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

3. Complete the
Checklist.

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

Instructions

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

Integrated Pest Management
Checklist

Name:
School:

Room or Area:

Signature: M \/W@

thomas verville

Griswold high school

building wide

Date Completed: march 24th 2026

2a.
2b.
2c.

2d.

2e.

2f.

3a.

3b.

4a.

4b.
4c.
4d.

4e,

4f.

. OFFICIAL POLICY STATEMENT

la.

Yes No N/A
Developed or located the school’s official policy statement for integrated

pest management (IPM) .......ccoiviininiiiiiie e @ O O
DESIGNATING PEST MANAGEMENT ROLES

Assigned and trained a qualified person to be the pest manager.................... @ O O
Involved decision makers in the IPM program ... @ O O
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

Encouraged parents to learn about IPM practices and implement them

E T 41 -2 OO P @ O O

Developed a program to educate and train all [PM participants ...........oovee. @ O O
Included language about IPM into contracts with pest management

PLOfESSIONAIS 1.vvvrrericiriee et @ O O
SETTING PEST MANAGEMENT OBJECTIVES

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} ..o @ O O
Set appropriate pest management objectives for school grounds (such as
providing safe playing areas and the best athletic surfaces possible) ............. @ O O

INSPECTING, IDENTIFYING, AND MONITORING

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

food, water, and harborage sites ... @ O O
Identified potential pest habitats in buildings and grounds .............cccceosceees 8 8
Pinpointed the source of any current pest problems ...

Monitored to determine the extent of pest problems and to estimate pest

POPULATIONS c.eoieiiecec ettt ettt @ O O
Developed plans to modify habitat (for example, exclusion, repair, and

sanitation effotts) to prevent or resolve any pest problems ...l @ O O
Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

potential habitat ... @ O O



Sa.

5b.

Sc.

6.

SETTING ACTION THRESHOLDS

Evaluated all available data obtained through inspecting, identifying, Yes No N/A
AN MONILOTINE eovveviiereceeeece et e e et s re e nenre e d

Determined how many pests the school buildings, grounds, and

occupants can tolerate ... ! @ O O
Set action thresholds ..o e @ O O

PREVENTIVE STRATEGIES

INDOOR SITES

6a.

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

* ENLIYWEAYS cooveieiieceserrer et st st en e et s e d e e e (o)
8 CLASSTOOMIS ...oeveeeeererainesissssrensesereeeaareeessesseseeeansesessbsbnassrbrearessassresatatsonsasernsans

* GYMDASIUINS Lot e st et s
* Locker rooms
¢ OfFICES Liviiiriieireie et e s s s s
» Staff lounges
* Bathrooms
* Food preparation and serving areas
* Rooms with extensive plumbing
» Maintenance areas

OUTDOOR SITES

ob.

7a.

7b.

Tc.

7d.

Te.

7.

7g.

Implemented appropriate strategies to prevent pests from inhabiting the following areas:
* Playgrounds (o)
*» PATKING 10E8 ..ooeeeeiiiiee e s e e
+ Lawns and athletic flelds.....cooooivniiii e

» Teaching gardens or greenhouses
+ Loading docks

® DIUITIPSLETS .oveviriiiiiaerrcrertrarisnen s vra e s s s bbb bbb
» Areas with ornamental shrubs and trees

PESTICIDE USE AND STORAGE

Explored alternative pest management methods before concluding that

Pesticides WETE NECESSATY wviiiiimiinrnriisisisese s @ 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 granules ... @ O O
Reviewed and followed all label instructions on pesticides and learned

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

pesticides whenever possible and only treated the obviously infested

PlANtS in the ArEA ..ovvvrieree b @ O O
Used protective clothing or equipment when applying pesticides .................. @ o O

Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessible to children and non-target SPecies.......ocvvvicmeeeninsnnes s @ O O




7h.
7i.
7.
7k.

71,

7m.

n.

To.
p.

7q.

8a.
gb.

8c¢.

. PESTICIDE USE AND STORAGE {(cont.)

Locked or fastened lids of all bait boxes and placed bait away fromthe ~ Yes No N/A
runway 0f the DOX .o ! @ O O

Applied pesticides when occupants were not present or in areas where

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

Ensured that parents ate notified of upcoming pesticide applications

through LEters oo @ O O

Kept copies of current pesticide labels and information on pesticides

asily 2CCESSIDIE 1o i e @ O O

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

designated personnel ... @ 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 ENVITONMENT L..evcceece i st % O O

Ensured that flammable liquids are stored away from ignition sources .........

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

VENHAtION SYSLEM ..ocoviiereir e nrn e erare e @ O O
EVALUATING RESULTS AND RECORD KEEPING

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

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

board requirements are maintained ... @ O O
Ensured that each log book contains the following items:

» Copy of the pest management Plan ... () O o
= Service schedules for maintenance of buildings and grounds..................... 4 8
« Curtent EPA-registered 1abels ..o £ O

« Current Material Safety Data Sheets (MSDS) for each pesticide project ...
« Pest surveillance data Sheets ...
« Diagram noting the location of pest activity, traps, and bait stations............

NOTES
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Instructions

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

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

3. Complete the
Check!ist.

+ Check the "yes,”
Mno,ﬂ 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.

Building and Grounds
Maintenance Checklist

Name:
Schoal:

Room or Area:

Date Co
Signature: 4% DJ./_Z/EEA \_/b_Qa /fj ‘vﬂ/\‘__,

thomas verville

Griswold high school

building wide pleted; march 24th 2026

-

1d.

If.

lg.

1h.

1i.

1j.

2a.
A

2c.

2d.
2e.

21,

2g.

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

. BUILDING MAINTENANCE SUPPLIES

. Developed appropriate procedures and stocked supplies for spill control ....4
1b.

lc.

Reviewed supply 18bels oo @ O O

Ensured that air from chemical and trash storage areas vents to
the outdoors......ccoeeennae

Stored chemical products and supplies in sealed, clearly labeled

containers .........c..e... @ O O

. Researched and selected the safest products available ... @ O O

Ensured that supplies are being used according to manufacturers’

TRSETUCHIONIS 1 cev et bbb bbb e e e sa s pr s ne e e @ O O
Ensured that chemicals, chemical-containing wastes, and containers are
disposed of according to manufacturers’ inStruCtions ... @ O O

Substituted Iess- or non-hazardous materials (where possible) @ O O
Scheduled work involving odorous or hazardous chemicals for periods

when the school is unoccupied ... @ O O
Ventilated affected areas during and after the use of odorous or

hazardous ChEmICAlS ... s ] @ O O

GROUNDS MAINTENANCE SUPPLIES

Stored grounds maintenance supplies in appropriate area(s)......cocoreiiiviansd @ O O
Ensured that supplies are used and stored according to manufacturers’

INSITUCTIONS eervcnerrc it e s e bbb @ O O

Established and followed procedures to minimize exposure to fumes

frOmM SUPPLIES oviveriviiiirieie e @ O O

Reviewed and followed manufacturers’ guidelines for maintenance .......

Replaced portable gas cans with Jow-emission €ans.......covviinnnn 8 8 8

Stored chemical preducts and supplies in sealed, clearly-labeled

COTHAITIETS .ocvvirreniririsieririsiesriasiesses e seneas e e sasss bbb st en s s @ O O

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

DUST CONTROL

Installed and maintained barrier mats for entrances @
Used high efficiency vacuum Bags .......coovwrmnsensssmremissnn e @
Used proper dusting techniques @
Wrapped feather dusters with a dust cloth ... O
Cleaned air return grilles and air supply vents @




4a.
4b,

FLOOR CLEANING

&
s
=
£
>

Established and followed schedule for vacuuming and mopping floors........J
Cleaned spills on floors prompily (2s NECESSATY ) ..ecoviciienenioricnincnenarncinnins

O®

YTy ryryeryyi

e W By v T Uy g™

No
Q Q a
4¢. Performed restorative maintenance (s NECESSATY) «uevvermrrneemrrerenrenereeseesenenend @ O O .gm\w-f‘
()
= W

5. DRAIN TRAPS \/
5a. Poured water down floor drains once per week (about 1 quart of water) ...... @ O O ra)
5b. Ran water in sinks at least once per week (about 2 cups of water) @ O O
5c. Flushed toilets once each week (if not used regularly) @ O o
6. MOISTURE, LEAKS, AND SPILLS
6a. Checked for moldy 0dors ... @ O O
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may

indicate periodic leaks) ... @ O O
6¢. Checked areas where moisture is commonly generated (e.g., kitchens,

locker rooms, and bathrooms) ... @ O O
6d. Checked that windows, windowsiils, and window frames are free of

condensate@ O O
6e. Checked that indoor surfaces of exterior walls and cold water pipes are

free of CONAENSALE .....o.ooviiie et e @ O O
6f. Ensured the following areas are free from signs of leaks and water damage:

Indoor areas near known roof or wall leaks ..o

Walls around leaky or broken windows. ...,

Floors and ceilings under plumbing ......ccovviivimmiiinnisineemnnened

Duct interiors near humidifiers, cooling coils, and outdoor air intakes .........
7. COMBUSTION APPLIANCES
7a. Checked for odors from combustion apphiances ...
7b. Checked appliances for backdrafting (using chemical smoke)........oc.oeeeavn.
7c. Inspected exhaust components for leaks, disconnections, or deterioration ...
7d. Inspected flue components for corrosion and soot ...
8. PEST CONTROL
8a. Completed the Integrated Pest Management Checklist ...l @ O O
NOTES
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3.

4.

Instructions

. Read the 1AQ

Backgrounder and
the Background
Information for
this checklist.

. Keep the

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

copy for future
reference.

Complete the
Checklist.

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

attention.)

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

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

Ventilation Checklist

Name:
School:  Griswold High School
Unit Ventilator/AHU No: 205

Room or Area:

Signature: 44‘9%(‘/ \/M-I,@l

thomas verville

music Date Completed: 3-27-26

la.

1b.

. OUTDOOR AIR INTAKES

Marked locations of all outdoer air intakes on a small floor plan {for Yes No N/A
example, a fire escape floor PIanY v

Ensured that the ventilation system was on and operating in “occupied”
1310 =3O SOOI U PIROROPRPTPTTORY.

ACTIVITY 1: OBSTRUCTIONS

lc.

d.

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

OF COVELS 11vvervrreescareneeesesescemtetesssessas s s b s anasescabensbesraranssestobassrs sasbamesresnnsmbse bbb tons @ O O

Installed 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) ... @ O O
Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cooling tOWErs) .........comiviininvinninnns @ O O
Resolved any problems with pollutant sources located near outdoor air

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

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

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a,
2b.

2c.
2d.

2e,

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

blowing downstream)............... O O O

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

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

Confirmed proper installation of filters (correct direction 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 N/A
ACCUMMIALINE) 1ot e e e s

2g. Cleaned drain pans ..

2h. Checked drain pans for mold and m1ldew

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 ..o s
ACTIVITY 8: MECHANICAL ROOMS

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

chemical products, and sUpphes .....c..oervvmmie 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

TOT OCCUPANTS cueuvvvireerrievete et e @ 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 ..o 8 O 8
3e. Set time clocks appropriately ... e O

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

NIght/Weekend USE) ..ecviiricirin it 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 @
3h. Checked that the line dryer prevents moisture buildup ...l O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow dOWI the TAnK) ..veere e e s e s o O @

3j, Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or OBSIIUCHONS) weoeeeereeiins it 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

£OT INSPECLION 1ovrvrisiriesrere e reecbe e b @ 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 O

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

v
. W A W W AW W e W W W W W
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3. CONTROLS FOR OUTDOOR AIR SUPPLY {continued)

3n. Checked that the outdoor air damper ﬁJIly closes within a few minutes ~ Yes No N/A

of shutting off appropriate air handler... s 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. 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 43°F .. O @ O

3r. 1f 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 ..., O @ O

*  Moving parts are free of 1mped1ments (e 8., TUSt, COITOSION) (uoccrinniniinans! O @ O
» Electrical wire or preumatic tubing connects to the damper actuator ...... O @ O

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

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

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

ACTOSS TEIIUNALS .. oversee et e s et ebe b ennnares O @ O
OR

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

ITIPPEA) cecrret e s ] O @ O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AUtOMAtic reset fTeeZe-Stats ..o 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 .. MONONS)

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 spec1f1cat|ons or

1ocal PTACHICES c.ovvvcceiiiim et 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 autdoor 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.......cconicininns O @ O

4b. Ensured that passive grawty relief ventllation systems and transfcr gnlles
between rooms and corridors are functioning .....o.ovvvinneicane O @ O

NOTE: If ventilation system is closed or blocked ro 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 unb]ocked ...................... ,@ O O

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

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

AU SUPPIY et bbb e O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

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

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air VEnts ........coceveeerirniivininannas .@ 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 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
Sa. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ... ® 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 negarive pressure (as compared to surrounding spaces).

5b. Checked {using chemical smoke) that air is drawn into the room from Yes No N/A
AGQJACENE SPACES c.vevrereersirierie it eesae e s en st s sae s e en e e bt sbsb s ta s bt aes O @ O

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

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

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

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

UL oo —— O W O N ©

6b. Ca]culated the number of occupants served (22b) by the venulanon unit

under CoOnSIAETAION ..ot O @ O
éc. Divided outdoer 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 QUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) to the recommended

levels in Table 1........ccccvniennn, O @ O
6e. Corrected problems wnth ventllatlon units that supphed madequate

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

NOTES
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2.

3.

4,

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,”
nno,n 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: Griswold High School
Unit Ventilator/AHU No: 2142

Im 3-27-26

Room or Area:

Date Completed:

d /}Ew-r/ \/.Q//Lb@l

Signature:

1. OUTDOOR AIR INTAKES

1a. 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 oecupled”

mode...

ACTIVITY 1: OBSTRUCTIONS

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

1d. Installed corrective dev1ces as necessary (e ., 1f snowdnfts or leaves
frequently block an imtake) ..o 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 sources (plumbmg vents; kltchen

toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...

1g. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ...,

ACTIVITY 3: AIRFLOW

Yes No N/A

NONON®,

® 00

®0O0

D00

NONON®
-® O O

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 ..........oe..

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a. Replaced filters per maintenance schedule ...,
2bh. Shut off ventilation system fans while replacmg filters (prevents dirt from

blowing downstream)...

2¢. Vacuumed filter areas before mstallmg new fllters .....................................

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

around) the @it FIEEL ....iveerereer e s
2e. Confirmed proper installation of filters {correct direction for airflow)........

-0 0 0O

Q0O O
® 00

®00

LONORY,




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
ACCUIMIBIALITIEY +ovtieitintieieeterr e et sess e st sas st sn s e e b na b

2g. Cleaned drail PANS .....cocoviiieiieriecie ettt s s 8 O 8

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

ACTIVITY 6: COILS

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

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

{air-mixing chamber and fan blades) is clean 8 O 8

2k. Ensured that ducts are Cleam ...ooocvciiieviireeresiere sy sresre e seee s s vee s eee e e O

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

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

Or OCCUPAIIES c..eeeee e e sasn e aaas @ 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) .......cccvorininenc. @ 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) ..coeei vt @ 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 ....cooovviervvirrenns 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
tevel (no leakage or obStrUCtions) ..o O O @

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

TOT INSPECHION -oceiiiiiiiins it 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 ....ccoceveeervinreand @ O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range to continue.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air handler ... O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned 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 bolts are tight ... O @ o
+ Moving parts are free of impediments (e.g., rust, corrosion) ...................! O @ O
*+ Electrical wire or pneumatic tubing connects to the damper actuator...... O @ O

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

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

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

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) ... TR O @ O

3u. Assessed the feasnblhty of rep]acmg 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

£180 65°F 1erreerreernne -® 00

3w. Ensured that the rmxed 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 spec1f1cat10ns or

10Cal PIACTICES .ovvireieenerrisresenreertenirarsrr e eme e ene e e eme bt 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........cccvvenneee O @ O

4b. Ensured that passive grav1ty refief ventllatlon systems and transfer gnlles
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¢. Made sure every occupied space has supply of outdoor air (mechanical

system or operable WINAOWS) ...ccovocerreirr st e @ 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 exlstmg HVAC systems to mcorporate any room or zone layout

and populaticn 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 ... .@ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiliration 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 OPENINZSE) ..c.ccovrmiriiiciminen e ’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 spaces

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

5c¢. Ensured that air is flowing toward the exhaust intake ..........ccooiciiciniiinind 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........ciincnicnina @ 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 vent1lat10n unit

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

determine the existing guantity 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 1.......coriveneene. O @ O
6e. Corrected problems w1th ventllanon units that supphed madequate

quantities of outdoor air to ensure that outdoor air quantmes (22c) meet
the recommended levels in Table ..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
this checklist for
each ventilation
unit in your school,
asweliasa

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
I1AQ Coordinator.

Ventilation Checklist

Name:
School:

Unit Ventilator/AHU No: ahut
Room or Area: cafe 3-27-26

Signature: 44—!C7/VM'/) \/M;Q

thomas verville

Griswold High School

Date Completed:

1b.

. OUTDOOR AIR INTAKES

ia.

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

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

1130 s L SO U OO DU OTORPTO @ O O

Yes No N/A

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

0rcovers© O O

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

frequently block an intake} ... @ O O

ACTIVITY 2: POLLUTANT SOURCES

le.

1f.

lg.

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

docks, and bus-idling areas) ... @ OO
Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

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

ACTIVITY 3: AIRFLOW

1h.

1i.

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

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c,
2d.

Ze.

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

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

around) the air fIHET vv.vrer et e @ O O

Confirmed propet installation of filters (correct direction for airﬂow)..........@ O O




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

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
BCCUMUIALING) ©ovooeoveeecse ettt e et

2g. Cleaned drain PANS ......e.e..eveececrvinsssseeseeeeeeeeeeeerses s eesssse e eees s

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

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 .....couvveveeveeoveovevooooooeo % O 8

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} .....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.........) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches o the cOrrect POSItioN .....coeoveeeeveveeern.! @
3e. Set time clocks APPIOPTIALEIY ....o.cvvevueisio e ceeees e O

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

THEMWEEKEN USE) .evvvieeieceiititceeeeecr e e e s st se e es 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

BIow dOWN the TANK) c.oivuieeeceece ettt ee et e et s O O @

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

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

FOI INSPECHION <..oceoecine ettt sttt s s e
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 o continue.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

Jn. Checked that the outdoor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air handler .........coocoeieiiinoiiee e O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tUrned 0N oo e o @ O

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

thermostat is S8t 10 B5F ..ot e O @ O

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

3r. Ifthe 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 @ 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 COTTECt]Y) o) 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

tnpped)o @ O

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

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

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

ERAI E5%F weveereeresse e rereeseeseesessesssesessssseseesesesasesssesmeesesssessssessesssesssessenesesees ONON®.

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEtting ....c.....cvoveiimin i) @ O O

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

local practices o O @

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

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

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



3. CONTROLS FOR QUTDOOR 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 1o
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 rehef ventllatlon systems and transfer gnlles
between rooms and corridors are functioning .....ocevivicerenene.. O @ O

NOTE: If ventilation system is closed or blocked to meet current five 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 cutdoor
air supply ... O @ O
4f. Modified eXIStmg HVAC systems to 1ncorporate any room or zone ]ayout

and population changes ................... o @ O
4g. Moved all barriers (for exampie 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 c]assrooms are free of uncomfortab]e draﬂ‘s produced by air

from supply terminals ........ccccovierinir e 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
* 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 suck as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

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

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

5¢. Ensured that air is flowing toward the exhaust intake .........cocoemveeevionerennnnn. ) 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 .......ooeevvverreenn.nnn @ 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

L 1L OO OO OO ORI O ® O

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

URdET CONSIARTAION .1ovvv et ar st se s re e and 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

1EVELS 0 TADIE 1 ...vvvvevveeeeeeseencensseeseoseeeseeseseeeseseesseeeeseessesseseesesssssreseresssesesssessess O®O0
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
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. Read the /AQ

. Keep the

Instructions

Backgrounder and
the Background
Information for
this checklist.

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

copy for future
reference.

Complete the
Checklist.

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

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

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

Ventilation Checklist

Name: thomas verville

School:  Griswold High School

Unit Ventilator/AHU No: ahug

Room or Area; Date Completed: 3-27-26

Signature: 4Mj \/.QJ/LI/@(

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) ......ccovciireieir )

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

110 100 OO U @ O O

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

Or COVers., Cerresrarineies - @ O O

1d. Installed corrective dev1ces as necessary (e g, 1f snowdrlﬁs 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-1dling areas) ... @ O O

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

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

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

2b. Shut off ventilation system fans while replacmg fﬂters (prevents d1rt from

blowing downstream)... O O O
2c. Vacuumed filter areas before installing 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 mstallatmn of ftlters (correct dlrectlon 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
accumulating) ..

2g. Cleaned drain pans ..

2h. Checked drain pans for mold and rmldew

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean

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

(air-mixing chamber and fan blades) is clean ... 8 O 8

2k. Ensured that ducts are clean

ACTIVITY 8: MECHANICAL ROOMS
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 SUPPLES ... veeicierrr s e s @ 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 OCCUPAILS ..ot 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 drawings,
and controls operations manuals (often uniquely designed) @ O

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

3f. Ensured that settings fit the actual schedule of bu11dmg use (mcludlng
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 @
3h. Checked that the line dryer prevents moisture buildup ...ooveeinicinnicinnicns 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) ... .vereeeeiceree et s e O O @

3j. Set the line pressure at each thermestat 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
3l Ensured that the rec1rculat1ng relief and/or exhaust dampers are v131ble

for inspection .. @ O O

3m. Ensured that air temperature in the 1ndoor 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.cocvvvvvvireciie e O @ O
30. Checked that the outdoor air damper opens (at least partlally with no delay)
when the air handler is turned on | o @ O

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

thermostat is set to 85°F .. O @ O

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

3r. Ifthe 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 ... AU O @ O
* Moving parts are free of 1mped1ments (e g., Tust, corroswn) 8 @ O
¢ Electrical wire or pneumatic tubing connects to the damper actuator.. @ O

* The outside air thermostat(s) is functlonmg propetly (e.g., in the rlght
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 feas1b111ty of replacmg a11 manual reset freeze stats w1th

automatic reset freeze-Stats ..o 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 hlgher

£han 65°F woververreerssreen NONORS®;

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 Spemflcatlons or

10CAL PIACHICES .ovviecveeereen sttt sasn e smneas 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 propetly (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.........ooveenienne O @ O

4b. Ensured that passive grav1ty rehef ventllation systems and transfer gnlles
between rooms and corridors are functioning ... O @ O

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

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

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

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

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

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

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

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air venis ........ccovvvimeinncneiinn @ 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 termnals ... i @ 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:
« [noperable dampers
o Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
 Broken fun belt

40fb




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 ductwork downstream of the exhaust fan (which is
under positive pressure} is sealed and in good condition ... vvecrvcrenenes @ 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

11 1 O U SOOI PUR OO O @ O

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

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

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

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

levels INTAble 1. 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 IO @ O

NOTES




Ventilation Checklist

Name: thomas verville

School: Griswold High School

gy eaee-yr i
v
W N W wrw W W W W W W W

Unit Ventilator/AHU No: ahud

=

R Room or Area: aud Date Completed: 3-27-26
Signature: 44"941«‘/ \/QI/LI,@J
Instructions ;

1. Read the 1AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background ) .
Information far 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

2. Keep the 1b. l:lnr:)s&l;ed that the ventilation s‘ystem was on and operatmg in “occupled‘ @ 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 ot COVers . T . @ O O
unit in your school, 1d. Installed corrective devmos as necessary (e g 1f snowdmﬁs ot leaves
as well as a frequently block an intake) .........cccoovvrciveeinivennini e d @ 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) .........c.coovvivmeennne @ O O

If. Checked rooftop intakes for pollutant sources (plumbmg vents, kltchen

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

:“01" or . air-conditioning cooling towers) ........c..c..ooeorveeennv BN ONON®!
not apollcable lg. Resolved any problems with pollutant sources located near outdoor air

_box bes"fe e’:':lch intakes (e.g., relocated dumpster or extended exhaust pipe) ....ovcevvvevcvirinnnd @ O O

itemn. (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 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 O

portion of this 2b. Shut off ventilation system fans while replacmg filters (prevents dirt from
document to the blowing downstream) ..........co.eeveerecnnes. O O O
IAQ Coordinator. 2c. Vacuumed filter areas before mstallmg new fllters ........................................ @ O O

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

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

2e. Confirmed proper installation of filters (correct direction for a:rﬂow)..........@ 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
ACCUIMULANITIE) <ottt ettt ettt e s besa e e O O

2g. Cleaned drain PAnS ...c.ccveiccenreoresnrsieiinrseressieessonesessesssrsenssamesssensssresseseeed

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

ACTIVITY 6;: COILS

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

ACTIVITY 7: AIR-HANDLING UNITS, UNIT 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

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 SUPPIIES ... @ 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) ......cveveeereenn. @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

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

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

MIEhUWEEKENA USE) ...vevreiirerrerseremccimm e er ettt s e e e e @ O O

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

occupied {day) setting and the unoccupied (night) setting ..., 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 TANKY ccoieeee e st O O @

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

formspectwn@ 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 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 OQUTDOOR 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..........coeovceierncivieeninnan O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is fUIned 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 0 85°F ...vvivir e e enebend 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
»  Moving parts are free of impediments (e.g., rust, COTTOSION) vvvvivvrvireiren ) 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

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

automatic reset freeze-statso @ O

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

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

BRAIL G5CF .o seeseeseereesemssemeseesesseseasenssesseseessnssessessemserenrsemsreesossreressssesse & 00

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

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

local practices O @ o

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

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

NOTE: Economizers use varving 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

Jaa, 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
heours (even when room thermostat is satlsﬁed)@

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

4. AIR DISTRIBUTION

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

perform as requlredo @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning .......ccoeevivieciniimnnn, 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 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 SUPPLY corvev e s e s ee s @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes ... O @ O
4. 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

actwmes@ 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
» 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 comtaminants 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 vvviviisi 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

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

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

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

UL e —— I O N )

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

under consideration .............. O @ O
6c. Divided outdoor air suppiy (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
6e. Corrected problems w1th vent11at1on 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



Ventilation Checklist

Name: thomas verville
School:  Griswold High School
Unit Ventilator/AHU No; 2nu10
Room or Area: locker rooms Date Completed: 3-27-26
Signature: 44‘94-«-/ V)
Instructions .
1. Read the IAQ
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) ...
2. Keep the 1b. E}nos;ered that the ventilation system was on and operating in “occupied” @ O O
Backg round | TRO%

Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for lc. Ensured that outdoor air intakes are clear of obstructiens, debris, clogs,
each ventilation o) Vo) o OO OO USRS OPPLOTPOTOPY. @ 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) ........ccocvavvrrvrnarns @ 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 . air-conditioning cooling towers)@ OO0
not appllcable 1g. Resolved any problems with pollutant sources located near outdoor air
!)ox bemﬁle e”ach intakes (e.g., relocated dumpster or extended exhaust pipe) .....cocovcrivninnin.d @ 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 1i. 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
porticn of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document _to the blowing downstream)o O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters.......ocovcvvvvscsrcssrscrsecseeen (&) (O O

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

around) the i1 fIlEEE v ] @ 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
accumulating) ..

2g. Cleaned drain pans .. .

2h, Checked drain pans for mold and m11dew

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 ..o
2k. Ensured that ducts are Clean ...y
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 tra.sh

chemical products, and SUPPLIES ..cuerrirerninierenncnnasins @ 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

FOI QOCUPANES -1eeev ettt s s s et s na s @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct pesition ... 8 O 8
3. Set time clocks apPropriately ..o iss e O

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

NIZHWEEKENA USE) «evvrvrvriseriacteeieees st e st st 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 ..
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 propet

level (no leakage OF OBSEEUCTIONS) ..ociviiieneenie e esns! O O @

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

for inspection ....coovuiee.. @ 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.........ocucviceeoceceeee e

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

3r. If the outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight 8 @ O
* Moving parts are free of impediments (e.g., rust, corrosion) ...................J
* 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) . ...vvicvvvececiceser 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

EHPPEAY et et e 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 higher

Than B5°F ... e @ O O

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

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

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

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

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



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) @ O 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 grav1ty rellef ventllatlon systems and transfer gnlles

between rooms and corridors are functioning ..o vvvvrrvenisnrinens 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) ... S @ 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 extstmg 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 qutet enough to accommodate classroom

activities .. @ O O

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

from supply terminals .........ocoviivn .@ 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 opemngs)o @ O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» 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 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........ccvvvrirevvreeernnd @ 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 (VLSOO YOO PP PP, o @ O

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

under conmderatmnO @ O
6¢. 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 inTable ©......coiiiii 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 levelsin Table 1 ..o, O @ O

NOTES
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Instructions

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

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

copy for future
reference.

3. Complete the

Checklist.

* Check the “yes,”
nno'u or
"not applicable”
box beside each
item. (A “no”
response
requires further
attention.}

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

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

Ventilation Checklist

Name:

School:
Unit Ventilator/AHU No:
Room or Area:

Signature:

thomas verville
Griswold High School
ahug

3-27-26

aux gym Date Completed:

—7, A‘E;-w-/ \/M_L@l

1ofb

1b.

. OUTDOOR AIR INTAKES

1a.

Marked locations of atl 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 operating in “occupied”

mode@ O O

ACTIVITY 1: OBSTRUCTIONS

1c.

1d.

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

OF COvers @ O O

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

ACTIVITY 2: POLLUTANT SOURCES

le.

11

1g.

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

docks, and bus-idling areas) ..o o] @ O O
Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddleS' and mist from
air-conditioning cooling towers)... @ O O
Resolved any problems with poliutant sources 10cated near outdoor air

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

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 .................... @ O

SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

2e.

-0 00

ENORON®,
-® O O

Replaced filters per maintenance schedule ..

Shut off ventilation system fans while replacrng f ilters (prcvents dlrt from
blowing downstreamy)...

Vacuumed filter areas before mstallmg new fllters

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

Confirmed proper mstallatmn of frlters (correct dlrectlon for airflow) .......... ON® 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) @

2g. Cleaned drain pans ... e 8 8

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

ACTIVITY 6: COILS

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

2k, Ensured that ducts are clean ... 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 ........ccvvivvevecinerenrecininennn @ 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
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 ...l 8 O 8
3e. Set time clocks appropriately oo O

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

night/weekend USe) .....cocvvreecrnin 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 ......c.coeevvirieeennnnad 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 the proper
level (no leakage or ObStIUCHONS) ..ot O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ... @ O O
3l. Ensured that the rec:rculatmg relief and/or exhaust dampers are v1s:ble

for inspection .. @ O O

3Im. 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......c.cceovvireveircinrnnnes O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler iS tUrned 0N ... o] 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 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 of bolts are tght ... 8 @ o
* Moving parts are free of impediments {e.g., rust, corrosion})
» Electrical wire or pneumatic tubing connects to the damper actuator.......o D) O
» The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated cormectly) ..o 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

HPPEA) 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 higher

than 659F ..ovveveereeeeroes e O RO N ® |

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

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

local practices O @ O

NOTE: The dry-bulb is typically set 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)........ccooeieieicerecceencnnnn

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 requnredO @ O

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

AET SUPPLY 1ottt e s s e es e e st nre e beaa O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes .....c............ 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

BCHVIIES L1tiis it et en st rn ) @ 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,

floor joints, Pipe OPEMINES) ...ccvicerereceeeee e s e seme e n e e nrens 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”).

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

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition O @ O

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

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

6b. Calculated the number of occupants served (22b) by the ventilation unit
undercon51derat1ono @ 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 (22¢) to the recommended

levels INTAble 1 ... rresreeme e sase e esrenerenee sessenrsseasas O @ O
6e. Corrected problems with ventilation units that supplied inadequate

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

NOTES




Ventilation Checklist

Name: homas verville
School: Criswold High School
Unit Ventilator/AHU No: 2148
Room or Area: Date Completed: 3-27-26
Signature: mj \/.Q//Lb@i
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) ...

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

2. Keep the mode... @ 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 COVers. @ O O
unit in your school, 1d. Installed corrective dev1ces as necessary (e g., :f snowdnﬁs 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) .......cocoerirmnrienr e @ O O

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

* Check the "yes,” toilet, or laboratory exhaust fans; puddla:S' and mist from

”:g; or licable” air-conditioning cooling towers)... @ O O
appticable 1g. Resolved any problems with pollutant sources located near outdoor air

ﬁg;bﬁz'gﬁffc:h intakes (e.g., relocated dumpster or extended exhaust pipe) .. @ O O

response

requires further ACTIVITY 3: AIRFLOW

attention.) ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O

1i. Confirmed that cutdoor air is entering the intake appropriately ...
+ Make comments g pprop Y

in the “Notes”

section as 2. SYSTEM CLEANLINESS
necessary. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a, Replaced filters per maintenance schedule ......oveivnennnnimnnrnennnd O O o
portion of this 2b. Shut off ventilation system fans while replacmg filters (prevents dirt from
document to the blowing downstream)..........ccoovecerianens O o O
IAQ Coordinator. 2¢. Vacuumed filter areas before mstallmg new fllters @ OO

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

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

2e. Confirmed proper mstallatlon of fllters (correct dlrectlon 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 N/A
ACCUTMUIALING) oottt sttt st snen e

2g. Cleaned drain PANS .....ccccvvurrierrnnresrceresiessssess s st ses s ses e nesereed 8 8 §

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

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) 15 Clean .....occoeeeceieieieescss e
2k. Ensured that dUCts are Clean ...........oeevieieimeecienieiieiieiteseeseeees s ees e s

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.vccveeeecreecce 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

TOT QCCUPANES «.vnvirerei ettt bttt eas b ema e s tsn e @ 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 .......covecvievecvseesreresieese e

3f. Ensured that settmgs fit the actual schedule of bulldmg use (1ncludmg

NIght/WeeKend USE) .vvvivieiieceeee et ses 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 .......ocoevvevirennnnn. O O @
3h. Checked that the line dryer prevents moisture buildup .....cooo.oeeeneieneennsn! 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 OBSIIUCLIONS} ..cceveeecrrerrrinriersinsinsemsessvnrranssnes O O @

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

fOT INSPECHON L.vuiveietcc e s s et eaead @ O O

3m. Ensured that air temperature in the indoor arca(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.

T




B
W e - W W wow ow W W W

==~

- TR oy o T =W

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 @
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 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. 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 tEht ..o e e O @ O

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

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

15 4 10) 5 <14 ) PP RPRTRTTRO O @ O

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

AUtoMAtic reset fTeBZe-StatS ... .c.ooeiee e sse 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 ne higher

than 65°F ....eresreereriens e OB O N ®

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

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

local practices O @ O

NOTE: The dry-bulb is typically set 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 10 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 TEqQUITEd........veveieeee e O @ O

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

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

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

system or operable windows) ......cocconrreieicennnen. @ 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 exxstmg HVAC systems to 1ncorporate any room or zone layout

and population CHANZES ...cvoccvccec st 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 .......ccoevieireerr 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

ﬂoorjoints,pipeopenings).......................................................................i......o @ O

5. EXHAUST SYSTEMS

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

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

e
1
L]
¢
¢
1
‘
.
L\
1
L]
{
A
1
{



]
»
4
]
]
4
]
)
}
]
4
]
]
L]
’.f

- T N g o TV ow e W

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)ACENTE SPACES .-.ceereeeeriereie s s s s s s 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”).

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

ACTIVITY 21: EXHAUST DUCTWORK

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

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

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

6b. Calcu]ated the number of occupants served (22b) by the vent:latron 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 (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 vent11at1on units that supphed 1nadequate

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

NOTES
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Instructions

. Read the IAQ

Backgrounder and
the Background
information for
this checklist.

. Keep the

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

copy for future
reference.

Complete the
Checklist.

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

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

. Return the checklist

portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

thomas verville

Name:
School: Griswold High School
Unit Ventilator/AHU No: ahu?

Room or Area: SYT Date Completed: 3-27-26

Signature: 4419%(‘/ \/.Q//LI A

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) ... @

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

D1 1Te Lo L= TS RPNV PO URPPRPRITRPTS. @ O O

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

OF COVETS 1vvvueiuereereseresseerassssnssansassnesesernssesstsnssnssonsnnsnesss @ 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) ..o @ O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cOOlNE LOWETS) ...couvrcrimemee e e ) @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

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

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

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

blowing downstream)............. O O O

2c. Vacuumed filter areas before installing new filters...ooviciininrnnnn ON®), O

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

2e. Confirmed proper instaliation 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 NI A
accumulating) ...

2g. Cleaned drain pans .. v

2h. Checked drain pans for mold and mlldew

ACTIVITY 6: COILS

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

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 ... ieinnicinnsne 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

TOr OCCUPANES «.vvri e @ 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
3e. Set time clocks appropriately ...

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

night/weekend Use) .........ooccoeiorrr i @ 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..oiies 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 therrnostat 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 v:s:ble

OT IMSPECHON wovvivieiiniiecnt et eseisn 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 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...........criniiinne. O
3o0. Checked that the outdoor air damper opens (at least partlally with no delay)
when the air handler is turned on . O @ O

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

thermostat is set to 85°F .. O @ O

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

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

SCTEWS OT DOMS e HEHL oot O @ O

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

» The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated cortectly) .o 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 fea51b111ty of replacmg all manual reset freeze stats wnth

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

L WMONSORS,

3w. Ensured that the rmxed 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

TOGAL PLACTICES «vavvrrmceeeracr et e s e s s O @ O

NOTE: The drv-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

NGTE: 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 kumidity level.




3. CONTROLS FOR OUTDQOR 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.......ccccoeeerene et s O @ O

4b, Ensured that passive gravnty rehef vent:latlon systems and transfer gn]les
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 occupted space has supply of outdoor air (mechanical

system or operable WindOWS) ....occvovrvvninnnnrienrsrssssssseesierenesrneenes @ 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 1ayout

and population changes .. O @ O
4g. Moved all barriers {for example room dw1ders 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 qulet enough to accommodate classroom

ACHIVIEIES .o, @ O O

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

from supply terminals ........c.coeeirererecee 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,

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 aiv is not flowing toward the exhaust intake, check for the following:
* Inoperable dampers
= Obstructed, leaky, or disconnected ductwork
v 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 (usmg chemical smoke) that air is drawn into the room from Yes No N/A
AAJACENT SPACES ..vvvvrvervisirriiirr e e 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").

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

ACTIVITY 21: EXHAUST DUCTWORK

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

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

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

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

UNAEr CONSIABTATION o..eoeiieieie ettt s s st 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 (22c) to the recommended

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

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

NOTES
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Instructions

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

. Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
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:
School:
Unit VentilatorAHU No:

Room or Area;

Signature; %A"Qﬁn“/ \/.Q//LI/@J

thomas verville
Griswold High School
fau2
3000 wing

3-27-26

Date Completed:

1a.

1b.

OUTDOOR AIR INTAKES

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

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

Foa Lo =S S O S STTORPPRROOR @ O O

Yes No N/A

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

OF COVETS o..oeuerietivesisesssssnsessssesassassessonasessssenserenssesseseeserssassasastsstsnarensensanssnsnns @ O O

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-1dling areas) ... @ O O
1f. Checked rooftop intakes for pollutant sources (piumbing vents; kitchen,

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

air-conditioning cooling towers) @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

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

Shut off ventilation system fans while replacing filters (prevents dirt from
blowing downstream)........ccvneviiinininnienes " O O O

Vacuumed filter areas before installing new filters.......coocvvinnceiennnn,
Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air fllter@ O O
Confirmed proper installation of filters (correct direction for aitflow)......... @ 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
ACCUMUIALNEY 1vererreeremrrereacie et st s st as s st ers st st et

2g. Cleaned drain pans .. -

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) er unit ventilator

(air-mixing chamber and fan blades) 15 clean ...
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 ...oivmvvmreeieee e @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

fOT OCCUPANES ...t 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 appropnately................................‘.................

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

THERUWEEKENA USE) 1.vevrvvreesrersrrenrcrcreres s tsbibs b s e e e @ O O

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

occupied (day) setting and the unoccupied (night) setting O O @
3h. Checked that the line dryer prevents moisture buildup ..o O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down THE tANK) .ovverererre et b a ey s O O @

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

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

for inspection .........cvimeeene - @ 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 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 fuIly 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 wnh no delay)
when the air handler is turned on ..o 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 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 .. D@ O

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

screws or bolts are tight ... et res O @ O
+ Moving parts are free of 1mped1ments (e g., rust, corros10n) 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 COTrectlY) oot O @ O

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

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

ACTOSS TEITIINALS ..veeericrerreinirne v e e s O @ O

OR

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

EEPPEA) e e e 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 33°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 wovovoverrerecrn IMONONS)

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

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design spec1flcanons or

10CA] PrACHCES .ovverieiicecc st st s 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).....oeeveeireee i

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 gra\qty relief ventllatlon systems and transfer grilles
between rooms and corridors are functioning ... O ® O

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

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

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

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

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

air supply... O @ O
4f. Modified ex15tmg 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
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

actwmes@ o O

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

from supplytermlnals@ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

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

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

floor joints, pipe openmgs)o @ O

5. EXHAUST SYSTEMS

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

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




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

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

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AJACENT SPATES ..voveeereerrmeree s e reeres e s se s emsrne s st see s e rrns st renseshes emrnn s sntensre 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 ......cccccvcriicenivcrncincnnonnes 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 ... veereiceiennnd @ O

6. QUANTITY OF OUTDOOR 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

URE s e s e e e e O @ O

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

under CoNSIATALION ...c.vivrieriirrirri i s e e e en e s s O @ O
6¢c. Divided outdoor air supply (22a} by the number of occupants (22b) to

determine the existing quantity of cutdoor 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 IO @ O
6e. Corrected problems with ventilation units that supplied inadequate

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

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

NOTES
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Instructions

. Read the /AQ

Backgrounder and
the Background
Information for
this checklist.

. Keep the

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

copy for future
reference,

Complete the
Checklist.

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

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

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

Ventilation Checklist

Name:
School: Griswold High School
Unit Ventilator/AHU No: ahu'1

Room or Area:

Signature:

thomas verville

3114

—7, A‘s«r/ VDJM,@

3-27-28

Date Completed:

1. OUTDOOR AIR INTAKES

la.

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 operatmg in occupred”

mode... @ O O

Yes No N/A

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

Installed corrective devnces as necessary (e g, 1f snowdrlfts or leaves
frequently block an intake) ...

© 00
OO0

ACTIVITY 2: POLLUTANT SOURCES

le.

1f.

lg.

Checked ground-level intakes for pollutant sources (dumpsters, loading
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 cooling towers)...
Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ..

@ O O

® 00
NONON®)

ACTIVITY 3: AIRFLOW

1h.

1i.

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

2, SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

Ze.

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

blowing downstream}... 8 8 8

Vacuumed filter areas before 1nstall1ng new frltcrs

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

Confirmed proper mstallatlon of frlters (correct drrectwn for arrﬂow) @ 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
ACCUMMUIATINE) .oeoiviireiiiriienriis s ra e re s sen s b

22, Cleaned drain Pans .......cocoorce s e % 8 8

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

ACTIVITY 6: COILS

21, 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

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

2m. Ensured that mechanical rocoms 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 feast partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdeor 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 i0: CLOCKS, TIMERS, SWITCHES

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

3f. Ensured that settmgs fit the actual schedu]e of building use (mcludmg

NIght/WeeKend USEY 1ovevvrceree et @ 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 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)... ( p ¢ O O @
3j. Set the line pressure at each thennostat and damper actuator at the proper

level (no leakage Or OBSIIUCTIONS) ..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 rec1rcu1atmg relief and/or exhaust dampers are v1s1ble

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

3m. Ensured that air temperatu:e 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 handlero ® 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. Ifin cooling mode, checked that the outdoor air damper goes to its minimum

posttion (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
» Moving parts are free of impediments (e.g., rust, COrrOSIoN} ....uiceeonin! @ 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 1316 if the damper seems to be operating properly.

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

ACTOSS TEITNINALS 1vvverererererererenre e reesearaeesesae e ses e e e e ssm e s snssessosnesnnen) 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 feasibility of replacing 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 higher

EHAN 65°F wevvevevrereecvessossessessessmsessssssssessssssssmsrassesssssesresssssmsrmsrssrsssessassesssssons ONONS®)

3w. Ensured that the mixed air stat for cooling mode 1s set no lower
than the room thermostat setting @ O O

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

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

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

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms, There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of owtdoor 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.........ccoccveeneee, O @ O

4b. Ensured that passive gravny rehef vennlatlon 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) .. @ 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 ex1st1ng HVAC systems to 1ncorporate any room or zone layout

and population changes ..........coe..ee. 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 ..........ocooeovrrvrnrercnenns @ O O
4h. Ensured that unit ventilators are qu1et enough to accommodate classroom

activities .. @ O O

4i. Ensured that classrooms are free of uncomfortable draf’ts produced by air

from supply terminals .........c.cocoeiiinicioe 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, deors, 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 gritle(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_]acentspaeeso @ 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
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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 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 ventllatlon unit

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

determine the existing quantity of cutdoor 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.. v O @ O
6e. Corrected problems w:th ventllatton units that supplled madequate

quantities of outdoer 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 school,
aswell as a

copy for future
reference.

. Complete the

Checklist.

» Check the “yes,”
nno’n 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
{AQ Coordinator.

Ventilation Checklist

Name: homas verville

School: Griswold High School

Unit Ventilator/AHU No: 121

Room or Area:

Signature: _M/ \/.QJ/LI/@(

4000 wing 3-27-26

Date Completed:

1b.

. OUTDOOR AIR INTAKES

1a.

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 operating in “occupied”

mode@ O O

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

OF COVEES 1ovtueiuieeeieeesiiseenssesessrarssesarestsbebases e s b sbe e bsssana s e asassbabesens , .......... o @ O O

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

frequently block an intake} ..o @ O O

ACTIVITY 2: POLLUTANT SOURCES

le.

If.

Checked ground-level intakes for pollutant sources (dumpsters loading
docks, and bus-idling areas) ... -
Checked rooftop intakes for pollutant SouUTCes (plumbmg vents, k1tchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOlNE LOWETS) .ooiieiiiiniincn et et @ O O

@ O O

lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) @ O o
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke {or a small piece of tissue paper or light plastic) @ O O

li.

Confirmed that outdoor air is entering the intake appropriately

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

2e,

Replaced filters per maintenance schedule ... O O O

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

Vacuumed filter areas before 1nstall1ng new fllters ........................................ @ O O
Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the air filter... -
Confirmed proper mstallanon of ﬁlters (correct dlrectlon for a1rﬂow) .......... @ O O




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

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

2g. Cleaned drain pans .. - 8 §

2h. Checked drain pans for mold and mlldew

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are €lean ....o.vvvivereereeeeereereseeransd @ 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 .......co.ooviveeeccrecercrrrserennnd O
2k. Ensured that ducts are clean 8 8

ACTIVITY 8: MECHANICAL ROOMS

21. Checked mechanical room for unsanitary conditions, leaks, and spills .. @ O O
2m. Ensured that mechanical rooms and a1r-m1x1ng chambers are free of trash
chemical products, and SUPPLES ....cocvcviveieeeee 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 OCCUPANES .......o.ivecece e s @ 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 APPIOPHALELY ...

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

night/Weekend USE) ...oooocov it @ 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 ther"mostat and damper actuator at the proper
level (no leakage or ObStrUCTIONS) .vvvevveeecvcveee e O O @

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

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 confinue.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper ﬁl]ly closes within a few minutes Yes No N/A
of shutting off appropriate air handler...

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

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

thermostat is set to 85°F .. 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
te 60°F and mixed air thermostat is set 10 45°F .......ccocoviiviiinininininn. OO0

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

SCTeWS OF bOIts are tiEht ..ot 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......d O @ O

* The outside air thermostat(s) is functlomng 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)... fesseena O @ O

3u. Assessed the feas1b111ty of replacmg all manua] reset freeze stats wnth

automatic reset freeZe-StatS ... vvviin s s s s s e s easd 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 . INONON®.

3w. Ensured that the m1xed air stat for coohng mode 1s set no lower
than the room thermostat setting @ O O

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

local practices O @ O

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

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

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

Jaa. 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 aiv supply.

4. AIR DISTRIBUTION

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

perform as required........ccovvvnnen O @ O

4b. Ensured that passive gravrty relief ventrlatlon systems and transfer grrlles
between rooms and corridors are functioning ... O @ O

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

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

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

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

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

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 drvrders 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

act1v1t|es® 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 QPERATION
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

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.........ccoceveverenencns @ 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 oecupants served (22b) by the ventllatlon unit

UNAET CONSIABIAtION .ocoovevvrrectrrrirssrne s s sas e st saa s s ra et s e sasba e st snresesane 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 (22¢) to the recommended

Ievels in Table 1.. O @ O
6e. Corrected problems w1th ventllatlon umnits that supphed madequate

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

NOTES



Ventilation Checklist

Name: thomas verville

School: Griswold High School

Unit Ventilator/AHU No: 2MU19

S ] Room or Area: cadd Date Completed: 3-27-26

Signature: %4‘9%(‘/ \/.OJ/LI,@.

Instructions -
1. Read the JAQ
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) ...

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

2. Keep the mode .. @ O O

Background
Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for lc. Ensured that cutdoor air intakes are clear of obstructions, debris, clogs,
each ventilation OF COVELS .o @ O O
unit in your school, 1d. Installed corrective dev1ces as necessary (e g, lf 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 pollutant sources (dumpsters loading
Checklist. docks, and bus-idling areas) ........ccocvevveriieennne @ O O

" " 1f. Checked rooftop intakes for pollutant sources (plumbmg vents; kltchcn
* Check the “yes, toilet, or laboratory exhaust fans; puddles and mist from

" "
Jhe,”or ; air-conditioning cooling tOWers)......couviveiiieens @ O O
not applicable

box besid h 1g. Resolved any problems with pollutant sources located near outdoor air

nox es',,e e’:':lc intakes (e.g., relocated dumpster or extended exhaust pipe) .. @ O O

item. {A “no

response

requires further ACTIVITY 3: AIRFLOW

attention.} lh. 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 approprlately....................@ O

in the “Notes”

section as 2. SYSTEM CLEANLlNESS

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 replacing filters (prevents dirt from
document to the DlOWING AOWIISITEAMN) ... veers s sveressons st sonsrassssnssssensrasnsssnssesensnnssnees) OO 0O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters..........cocossrsrvemrrerrennerne &) ) O

2d. Confirmed proper fit of filters to prevent air from bypassmg (flowmg
around) the AT FIlT ...t @ 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 NI A
accumulating) ..

2g. Cleaned drain pans .. v

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

ACTIVITY 6: COILS

2i, Ensured that heating and cooling coils are clean ..........ooviiiiioeireecenrennnd) @ 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 ... eeceeeececeiee e
2k. Ensured that ducts are CLEAN ...ovvviviiviicrriieeceeeeeeeree e reesrarecsesseeseseerensenennd
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 ........cccoeeivrrecrresiese 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

fOI OCCUPANES Lovvccei ettt e e s e @ O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical 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 schedu]e 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 ...........ccocereeveernass) O O @
3h. Checked that the line dryer prevents moisture buildup .....ccococoveiirininnnd 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 OBSITUCHONS) 1.vvevreeveivairvirrersrrssesssasrrresrarnrersaese O O @

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

for INSPECHioN ..o ] @ O O

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

3o0. Checked that the outdoor air damper opens (at least part1a11y 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 t0 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 hnkage set
screws or bolts are tight ...

*  Moving parts are free of 1mped1ments (e 8., Tust, corrosaon) ....................
» Electrical wire or pneumatic tubing connects to the damper actuator..

+ The outside air thermostat(s) is functlomng properly (e g., in the ri ght
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 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 higher

ERAI 65%F crvvvvevverrereereseseessesesseseesesesesssssssoessessasessmesosseessasenesesseseessesssensonsossnesone ONOKS®)

3w. Ensured that the mixed 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 specnflcatlons or

1ocal PrACtICES ..oooeeeeeieeceeceee e 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 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...........ceeeeveee O @ O
4b. Ensured that passive grawty relief vcnt1lat10n systems and transfer gnlles

between rooms and corridors are functioning .........c..oceveeerecueeneen. 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) .. eeereereen e eares @ O O

4d. Ensured that supply and return vents are open and unb]ocked ...................... @ 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

L SUPPLY crvcitiitcecccc e st b s e O @ O
4f. Medified existing HVAC systems to incorporate any room or zone layout

and population ChANEES ........cocoiirieeire e e et ane) 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 claserOm

activities .. - @ O O

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

from supply terminals ........c.ocovceiiimmiceirmnenne 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,

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
AAJACETIE SPACES ....ooeececre et b e s bbb

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........cecvecvieeiiiiend @ O

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOQOR 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 occupa.nts served (22b) by the ventllatlon unit

under consideration............... NS 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 (22c) to the recommended

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

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

NOTES
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3. Complete the

4,

. Read the [AQ

. Keep the

Instructions

Backgrounder and
the Background
Information for
this checklist.

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

copy for future
reference.

Checklist.

* Check the “yes,”
“no,” or
“nat 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

Room or Area;

Signature:

Name:
School: Criswold High School
Unit Ventilator/AHU No: 21412

3118

Date Completed: 3-27-26

~7, 4‘!94«@/ \/M_l,@l

1. OUTDOOR AIR INTAKES

1a. Marked locations of all outdoor air intakes on a small floor plan (for

example, a fire escape floor plan) ... weeee
1b. Ensured that the ventilation system was on and operatmg in occupled"

® O O

mode...

ACTIVITY 1: OBSTRUCTIONS

1c. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
Of COVers .

1d. Installed corrective dev1ces as necessary (e g., 1f snowdnfts or leaves
frequently block an intake) ......ccoccveiveceiee v

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

docks,

If. Checked rooftop intakes for pollutant sources (plumbmg vents; k:tchen

and bus-idling areas) ...

toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...

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

Yes No N/A

RONON®

©0O0

® 0O 0
00

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

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS

2a. Replaced filters per maintenance schedule ..
Zb. Shut off ventilation system fans while replacmg f1lters (prevents d]rt from

-0 00

blowing dOWNSITEAM) ......ccovireiriiirerrrrerre e esee e s s saees e es s s b sarns s s srensd O O O

2c. Vacuumed filter areas before installing new filters.......ccocvevrecerenricenenenns

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

2¢. Confirmed proper 1nstallat:0n of fllters (correct d1rect1on for alrﬂow) .......... @ O O

®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) ...

2g. Cleaned drain pans .. . 8 8

2h. Checked drain pans for mold and mrldew

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 vceieieicceceereeceind
2k. Ensured that ducts are clean

ACTIVITY 8; MECHANICAL ROOMS

21.  Checked mechanical room for unsanitary conditicns, leaks, and spills .. @ O O
2m. Ensured that mechanical rooms and a1r—m1xmg chambers are free of trash
chemical products, and SUPPLES ...ovvecrveeercee 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

FOL OCCUPANES 11ttt bbb s @ 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 .......cvveeeiieeviennnnad 8 8 8
3e. Set time clocks appropriately ......oeveceiecnrecesninrnene s

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

night/weeKend USe) .coovviiviieine et eevrere e v e e @ O O

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

occupied {day) setting and the unoccupied (night) Setting .......covevrevrrsinrianed O O @
3h. Checked that the line dryer prevents moisture buildup ........ocoveivncvcneoninnd 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 ObStruCiONS} ....c.oooriiriceri 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 remrculatmg 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... O @ O
30. Checked that the outdoor air damper opens (at least partialty with no delay)
when the air handler is turned On ........ccoveeiiee e O @ O

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

thermostat is set to 85°F ..o O @ O

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

3r. Ifthe 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 aret1ght8 @ O

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

* The outside air thermostat(s) is funcnonmg properly (e.g., in the nght
location, calibrated cOITECILY) ..ovvriiiirnrerirrniiris s rins e es 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 fea31b|11ty of replacmg all manual Teset freeze stats w1th

automatic resct 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

ERAIL B5%F 1rvrrreess e eecereeeereeseeeessessesmmrsesesses e sssesosmsmsrssnesessessessesssinesnns ® O 0O

3w. Ensured that the mixed air stat for coolmg mede is set no lower
than the room thermostat setfing .. @ O O

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

10€a] PrACHCES ..oovieviieriie st s 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 varving 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

Jaa. Ensured that all fans (supply fans and associated return or relief fans)
that meve 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 rellef ventrlanon 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) ........c.ceireeirenns . @ 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 10 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 drvrders 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 quigt enough to accommodate classroom

activities .. @ O O

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

fromsupplytenmnals@ 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:
* [noperable dampers
* Obstructed, leaky, or disconnected ductwork
s 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 ..evviviiirii e arsae e es e s nasreend 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 ).

Sc. 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.cenncienenndd O @ O

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

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

under ConSideration o O 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 (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 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




Ventilation Checklist

Name: thomas verville

School: Griswold High School

Unit Ventilator/AHU No; @nu13
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Room or Area: manufacturing Date Completed: 3-27-26
Signature: 44"9%(‘/ \/,QJ/LI,@
Instructions i

1. Read the IAQ
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 PIan) ....coccovoericenieninenirens ]
1b. E d that th tilati t ing in ied”

2. Keep the mr:)s:;ere at the ventilation system was on and operating in “occupied @ O O
Background
Information and
make a copy of ACTIVITY 1: OBSTRUQTlONS '
this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each Ventilation Or Covers .. Pitrtarerrererran Preariaer ranen ......@ O O
uhit in your school, 1d. Installed corrective dev1ces as necessary (e : lf snowdnﬂs or leaves
as well as a frequently block an intake) .....covceieiiiiiiicine it @ 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) ........occoennirecnenns " @ O O

N . 1f. Checked rooftop intakes for pollutant sources (plumbmg vents; kltchen,
* Check the “yes, toilet, or laboratery exhaust fans; puddles and mist from

l.l‘no LU Or
' . air-conditioning cooling towers)... SR
“not applicable” £ s @ O O

box besid h lg. Resolved any problems with pollutant sources located near outdoor air

POX es',,e e‘?c intakes (e.g., relocated dumpster or extended exhaust pipe) ... @ 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 .......cc.coovern.d @

in the “Notes”

section as 2. SYSTEM CLEANLINESS

necessary. ACTIVITY 4: AIR FILTERS

4. Return the checklist 2a. Replaced filters per maintenance schedule .........ocoornervninne O O O

portion of this 2b. Shut off ventilation system fans while replacmg fllters (prevents d1rt from
document to the BlOWING AOWNSITCAM) 1evvrvrrrerversrrec INONON®
IAQ Coordinator. 2c. Vacuumed filter areas before mstallmg new f11ters @ O O

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

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

2Ze. Confirmed proper mstallatlon of f1lters (correct drrecnon for airflow)........... @ O O

1ofb




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 PAIS ......ccveerinrieinrise e e e s !

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

ACTIVITY 6: COILS

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

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

(air-mixing chamber and fan blades) is clean .....ovvueooieoeeeeeeeeeeee e
2k. Ensured that ducts are clean

ACTIVITY §: MECHANICAL ROOMS

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

chemical products, and supplies ..o @ O 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 OCCUPANIS ...t 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
3e. Set time clocks appropriately ... rrres e O

3f. Ensured that set‘tmgs fit the actual schedu]e of burldmg use (mcludmg

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 .........coovveeveveneenld 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) (oo O O @

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

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 thar 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.........oerimivisieeirser e e

3o0. Checked that the outdeor air damper opens (at least partially with no delay)

when the air handler is turned On .......c.ocoeiii e e O @ O
3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

thermostat is set to 85°F 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 ON®)
3r. If the outdoor air damper dees 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, COrTOSION) ..ovvvernerernesd @
* 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

[3817510 ) N O @ O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
ANOMALIC reset FreeZe-STaIS ..o et e o @ O

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

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

than 65°F ..ovevieeerens @ O O

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

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

local practices O @ O

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

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

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

Jaa. 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 grav:ty relief vent11at10n 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) .. ettt @ 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, investigare
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supp!y 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 room dlv1ders large free- standlng

blackboards or displays, bookshelves) that could block movement of

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

activities ., “ @ O O

4i. Ensured that c!assrooms 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
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 ...t et 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 dirflow”).

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

ACTIVITY 21: EXHAUST DUCTWORK

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

UM oottt e s as s e bbb ers st sa e e O @ O

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

under consxderatmno ® O
6¢, 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 TADLE 1. ...ttt O @ O
6e. Corrected problems with ventilation units that supplied inadequate

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

NOTES
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Instructions

. Read the JAQ

Backgrounder and
the Background
Information for
this checklist.

. Keep the

Background
Information and
make a copy of
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.

Walkthrough Inspection Checklist

Name: thomas verville
School: Griswold high school
Room or Area: byilding wide

Date Completed: march 24 2026

’ e \/Se I

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 lntakes® O O
lc. Checked for nests and droppings near outdoor air intakes ............cccecceeeene. IONON®)
1d. Determined that dumpsters are located away from doors, windows, and

outdoor air intakes ., @ O O
le. Checked potential sources of air contaminants near the bulldlng

(chimneys, stacks, industrial plants, exhaust from nearby buildings) @ O O
1f. Ensured that vehicles avoid idling near outdoor air infakes ..........cceieeiinnn @ O O
lg. Minimized pesticide application .. .- WONONS
lh. Ensured that there is proper dramage away from the butldmg (mcludmg

TOOT AOWIISPOULS) <o e a e @ O O
1i. Ensured that sprmklers spray away from the bu1ld1ng and outdoor

air intakes .. @ O O
1j. Ensured that walk-of’f mats are used at extenor entrances and that

they are cleaned regularly @ O O
2. ROOF

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

2a.
2b.
2c.
2d.
Ze.

2f.

2g,

3a.
3b.

4a.

4b.
4.
44,

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) ..ol d
Ensured that air intakes remain open, even at minimum setting ........cc.o.......d
Checked for nests and droppings near outdoor air intakes ..o

Ensured that air from plumbing stacks and exhaust outlets flows away
fromm oUtdOOT AT INEAKES ....ecivcisicimsin e

ATTIC
Checked for evidence of roof and plumbing ]eaks@ O O
ONON®,

Checked for birds and animal NESS .....c...ccicviieiveiineenieressrsrsssrssssssreesseeses s

GENERAL CONSIDERATIONS

Ensured that temperature and humidity are maintained within

acceptable ranges .. . o (o)
Ensured that no obstructlons exist in supply and exhaust vents
Checked for odors ..
Checked for signs of mold and mlkdew growth .............................................. (o)




4. GENERAL CONSIDERATIONS (continued)

Yes No N/A
4e. Checked for signs of water damage ...
4f. Checked for evidence of pests and obvious food sources @ O O
4g. Noted and reviewed all concerns from school occupants @ O O
v
L]
5. BATHROOMS AND GENERAL PLUMBING .
1
5a. Ensured that bathrooms and restrooms have operating exhaust fans @ O O 4
5b. Ensured proper drain trap maintenance: !
Water is poured down floor drains once per week (approx. 1 quart of water)
Water is poured into sinks at least once per week (about 2 cups of water) ..
Toilets are flushed at least once per week ....ocoveervcvevrerreienens @ O O
6. MAINTENANCE SUPPLIES
6a. Ensured that chemicals are used only with adequate ventilation and when
building is unoccupied......coceviveees @ O O
6b. Ensured that vents in chem1ca1 and trash storage areas are operating
properly ... @ O O
6c. Ensured that portable 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 ...
7b. Ensured that combustion appliances have flues or exhaust hoods.................!
7¢. Checked for leaks, disconnections, and deterioration @ O O
7d. Ensured there is no soot on inside or outside of flue components..................@ O O
8. OTHER
8a. Checked for peeling and flaking pamt (1f the bulldmg was built before
1980, this could be a lead hazard) ... ——— O N OO,
8b, Determined date of last radon test @ OO
NOTES




Waste Management Checklist

Name: thomas verville
School: Griswold High School
Room or Area: bU|Id|ng wide Date Completed: march 24th

Signature: Z@q W o 42 \/Q Q_QQQ
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1. WASTE MANAGEMENT

Instructions Yes No N/A
la. Ensured that waste containers are appropriate for use (for example,
1. g:az t:‘e ‘fdor nd food waste containers should have lids) ... @ O o
thecBg":lcT(;rosng 1b. Ensured that waste containers are lined.........cocoeeeninans @ O O
Information for le. Ensured that waste from art, science, vocatlonal classes etc., are

this checklist. handled separately ..
1d. Labeled recycling bms clearly

2. léeeE the 4 le. Ensured number of bins and dumpsters is adequate
Ini;gr?r::tlijgn and 1f. Ensured appropriate location of dumpsters (i.e., away from air mtakes,
make a copy of . .
the checklii¥ for lg. Ensured waste containers are emptied regularly ..o
future reference. 1h. Ensured appropriate waste removal schedule ..

doors, and operable windows in relation to prevailing winds) .. 8

3 C | h li, Ensured waste is stored in a well-ventilated room .
- Lomplete the 1. Ensured any exhaust fans in the room are operatmg properly N
Checklist. .
1k. Checked waste storage areas for odors, contaminants, or signs of vermin @

000000 OO
OO0000 OO

» Check the “yes,”
“no,” or
“not applicable”
box beside each
item. (A “no” NOTES
response
requires further
attention.}

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

4, Return the checklist
portion of this
document to the
|AQ Coordinator.
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Instructions

. Read the /1AQ

Backgrounder and
the Background
Information for
this checklist.

. Keep the

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

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:

Si gnature/ Sl "

Griswold Public Schools
Griswold High School

Date Completed: 3/18/2026

1j.

2a.

2b.

2.
2d.
2e.

2f.

3d.
Je.

. COOKING AREA

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

: Yes No N/A
CHOBESTVRIVIIOTSI v cviwrovoomiisss v eesossdas s s o3u0 sk B0 AR AT 8581 é O
. Checked for odors near cooking, preparation, and eating areas ...................| @ O O

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

AN CIEATAI viivs visiiigi i e s G o oo Lo T o s 477 @ O O

. Determined that gas appliances function properly ...
. Verified that gas appliances are vented outdoors ..o

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

drafting, or headaches when gas appliances are used ............coccoviniin ! @ O o
. Ensured that kitchen is clean after USe .....civvmmmsimmiimmmmminind @ 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

method of apPLCAtION ..o ) @ O O

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

FOOD HANDLING AND STORAGE

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

Stored leftovers in well-sealed containers with no traces of food on outside
SUTTATES 1oncravnrsssnuonsmssass songerssnswessanssesenssomssstaessassssasesrsantesssnes sansesss sobssssssinssnavsos

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

SEHOG] POLIEH sss0n ivesuasss csmasiiaesvavsoranin doss s a8 U OSSR EAE VA EEH53 4R B S s eyan @
Sweptand wet mMOpPed 1lOOTS. ixuimssmimminsiisimiimissis s syt visr s asismins @

. WASTE MANAGEMENT

3a.
3b.
3c.

Selected and placed waste in appropriate CONtaINErs ..........ccooviiiniiinnians @ O
Ensured that containers’ lids are securely closed ..o @ O

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

IEPOSSTBIE , conssmenemmenrmnsrrsnsssssbe RS T ST S R APV S SR @ O

Stored waste containers in a well-ventilated area

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

prevailing Winds) ..o @ O O




4. DELIVERIES

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

TECEIVING AIEAS ovvivomeeciciect ettt e O @ O

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

and KItChen ... e @ O O

TV W gy e W =

NOTES



