Ventilation Checklist

.Name: F(l‘ C (‘-)('D; a _
School: S“I‘(‘O OG M\ (\A\E‘, -g( 4\'} OO\

Unit Ventilator/AHU No: _—# )=/ =
As f
Room or Area: A’HL} ?"U O o Date Comp]e[ed; _D/II“ Os - 9’ E’/

2 (
Signature: 5 @

Instructions L
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background , .
Information for la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
this checklist. example, a fire escape floor plan) o BNS. S SFE N A o 0
2 Keoithe 1b. Ensured that the ventilation system was on and operating in “occupied”
Background TRIOEIR . o iicosiamamin i s sboma T e 7 v N T SO A e VAR RP R SR SR PR ERS 'ﬁ’ a 0
L’:Li;maaz‘g:yagfd ACTIVITY 1: OBSTRUCTIONS
this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation OF COVEIS uvvveerseeesasesareesasessssnssssnssssssssesssssssssusessnnesasssssssnssssastssnssssssssessseessssasssnass m O Q
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block an INtAKE) .....o.vvierernmienirn s g QO 0O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks, and bus-IdliING ATEAS) .........ccwreiersssirserssesmsssusssssssssssssssussasssisssssssssississ B 0O QO
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
* Ehecﬂk the “yes,” | toilet, or laboratory exhaust fans; puddles; and mist from
no,” or air-conditioning COONNE LOWETS) ....vvuururrmseemmessssssmsssassssssssssssssssisssasssssssisenss X 0 0
“not applicable” lg. Resolved any problems with pollutant sources located near outdoor air
: g. Resolved any proble p 0 0
gg:ﬂbfz'f,’ﬁcff"h intakes (e.g., relocated dumpster or extended exhaust pipe) ..o M O O
o dres Fuitlich ACTIVITY 3: AIRFLOW
attention.) 1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. ¥ 0O O
s ke commenis li. Confirmed that outdoor air is entering the intake appropriately ............coo.o... QO Q
in the “Notes”
section as 2. SYSTEM CLEANLINESS
noeaskary, ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule %C«fﬂnnw!ﬁ-{t a Q
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the DIOWINE OWISITEAIM) .....coonevrrsssssssssesssssssseesesssssssssssssssssssssssssssssassssssssss s a o Q
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters.......oooveeieeniieiiiniinins 0O Q
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the it FIET ......c.oivvireuieiii i d o o
2e. Confirmed proper installation of filters (correct direction for airflow)......... A Q1 Q




2. SYSTEM CLEANLINESS {continued)

ACTIVITY 5: DRAIN PANS
2f. ‘Ensured that-drain p'ans slant toward the drain {to prevent water from Yes No N/A
zccumbulating) ..: : ) SR R S B
2g.. Cleaned drain pans .. LA 00
2h. Checked drain pans for mold and mlldew U .+ B |
ACTIVITY:6: COILS
7. Ensured that heating and cooling coils are clean FITOTRSSTROUIRE. - QU i R &
ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
Qj. Ensured that the: interior of air-handling unit(s) or unit v cntllator
(air-mixing chaimber and fan blades} s clean .. ISVUUP ORI .. SR R
2k, Ensured that-ducts are clean .. ,@' o o
ACTIVITY 8: MECHANICAL ROOMS
91, Checked mecharnical room for unsanitary conditions; leaks, and spﬂls ﬁ il S|
211, Ensured that mechanical rooins and ajr-miixing chambers are. frec of trash
¢hemical products, and supplies ... : @ 0O QA

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially Gpen (minimum position) ..... H o 0

3b. Ensuréd that minimum position prowdes adequate outdoor ait
for occupants... ﬁ a @

ACTIVITY 9: CONTROLS INFORMATION
‘3¢, Obtained and reviewed all design inside/outside temperature. and humidity
requirements, controls specifications, as- -built mechanical drawmgs
and controls opérations manuals (often uniquely designed) .. ivreriiennnes g 0o Q

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

ad. Turnéd summer-winter switches to the correct POSttion .v....iisiinn 3 g
3e. Sef time ¢locks appropriately ... erereans g
3f. Ensured that settmgs fit the actuai schcduie of bulldme; use. (mcludmg

night/weekend use) .. eersres e niressssenpeseesmnepssassasmnes s essspessnsssenrenneoricenee @ O

ACTIVITY 11;: CONTROL COMPONENTS N Proeumad2.5
3g: Ensured appropriate system pressure by testing line pressure at both the.
occupied (day) setting and the unoccupled (night) sct‘nng SR |
3h, Checked that the line dryer prevents moisture buildup ...
3i. Replaced control system filters at the compressor inlet bahed on the
.COMpIessor mannfacturer s recummendatmn {for exarnple, whien » you

0.0
B

blow down the tank).... reeniearives ST I T |
3j. Setthé line pressure at each thermostat and damper actuator at the proper _
level (00 1eakage OF DBSIIUCHONS) 1rvvv.re.srsssensessrmcsssmsis i sbossssnasnistsrarsiss s o o o

ACTIVITY 12: OUTDOOR ATR DAMPERS.

3k. Ensured that the outdoor air damper is visible for mspectlon OO . B 1 S |
31, .Ensured that the recxrcuiatmg rehef and/or exhaust dampers are vlszble

for inspection .........uen ” SSTOUPRRIN . SRR o1 N |
3m. Ensured that air temperaturc in the mdoor area(s) served hy ea{.h .

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

NOTE; It is necessary 1o ensure that the damper i is operaring properly and viithin the novmal
range to cortinue.




3. CONTROLS FOR CUTDOOR AIR SUPPLY (continued]

3n. Checked that the outdoor air damper fu]ly closes within & few minutes Yes No N/A

of shutting off appropriate air handler ... SUPPRRTS ;| SR 30 B
306, Checked that the outdoor air damper: opens (at Ieast partlally Wlth 0 delay) _
whien the air handler is turned on . tu |

3p. If in heating mode, checked that thc outdoor air damper goks to its

minimum poaltmn {withont completelv closmg) when the roont

thermostat-i§-set to 85°F ..o, SVUUUBIONONNY - | IS I |
3¢, Ifin coolihg mode, checked that the outdaor air damper goes 1o its minimum:

position (without completely ciosmg) when the foom thermostat is set

to 60°F and mixed air thermostat is set.10 45°F wowiicinnien, ORI« R
3r. Ifthe outdoor air darnper does not move, conflrmed the fol]owmg itemns:
* The damper actuator links to ‘the dampcr shaft, and any linkage get
screws or bolts are tight ... Ehiie S aarerariaas b s e e w o 0
« Moving parts are free of’ 1mped1ments (E 2. rust corrosmn) @ O o
+ Electrical wire or pneumatic tubing connects to:the: damper actuator... LB 0O o
+ The outside air thermostat{s) is- funcnomng properly [e ., in the rlght
location, calibrated correctly)-.. [NV OO . S I S
Proceed to Activities 13—16 if the 'damper seems 1o Ee'oper'atirzg properiy..
ACTIVITY 13: FREEZE STATS.
3s. Disconnected power to controls {for automatic reset only] to test continuity
ACTOSS LEIITNALS 1ovvnvervvemsoreseecssmsssessrsssssarmarasiongessesesiepsssatinssrssscsssmsivmenssrosensis el 2l ﬁ
OR.
3t. Confirmed (if applicable) that depressing the manual reset buston (usually
red) trips the freeze stat {clicking sound indicates freeze stat was
tripped) ... . M a 4
3u. Assessed the feaqlblhty of replacmg al] manual reaet frecze stats w1th
AULOTHALIC TESET fIERZESIALS (oot eserssemscermremsessiosesemsis sivemsmasprasnsgseoes ﬁ' a q

NOTE: HVAC systems with water coils need protection from.the cold. The fréeze-stat may
close the outdodr aiv damper and disconnect the supply air when tripped. The typical trip
range is 33°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating‘mode is set'no' h_igh‘er

‘than 65°F .. " % 0O Q
3w. Ensured that the mlxed air stat fbr coollng modc is set no lower _

than the room thermostat setting ..., ﬁ' a a
ACTIVITY 15; ECONOMIZERS
3x%. Confirmed proper economizer sctnngq based on. cle51gn spemtrcanons or

local practices .. e e er s iassesseeitsseivinirmsmreio i, 1 D

NOTE: The dry-bulb is npwalf; set af 65°F or lower.

3y. Checked that sensor on the economizer is shielded fror dirgct sunlight Qoo

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

NOTE: Economizers use varying amoints of cool ontdoor air.fo assist with the cooling
lodad of the room or rooms, There areé two types of economizers, div-bulb dand entliaipy.
Dw—bxdb economizers vary the ameunt of outdoor air based o outdoor teniperature,
and enthalpy économizers vary the amount of outdoor air hased on outdoor femperature .
and humidity level,




3. CONTROLS FOR QUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that-all fans (supply fans and associated return or relief fans)
that mave outside air ifidoors continuousty- operate durmg occupled Yas No N/A
hours (Even when room’ thermostat is gsatisfied).. .ot . S N

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary 1o
ensiire sufficient outdoor air-supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
42, Ensured that supply aod retarn air pathways in: the oxiszing ventilation systerm

perform as xequired ....iivirrn. JUUPURVITIRUVO: ;<SR &
4b. Ensured that passive grawty rohof vennianon systems and trarisfer gnlles
between rooms and corridors-are functioting ... SO DORI . SR [t |

NOTE: -{_)"venu’i‘dn‘m:'syszem is closed or-blocked to meet current fire oodes_, consult with ¢
professional engineer for remedies.
4¢. Made sure every occupi ied space has supply of ontdoor air (moohamoal
system or operable WIAOWS) ..ot sl g Q

4d. Ensured that sapply and return vents are open and unblockod PP | SR S

NOTE: If outlets have been blocked interttionally 1o correct drafis. or discomfort, investigate
and correct the cause of the discomfort and reopeti the vents.

4e; ‘Maodified the HVAC system o supply outside air to. areas without an outdoor

it supply ... ratriannes SO YOO O PRI i S
af. Modified ex1st1ng HVAC systems to mcorporate any rgom of Zone lavout
and population changes ......... e QM

4g. Maved all barriers {for example foom dmders large free-standmg
blackboards or displays, bookshelves) that could black movement. of’

air in the room, especially those biacking air VENLS «.vvvinssves I PR R |
4h. Ensured that unit ventilators are qulot onough to accommodate: classroom _

dctivities .. W R R |
4j. Ensured- that classrooms are free of uncomfortable drafts produced by aif

FrOm SUPPIY TEIIMNALS «..ooovvcsr o henrmsis s s s g Q

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollitants; the ventilatioit system is designed 1o
malintain positive pressur:’arzan in-the building. Therefore, ensure that the system, inciuding
any exhaust fans, is operating on the “eccupied " 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 exampie,
£100T JOTNLS, PIPE OPERINRS} 1r-crrrreerserersrivrsmessissssinmsssssasecr smssibzasssssmssssonss = W a

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION _
'5a. Checked (using chemiical smoke} that air flows into exhaust fan grille(s} ... ©& O

If faris are running bui air is not flowing roward the exhaust intake, check for the following:
« Inoperable dumpers ' ' '
+ Obstructed, leaky. or disconnected diciwork
v Undersized or rmpmper!y installed fan
= Broken fan belt

W e e i | D




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

NOTE: Preveni migration of indoor contaminants from areas such as bathrooms; kitchens.
and labs by keeping them under negative pressuye (as compan ed to-surrounding spaces).

3b,. Checked (using chemi¢al smoke) that air is drawn into the raom from Yes No N/A
AGFACENT SPACES covvvvssrvsrermsensirsssonsasstr e ss e bt s s ami b Sh s L0 &

Stand outside the room with the door slightly open while c!_zeckfug-afiﬂow high and low in
the door opening (see “How to Measure dirflow”).

5¢. Ensured that air is flowing toward the exhaust fitake v 0 0O

ACTIVITY 21: EXHAUST DUCTWORK
_3d. Checked that the exhaust ductwork downstrearn of the. exhaust fan {whlch is
under positive pressure) is sealed and in good conditlon ..ot iinr i g o o
6. QUANTITY OF QUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS:
NOTE: Refer to “How.lo Measure Airflow™ for technigutes.,

6a. Measured the quant:ty of outdoor air 5upplled {22a} to-each ventilation

6h. Calcu]ated the number of occupants served (‘721:!) by the ventllatlon anit

undet canmderaﬁon R % a 4
6¢. Divided outdoorair supply { 22&) by the number of occupants (22b) 1o

determine the existing quantity of outdoor-air supply per person {22¢}...... W 0O Q

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compéred the 'eXisting outdoor air 'p‘er per‘s_on {22¢) to the récommended

Jevelsin Table 1 .vierieer o U - s S |
6e. Corrected problems Wlth ventllanon units that supphed madequate

quantities of outdoor 4ir to ensure that cutdoor air ‘quantities (22¢) meet:

thie recommended 1evels i TABIE L ovm.rrrrmreeremiercerssmsremsssasemsssimssssinennese: & O

NOTES




