Ventilation Checklist
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Instructions |
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background
Information for la. Marked locations of all outdoor air mtakes on a small ﬂo?f Plan (for Yes No N/A
: : Hox Yian en B3 @ 0 Q0
this checklist. example, a fire escape floor plan)
1b. Ensured that the ventilation system was on and operatmg in “occupied”
2. Keep the ERIOHIB . i1 cminmrinnnisinsmnssntspnssssssmensansusdsnesohsnosssannsnessessaeatatis snas snasnahs dssumdinmnssrsn @ O 0O
' Background
| mgi;maaz';’:ya:fd ACTIVITY 1: OBSTRUCTIONS
this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs, .
each ventilation O COVETS ....ounnne L @ 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 Mtake) ... isseis s issmisisim @ O Q
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked grnunc@-le'vel intakes for pollutant sources (dumpsters, loading
Checklist. docks, and bus-idling AreaS) .........corvueeerrriivnirierisesieiesiassiseisssssses s A 0O 0O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
* ‘C‘Ihec"k the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from
0 OF . air-conditioning COOlNE tOWETS) ........eureervusreenriruressiimssissessmsnssesssssenssesssesssens W QO Q
not appllcable lg. Resolved any problems with pollutant sources located near outdoor air
pox beside e”al::h intakes (e.g., relocated dumpster or extended exhaust pipe) ............. e & QO 0O
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 QO
MV N— li. Confirmed that outdoor air is entering the intake appropriately ............o.cees @ O Q
in the “Notes”
REEORREY: ACTIVITY 4: AIR FILTERS _
4. Return the checklist 2a. Replaced filters per maintenance schedule Jwite onnverlly @ 0 O
| portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the ‘ DIOWING AOWNISITEAM) ......coocvversonaseesessesesessensssssssscssesnsssss it sssssessesses o rssesssnaes @ O 0
. 1AQ Coordinator. 2c. Vacuumned filter areas before installing new filters ..., N S
| 2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the ir FIIEET .......occiciiiiireirerses st ebe e ee e nenenessnreis da O O
2e. Confirmed proper installation of filters (correct direction for airflow)..... & O O




2. SYSTEM CLEANLINESS {continued)

ACTIVITY 5: DRAIN PANS
2f. Ensured that drain pans slant toward the drain (to prevent water from

accumulating) ... - ; :
2g. Cleaned drainpans .. .
2h. Checked drain paris. for mold and mildew
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ACTIVITY 6: COILS _
i, Ensured that heating'and cooling coils are clean .i..uimremmrionmorn s, B
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A_CTIV ITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of an‘-handlmg anit(; s) ot unit ventilator-

(air-mixing chamber and fan. blades) T Lo | OO IOURIOYPIORRIONRS ;| SR 9 S
2k. Ensured that ducts are clean .. S a o
ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills o d 0 O
2rii. Ensured that mechanical rooms and.air-mixing chambers are free of trash

chemical products, and SUPPHES ....uveeur ecreremirisiimiommmiisicrmrrsrssiarssssisensaniess g a 0

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a, Ensured that air dampers aré at least partially open {minimum position) .....&d QO O
3b. Ensured that minimum posmon provides adequate outdeorair
FOT DOCIDATIES cvvevveectnseannereneeth s sibsasbasramsssoas smebs s sesesgar covmoasnsso s bbb bbb @ o

ACTIVITY 9: CONTROLS INFORMATION

3¢. Obtained and reviewed all design inside/outside temperature and Humidity
reqairements, controls specifications, as-built mechanical drawmgs

and controls operations manuals (often uniquely designed) ... d o Q
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned surnmer-winter switches to.the correct pos"ititm SROTOURURIRN : S o
3e. Settime clocks appropriately ... - : @ 0 Q
3f. ‘Ensured that settlngs fit the actual schedule of bulldmg use. (mcludmg

TUERYWEEKENA USE) 11rveviereverrcremsisssriissrassssssssinsasesssssecssessacecesmsmsnn mnacsis SIS . S i S
ACTIVITY 11: CONTROL COMPONENTS Np Frevpat Ch
3g. Ensured appropriate system pressure by ‘tésting line pressure at both the

occupied (day) setting and the unoceupied (sight) setting .. USRI .
3h. Checked that the line dryer prevents mioisture buildup ... i O &
31 Replaced contiol system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for: example when you

blow down the tank) ... a0 a
-3j. Set the line pressure at each thermostat and damper actuator at ths pmpcr

level (nio leakage Ot OBSIUCHONS} vwueevcvvemriiarssniriiierminemrinrmnms s esesssisnsssssnns od )
ACTIVITY 12: OUTDOOR AIR DPAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ... @ 2 T
‘31.  Ensured that-the reclrculatmg relief and/ot exhaust clampers are wslble

for IBSPECtion .. um i RN | B
3m. Ensured that air temperaturc in’ the 1nd00r area(s) served by each

outdoor air dampér is within the normal Qperating range ....ooveeeivicnocn. @ A 0

NOTE: Itis necessary to ensure that the damper is operating properhy: and within the normal
range to conlinue.:




3. CONTROLS FOR:OUTDOOCR AIR SUPPLY (continued)

3n. Checked that the outdoorair damper ﬁ.zl]y closes within a few minutes Yes No N/A

of shtting off appropriate air handler .............. U LA D93
36. Checked that the outdoor ail damper upeus Lat ¥east partlally thh no deldy
when the ait handler is nurned on | UUDTDUOOOPSRSUIPRNS - SR i R

3p. Ifin heating moede, checked that the outdoor air dampcr goes to its
minimum pDSltIOH (without completely c]osmg j wherni the room _ _
thermostat {s-set to 85°F .. v SOV (R S
3q. Ifin.cooling mode, checked that the outdoor air damper goes & its minimuin
‘position (without completely closing) when the foom thermostat is st

A e i s Lo

o A A g e L

t0.60°F and mixed air thermostat is set to 45°F .. a Q
3r. If theoutdoor air damper does not move, conf] mned thc follcw\ mg items:
« The damper actuator linksto. lhe damper shaft, and any Imkaze set
screws or bolts are ight ... ISERESUUTSOS . | B IS |
»  Moving parts are free of 1mped1ments (c £ rust corrosmn) ....... e g O 4
+ Electri¢al wire of pneumatic tubing.connects to. the damper-actuator..... & 9O O
+ The oatside‘air thermostat(s) is funcnonlng proparly (e.g.,.in the nght
location, calibratéd GOTTECHY . mrmrminnimimsmmesis s sssseenese . @l 8
Proceed to Activities 13—16'if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected pov. er 1o controls (for automatic reset only] to test continuity
across-terminals .. TP U SO SO UUUTOTORTOUPOUE S B A | 4
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually.
red) trips:the freeze stat { chckmg sound indicates freeze stat was
tripped)... . O RUTSRUUTNY . | B 1 R |
3u. Assessed the ff:a51b1hty afrep]acmg all manuaI reset ﬁ'eezc stats with
AVLOMIALIC, TESEE FIEEZESIALS uvrivrerssresenreeiesseessieearmssssessensinssisonsciensaessmemmieerisens 8 )

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

ACTIVITY 14: MIXED AIR THERMOSTATS
3v.. Ensured that the mlxed air stat for heating mode is setno hxgher

than 65°F .. FSVUTOTUROTNRURUOOEE . SR R |
3w. Ensured that \"he mlxed air stat f'cr coolmg mode is set no luwer
than the r00M ThETMOSIAL SEHNE wuuuverersurresiacrnsssiereessicsssemmssormmsconeneseriimenneics 2 2
) ACTIVITY 15: ECONOMIZERS
3x. Corifirmed proper econormizer samngs based on design specifications or
TOCEL PIACHCES .vvvvoessareiiassemessiecnasississsscieamiasinssssseeseaneremssasesomsssmsmemesesivsroens W o

NOTE. The dry-bulb is nopically set ot 63°F or lower

3y. Checked that sensor on the economizer is shielded from direct sunlight ... &8 O 0O
3z. Ensured that dampers operate properly (for cutside air, return aif,
exhaust/relief air, and recircutated air), per the design specifications NS B

o

NOTE: Economizers use varitng amounts of cool outdaor air-fo dssist with the cooling
load of the room orrooms. There dre two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of ourdoor air based on outdoor temperature,
and enthalpy economizers-vary the amount of vutdoor air based on outdoor temperature
and humidiny: tevel,
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3. CONTROLS FOR QUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa, Ensured that.all fans (supply fans dnd associated return or rehief fans)
that move outside air indoors continuously eperate during oecupled Yes Mo N/A
hours (even when room thermostat is satisfied) ... i S I

NOTE: If fan shuts (_;ﬁ‘.p}ieﬂ the therniostat is sat.f'.sﬁe_c_z‘,' .adj_'asr-eor_ztm?-c_vele; as necessary o
ensure sufficient ourdoor gir supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return-air pathways in the ex1stmg \rentllatmn system

perform as required..., — cofeeraadearemsamtins S -/ R T
4b. -Ensured that passive grawty rehef ventziaaon sy stems. and rransfer gnlles

between robms and. corridors are functioning: ... .- S T |

NOTE: If ventilation systemt is closed or blacked to.meef currenit fire codes, cansult-with a

professional engineer fm“ remiedies.

4¢, Made sure every oceupied space has supply of outdoor &ir {mechan:cal
system or operable WindoWs) .....imreos .8 0O 0
4d. Ensured that supply and return vents are open: and unblocked .@' a 0

NOTE: If outlets have been blocked inténtionally 1o correct drafis or disconifort, investigate
and correct the cause of the discomfort and reopen:the vents,

4e. Modified the HVAC systern to suppiy outside air to.aréas without an outdoor

air supply.... =0 U
4f. Modified exlstmg HVAC systems o mcorp(}rate any room or zone Iayout

and populatlon changes .. PETURROURUUTOTUUUN 1 SR 0 B |
4g. Moved-all barriers {for e'{ample roomt d1v1ders larDe free standmg

blackboards or-displays, bookshelves) that could block movement of
~ airin the room, especially those blocking air vents ... I ; (R AW |
4h. Ensured that unit vennlatora are qulet enough ta aceemmodate classroom

activities ., . .8 0O u
4i. Ensured that classmoms are ﬁee of uncomfortable drafts produced by air

from supply teImNals ..ot s s g 0 0

ACTIVITY 18: PRESSURIZAT]ON: IN BUILDINGS

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

4j. Ensured that air flows out of the building (using: chemical smoke) through
windows, doors, or other cracks. »d hales in exterior wall (for example
floor joints; pipe openings) ... U OV SPOUYOPPVOOU U IR : IR

5. EXHAUST SYSTEMS

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

If fans are punning but air is viot flowing toward the exhaust intake, check Jor tig fallowing:
v Indperablé dampers. '
. Ob&trui‘_’ted-, leaky. or disconnected duetivork,
« Undersized or improperly installed jan
= Broken fan belt

ﬂﬁWWﬂMWM%uummh;
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5. EXHAUST SYSTEMS {continued)

ACTIVITY 20: EXHAUST ATRFLOW

NOTE: Prevent migiation of indoor contaminants fron areas such as bathrooms, kitchens,

and labs by keeping them under negative pressure (us compared 10 surrounding spaces),

5h. Checked (using chemical smoke) that air is drawn into. the room from Yes No N/A
AAJACETH - SPACES ov..vevvnermisvcsnscvassarimamrmgronsiasnss st it e et UL . B i

Stand oiitside the:raom with the door slightly open wiile checking m‘::ﬂow high a_'::d- fow in
the door opening (sec "How to Measure dirflow”)

Sc. Ensured that air is flowing toward the exhanst infake ..o & W 3

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exbaust ductwork downstreamn of the exhaust fan (whmh is
under positive pressure) is sealed and in good condition...

B
[

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: QUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer 1o “How to Measure Airflow” for technigues.

6a. Measured the guantity. of outdoor air supplied (22a} to each ventilation
6b. Caleulated the number of occupants served (22h} by the ventilation unit

urider consideration ..., — 3
6¢. Divided outdoor air supplv [ 22a) b)r the number of occupants ["Zb) 0

determine the existing quantity of putdeor air supply per person (_22(:) LB O Q

ACTIVITY 23:ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES.
6d. Compared the e\ustmg outd{mr Air per person (2”(}) te the recomménded

levels in Table 1....u.eemrioneeni. SRPNURIORIOOR - B I S |
6e. Corrected probiems w1th vennlancm units that supphed madequate

quantities of outdoor air to-ensure that cutdoor air quantities ("Ec} meet

the recommended levels I TAbIE Lot vrserrncsvemssrmi i ieenses 88 d U

NOTES




