
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:

 School:

   Unit Ventilator/AHU No:

   Room or Area:  Date Completed:

 Signature: 

1. OUTDOOR AIR INTAKES 

1a. Marked locations of all outdoor air intakes on a small floor plan (for  Yes  No N/A

example, a fire escape floor plan) ................................................................... ❑ ❑ ❑ 

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


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

or covers ........................................................................................................... ❑ ❑ ❑ 

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves 
frequently block an intake) .............................................................................. ❑ ❑ ❑


ACTIVITY 2: POLLUTANT SOURCES 
1e. Checked ground-level intakes for pollutant sources (dumpsters, loading 

docks, and bus-idling areas) ............................................................................ ❑ ❑ ❑ 

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen, 
toilet, or laboratory exhaust fans; puddles; and mist from 
air-conditioning cooling towers) ...................................................................... ❑ ❑ ❑ 

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


ACTIVITY 3: AIRFLOW 
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) .. ❑ ❑ ❑ 

1i. Confirmed that outdoor air is entering the intake appropriately ..................... ❑ ❑ ❑ 

2. SYSTEM CLEANLINESS 

ACTIVITY 4: AIR FILTERS 
2a. Replaced filters per maintenance schedule ..................................................... ❑ ❑ ❑ 

2b. Shut off ventilation system fans while replacing filters (prevents dirt from 
blowing downstream) ....................................................................................... ❑ ❑ ❑ 

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

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


2e. Confirmed proper installation of filters (correct direction for airflow) .......... ❑ ❑ ❑


1 of 5 



2. SYSTEM CLEANLINESS (continued) 

ACTIVITY 5: DRAIN PANS 
2f. Ensured that drain pans slant toward the drain (to prevent water from  Yes  No N/A 

accumulating) .................................................................................................. ❑ ❑ ❑

2g. Cleaned drain pans ........................................................................................... ❑ ❑ ❑

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


ACTIVITY 6: COILS 
2i. Ensured that heating and cooling coils are clean ............................................ ❑ ❑ ❑


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

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

2k. Ensured that ducts are clean ............................................................................ ❑ ❑ ❑


ACTIVITY 8: MECHANICAL ROOMS 
2l. Checked mechanical room for unsanitary conditions, leaks, and spills ......... ❑ ❑ ❑ 

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash, 
chemical products, and supplies ...................................................................... ❑ ❑ ❑


3. CONTROLS FOR OUTDOOR AIR SUPPLY 

3a. Ensured that air dampers are at least partially open (minimum position) ...... ❑ ❑ ❑ 

3b. Ensured that minimum position provides adequate outdoor air 
for occupants .................................................................................................... ❑ ❑ ❑


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) ........................... ❑ ❑ ❑


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

3e. Set time clocks appropriately ........................................................................... ❑ ❑ ❑ 

3f. Ensured that settings fit the actual schedule of building use (including 
night/weekend use) .......................................................................................... ❑ ❑ ❑


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

occupied (day) setting and the unoccupied (night) setting ............................. ❑ ❑ ❑

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

3i. Replaced control system filters at the compressor inlet based on the 

compressor manufacturer’s recommendation (for example, when you 
blow down the tank) ......................................................................................... ❑ ❑ ❑ 

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


ACTIVITY 12: OUTDOOR AIR DAMPERS 
3k. Ensured that the outdoor air damper is visible for inspection ......................... ❑ ❑ ❑ 

3l. Ensured that the recirculating relief and/or exhaust dampers are visible 
for inspection ................................................................................................... ❑ ❑ ❑ 

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


NOTE: It is necessary to ensure that the damper is operating properly and within the normal 
range to continue. 2 of 5 








