Ventilation Checklist

Name: El‘ C Pran
School COC %%_i ooa\ W 3\3_5Lb fele \I
/-

Unit Ventilator/AHU No:
Room or Area: PV - @\GOC‘ Date Completed: o)-10-%Y

Signature: q';? : : S e ‘

Instructions ' . S |
1. Read the IAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background i o . g . Yes No N/A
Information for a. Marke loca‘qons of all outdoor air intakes on agma‘.’lld_fg)?(rwplan (for es No N/
this checklist. example, a fire escape floor plan) ..... [SONS.. ASFE s N Qo Q0
1b. Ensured that the ventilation system was on and operating in “occupied”
2. Keep the TOUIICE g3 e s T  E  a pas  Bvan ¥ 0O Q0
Background

Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation O COVBEE i vsvsirs raavsvinss sobvsvss samsas s93E s 0 oA RS TR S0 VS S S S N O o
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block an intake) 5’{ Q o
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks, and bUS-IAUNE ArEAS) ...........ouummmmmmmmsmmssssssssssssssssssssssssssmmmsssissassicsssisis o Q0
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
» Check the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from
ey 2= . " 2ir-cONditioning COOIME LOWETS) ....vvuirecereecriirinrississsssese bbb M 0o Q0
not applicable 1g. Resolved any problems with pollutant sources located near outdoor air
box beside each intakes (e.g.. relocated dumpster or extended exhaust pipe) fl a a

item. (A “no”

response )
requires further ACTIVITY 3: AIRFLOW

attention.) 1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic). o
1i. Confirmed that outdoor air is entering the intake appropriately ........c.cc........

U o
od

+ Make comments
i ok 2. SYSTEM CLEANLINESS
HECORRHLY,: ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule Awage, Ponealiy ¥ O QO
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BLOWING BOWHEETERITY ..iusiiussusesinssonssiassiissondifisos xsesss s Hessessisssnmysbssasss ssyssonins Q Q
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters ..., ¥ O Q0
— | 2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the air filter... . a Q
2e¢. Confirmed proper 1nstallatmn of flltcrs [correct d1rectmn for alrﬂouu) .......... ® 0O 0



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

‘2f. Ensured that drain pans slarit toward the drain (to prevent water from Ye
Accumulating) ... - . : i

2g. Cleaned drain pans s essinassare s e sivesses B

2h. Checked drain pans fer mold and mlldew M

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clezmﬁ

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

(ait-mixing chamber and fan blades} is clzan ..
2k. Ensured that ducts are SIean ...t ieianimimisss s

ACTIVITY 8: MECHANICAL ROOMS

21, ‘Checked mechanizal room for uns’an'itary-qendi't'io_ns, leaks, an'd.sp_ilté_ ‘Q

2m. Ensured:that mechanical rooms and air-mixing chambers are free of trash, - ‘
chermical products, and supplies 9;

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum positiofi) . |
3b, Ensured that rinimum position prm ides- adequate outdoor air
for occupants ... ﬁ

ACTIVITY 9: CONTROLS INFORMATION

3¢, Obtained and reviewed all design inside/outside temperature. and humidity
requirgments, contiéls specifications, as<built mechanical drawmg*;,
and controls opérations manuals {often uniquely designed) ...

Jg*

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

3e. Set time clocks appropriately........ ravasrd P
3f. Ensured that settmgs fit the actuzl schedule of bmldmg use (mcludmg
night/weekend usé} ... PSPPI ‘il

ACTIVITY 11: CONTROL COMPONENTS pf ¢ '@(xgu rrm‘"‘ s

3g. Ensured appropriate system pressure by testing line pressure-at both the
occupied (day) setting and the unoccupied: (mght) setfing - R |

3h. Checked that the line dryer prevents. moistire BUildup ... iinriniunniionssie

‘3i. Replaced contral systern filters at the compressor inlet based on the'
compressor manufacturei’s recommendation (for example when you

blowv down thetank) .o - -
3j. Set theline prégsure at eaeh thermostat and damper actuator at the propel
level {no-leakage or obstructions) ., SO OO OO PPN |

ACTIVITY 12: OUTDOOR AIR DAMPERS

_3k Ensured that the. dutdoor air damiper is visible for inSpection ... 8
3. Ensured that the rec1rcu1at1ng relief and/or exhaust dampers are v151b1e :
TorfSpaction ...t v R 'Sﬁ
‘3m, Ensured that air temperature in the mdaor area(s) ser\*ed bv each '
outdoor air damiper is within the normal-operating range ........ brerabenre e sian saen S{]
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NOTE: ft-is necessary 1o enstire thut the dawiper is. operating pmp'er.'lv and within the normal

range fo continue.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes w1t‘n1n a-few minutes Yes No N/A.

of shutting off appropriate air handler... ST UROROPS. . S i I
30. Checked that the-outdoor air damper opens (at 1east parnally w1th no delay)
when. the air handler is turned on . erreaterrrrsernneaatarad R R |

3p.. If'in heating mode; checked that the outdoor gir damper goes toits
minimum‘pesition {without completely-closing) when the room
ENCTMOSEAL 38 SEE 0 8IF 1ovviurvareriuesneressersesssesssessesassessesgsecs sensommmssssmncomnrasntins WL R R
3g. Ifincoéling mode, chocked that the outdoor air damper goes o 1ts minimun
position (without comipletely closing) when the reom thermostat s set
to 60°F and mixed air therrhostat Is seét ta 45°F .

3r. i the outdoor air damper does hiot move, oonﬂrmed the followmg 1terns

L=
o
(W

+ The dampor actnator links to the damper shaft, and any lmkage set.
screws or boltsare tight ... - ceenrin B ; - ﬁ [ -
+  Moving parts are ftee of lmpedlments (e g, Tust, corrosmn) ‘ﬁ a o
« Eléctrical wire or pneumatic tubing connects to the:damper actuator:.... 0O 0
» The outside air thermostat(s) is. functioning properly (e, g in the rlght
location, calibrated correctly) ... g! a 4
‘Proceed 1o Activities 1316 if the damper-seeiis' to.be operating properiy.
ACTIVITY 13: FREEZE STATS
'3s. Disconnected power to-controls (for automiatic reset only) to test.continuity
ACTOSS TEFTIINALS Lv1irorerciireessrsresssmssessstssrsssmmcnssnnessssamsestspssserssassrsssemmsssocsscsson ol . ol ﬁ
OR
3t. Confirmed (if applicable) that depressing the manual resét button (usuaily
red) trips the freeze stat (clicking sound indicates freeze stat was
TEIPPEAY 1vvrverirmeererersmsseressisescesec s sinassesienes e e e e es ?j 1 S
3u, Assessed the feasibility of repIacmg ali manual reset freeze stats wath
autornatic: reset freeze-Stats coovunrremnrerras et eeaee bt sar s e retrsenrerapravesens @ n Q

NOTE: HVAC systens with water coils need protection from the cold. The freeze-stat may
close the-outdoor-air damper and-discomnect the supply air-when tripped, The typical trip
range-is 35°F 10 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v ‘Ensured that the mixed air stat for heatmg 1nods is set no hlgher

00 65°F .ovtorirsiriarr s ssesion s st I, | =
3w. Ensured that the mixed air stat.for ooohng mode is sét o S lower. F
than the room Thermostat SeTHNE (.. vecerrmseseeasvionens semmemeeteirisagtnersranns i een _ @ a 4

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper econgmizer settlngs ‘based on demgn speolﬁcatlons or ,
local practices ... A S T T U AT ST PIIT ﬁ

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

3y. Checked that'sensor on the economizer is. shielded from direct sunlight Q a Q

3z. Ensured tliat dampers operate properly (for outside air, return gir,
exhaust/relief aif, and reciculated air), per the design specif} 1cauons;......-...-..-;_ﬁ o oQ

NOTE; Economizers use varying amounts of cool outdoor 4ir {o assist with-the cooling
foad of the rooyr or rooms. There are two lipes of economizers, diy-bulh and enthalpy:
Dry-builb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of putdoor air based on aiitdoor temperature
and huimidity level.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)
ACTIVITY 16: FANS
‘3aa. Ensured thatzll fans (supply fans and associated return or relief fansy

that move outside air indoors contmuousiy operate durmg occupled Yes No N/A
hours {(even when room ‘thermostat is. satisfied) ... | | a

NOTE: If fan shits aff ohen the thermostat is satisfied, adjust control cycle as necessary fo
ensure. stfficient ouidoor aiv sipply.

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

perform as required ... . .icones SOOOTTRUOUrS . | o B |
4b. Ensured that passive gravlty rehef ventllatmn systems and transfer Enlles
between rocms and-corridors are functioning ... ‘§3 a 4

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult With o
professional engineer-for reinedies.

Ac. Made sure every occupied space has supply of outdoor air (mechamcal
system or operable windows) ..o s §§ a Q

4d. Ensured that supply and return tents are opcn and unblnckcd ﬁ o o

NOT E: If outlets have been blocked intentionally to correct drifis or dt.scomﬁm imvestigate
and correct the cause of the discomfort aid reopen the vents:

de: Modlfled the HVAC system to- supply outs:de air to areas without an’ outdoor

41, '\rIodlfled exxstmg HVAC systems to 1nc0rp0rate any room or Zone ]ayout .
‘and populdtion changes ... ORISR o S S W

4g. Moved all barriers (for examp]e foonl- d1v1ders large free standmg
blackboards ot displays, bockshelves) that could. b]ock movement of

air in the room, especmlly those blockmg AP VENTS i ﬁ [
4h, Fiisured that. unit ventilators aré.quiet enoughto accommodate c]as%room

activities ..oeeecens SUTRRRROPUPPTTOIL . | B SR |
4i. Ensured that classrooms are free of uncomfortahle drafts produced by gir

from supply terminals ... ’% a

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor poﬂuta’ms ‘the ventilation system is designed to
maiitain positive pressurr*’anon in the building. Therefore, ensure that the systém, includiig
any exhaust fans, is operating.on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (usmg chemical smoke) through
windows, doors, or other ctacks and holes in exterior wall (fm- emmple.
FI0OT JOIS; PIPE OPERINES) 1rorveesnperenssressimminmsiesissfrrsssssinssesmsisisoserponseseasssiesins ] $ 3

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION _
3a. Checked (using-chemical smoke) that air flows into exhanst fan._grille(s} A ? 4

If fans are running but air is not flowing toward the exhaust intake, check for the following:
' = [itoperable dampers '
«. Obstriseted, leaky;-or disconnected ductwork
». Undersized or improperly installed fan
v Broken fan belt
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5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

'NOTE: _Prepei;f migrdation of indaor contamiiiants from areas stich as bathropms, k:‘ich’e:_ts,_
and labs by-keeping them-under negative pressure (as compared to surrounding spaces).

§b. -Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
adjacent SPACES-.. e e enmraras cervvaranerasines benae e e e e e e a Q

Stand outside the room with.the door shghrt'v open-while checking airflow high and low in
the door opening. (see “How to-Measure dirflow ).

5¢. Ensured that air is ﬂowmg'toward the exhaust iNtAKE v viniiineesissassresernrsis ?f! I I |

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhauist ductwork downstream of'the exhaust fan- (whlch is
under positive pressure) is sealed and in good condition....... ORI g Q

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

6a. ‘Measured the quantlty of outdoor dir supphed (22a} ta each ventilation

UL o : gl o
éb.’ Ca‘lcu]ated the number of occupants SEIVI ed (22b) by the venulanan Uit

UNAET CONSTABTAGON i meeuagsrerssarserasosanastnsess s smssiansssassmsbssasessssossavasb o serssnss @ a q
6c. Divided outdoor air-supply (. 27a) by the number of ncaupants (22b) to

determine the existing. quantity of outdoor air supply per persen(22c) ... #l I
ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
‘6d. Compared the exis'ti'ng outdoor air per pérson (22¢)'to the recommended

levelsin Table 1., S - ‘ﬁé oo
6e. Corrected problems w1th vcntllanon umts that supphed maclequate

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

the fécommended levelsiin Table Lo &l I

¥

NOTES




