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Instructions

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

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

5 3. Complete the
Checklist.

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

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

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

Ventilation Checklist

Kstse: Wayne Donaldson

School: Gales Ferry School

Unit Ventilator/AHU No: AHU-2

1/26/2024

Room or Area:

Date Completed:

Signature: /s
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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) ... wsimsiosisimmsstssmmsronsensaissssranssissanes @ 0O 1
1b. Ensured that the ventilation system was on and operating in “occupied”

INIOAE <.ttt ettt et et ettt s st en e enes a Q2
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

O TOVEIR .ttt seibbamsrmanied il cnmmai pemr s i @ 0O 2
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) .........coooooeieiiiiieeecee e 9 0O 2

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

docks; and bus-1dling areas) susumnmihsisnniSovmmnmmmnns v a 0O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; Kitchen,

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

air-conditioning COOLNZ LOWETS) .....c.erueuieuiieiiieiieieieeteae et eeeaeecne s @ 0
lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ........cccceeceeenee e« Q0O

ACTIVITY 3: AIRFLOW

1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. Q
1i. Confirmed that outdoor air is entering the intake appropriately .........c.c.c....... @ O
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ...........ccooviionninnncniincccenes B
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dOWDSIEEAM).....c..ccuiuciiiuigyiimenseesnersssssisesssigas snisesinsssvagsesonssnsseniqorsos @ QO
2c. Vacuumed filter areas before installing new filters..........ccocceveivieenicencecnnnnnn e Q0
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air fIlEeT....c..oiiiiiece e e @ 0O
2e. Confirmed proper installation of filters (correct direction for airflow).......... a
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2. SYSTEM CLEANLINESS (continued) T
ACTIVITY 5: DRAIN PANS :
2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A >
ACCUMUIRAENG) ....ooouommsorcmcmonencsisssmmsmimsmimmms s sssosTsrssyssa s smssossasssssnsdionshle a 0O QO $
2g. Cleaned drain Pans ...........oocceeeemnreiersisisssssssiststssesestsssesessssssnsssstssssssasasassons @« QO Q ’
2h. Checked drain pans for mold and mildew ..o @« 0O Q0 :
ACTIVITY 6: COILS ’
2i. Ensured that heating and cooling coils are clean ... @ O Q4 AR AR

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 ... Q Q
2k. Ensured that dUCS @re ClEAM .......ccvueveveeveveieceeiereieeceeesscsesesessessssasssssanaees @ O QO

ACTIVITY 8: MECHANICAL ROOMS

21. Checked mechanical room for unsanitary conditions, leaks, and spills ......... Q 9
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES ........cccceururiensaimsnniseniassssssnsrssssssnsasaessssisseses @ 0O 21
3. CONTROLS FOR OUTDOOR AIR SUPPLY
3a. Ensured that air dampers are at least partially open (minimum position) ...... a a
3b. Ensured that minimum position provides adequate outdoor air

FOF OCCUPANLS . cuvsesrussssssssovessvsararasansssssisasstsssssansssnsonsasd o ia st isas AR IFH IR SHSTTATASHIRETS @ 0O 21

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) ............ccccoceeiines a Q

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ..........ccccccccceeccennnne Q 0 @
3e. Set time clocks APPIOPTIALEIY cicc.covisiisusessinmnsnsssrsinasinsansuisssasiavassssssassisnsaosssafon O 0 @
3f. Ensured that settings fit the actual schedule of building use (including

DIZhY/WEEKENA USE) ...coceeeccncniriniriririrntrininereininesesssssesssssesesssssatsssssasasassssssssnsessss a Q

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

occupied (day) setting and the unoccupied (night) setting ..........ccccovivennnnnen. O 0 @
3h. Checked that the line dryer prevents moisture buildup ........ocooeeveiieiiiininnnns Q0 @

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

blow down the tank) ... ismmmmilas matisninisnbainmrisssansssess O =
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage Or OBSLIUCHIONS) ....coovimieieeemienieecee e Q 0O e

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection............c....c....... a Q
31. Ensured that the recirculating relief and/or exhaust dampers are visible

FOT MSPOCHION v.,cio.ocnsismsmsmmsissisimsmminsmmmse st sayasaseasas ey a Q
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range............ccccoceceeveennne a a

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



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 t0 85°F ......ccceieerucrnsesmrnucsussussasesersessessassssisasnasessonessaacsssssons a Q
3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum

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

q 3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

. 3n. Checked that the outdoor air damper fully closes within a few minutes Yes No N/A
< of shutting off appropriate air handler.............ooieiiii « 0O 0O

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

= when the air handler is tUrNEd ON ......ccueeeveieicieeeere et o Q

‘

N

{

to 60°F and mixed air thermostat is set t0 45°F ... @ 0O 4
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 DOItS Are tIZRE ... @ O Q
« Moving parts are free of impediments (e.g., rust, COTTOSION) .......oouveeeevvs @« 0 2
« Electrical wire or pneumatic tubing connects to the damper actuator....... a aQ
«  The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COTTECLY) ......cuivrurmrirmrrieieies et e 0O Q1
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 TCITIHNALS eeveeeeeereveeeeseseeseesesesseseescsseseesesass s e s es s n s ca s st O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
EEAPPEA) cvvvovvessensasecnssnsssnsesamssssssasrassessssisssseniasanssssssasssassssssasssansssssassssaassssasseesssi «a O Q2
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AULOMALIC TESEL fTEEZE=STALS ....veveeeerreninrerieases s Q 2

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

FRATE 65°F e eee e s se e s e et s e n s e @« 0O Q4
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SELHNG ........ccveierriereeeensi s @« 0O Q0

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or
10CI PIACHCES .uvcvveverursrnssnsssssssersseesssssssnsmsiassasasssssssesmasstamss st sassssensses @« O QO

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

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... @ 0O Q0
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ @« 0O Q

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)...........ccoccooeeiiieiiiii @« 0O 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

PErfOrmI aS TOQUITEd .uich il iisionsiinn it e e e saeTusenensisbresssessssensanerssonssismsssbsst 9 0O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ...............ococoeveeeeveeeeeeeren, Q Q0 a

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
systemior'operable WINAOWS): i .isusussnssssmmsissiamsssiionamiosismsiosonnisesssssisssanan a 2

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

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

AITSUPPIY oo it isinnss Lastrasmssnsrosnaresssbesossiraes O 0 =
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes .........cocoooeoiiiioiiieeeeeeeeeeeeee 0 0 a
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.oo.................... @ O 21
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

s a 0O 17
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

ot SUpPIY EIMINALE 2....oirsmimmnimmsssssiimssiniondbiomiticsssissivssssiussssiss @ 0O 1

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

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

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floor joints, PIPe OPENINES) ....cvuvuverurererereeceeeeeeteeee e eeee oo Q ]

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the Jfollowing:
* Inoperable dampers
* Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belt
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B : 5. EXHAUST SYSTEMS (continued)
) : ACTIVITY 20: EXHAUST AIRFLOW
<
)
u : 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).
)
. Y 5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
. v AAJACENE SPACES .....vvvoereevsseeesevessessasrsssserasssssse e o @ QO
¢ :
{ ’r

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¢c. Ensured that air is flowing toward the exhaust intake ..o a a

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which 1s
under positive pressure) is sealed and in 200d cONdItion.....covvviiivsriiniennns 0 0 @

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 cach ventilation

UIVE ooeooeeoeeeeeseeteseeseseseeueuesessasesseseasasebeoesres s e e s e s s s s s R st s b et s b e R e s pn RS Rt sh s s 2 & O
6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAET CONSIAETATION 1..e.eee e oo eiese et eeeeas s 1 @ 0
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€) ssuisiens 2 & O

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

1EVELS N TADIE 1 ..ot eretenciesesesasn b s et sreb s sa s s st e J @ 4
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 ......ccciiiiiii s a @ QO

NOTES

6. Balancing scheduled for summer 2024
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Instructions

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

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

“ 3. Complete the
Checklist.

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

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

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

Ventilation Checklist

Wayne Donaldson

Name:

Sehool: Gales Ferry School

Unit Ventilator/AHU No: AHU-3

1/26/2024

Room or Area: Date Completed:

///

Signature:

/4

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

INOGE ... oeveereessesssssessosssssseessossesssssssarassssssmestossssssssssissrssessasssssnssasssasssstsnissessmsaras @ O 21
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OB ICOVETE cxvvavnssasssssusssessssssssssessrnsessssassnasnsnionnssssstessintesiisnessiats sassnsbassssssomissssosiniad e« 0O 2
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ..........cccocerrunrusmrnesssiinenmeieissinsinniis e ssesssassenss 9 0O 2

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

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

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

2ir-cONditioning COOING TOWEIS) ......curueutrenemesritnieiisicsassasis st Q
lg. Resolved any problems with pollutant sources located near outdoor air

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

2. SYSTEM CLEANLINESS

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

DIOWING AOWNSEIEAM) .......ovcrnscruescssssnsssssssnssssssssssassscssssenssssassssssassssssssssassssssess @ Q
2¢. Vacuumed filter areas before installing new filters........ocoovveiiiiiininicnnnns @ 0
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the @ir FIlEET ..o @« 0O
2e. Confirmed proper installation of filters (correct direction for airflow).......... a

(]

Uuo

oo oo 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
ACCUMUIANNG) viviiniins v sieminiinimioniasasiosisossisiaisommmn smnsnsssnessnsssnsssans smsssssbassionoves Q«a 01 21

2g. Cleaned drain PanS ..........ccoooooiemiirieieeieee e @ O 2

2h. Checked drain pans for mold and mildew ... @« 0 1

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ..............c.ccocoevoveeeveeee | O 1

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 ...............cooooooooo a
2k. Ensured that ducts are Clean .................o.cooooovovoooeoioeoeeeeeeeee 9

ACTIVITY 8: MECHANICAL ROOMS

2l. Checked mechanical room for unsanitary conditions, lcaks, and spills .........
2m. Ensured that mechanical rooms and air-mixing chambers arc frec of trash,
chemical products, and Supplies .................cocoovooooeooieeeoe (]

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) .... . a
3b. Ensured that minimum position provides adequate outdoor air
FOPOCCRPINIG, st it sisssbrmumssmsps mmpmrsesmrinsscmmcessssmpiBotieessbrsaiue bl e

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ... a

3e. Set time clocks appropriately ...................coooooiioioioeoeoeo a

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

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting ........................ a

3h. Checked that the line dryer prevents moisture buildup ..o a

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

blow down the tank) ...........oeuiiieieieceee oot a
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage Or ObSLrUCtIONS) «.............ovuveeeeeeeeeee oo a

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection .................... e
31. Ensured that the recirculating relief and/or exhaust dampers are visible

BOT EISPRCRION ot oaminscssiommsammsssssnnnsosesssossinsgpuss simss st dissssissnsmtoimmmmmrmosemeesooee a
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ....................... a

a

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 @ 0O Q1
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned 0N .........ccoocirireieieeieee e a Q

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

minimum position (without completely closing) when the room

thermostat iS SEt 10 8F°F ......oviieeoiecceeccireee ettt et a Q
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

.
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to 60°F and mixed air thermostat is set t0 45°F ..o ® 0O Q
3r. If the outdoor air damper does not move, confirmed the following items:
«  The damper actuator links to the damper shaft, and any linkage set
SCTEWS OF DOIS ArE tHERL ....vvoeeeveecreacirrimnrassssse s sssms s a Q
« Moving parts are free of impediments (e.g., rust, COTTOSTION) ssvssssssmssssssnees @« 0O Q2
« Electrical wire or pneumatic tubing connects to the damper actuator....... a a
+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COTTECtLY) .......ovrmmrimerrrereecirminmnsssi e @« 0O Q4
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 TCIIIINALS +veveeeeeeeeeeeeseeesesseseeeseeeseameaeasn s sa s es e a 0 =
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
| red) trips the freeze stat (clicking sound indicates freeze stat was
] L | ————— PRt «a O 2
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
: AULOMALIC TESEL FTEEZE-STALS .......ruivueercusirerenasssssaseasessnsiassasssassssssessussnssasassssssses @ 0O 21

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

| ACTIVITY 14: MIXED AIR THERMOSTATS

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

| BRI 65°F oo oo eesessesssess s @ 0O 0
i 3w. Ensured that the mixed air stat for cooling mode is set no lower
‘ than the room thermOStat SEHNE ........ccewrrriemerusersessimrmissssesssssessssssssssseese @« 0O QO

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

10CAI PTACHCES .uvvvsevrersrnsesssemsssssnssssssssssssssssasassasssssassssss stz cans s snms s s sesss « O 0O
;‘ NOTE: The dry-bulb is typically set at 65°F or lower.
| 3y. Checked that sensor on the economizer is shielded from direct sunlight ....... a a
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ @« 0O Q
1 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).................ccooveveeeeieeen. e« 0O 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
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PEILONT A8 TEQUITEA ifidiviss iinsiiiusiiasirnssssasmssnnsbionssinvosdss sttt tuspsssstust iisssiasinied 9 0O 1
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ................ocooooovevooovoo Q 0 a

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 WindoOWs) .........ccoooimiiioiiooie Q 0
4d. Ensured that supply and return vents are open and unblocked ....................... L &

NOTE: If outlets have been blocked intentionally to correct drafis 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

At SOOI v R i T 0 0 =
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population Changes .............ou.owevueeueeoeecoeeeeeeeeeeeeeeeeeeoeoo [
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 ... 9 0O 2
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

WOUIVARRGE o ccuovcunsinminmonssonsiansoossssasssssins essHHaoRAkas 5 4 mss Sasmmmmeemon e oo s enssen s a 0O QO
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

B TR @ 0O 17

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

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

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

5. EXHAUST SYSTEMS

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

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

——



: : 5. EXHAUST SYSTEMS (continued)
5 ’, 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
: : AJACENE SPACES ..vvrvrvvveeerreseacremsssrsmssserssssesssss s ass s O @ QO
q )
. )

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 ... « 2O Q0

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which 1s
under positive pressure) is sealed and in good Condition ......cooecieeinnieneiene O 0 e@

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 cach ventilation

TEIE 11 ccoreonssosessmnns neoesnasnsasassbssisdssesasstsnssssussissesnssentsarasons io30sassHFusasoasiasnsusassannsacseas J @ Q0
6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAET CONSIABTATION .. v.voveeceeeeeee e mem e 1 @ 0
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22C) svsneeem a1 e O

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

1EVELS 110 TADIE 1 ereeeeceeeeeeeeet ettt ea s 2 @ Q
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 2 @ QO

NOTES

6. Balancing scheduled for summer 2024
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Instructions

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

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

| 3. Complete the
Checklist.

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

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

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

Ventilation Checklist

Wayne Donaldson

Name:
School: _Jales Ferry School
Unit Ventilator/AHU No: AHU-4

1/26/2024

Room or Area: Date Completed:

Signature: /.

7

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) ... @« 0O 1
1b. Ensured that the ventilation system was on and operating in “occupied”

111101 LA R o @« 0O 21
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

T O OVEER 25 sevtamis i vadsstanss oe 405 5wt s 459 SHOFEaOL TRt oeai onn oo s in e WA RR RS REATE S e« 0O 1
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an INAKE) .........ccovermmmrieireeisie s @ O 21

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-1dling areas) ..........cococeererrrrrmmreinieesetei et a O

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

air-conditioning COOLNG LOWELS) ......cueuurresesesressiei it @ Q0
1g. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) .......cccovevvunene. a
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. Q
li. Confirmed that outdoor air is entering the intake appropriately ........cccccoc.c... e« 0O

2. SYSTEM CLEANLINESS

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

blOWING AOWNSIIEAMY) .......eucceuneererraesssssssssssssessssssssessessssssssssessssssssasssnssssssssss a
2¢. Vacuumed filter areas before installing new filters.........ccoooveiiiiccininnnns @ Q
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the @Ir FIIEET ... e Q
2e. Confirmed proper installation of filters (correct direction for airflow).......... a

uo

oo 0o d




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

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
ACCUMUIALINE) .ottt ettt ettt ee e e e e e eeeee e Qa 01 21

2g. Cleaned drain Pans ...........o.ocoiiiiuoiinieeeieee e @ O 21

2h. Checked drain pans for mold and mildew ................ocoooooioiioeeee Q®a 1 1

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean .....................ccocooeiiii ) a O 1

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 ... L)
2k. Ensured that QUCES Q1€ ClOAM ..........ccovueeveerorcecconecemnceeeeesssonneisseemsesesmsesns it 9

ACTIVITY 8: MECHANICAL ROOMS

2l. Chcecked mechanical room for unsanitary conditions, lcaks, and SPillST s Q
2m. Ensured that mechanical rooms and air-mixing chambers arc frec of trash,
chemical products, and Supplies .................oco.oouovooooooeee a

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

ACTIVITY 9: CONTROLS INFORMATION

3¢. Obtained and revicwed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (otten uniquely designed) .......................... a

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct POSItION ..o a

3e. Set time clocks appropriately ................oo.oooooiereooe a

3f. Ensured that settings fit the actual schedule of building use (including
night/weekend USe) ............coccoiiimiimiiiiioeeeeeeee oo @

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) 1 R R S ad

3h. Checked that the line dryer prevents moisture buildup ... Q

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

blow QoW tREBNKY .:custsivscinite it i s oot s et e a
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obstructions) ..........cocooooooovooooo a

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for INSpection ......................... a
31, Ensured that the recirculating relief and/or exhaust dampers are visible

BOX BORPRCRION s vs00s535mimssnomsions om0 S S S Eh e a
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ... &

Q

]

a

Q

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 a
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned On .........ccoeeieiiiiniinire s a Q

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 t0 83°F .....ovivieieoeeei ettt et a a
3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum

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

\
NCwvw v e wwww T

o
4
.
4
4
‘
L]
4
4
4
4
(
'
4
]

to 60°F and mixed air thermostat is set t0 45°F ..o a a
3r. If the outdoor air damper does not move, confirmed the following items:
«  The damper actuator links to the damper shaft, and any linkage set
SCTEWS OF DOIS Are tIht ..ot @ O Q
«  Moving parts are free of impediments (e.g., rust, COLTOSION) sussesssessestorsvse @« 4O Q1
« Electrical wire or pneumatic tubing connects to the damper actuator....... @ 0O Q1
« The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITECtLY) .....c.ovrurmrruierirririeiiiisrs s Qa Qa
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 TCITIINALS +.voveeeeeeereeieeeseseseseteesereessessmsaes s s e s s st s st a 0 =
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
1 s ) R ———————EEEEEEA S a Q2
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AULOMALIC TESEL TrEEZE=STALS .. ..vveeeereeeseecrrreesesee et e @ 0O 21

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

FRAN B5°F oo e eeeeeeasaeasasseseeeaeeeasana RS e R SRS RS s a Q
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SELHNE .......cvierreieuemsninirisss e ® 0O Q

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
10CAI PIACHCES ..ccvvunenrrrnsmssssssseesssssssmsnssssssssansssssssssssssss st asse s a aQ

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 0O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ «a 0O QO

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).............c.cooeeeveeeeeoie «a 0O 0O

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

4. AIR DISTRIBUTION

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

PErform as reqUITEd.........c.ovueueueiieieeeeeiee e 9 0O Q2
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning .............ooeoevveveeevovoeer . Q QO a

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) ........oocououeioioioiiieeeee k- 0
4d. Ensured that supply and return vents are open and unblocked ...................... @« O 17

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

BIERUPPIY vossssinysinssormnsisbnsonsios oot on i e oS S s s s 0 0O a
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population . ChANZES: .......ouousimsianminmons i setaesmasonssusssisbosissmsintsessis d 0 «
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 ................................ @9 0O 2O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHIVITIES ...ttt sese st e e es e s s e s e s se s oo a O 2O
41. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals ............c..cocoereumreeemroeeeeeeeeeeeeeeee e @« O 17

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) .....vuvervmieerecece e Q Qa

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check Jor the following:
* Inoperable dampers
* Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belt
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: 5. EXHAUST SYSTEMS (continued)

: ACTIVITY 20: EXHAUST AIRFLOW

)

) NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,

) and labs by keeping them under negative pressure (as compared to surrounding spaces).

)

) 5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
y AAJACENE SPACES ..vvrvvvvseereeesacreassscemsssesesssesssss s s o @ 0O

)

Iy

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 ..., @« 2O Q0
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..oveeiiiiieeieneeeenes 0 0 e
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 cach ventilation

LD oo oriessveesessesssanesessasssasessesssnssssassesisssmensasasntanaonsstsssosasasartansissssssesssassantacses iy a
6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAET CONSIATATION ..o ceeeeeseieeeeeeeeieieemmes et 1 @ 0
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (226)..ccauie 2 & 0
ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) to the recommended

1EVELS A1 TADLE 1 ooeeeeeeeeeeeeeeeeeeeeeeseereucse s s 2 @ 4
6e. Corrected problems with ventilation units that supplied inadequate

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

the recommended levels in Table 1 ... a . Q0

NOTES

6. Balancing scheduled for summer 2024
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Instructions

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

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

' 3. Complete the
. Checklist.

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

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

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

Ventilation Checklist

Name: Wayne Donaldson
ame:

Salinol: Gales Ferry School
Unit Ventilator/AHU No: AHU-5

Room or Area: 1/26/2024

Date Completed:

Signature:

7

/

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 floorplan) ..........cccssssimsemssissississoisss a Q
1b. Ensured that the ventilation system was on and operating in “occupied”

1311 T T e @ 0O 21
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OO OIS i A e e T s e e ST T A R ST s @ 0O 21
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an iNtaKe) ..........oceceeueiceircmiinirecmsiene s eeaes @ 0 2

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and'busAdling ATeas) :....c.cimiiaiissin. ity asitsiasssscsss 5tas LS|

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

air-conditioning COOLNG TOWEES) ....vcveuemrrirueirrenieieeee et
1g. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) .........ccooeneucene.
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic)..
1i. Confirmed that outdoor air is entering the intake appropriately ...........cccc...... o

2. SYSTEM CLEANLINESS

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

AT TR ) U S R————— @
2c. Vacuumed filter areas before installing new filters..........cccoooeeeeiiincnnene L]
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the AIr FINEE.....cc.cniiiinasencssssimossisassygrasessnssvssgeissssssmasar b sesss @
2e. Confirmed proper installation of filters (correct direction for airflow)..........

(M
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2. SYSTEM CLEANLINESS (continued)

‘ ’

ACTIVITY 5: DRAIN PANS 3 :

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

acCUMUIAtING) wooveviiieieiei e oo e P e vseubon st ®a O3 2 « ;

2p. Cleaned drain Panshu. oo S @ 12O 21 ¢ :

2h. Checked drain pans for mold and mildew ................c.ocoooooviiiiiiiieeeeeen, | J 21 : :

‘. L]

ACTIVITY 6: COILS : E
2i. Ensured that heating and cooling coils are clean ..o, ® 0O 1 :

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 .................ocooooooo a 0 2
2k. Ensured that ducts are clean ..................c.cocooovovoiiiiieeeeeeeeeeeeee & Q-0
ACTIVITY 8: MECHANICAL ROOMS
2l. Checked mechanical room for unsanitary conditions, lcaks, and spills ......... @ QO 21
2m. Ensured that mechanical rooms and air-mixing chambers arc frec of trash,

chemical products, and Supplies ..............o.oooooovoiiooieoieeee @ 0O 2
3. CONTROLS FOR OUTDOOR AIR SUPPLY
3a. Ensured that air dampers are at least partially open (minimum position) ...... B O A2
3b. Ensured that minimum position provides adequate outdoor air

EOR ORI .ot s i i s e mmemst e e msmses s el e 11 21
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) ... a 3 2
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ... Qa 90 =
3e. Set time clocks appropriately .................oooooioiioooeeoeeoe Qa 0 =
3f. Ensured that settings fit the actual schedule of building use (including

NIght/WeeKend USE) .......co.oiiuiiiioiiitoioeeeeeeeeeeoeeoo &« 0O 2
ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) setting ....................... Qa 4O a
3h. Checked that the line dryer prevents moisture buildup ..o, Q0 0 =
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the tank) ........ooooiiiiiiieeeee e O O @
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or ObStrUCtioNS) ............ocouevooooeoooeeooo Jd 0 =
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection....................... e O 1
31. Ensured that the recirculating relief and/or exhaust dampers are visible

BOF INBPOCHON. ..ccusonionscusss ascasacsssommemsssnssson isviss sassssssssssssnsssss ssmssssssatosanmssneenmemnnns @« 0O 2
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ............................... €« O 2

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

N
o
3y




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

minimum position (without completely closing) when the room

thermostat i8S SEt10 BI°F ..o ssussusasmsasiisssiosiosisnosassissemimisvassnassosssssssosssss a aQ
3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum

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

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

¢ when the air handles IS TUNEd ON ........ocoiississesisssaesisarsssssssessogsocsosssasassaososssssss a Q

¢

(

‘

{

to 60°F and mixed air thermostat is set t0 45°F ..o ® 0O Q4
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 DOIts Are tIGht ...c.eieiiiiiiieie @ O Q
«  Moving parts are free of impediments (e.g., rust, COrrosion) .....ssssmsseswss @« O 21
« Electrical wire or pneumatic tubing connects to the damper actuator-...... a aQ
+  The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COTTECtLY) ......ooirirmrmriirieieeicr e Q Q4

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 LTOITIINIALS +oovreeeeeeeeeeeeeeeseeseseseeseeueeseaenasess e e e e s e Q0 =

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

REAPPEL) 1.iscesesssshcnmrpsion ssvsssamstivsssmonsnesaisnassnis s seedissegs s senh ahssssrommsermasnasnssdigtsssstss o &
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AULOMALIC TESET TTEEZE-STALS ...vuveeereueriererrnsnere et s @ 0O 2

;‘ NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
i 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

ERAT 65°F oo seseses s s e s an R e @« 0O QO
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEtHNG ......c.oovreiereririrrrsminsss e ®« 0O Q

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
10CAI PIACHCES .evocvveererssssssssssssesssssssssssmssmssssesssssssssssssssasssssssssssssasesunss e nnasseses @« 0O QO

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

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... @ 0O 0

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ @« O 0O

|
i
‘}t

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.
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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) ..............cccooveeeevrrrrereerreennn, g 89

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

PelOUITY WY PO it e rsininsnsaiai ot i e s 9 0O 1
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ................ooooeoeoeoooo Q QO a

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) a 2

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

UL SUPPIY c.evvreernesirecmncicnnssissiosmesssssses s sassssasssss sessmessssssessosssenormesmessss s essese. 0 0 =
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes .............o.oueiueeueoeocoeeeee oo 0 0 @
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 ... 9 0O 2
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

T . a 0O 1
4. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals ...........oocoomvvouooooeoieeeeeeeeeeeeeo Q O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

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

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

5. EXHAUST SYSTEMS

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

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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T 5. EXHAUST SYSTEMS (continued)

> ACTIVITY 20: EXHAUST AIRFLOW

4

- NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,

p and labs by keeping them under negative pressure (as compared to surrounding spaces).

. 5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
; AAJACENE SPACES ....eveecvvcveeeaeeecncireninsirenseresssssssiess s sast s ssasestrassssssasinsas s enens a @ 0

¢

{

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 ..., « 41O Q4

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.........ccccoovveriniinnnnn. 0 R

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 cach ventilation

UIIE «oeeeeeee e eeeeeeeeceueesesensesssessesessesese e ssesteseassa et assassa e s b e b e s b et b st sh s s a st n b s n s 2 & O
6b. Calculated the number of occupants served (22b) by the ventilation unit

under CONSIATATION ......oveiieieeeie e cecae e 1 @ 0
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¢) ......... 2 e 0

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

1evels i TADLE 1ot 2 @ 4
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 a @ QO

NOTES

6. Balancing scheduled for summer 2024
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Instructions

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

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

| copy for future

w reference.

' 3. Complete the
Checklist.

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

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

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

Ventilation Checklist

Name: Vayne Donaldson
School:  ales Ferry School
Unit Ventilato/AHU No: _AHU-6
Room or Area: Date Completed: 1/26/2024
Signature: /
-

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A

example; a:fire escape flOor plan)i . manununmrmnsi was i ® 0O 1
1b. Ensured that the ventilation system was on and operating in “occupied”

INNOOC : c5s 5o E00 0055 snmsmsmms nens sinsmamawiishane sasems e ow s beiiess sosy ess e ARsESEN SRS ORS SR SRS @ O 21
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

O GOV it e o Bt oo soindane st ashnn s shnonnanibe disonsamssmpdimibentiloshstsaszsibssesns @ O 2
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ..o, 9 0O 1
ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-1dling areas) ........ooeeeeeeeiririeirieeiee e a OO 21
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning CoOlNG tOWETS) ........eeurruiururerceeieeeeeeeeeeeeee e Q Q0
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..........cc............. a a
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. a a
li. Confirmed that outdoor air is entering the intake appropriately ..................... e« O 1
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..............cooouoveveeeeiueeeeeeeeeennn a Q
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dOWNSIIEAM) .......c.vueueretiieieeeeteireetes st eee e Q Q
2c. Vacuumed filter areas before installing new filters..............ooevoveeueeeeeeeeennn.n. @ 0O 0O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

aroutid) the aIrFIMET oo R i b et oniir i eas s e ne s cigeneren a a
2e. Confirmed proper installation of filters (correct direction for airflow).......... Q- a




2. SYSTEM CLEANLINESS (continued)

‘ ’

ACTIVITY 5: DRAIN PANS ; :

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

accumulating) wocieomssin i s b s a O3 2 ¢ :

2g. Cleaned drain PANS .........cccoeiiiiiieiieiiee ettt 12 21 1 :

2h. Checked drain pans for mold and mildew ... |« 1O 21 ‘: :

' ’

ACTIVITY 6: COILS : E
2i. Ensured that heating and cooling coils are clean ... a 0O 1 =

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. ... a O 21
2k. Ensured that ducts are Clean ............o..cooveveieeovocieeieieee e & QO 2

ACTIVITY 8: MECHANICAL ROOMS

2l. Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ 0O 2
2m. Ensured that mechanical rooms and air-mixing chambers arc frec of trash,
chemical products, and supplies.....oiisivn s mmas bt @ Q4 A2

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... a a3 2
3b. Ensured that minimum position provides adequate outdoor air
OF OCCUPANTS ..ottt neees e 1 1

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) ........................... a a9 21

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ............ccccoceveecenene. [ .

3e. Set time clocks appropriately ...........coooiiiiriiiiiiiiieeee e a 0 ®

3f. Ensured that settings fit the actual schedule of building use (including
night/weekend:use) ..ossmmmmmmmnansmnenmsm s TR « 0O 2

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

occupied (day) setting and the unoccupied (night) setting ... a Jd a
3h. Checked that the line dryer prevents moisture buildup ...............coooo Q0 a

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

blow dOWn thHE tANK)....0..coommiseensionieiessabassnssshnsissssmmmnsssns osssassstasssssbesotanassiosassas QO O e
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage orobstructions) ......iv..oficdiinmmiiomsstummaban ivindsraion Jda 0 =

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection........................ e« 0O 1
3l. Ensured that the recirculating relief and/or exhaust dampers are visible

OT INSPECTION ...ttt ettt e ettt s et ee b s et et en e e eenees ®« 0O 12
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ............cc.ccc.coe.e. « 0O 21

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range to continue. 20of5



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..............ccooeiiiiiiiiinineeee e €@ 0O 0O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on ..o a Q

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

minimum position (without completely closing) when the room

thertnostat 18 et t0 BI°F ...t wamimsnasnisaiism simsssomn i @ O Q4
3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum

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

\
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to 60°F and mixed air thermostat is set t0 45°F ......c.ocooiiiiiiiiienneecreeeenee a Q
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 DOILS Are tIZHt .......vevvereeciieceeeeeee et eneee g a9
» Moving parts are free of impediments (e.g., rust, COrrosion) .................... a Q
» Electrical wire or pneumatic tubing connects to the damper actuator-....... a a
» The outside air thermostat(s) is functioning properly (e.g., in the right
location; calibrated correctly) «u..cimmmmmmmassimamnisimiassssissiim. a 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 tCITINALS ...ttt e eaa s Q Q0 =
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
mIpped) st mrmn i i e e e e e @ O 2
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AULOMALC FESCt ITECZEBIANS .. (. cuishisnssias sissmosnisassissensssmsenssssssns svonss busavssessisenini @ 0O 2

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

L1711 6 T R RSSO ST E @ 0O 0O
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEttNG ...........cccoeoirieueiuiicnreeree e @ 0O Q1

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
local prachiess: ... ulinlibumnn Bl biilhiamnem et Q a

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

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... @ 0O 0O

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ @« 0O 0O

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)...........cccoeeevriiiiinecicieee @« 0O 0O

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 FEqUITed .. ovvinrntinmmm it Rt sl sl 9 QO 1
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ...........cceceeveveeeeeeeennneeeeieresnenens Q0O a

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 WINAOWS), -cu..csisavamstnssorsssssmosissssssmmssssssssssssvsnssssaioses a .0
4d. Ensured that supply and return vents are open and unblocked ....................... a«a 0O 3

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

QUL SUPPLY, cississsssesassssvsarnssnsmsncsssssasmonsssegmvessosnsssoss assmsssssoss gsnabane o bvasrsssss pesiossasss 0 0 @
4f. Modified existing HVAC systems to incorporate any room or zone layout
and population Changes .......cc.cooiiiieiieieeceieec e O 0 e

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 .........cocooeeoeeieiiceirceens 9 O 2
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BOLIVIHIES ovecremeuernssesencseinsnmsusssmsstsnssssiaenssmsastsnsasotssstonsnsstamamasessasemstansatassnsas sasnins a 0O 0O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals:...cumaiammmnmastsb s sisitsion ssratosesosis o a

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

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

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floor, joints; Pipe OPENINGS). .c.uiioucicisnannisiishmosmms i stsan kot sssiisfirasdebensiatisns o Q @& 0O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» Inoperable dampers
» Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
* Broken fan belt
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q , 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
( y AJACENE SPACES ......cvovevereereieceecse e tes e aenaeaesae s sesass s sesensesesses s ssnsenasseeasseeane QO @ QO
| :
4 oy

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 ..........cccooeveneneienenienne « OO QO

ACTIVITY 21: EXHAUST DUCTWORK

S5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition...........ccoeeeiieenne O 0 e@

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

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

under CoNSIAEration ..........ceoiiicieererenteee ettt rrssne e s sesnenes 1 @ 0O

6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing quantity of outdoor air supply per person (22¢)

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

levels INTable L ...ttt se e e s sasnsr s s s senes J @ Q
6e. Corrected problems with ventilation units that supplied inadequate

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

the tecommended levelsanTable 1ucnanmnammnmnrmnssn st J @ 0O

NOTES

6. Balancing scheduled for summer 2024



Integrated Pest Management

- 1
{ » -
: { Checklist
{ |
L | 7
{ » Name: _Wayne Donaldson
‘ ¥ hool
¢ N School: _Gales Ferry Schoo —
=~ . .

‘ N4 B s foue  DIIKINEG Date Completed:

Signature: %//

/.v
Instructions 1. OFFICIAL POLICY STATEMENT Yes No N/A

1. Read the JAQ la. Developed or located the school’s official policy statement for integrated P
Backgrounder and pest management (TPM) ........cc.oviuiirureerieisiensreee s es e esees e esecesenes
the Background

f tion for
uromm 2. DESIGNATING PEST MANAGEMENT ROLES
this checklist.

2. Keep the 2a. Assigned and trained a qualified person to be the pest manager .................... i a a
Background 2b. Involved decision makers in the IPM program .........c.ccccoeeeveesrererererenrnsines @ O QO
Information and 2c. Educated students and staff (the occupants of the building) about IPM
make a copy of and asked them to keep their areas clean and free of clutter ........oooevevevnnn... O @ 0O
the checklist for 2d. Encouraged parents to learn about IPM practices and implement them
future reference. 1A 1Ty o L e S T N 0 @ Q0

3. Complete the 2e. Developed a program to educate and train all IPM participants...................... @« O QO
Checklist. 2f. Included language about IPM into contracts with pest management &

ONALS 15202 5. n3meunnesnsnninomsusnsmmsasssassastonssosssssanssonsssns s sbesssonssms it aassi s e« 1

- Check the “yes,” professionals .........c..coceeveeeveeeeennn.

“no,” or

“not applicable” 3. SETTING PEST MANAGEMENT OBJECTIVES

il;g;b(e:?s Oe,?ch 3a. Set appropriate pest management objectives for school buildings (such as

resp&.)n se preventing pests from interfering with students’ learning environment

requires further and preserwjng the integrity of the bt.lildi.ng SEUCTITE) .ocoousrsusssmumnensusimssmzsnsil @ 0O 0O

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

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

* Make comments

in the “Notes”

o 4. INSPECTING, IDENTIFYING, AND MONITORING

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

4. Return the checklist food, water, and harborage Sites ..................oooovveooosommmvreeoooo Q Q
portion of this 4b. Identified potential pest habitats in buildings and grounds ............................ @ O 0O
document to the 4c. Pinpointed the source of any current pest problems ... @« 4O 0O
IAQ Coordinator. 4d. Monitored to determine the extent of pest problems and to estimate pest

POPUIALONS ....ovevseresecirssncennnseensisssssssssssssssonscsssassesasssssessseesssmseesmsessese s @« QO 0O
4e. Developed plans to modify habitat (for example, exclusion, repair, and

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

estimate pest population levels and identify evidence of pests and

potential hAbitat ..............ccvceoeeeumereneeerecere e eeseeeeeee oo @ O O




5. SETTING ACTION THRESHOLDS

o s R O g ] |
5b. Determined how many pests the school buildings, grounds, and ................. S 1 ' It
B R R 1) L 20 Se— o & Q0 ) 1 :

5. Set ACHON thIESROLAS .....vveerreeeseersescersasrrassnssssssserssessssssssas s s sssssssensss @ 0 QO Z S
| |

A | N¢

6. PREVENTIVE STRATEGIES

/4

v

1% ol |

INDOOR SITES (O ————e)
6a. Implemented appropriate strategies to prevent pests from inhabiting the following areas: T
8 EIUTYWAYS ..vvvceevermesssssssmsssssssssssssssasssssssssssssssssssmsmssssassiseasassssssssssssssssssessessees a a
B P —————— @ 0O Q
T ————E et @« 0 0
R 1 Tm———————EEEEERLA a«a 0O Q
e 1 R S @ O Q
¢ SEALT LOUNGES «.orvvevessnsenmsssssssnsesssssssssssssbassss s sama st im0 @ 4O Q
e BBEDPOOIS oorcercenseesmassssssiasssssgpesinssssesissiesss808 4R R SRS SRS g0 220 @ 0O QA
» Food preparation and SETVING ATEAS .ecvnrrvrsssecssssssssmssssessssssississssessssammasssnessess «a 40 Q4
« Rooms with extensive PIUMbING ...coovrrrvvvvcummmssssssssmmmmmmsssssscsssssesssmm s «a O Q0
¢ MAINEENATICE ATEAS vevorooonescorsssssmssssssssssssssssssssiasssssssssssissssamassssssssssssssssrass s s O QO
R @« 3 0O
OUTDOOR SITES

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

o PAYGTOUIAS .oreverrmssrsesnssesss s sssss s st e a 1 0
o PATKING 1018 1.ovvvvreesscssssssersssssssssssassssssssssse s st s I a aQ
« Lawns and athletic FIEldS.........sseemmumsssessmsssssscrmmmssserissams it Y @ 1O Q0
+ Teaching gardens OF GrEETROUSES wcerocursswrssssss s e e 1 Q0
T T« P @ O Q
o DUTIDSUETS wenreersensssrsorssssssessssssss o s s s st s a aQ
« Areas with ornamental SHTUDS A0d tTEES worvurressrusmnsssensssssmsssrssssssssssssessessss @ O Q
R e o Qa

7. PESTICIDE USE AND STORAGE

7a. Explored alternative pest management methods before concluding that

PESHCIAES WETE NECESSALY wovvvrvvrsrsissesrs e e @ O 0O
To. Ensured that pest management professionals integrate IPM into their

pest management SAOTNOAS oorevnessnonsisessemsssmssstasasssssammmssssesssssagisssstasusniossssecomassss « 0 Q0
7c. Identified the least toxic, target-specific chemical (or pesticide

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

preferably as T L TP e« O 4
7d. Reviewed and followed all label instructions on pesticides and learned

how to properly apply and handle these ChemiCals .......ceesuusssrsemmmesseees a Q
7e. Used spot-treatment (o1 bait, crack, and crevice applications) to apply

pesticides whenever possible and only treated the obviously infested

PIADES i) ThE BTER woerrerrrssersssess s e « 0 0O
7f. Used protective clothing or equipment when applying pesticides .......cccceceee a Q
7g. Placedall pesticides in tamper-resistant bait boxes or locations that are

inaccessible to children and B L L N a a



7. PESTICIDE USE AND STORAGE (cont.)

7h. Locked or fastened lids of all bait boxes and placed bait away from the =~ Yes No N/A
FUNWRY OFTHE BOX iiiaiiiimsmaiiimmimnsstissnsnsssinisisssssissosisanssssarenssnssnsasasssinsi Qa Qa
7i. Applied pesticides when occupants were not present or in areas where
they would not be exposed to the chemicals .........ccccoeueeveveeemeceicieeee

7j. Ensured that school occupants (students and staff) are notified of
upcoming pesticide applications through posted notices and/or letters..........

7k. Ensured that parents are notified of upcoming pesticide applications

AN\ i

v e

N
i

g o0 o o o
@ 0O 0 O

: 1441 (0 T (- OO
=== 71. Kept copies of current pesticide labels and information on pesticides
€aS1LY ACCESSIDIE ...ttt Q
7m. Stored pesticides off site or in areas that are locked and accessible only to
desIgnated PEISONNEL i iiiinucrisiosiiinsissrnsssunmomsnsssensassasssssassssersrenspesssssssassen a

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

the eNVIFONMENL ...........cuiiiiiiieecieeete et a a
70. Ensured that flammable liquids are stored away from ignition sources ......... a a
7p. Ensured that pesticides are stored in their original containers and all lids

are securely fastened ..........oooeueieiioioceeceeee e a aQ
7q. Ensured that air in the storage space cannot mix with the air in the central

VENtIAtION SYSLEIM ...ieuucuertereeieieerntesic e e seesesesesseses s st eeeee e ees s g 0
8. EVALUATING RESULTS AND RECORD KEEPING
8a. Ensured that accurate, up-to-date records of IPM practices and a pest

management log for each property are kept ........o.oooooooovooo ¢ 11 0O
8b. Ensured that pesticide records necessary to meet all state, local, and school

board requirements are maintained ... ® 3 Qa
8c. Ensured that each log book contains the following items:

* Copy of the pest management plan ... @ O QO

* Service schedules for maintenance of buildings and grounds...................... ® 0O QO

* Current EPA-registered labels ..............oooovocovmvmvmvm @ O QO

* Current Material Safety Data Sheets (MSDS) for each pesticide project .... a a

* Pest surveillance data Sheets ..............cooeooeoeomevmommmsmmroo @« 4O QO

* Diagram noting the location of pest activity, traps, and bait stations........... Q a

NOTES




Signature: //u/

; Waste Management Checklist
]

)

» aime: Wayne Donaldson

’ Gales Ferry School

; School: o

; Room or Area: h— Date Completed: 1/25/2024
)

»

»

.~

1. WASTE MANAGEMENT

Instructions Yes No N/A
la. Ensured that waste containers are appropriate for use (for example,

1. Read the IAQ food waste containers should have 1ids) ........cooooioiiiiiiei e e« 0O 1
,[Bhaecgga gig?gsggnd 1b. Ensured that waste containersiare ned.....connnmumnnmmmmmsmmmans . &
Information for 1¢. Ensured that waste from art, science, vocational classes, etc., are
this checklist. handled separately ..o a Qa

Id. Labeled recycling bins ClEArLY .......ccivrcceereeserrernassessassscssossnsssssassasssssassosnannsnees Q Q

2. Keep the le. Ensured number of bins and dumpsters is adequate a 4
IBrggl:?r:gtl}lgr? Ak 1f. Ensured appropriate 10;ation o.f dump.sters (ie., away fro.m air intakes,
make a copy of doors, and operuble_\\'mdo\\‘s in rglﬂtmn to prevailing winds) ... a 4
the checklist for lg. Ensured waste containers are emptied regularly ..........cocooiiiinnnicen @ 0O 2
future reference. 1h. Ensured appropriate waste removal schedule .............ccciniimieiecsinnisassarsssinns @ O 24

1i. Ensured waste is stored in a well-ventilated room .........cccocooveiiieiiecen, g 0 a

e, (C:ﬁglillie;ﬁ the ‘ 1j. Ensured any exhaust fans in the room are operating properly ........................ a o =

Ik. Checked waste storage arcas for odors, contaminants, or signs of vermin.... @ QO 2

+ 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
IAQ Coordinator.




| Walkthrough Inspection Checklist
»
f ': Name: _ Wayne Donaldson
}‘ ’ School.  C2les Ferry School
( : Building ~1/26/2024
. » Room or Area: E ; Date Completed:
:‘ : Signature: ¢ é//
L] .
//
A 1. GROUND LEVEL Son pis vk
la. Ensured that ventilation units operate properly ..........ocooeeveioveeeceeeeiee e a QO
1. Read the IAQ Ib. Ensured there are no obstructions blocking air intakes..............cc.c.cocoeveenene.. a 2
Backgrounder and lIc. Checked for nests and droppings near outdoor air intakes .................cccove.e. a Qa
}:feorsricaliigo"r?"flgu('j Id. Determined that dumpsters are located away from doors, windows, and
thie chesklise, outdoor air intakes e e e @ QO 2
le. Checked potential sources of air contaminants near the building
2. Keep the (chimneys, stacks, industrial plants, exhaust from nearby buildings) ............ a 4d
Background 1f.  Ensured that vehicles avoid idling near outdoor air intakes ..............ccco......... @ 0O Q0O
Information and l1g. Minimized pesticide application .............ccermreroeieeceercccei e, @ QO Q
tmhzkcehzgkc;i?t/ foofr 1h. Ensured that the;e is proper drainage away from the building (including
Fitons ustarencse, TOOf AOWNSPOULS) ..voereieiieee e @ 0O 2
, 1i. Ensured that sprinklers spray away from the building and outdoor
3. Complete the ' T oo K e Q Q
Checklist. 1j.  Ensured that walk-off mats are used at exterior entrances and that
+ Check the “yes,” they are cleaned regularly ..ot o 4
“no,” or
“not applicable” 2. ROOF
box beside each
item. (A “no” While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).
response 2a. Ensured that the roof is in g00d condition .........o.oo.oooovoooooooo Q Q
;‘:&":{i%snf;’ rther 2b. Checked for evidence of water ponding ...............oocoooooovooovmooooo g 0 e
’ 2c. Checked that ventilation units operate properly (air flows IN) i, a a aQ
* Make comments 2d. Ensured that exhaust fans operate properly (air flows out).......................... @ 0O 0
in th_e “Notes” 2¢. Ensured that air intakes remain open, even at minimum setting ................... o o
sachion ¥ 2f. Checked for nests and droppings near outdoor air intakes ............................ @ O 0
HRERESALY: 2g. Ensured that air from plumbing stacks and exhaust outlets flows away
4. Return the checklist from outdoor Air INtAKES ........coouurvveveeieeeeceeeee e @ O QO
portion of this
document to the
IAQ Coordinator. % AT
3a. Checked for evidence of roof and plumbing leaks...............oo..co.ooooooo . a Qa
3b. Checked for birds and animal nests ................coooooovooveoeoeooeoo a a

4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within

ACCEPLADIE TANZES .........couveeeiieieeecece oo Q Q
4b. Ensured that no obstructions exist in supply and exhaust vents ................... Qa Q
4c. Checked fOr OdOTS ... & 0O 0
4d. Checked for signs of mold and mildew growth ..............o..o......... a Qa




4. GENERAL CONSIDERATIONS (continued)

Yes No N/A

4e. Checked for signs of water damage ..........ocovvueiririeeieininiecee e @« O Q
4f. Checked for evidence of pests and obvious food SOUTCes ........ccevevevevienrnnnen @ QO 2
4g. Noted and reviewed all concerns from school occupants ............ccovinene @ O QO
5. BATHROOMS AND GENERAL PLUMBING
5a. Ensured that bathrooms and restrooms have operating exhaust fans ............. @ O O
5b. Ensured proper drain trap maintenance:

Water is poured down floor drains once per week (approx. 1 quart of water) 0 gl

Water is poured into sinks at least once per week (about 2 cups of water) ... @ O

Toilets are flushed at least once per Week .........cocvmeevevneincntniiiininirieneneenene a a
6. MAINTENANCE SUPPLIES
6a. Ensured that chemicals are used only with adequate ventilation and when

building 1S UNOCCUPIEA ....veviiiiiiieiiee g QO =
6b. Ensured that vents in chemical and trash storage areas are¢ operating

PTOPETLY «.cveevtetiuceanciseems s sae s ss s s s s 9 0O 21
6¢. Ensured that portable fuel containers are properly closed ..., ® O 2
6d. Ensured that power equipment, like snowblowers and lawn mowers, have

been serviced and maintained according to manufacturers’ guidelines.......... @ O 2
7. COMBUSTION APPLIANCES
7a. Checked for combustion gas and fuel 0dors ... Q 4
7b. Ensured that combustion appliances have flues or exhaust hoods.................. a O 1
7c. Checked for leaks. disconnections, and deterioration ... @ O 1
7d. Ensured there is no soot on inside or outside of fluc components.................. «a 04O Q1
8. OTHER
8a. Checked for peeling and flaking paint (if the building was built before

1980, this could be a lead hazard) ... Qo 0O @
8b. Determined date of 1ast TAdON LES....ocoviiiiiiriieii @ O Q4
NOTES

6a. Cleaning chemicals are used when occupied to sanitize high touch surfaces during Flu season and to
clean lunch tables and kitchen equipment. Chemicals are also used to clean bodily fluid spills when needed.



YT YT

! Building and Grounds
» - -
’
{ Maintenance Checklist
)
: Name: Wayne Donaldson
)
\: Sobuail: Gales Ferry School
- 1/24/2024
; Room or Area: Building Date Completed:
Signature: %/
Instructions e
1. Read the IAQ 1. BUILDING MAINTENANCE SUPPLIES Yes No N/A
Backgrounder and ' ) - ol ek R ;s 3¢:> v
the Background la. Developed appropriate procedures and stocked supplies for spill control .....
Information for 1b. Reviewed supply 1abels ..........cocooiiiiiiii e @« O 0Q
this checklist. lc. Ensured that air from chemical and trash storage areas vents to
2 K th the SUtdOOTS i i T s e T e e e et a 13 0Q
. 1d. Stored chemical products and supplies in sealed, clearly labeled
Background : @a 0O 0O
Information and CONCAINCTS ..o oonestionensnmssessnnmissssmsmesstsrassmaassasssssss SRR Ss s s T Os BT as s ARV AR S S S TR SR
make a copy of le. Rescarched and se!cctcd the safest products available..............cocooooeein. e« 1 0O
the checklist for 1f. Ensured that supplies are being used according to manufacturers’
future reference. L 1 RS SR SR e O 0
| lg. Ensured that chemicals, chemical-containing wastes, and containers are
3. (é?]mil‘?tf the disposed of according to manufacturers” instructions ............ocoeveeveveveeencnn... e 1 0O
SRS 3 lh. Substituted less- or non-hazardous materials (where possible) ...................... e« 1 0
+ Check the “yes,” | li.  Scheduled work involving odorous or hazardous chemicals for periods
“no,” or ’ when the school 1S UNECCUPIEA ......oovoeeeeceee e «a 2 0O
not applicable 1j.  Ventilated affected arcas during and after the use of odorous or
box beside each hazardous chemiCals ..............ccooviinirieie e 9 O 0O
item. (A “no”
response requires
b e bk it 2. GROUNDS MAINTENANCE SUPPLIES
« Make comments 2a. Stored grounds maintenance supplies in appropriate area(s)....................... a 0O Q
in the “Notes” 2b. Ensured that supplies are used and stored according to manufacturers’
section as IISTTUCTIONS <.t e @ a a
necessary. 2c. Established and followed procedures to minimize exposure to fumes
4. Bewen the chackiist frorr} SUPPLIES i e R e O 0O
portion of this 2d. Reviewed and followed manufacturers’ guidelines for maintenance............... @ 0O 0O
document to the 2e. Replaced portable gas cans with low-emission ¢ans.................cc.coueevveeenenn... @a O Q
IAQ Coordinator. 2f. Stored chemical products and supplies in sealed, clearly-labeled
COMEAINETS ....ooeeieeeece et sttt sesee e e e essee s @« O 0O
2g. Ensured that chemicals, chemical-containing wastes, and containers are
disposed of according to manufacturers’ inStructions ................o.oocooveveovnnn.n, e« O QO
3. DUST CONTROL
3a. Installed and maintained barrier mats for entrances ..............ccoceeeeevvemnenn.... aQ aQa
3b. Used high efficiency vacuum bags.............c..ooeeeveeveeeceeeeeeseeeresereseeen, e« 0O QO
3c. Used proper dusting teChNIQUES ............c..ooueoveveeveeeeeeeeeeeeeseeeeeseeeeees e Q Q
3d. Wrapped feather dusters with a dust cloth ..............coooovevoeoooioeee @« 0O QO
3e. Cleaned air return grilles and air SUpply Vents...........oo.evovevevereeemeoeeeo, Q Q



FLOOR CLEANING

’
Yes No N/A ‘ '
4a. Established and followed schedule for vacuuming and mopping floors.......... @« O Q0 “ K
4b. Cleaned spills on floors promptly (2s NECESSATY) .v.vuvueriueurrenccnininiiinieiniinaae a 31 0 “ - )
4c. Performed restorative maintenance (as NECESSATY) .oowoveuerererreueurieueninsiesesenes @ O QO '%‘ﬂ(/\\ Y/ .»
( | l )
&=\
' ]
5. DRAIN TRAPS - ' :
0
5a. Poured water down floor drains once per week (about 1 quart of water) ....... @ 11 Q4 by
5b. Ran water in sinks at least once per week (about 2 cups of water)................. L :
5¢. Flushed toilets once each week (if not used regularly) .....c.ccooiviniiiinnninne @« 1 0O
6. MOISTURE, LEAKS, AND SPILLS
6a. Checked for mOldY OdOLS .....c.ccciiiiiirinnniisris s a 1 0O
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may
indicate Periodic 18aKS) .....cc.cuoruimniimmerinieieieie st ® 1 Q
6¢c. Checked areas where moisture is commonly generated (e.g., kitchens,
locker rooms, and bathroOMS) ......c.coeveuiiiiinmierieiie e e« 11 01
6d. Checked that windows, windowsills, and window frames are free of
COTARTISALE ... co o0 55 ST i R b e SRR RSV s Vi on S e os s SR ARSRES @« 11 0
6e. Checked that indoor surfaces of exterior walls and cold water pipes are
fTEe OF CONACIISALE ........veeeeeeeeeeeeeteeesce et easa et a Q
6f. Ensured the following areas are free from signs of leaks and water damage:
Indoor areas near known roof or wall leaks ... a 2 Q
Walls around leaky or broken Windows ..o «a 21 0
Floors and ceilings under plumbing ... e 1 0O
Duct interiors near humidifiers, cooling coils, and outdoor air intakes ......... e« 21 0O
7. COMBUSTION APPLIANCES
7a. Checked for odors from combustion appliances ..o @ 2 0Q
7b. Checked appliances for backdrafting (using chemical SMOKE) .. a 21 Q
7c. Inspected exhaust components for leaks, disconnections, or deterioration .... @ 1 0O
7d. Inspected flue components for corrosion and SO0t ..........ocuuvurreisrinisnnnees @ 1 0Q
8. PEST CONTROL
8a. Completed the Integrated Pest Management Checklist ......cooeuveeececiiieiaiennne a 12 0
NOTES
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. Read the 1AQ

. Keep the

Instructions

Backgrounder and
the Background
Information for
this checklist.

Background
Information and

Ventilation Checklist

Wayne Donaldson
Name:
1
School:  Cales Ferry Schoo
-7
Unit Ventilator/AHU No: L

1/26/2024

Room or Area: Date Completed:

Signature: /// /

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.

)y 4

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) .............cooooovcomeee @ 0O 0
1b. Ensured that the ventilation system was on and operating in “occupied”

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

OF COVEFS rvocevscucssnssisssnsssmisaiiuassasensivesssisissssiamsadieseissnsinemsnsusemesssssmsssossmneasemsose, @ 0O 2
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ... @ QO 2

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

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

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

air-conditioning cooling ROVEER] coms it s esimsszssisssasnimnsineonsssmessibonsisconmn @ 0O
1g. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust PIPE) weovireiecn, @ 0
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. Q
li. Confirmed that outdoor air is entering the intake appropriately ..................... @ 0O

2. SYSTEM CLEANLINESS

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

i i s A Q
2¢. Vacuumed filter areas before installing new filters................... @ 0
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

AIOURG) T I TRIOE cvnonsosssessiiicsssonsions it smentine oot Q
2e. Confirmed proper installation of filters (correct direction for airflow)........... ]

uo

U0 0o 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

ACCUMUIALIAZ) 1.ttt s a 1 2
2g. Cleaned drain Pans ...........ccoooecrieeenieisisresissstsesssessses st e @ 1 21
2h. Checked drain pans for mold and mildew ..........cooooiiiiiiiiin fa 1 21
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ... a 1 1
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 ... a 10 J
2k. Ensured that dUCtS are ClCAN ......c..covoeueeecuceccucucmrmtiiinsnssssssssssesesssessessssaeses 9 O 2
ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... Gl =l
2m. Ensured that mechanical rooms and air-mixing chambers arc frec of trash,

chemical products, and SUPPHES ........oouiimimiiiiii e @ 0O 2
3. CONTROLS FOR OUTDOOR AIR SUPPLY
3a. Ensured that air dampers are at least partially open (minimum position) ...... a 2 21
3b. Ensured that minimum position provides adequate outdoor air

fOT OCCUPANES ... reeevveesasseesssessssesseessasees s sas s e 21 1
ACTIVITY 9: CONTROLS INFORMATION
3¢, Obtained and revicwed all design inside/outside temperature and humidity

requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) ... a 3 2
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the COrrect POSItIoN .......ooccivrirseness a a9 =
3e. Set time clocks APPrOPrIALELY .......ovoruruiunmrmnisissitisisssss s Q 0 @
3f. Ensured that settings fit the actual schedule of building use (including

DIGRUWEEKENA USE) ..oovuuererruuaseccnmmssrmsssanssssasssssassssssrsssassesssssenmsssssstasssssssssssssseess a 0O 2
ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) Setting .......ocooovvivvnecenns Q aJ =
3h. Checked that the line dryer prevents moisture buildup .......cooooveireirriiccnneees a 0 @«
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

BlOW AOWN the TANK) ....uvreereercuemierememsnssss et s O O e
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage OF OBSIIUCHIONS) oucvuuiumrisisnssssssissesssmsn st Q 0 @
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for INSPECiON ....ovveieiciiinnnenes e O 12
31 Ensured that the recirculating relief and/or exhaust dampers are visible

FOT INSPECHON «.oevereccumeorrrasensessssesssessssssmmasn s a 0 Q4
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal OPETating FANGE ...covevmmrnsenessacaes e« 0 1

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

range to continue.
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3n.

3o.

3p.

3q.

CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

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

of shutting off appropriate air handler..................cocovovooeoooeeeoe a a
Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on ................coooveeiveevoeneeeeeeeee e  Q

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

minimum position (without completely closing) when the room

thermostat is Set 10 85°F ..........oecieerueeececei et esseesss e setsenees @ 0O 0O
If in cooling mode, checked that the outdoor air damper goes to its minimum

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

to 60°F and mixed air thermostat is set t0 45°F ... a Q
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 bolts are tight ............ooveovveeoeeeeeeeeeeoeoo @ O 0
¢ Moving parts are free of impediments (e.g., rust, COrrosion) .................... @ 0O QO
*  Electrical wire or pneumatic tubing connects to the damper actuator-....... @ 0O QO
¢ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) ..o a Q
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
BCTOMS VRTINS .occscvcsurms cosrinsinss ssssasisssmameiosmsenemmss e mRR S B e SRS oot O 0 =
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
¢ | e Q a
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

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.

3w.

ACTIVITY 15: ECONOMIZERS

3x.

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

3y.
3z

AULOMALIC reset fTeeZe-StatS ..........oovererovvvroeeeeooooeeee @ 0O 2

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

FUAD 65°F .ot @ 0O QO
Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting ................oooovvover ® 0O QO

Confirmed proper economizer settings based on design specifications or
local practices

Checked that sensor on the economizer is shielded from direct sunlight ....... ® QO 0O
Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications

............ ® 0O Q0O

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling

load of the room or rooms. There are two bypes of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,

and

and humidity level.

enthalpy economizers vary the amount of outdoor air based on outdoor temperature




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

PEITOIM AS TEQUITEA ... ceuvvrererressrassessssseesssssssssssssscssmmss s @ 0O Q1
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ........c..ceeeevvenniiniiinnneennes QO Q0 a

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 WINAOWS) ......oociuurmimrissisisinsmis i «a 0O 2

4d. Ensured that supply and return vents are open and unblocked i..cuscninion.s «a O 2

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

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

PTIE|11) ) SO ——————S R SR 0O 0 =
4f. Modified existing HVAC systems to incorporate any room or zone layout
and PoPUlAtion CRANEES ......vcuuuuerrrvuusirersssssssssssis s 0 0 @

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 VENLS ....ccooovuevirmiinriesiissnicenseeess @ 0O 21
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHIVITIES oneovereeseseseseseseeseaesesesessetacastrsan s s st s s s E s a 0O 1
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from SUPPLY EIMINALS ....ooorvivessrrreisess s a 2

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,
fl0OT JOINLS, PIPE OPEMINES) cvvvvusvrrmsssssssssssssssisssssssssssssssssss s Q e 04

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....Q @ 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
’ AdJACENE SPACES ...ttt ee e e et s e Q a
)
&

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 ... g a

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.......................... 0 0 @

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

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation
IR mnsrmmpmmisommssanssisapssastssions comsssa s o SR B e J @ QO
6b. Calculated the number of occupants served (22b) by the ventilation unit

under consideration ..o J @ 0
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing quantity of outdoor air supply per person (22¢)......... J @& 0

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

1evels in Table 1o J @ QO
6e. Corrected problems with ventilation units that supplied inadequate

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

the recommended levels in Table 1

NOTES

6. Balancing scheduled for summer 2024
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. Read the IAQ

. Keep the

. Return the checklist

Instructions 7

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.

portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

Wayne Donaldson
Name:
hool
School:  Jales Ferry Scho
-1
Unit Ventilator/AHU No: s

2024
Date Completed: 126/

Room or Area:

Signature: //f

| y

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) ........ooooovvvoceooeeee @ 0O QO
1b. Ensured that the ventilation system was on and operating in “occupied”

TIOME .o seesssnsssssssssssssssessesseeessssseseeeesseseeeseee e @ 0O 27
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVRIR 02 eneumossuarsss sopassssismssnsssesiuses s 4341854304555 ammeermen oot oo semenes e @ O 2O
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ... Q@ 0O 2
ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idling areas) .........ceervrmoomro @« 0O 2
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cooling VOWES).........covee erensstnssssssismnsmmsinns s conssoss sbicssovsseerens @ O 0
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust PIPe) v, @ QO QO
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. Q Q
1i. Confirmed that outdoor air is entering the intake appropriately ................. @ O 0O
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... Q a
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

DIOWING dOWNSIEAN) ... @ 0O 0
2¢c. Vacuumed filter areas before installing new filters................... ® 0O 0O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

SEOUBA) 0 B TR oo 5omme st cmse it s @ 0O 0O
2e. Confirmed proper installation of filters (correct direction for airflow).......... Q Qa




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 :
ACCUMUIALINZ) 1.ttt e @« 1 2 :
2g. Cleaned drain PaNS ........ocoooiimimisrisiesi i @ O Q1 0
2h. Checked drain pans for mold and mildew ... a 1 21 >
(
ACTIVITY 6: COILS :
2i. Ensured that heating and cooling coils are clean ... a 1 21 ¢
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 ... a 1 21
2k. Ensured that dUCES are CIEAMN .........oveeervererrcuecccmscsimsinsionsstsssnssessssessasescssisnseses 9 QO 2
ACTIVITY 8: MECHANICAL ROOMS
21 Checked mechanical room for unsanitary conditions, lcaks, and spills ......... Q a
2m. Ensured that mechanical rooms and air-mixing chambers arc frec of trash,
chemical products, and SUPPHES ..o s @ O 2
3. CONTROLS FOR OUTDOOR AIR SUPPLY
3a. Ensured that air dampers are at least partially open (minimum position) ... 8 Q3
3b. Ensured that minimum position provides adequate outdoor air
fOr OCCUPANES ....cvvemcieranienecacrasinns e e AT RN ® a2 3
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) ......ooonaisinseennnnins a a9 J
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct POSILION .o Qa a =
3e. Set time clocks APPrOPrIALELY .......ovruruirirmmrmssisisien e J 0 @
3f  Ensured that settings fit the actual schedule of building use (including
NIGHUWEEKENA USE) w.covvvrnrereruumsssssssrsssssssssssssss st « 0 2
ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting ........cooooviiennns Q aJd =
3h. Checked that the line dryer prevents moisture buildup .o 0 0 @
3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you
bIOW AOWN the TANK) .....vuereurcmrssrnrmassssssnsssssassssssssssssissesssssssssasssssissiassassanssassness O QO @
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or OBSIIUCHIONS) ...cvounrimiriusssisinssrmssiss s Q 0O @
ACTIVITY 12: OUTDOORAIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .........cccccoimnines ¢ O Q
31. Ensured that the recirculating relief and/or exhaust dampers are visible
FOT INSPECHON «..cveveoecremrrnessssssessssessmssessssss s a 0O 24
3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal Operating range ..........ocoeeeevessaenes e« O 14

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

range to continue. fimain. dolbe o



v ' 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.o.oouovooeieemoeeeeee. Q Q
¢ - 30. Checked that the outdoor air damper opens (at least partially with no delay) |
. : when the air handler is turned N ..........o.co.oouovuevveeuceeeeeeeceeeeee e, a a |
> b 3p. Ifin heating mode, checked that the outdoor air damper goes to its |
( Y minimum position (without completely closing) when the room
) : thermostat is Set t0 85°F ..........ooiiiiiiieirieeeiee e @« O 0O
4 £ 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 ...........oooooovomeemeo ® 0O 0O
3r. If the outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shaft, and any linkage set
SCIEWS:OF DOUSIATE HBIE 1. ..ci: i iaciinmgsrssoniessinsonsonscommiionsmmenssnsessarsssssssamsssssssss a a
* Moving parts are free of impediments (e.g., rust, corrosion) ................... @ 0O 0O
* Electrical wire or pneumatic tubing connects to the damper actuator-....... a Q
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated cOrrectly) ...........oo.vveovveereeeeeeoeeeeoooooo Q 0
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
BETOBE OUMMIIANS ... cir imsimssisssmmuns smmonio ssosimsonsacenssssens eamesasont s nms e ccesee O 0 @
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
i | R S LT ST ML a 2
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AULOMALIC TESEt fTEEZE-SALS ......veeveveereeeneeeeeeee oo @ QO 2
NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F
ACTIVITY 14: MIXED AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no higher
O @ 0O 0O
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting ..................ccooorveerr @ 0O QO

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
local practices

NOTE: The dry-bulb is typically set at 65°F or lower 1

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... @ QO 0O |
3z. Ensured that dampers operate properly (for outside air, return air,

exhaust/relief air, and recirculated air), per the design specifications............ ® 0O QO

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) ...........ccoeeereeieiiiiiiciene a 0O 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

PETTOIM 8S TEQUITEM ......oocoeusocmseemssccssnismsasssssssssssssasssssasssnsscasiisbosestassssssessssssaneis 9 QO Q4
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ...........cceeevvvvennnnineisienennes Q QO @

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 WINAOWS) ........ooiiiimimnismiiiin s 5

4d. Ensured that supply and return vents are open and unblocked ..........cc.cccooees « QO 1

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

QT SUPPLY «ovvoveeeeeteeseesessesmsease st ss s Q O =
4f. Modified existing HVAC systems to incorporate any room or zone layout
and population ChanEes ..ot Q 0 «

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 21
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHIVITIES -.neoveeeeseeeseaseeeeeeeueasaseseseasasasesatateseasa s sese s s s st e s seat s et sh et e a s n s s st a a
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from SUPPlY tErMINALS ......oovuereueeieeriiseee et e« 0 1

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,
fl00r JOINtS, PIPE OPEIUIES) wuvrvunrumusnmisrississsssesssussess st s Q e Q4

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
« Inoperable dampers
« Obstructed, leaky, or disconnected ductwork
« Undersized or improperly installed fan
+» Broken fan belt
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‘ ' 5. EXHAUST SYSTEMS (continued)

1 ’

‘ : ACTIVITY 20: EXHAUST AIRFLOW

4

. : NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,

s ; 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
( : AJaCETILISPACES sctistinis ssvarivssrsdotosks Hassssiassseasiiosiiinso sasstassanisssansassinsassnsasensnsin O @ 0
| :

{ 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 ............oococoeeeveveen. @« 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

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

DIIIE: o aemem e s st s i uR RIS AR e oA s e J @ 0O
6b. Calculated the number of occupants served (22b) by the ventilation unit

under consideration .................o.co.ooo.oooo J @ 0O
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) ......... 4 @ 0

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

levels in Table 1..........cooooiiiiiiiieeeeoeeeeeoo J @ Q
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.............cooooovoeo J @ 0O

NOTES

6. Balancing scheduled for summer 2024
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