer gnlles

between rooms and corridors are functioning ........ccoecereveinenns O @ O

NOTE: If ventilation system is closed or blocked 1o meet current fire codes, consult with a
professional engineer for remedies.

4¢. Made sure every occupied space has supply of outdoor air (mechanica!
system or operable wWindows) .......ccocreirrennnne. @ O O

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

NOTE: If outlets have been blocked intentionally to corvect 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 supply ... o @ o
4f. Modified exrstmg HVAC systems to mcorporate any room or zone layout

and population changes ... .O @ O
4g. Moved all barriers (for example room d1v1ders large free standlng

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ..........ccvcevvienscciernnens @ O O
4h. Ensured that unit ventilators are qu1et enough to accommodate classroom

activities .. @ O O

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

from supply terminals ......ccouiiiciiniiinine e @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiitration 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 smeke) 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
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”).

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

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.......covveviviienirirennadd @ 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 CONSIARTALION .......ervrvrrisi i e e s en s 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 InTAble ... et s s e s e 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

NOTES
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4

. Read the /1AQ

. Keep the

. Return the checklist

Instructions

Backgrounder and
the Background
Information for
this checklist.

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,”
uno'u or
“not applicable”
box beside each
item. (A “no”
response
requires further
attention.}

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

portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

Name:
School: 9MS
Unit Ventilator/AHU No: rtu7

Room or Area: gym Date Cozl

Signature:

thomas verville

wteq: March25 2026

1b.

. OUTDOOR AIR INTAKES

la.

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

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

TNHOWE ovtivirrieisrersnrisasisaessrreierreses seraisassasnrenserassarssrenssnsssensrrsngasnsesnneonsmsssnesaesaosed @ O O

Yes No N/A
(®

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

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

ACTIVITY 2; POLLUTANT SOQURCES

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

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

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

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

intakes (e.g., relocated dumpster or extended exhaust pipe) .......cvvvvivirnrnnnnns! @ 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 @ O 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 downstream) @ O O
Vacuumed filter areas before installing new filters. ...l @ O O
Confirmed proper fit of filters to prevent air from bypassing (flowing

Around) the air FIler . e ) @ 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
accurnulating) ..

2g. Cleaned drain pans ., 8 8 §

2h. Checked drain pans for mold and mlldew

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 ... s O

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 OCTUPANES (1..v i @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position 8 @ 8
3e. Settime clocks appropriately ... - - O
3f. Ensured that settmgs fit the actual schedule of bu1ldmg use (meludmg

night/Weekend USE) ..o rarr 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 8 O @
3h. Checked that the line dryer prevents meisture 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)( .............. o T ONONO!
3). Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or obStructions) .........couimemm———————— O O @

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

for inspection ............... @ O O

3m. Ensured that air temperature in the mdoor 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.......cccvverere e O @ O
3o. 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 closmg) 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 followmg items:
* The damper actuator links to the damper shaft, and any linkage set

SCrews OF DOILS are tZNL ....ovcvievnir it O @ O
* Moving parts are free of impediments (e.g., rust, corrosion) .....c.c.ccoveeee . @ 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

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)... e .O @ O

3u. Assessed the feaSIblhty of replacmg a]l manual reset frccze 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 1s set no lower
than the room thermostat setting .. @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spemflcatlons 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 continucusly operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) .....cvivvirivvreirene e

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.ccueeeenee. O @ O

4b. Ensured that passive grav1ty relief ventrlat:on systems and transfer gnlles
between rooms and corridors are funCtoning ... ® 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

44d. 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 cutdeor

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 leldCI‘S, large free—standrng
blackboards or displays, bookshelves) that could biock movement of
air in the room, especially those blocking air vents .............. @ O O

4h. Ensured that unit ventilators are qutet enough to accommodate olassroorn

activities .. @ O O

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

from supply terminals ..o, @ 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
o Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
+ Broken fan belt

v
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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

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 ......coorevceveennceiin, 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 ........vvermereicncians @ 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
101 170 OO YOO U U US S PO OP PR P TSP O @ O
6b. Calculated the number of occupants served (22b) by the ventilation unit
UNAET CONSIAETALION ...veveeiririrrrsrere e et assssnsra s ene st b et s ne s s s nanrsaenens
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

1evels in TADLE T...oviiceiirirereeremeee e et eana O @ O
te. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels inTable 1 ... @ O

NOTES
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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

aswell as a
copy for future
reference.

3. Complete the
Checklist.

Mno’n 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.

unit in your school,

* Check the “yes,”

“not applicable”

+ Make comments

4. Return the checklist

Ventilation Checklist

Name: thomas verville

School: Griswold Middle School

Unit Ventilator/AHU No: 143

b building 3rd floor

Room or Area;

g march25 2026

Date Co%lete

Signature:

1. OUTDOOR AIR INTAKES

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

1b. Ensured that the ventilation system was on and operatmg in “occupled”
mode.. .

ACTIVITY 1: OBSTRUCTIONS

lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs
or covers ..

ld. Installed corrective dev1ces as necessary (e g.. 1f snowdnfts or leaves
frequently block an intake) ... e

ACTIVITY 2: POLLUTANT SOURCES

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

1f. Checked rooftop intakes for pollutant sources (plumbmg vents; k]tchen
toilet, or laboratory exhaust fans; puddles; and mist from
ir-conditioning COOlINE tOWETS).......coveveevie e secseseera et ensssense e

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

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

Yes No N/A

HONONW®)

NONONS®.
SRONON®)

RRONORS,

ONON®,

® 00

®00
O

li. Confirmed that outdoor air is entering the intake appropriately .................... @

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a, Replaced filters per maintenance SChedule .......ococoveeevrvuereceoeeree e esesrns

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

2¢. Vacuumed filter areas before 1nstalhng new fllters ........................................

2d. Confirmed proper fit of filters to prevent air from bypassing (ﬂowing
around) the air filter...

2e. Confirmed proper mstallataon of fllters (correct d1rect1on for alrﬂow)

® 00



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
accumulating) .. b iestrtteete et e e n et ae e e et et e re et e eeene e b e ans

2g. Cleaned drain pans .. % 8 §

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

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

2k. Ensured that ducts are clean 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) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

for occupants @ O O

ACTIVITY %: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

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

3f. Ensured that settmgs fit the actual schedule of building use (mcludmg

night/weekend USe) .....ccoevvirininnnccii @ O O

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

occupied (day) setting and the unoccupied (might) setting ... O @
3h. Checked that the line dryer prevents moisture buildup ... 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)... O O @

3j. Set the line pressure at each thermostat and damper actuator at thc proper
level (no leakage or ObStrUCIONS) oo 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 (v e st @ 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 handlero
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on ..ol 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 set 10 45°F i 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 O @ O
+ Moving parts are free of impediments (e.g., TUSt, COTTOSIONY} .oevirnrreennn! 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, calibratedcorrectly).....................................................................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 autoratic 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
tnpped)o @ O
3u. Assessed the feasibility of replacing all manual resct 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 irip
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

e e — O N & 3§
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 63°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

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

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

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

system or operable windows) .........covvevienieenne, @ 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 supply ... O @ O
4f. Modified exnstmg HVAC systems to mcorporate any room or Zomne layout

and population changes ................ O @ O
4g, Moved all barriers (for example room d1v1ders large free- standmg

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

activities .. @ O O

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

from supply terminals ... 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 OPEMINES) ...ccvviirririeseirr e ’ ...... O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical stmoke) 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 contaminanis 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 Airflow”).

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

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.......coveniinieinni @ 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 ventllatlon unit

under CONSIABTATION ......ovveeriteniesees e e e 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

levels in Table 1.. O @ O
6e. Corrected problems w1th vermlatmn units that supplled madequate

quantities of outdoor air to ensure that outdoor air quammes (22c) meet
the recommended levels in Table 1........ocovcivivnnicoresieennen, O @ o

NOTES
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Ventilation Checklist

Name: thomas verville

School: Griswold middle school

Unit Ventilator/AHU No: rtué

Room or Area: — Date Completed:
Signature: M—

1st floor b building 4 Mmarch25 2026

Ib.

. 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) ..o

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

mode@ O O

ACTIVITY 1: OBSTRUCTIONS

fc.

1d.

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

Or COVETS ., reeresrtarina Vevavereera e aaaas @ O O

Installed corrective dev:ces as necessary (e g., 1f snowdrlfts or leaves
frequently block an intake} ... @ O O

ACTIVITY 2: POLLUTANT SOURCES

le.

I1.

lg.

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

Checked rooftop intakes for pollutant sources (plumbmg vents; k1tchen
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cOOlNG fOWETS) ...vvvirervveimeeee e e @ O O

Resolved any problems with pollutant sources located near outdoor air
intakes {e.g., relocated dumpster or extended exhaust pipe) .. @ O O

SMONON®,

ACTIVITY 3: AIRFLOW

1h.

1i.

2.

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

SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

2e.

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

DIOWINE QOWNSIIEAM) ..cceiviisricrisresseriressne et res b bns s s s ns e e e @ O O

Vacuumed filter arcas before installing new filters... @ O O

Confirmed proper fit of filters to prevent air from bypassmg (ﬂowmg
around) the air filter... 8 8

Confirmed proper mstallatlon of fllters (correct directlon for alrﬂow) @




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

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

2g. Cleaned drain pans .. N

2h. Checked drain pans for mold and mlldew

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 umt(s) or unit ventilator

(air-mixing chamber and fan blades) is clean ...
2k. Ensured that ducts are clean ......oooovoeoiee e
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 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 pesition provides adequate outdoor air

for occupants @ O o

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

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

3f. Ensured that settings fit the actual schedule of bulldmg use (mcludmg

night/weekend USe) .......cierrimervrimsrieimeeenrerrreee 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)... O O @

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

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

for inspection .............. @ O O

3m. Ensured that air temperature in the mdoor area(s) served by each
outdoor air damper is within the normal operating range.............ccovvnnninns @ 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............cccoice, O @ O
30. Checked that the outdoor air damper opens (at least partlally w1th no delay)
when the air handler is turned on . cevereeratreinssnas e e nareas 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 .....covvininnnn 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 followmg 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) ................... 8 @ O
* Electrical wire or pneumatic tubing connects to the damper actuator...... O @ O

» The outside air thermostat(s) is functlonmg propetly (e.g., in the ri ght
location, calibrated correctly} ..o O @ O

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

ACTIVITY 13: FREEZE STATS
35, 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

TEPPEA) cererreere et e e b s e n e O @ O

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

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 .. WMONONS®)

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

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1f1cat10ns or

10CAT PIACHCES .ovviveiereriiriiiirirn st sm s mrns et @ O O

NOTE: The dry-bulb is typically set at 63°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 1o 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 thermaostat 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 as required........oeeiiineenns O @ O

4b. Ensured that passive gravnty relief vent:latlon 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.

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

system or operable windows) .....occeiiiciiniin @ O O

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

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 ex1st1ng HVAC systems to mcorporate any room or zone layout

and population ChANEES ..ot 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

activities .. -@ 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
» 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

ad_]acentspaceso @ 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 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

11101 L OO SOOI TROS O @ O

6b. Calculated the number of occupants served (22b) by the ventilation 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 (22c¢) to the recommended

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

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

the recommended levels inTable 1 ... O @ O

NOTES
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3.

4,

. Read the 1AQ

Instructions

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
1AQ Coordinator.

Ventilation Checklist

Name: thomas vervilie

School: Griswold Middle School

Unit Ventilator/AHU No: rtus
2nd floor b building ... ¢,

” march25 2026

Room or Area: leted:

Signature:

1. OUTDOOR AIR INTAKES

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

1b. Ensured that the ventilation system was on and operating in occupled

151 ¢ L @ O O

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

Yes No N/A
®

O COVers . - @ O O
1d. Installed corrective dev1ces as necessary (e g, 1f snowdnfts or leaves
frequently block an intake) .o @ O O

ACTIVITY 2: POLLUTANT SOURCES

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

1f. Checked rooftop intakes for pollutant sources (plumbmg vents; kttchen
toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...

Ig. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ...ovreverierecnn. s @ 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 ........cccrvunen. @

2. SYSTEM CLEANLINESS

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

2b. Shut off ventilation system fans while replacmg fllters (prevents dlrt from
blowing downstream)...

2¢. Vacuumed filter areas before installing new fllters

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

2e. Confirmed proper mstallatlon of f11ters (correct d1rect1on for a1rﬂow) .......... @ O O

-® 0 O

©00
O 00




2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain {to prevent water frotn Yes No N/A
ACCUIMUIALINIEY 1ocvir et e et e enean

2g. Cleaned drain PATIS ....ocvecvvevvvvrevresresesresresssresssssrsrssssssrssssssssssssssssessassesesd
2h. Checked drain pans for mold and mildew .......cccoiveirieeciecne e

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .........cocvvvivcninennecneens @ 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

2k. Ensured that ducts are clean 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) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

for occupants @ O O

ACTIVITY %: 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 .........ccciiinnd! 8 8 8
3e. Set time clocks aPPrOPrAtELY ..c..co.v e e

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

NIght/WeeKeNd USE) ....vvveereeeee 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).......c.ccccveinen. 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

for INSPECioN ......coociii i 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 @ O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range to contintie.
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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 ... erereereaens O @ o
30. Checked that the outdoor air damper opens (at least partlally thh no delay)
when the air handler is turned on . e e O @ O

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

thermostat is set to §5°F .. e ——————— O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely clesing) 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 fol]owmg items:
= The damper actuator links to the damper shaft, and any linkage set

screws or bolts are tight ... rerrrrerren e rea s s nanrane 8 @ O

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

» The outside air thermostat(s) is funcnomng properly (e.g., in the nght
location, calibrated COrrectly} ..o 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 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 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 h1gher

than 65°F .. eeeneeaes @ O O

3w. Ensured that the m1xed air stat for coolmg mode is set no lower
than the room thermostat setting ... @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1f1cat1ons or

10CAL PrACHCES .oovvviverirsiri vt er e e e @ O O

NOTE: The dry-bulb is typically set at 63°F or lower.

3y. Checked that sensor on the economizer is shiclded 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 owtdoor 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 temperatire
and humidity level.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

Jaa. Ensured that all fans (supply fans and asscciated return or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours {(even when room thermostat is sat:sﬁed)@

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... O @ O
4b. Ensured that passive grawty relief ventllatlon systems and transfer gnlles

between rooms and corridors are functioning ........ouoeveerieiverienne O @ O

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

4¢. 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

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 ex1st1ng HVAC systems to mcorporate any room or zone layout

and population changes .................. O @ O
4g. Moved all barriers (for example toom dmders large free-standlng

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

activities .. - @ O O

4i. Ensured that classrooms are free of uncomfortabte draf’rs produced by air
from supply termMinals .....c.cooe e nrenenes @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NGTE: 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 OPETHIES) .eovrrrirriirrieeirieeresssree e sres e sses s sesesnsrsssnssssnanel 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).

Sb. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AdJACENT SPACES ... 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”).

5¢. Ensured that air is flowing toward the exhaust intake ..........ccovvvimiviiinnnn 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

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 ventllatlon unit

under ConSIQErAtioN ... v s ! O ® O
6¢c. 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 w1th ventllatlon units that supphed madequate

quantities of outdoor air to ensure that outdoor air quantltles (220) meet
the recommended levels in Table 1 ..o 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
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.

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

Food Service Checklist

Name:
School:
Room or Area:

Signature:_

Griswold Public Schools
Griswold Middle School

Date Completed: 3/18/2026

1b.
lc.

1d.
le.

1f.

lg.
1h.

li.

2a.
2b.
2¢:

2d.
2e.

2f

3a.
3b.
3c.

3d.
Je.

. COOKING AREA

. Determined that local exhaust fans operate properly (note if fans are

Yes No N/A
eXCESSIVELY NOISY) wiwmmisiaivarvsaisimipie iisimies srsvvnmidsosiaassitusssaismminiend é) O é
Checked for odors near cooking, preparation, and eating areas ....................! @ O O

Ensured that exhaust fans are used whenever cooking, washing dishes,

ANGICICADIIE o onsenemeremrmmsssnss ssasssnssmnsssasansssesmss or e EomEREE HOATH PR AR L0 R0 @ O O
Determined that gas appliances function properly ... 8 8 8
Verified that gas appliances are vented outdoors ...

Ensured there are no combustion gas or natural gas odors, leaks, back-

drafting, or headaches when gas appliances are used ..........ooooncicnnnid @ O O

Ensured that kitchen is clean afler use ... i @ O O

Checked for signs of microbiological growth in the kitchen, including
the upper walls and ceiling (for example, mold, slime, and algae) ..............| @ O O

Selected biocides registered by EPA (if required), followed the
manufacturer’s directions for use, and carefully reviewed the

RO O AP P IG RGN s vunsvuravsasvmvessvomnis v s s s s Eos eSS R L0 @ O O

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

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of insects
and vermin (for example, feces or remains) ...

Stored leftovers in well-sealed containers with no traces of food on outside
LT = (ol L= RO PP SRR PPPTOTP

Ensured that food preparation, cooking, and storage practices are sanitary @
Disposed of food scraps properly and removed crumbs ...
Cleaned counters with soap and water or a disinfectant (according to

®
SCROOL POLICY) c.vevieeriricrieciisies e ! %)

Swept and wet mopped floors ...

OO0 OO0 O

WASTE MANAGEMENT

Selected and placed waste in appropriate CONAINETS .......oovviiniiriiiiinnines @
Ensured that containers’ lids are securely closed ..o @
Separated food waste and food-contaminated items from other wastes,

TF POSSIDIE .cvovivioninciscciiiinisssnieniinse st sonne s as s ans e s bbb b
Stored waste containers in a well-ventilated area ... 8
Ensured that dumpsters are properly located (away from air intake

vents, operable windows, and food service doors in relation to
prevailing Winds) ... @

O OO0 OO OO0 00O O

O OO0 OO




4. DELIVERIES

Yas N
4a. Instructed vendors to aveid idling their engines during deliveries ................. @) ?5 6
4b. Posted a sign prohibiting vehicles from idling their engines in

FECEIVIIE ATBAS ..ot se s e cva et vanard O @ O

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

and Kitchen ... e @ O O
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