Food Service Establishment Ventilation Checklist

Entity information:
Business name:
Address:
Phone number:
Owner/manager:

Contractor conducting inspection:
Full name:
Phone:
Address:
Email: 
License #: 

Inspection date:


Ventilation review
Review and implement the following best practices. Some are best practice for infection prevention, which are required for all facilities (where applicable). Some are interventions designed to increase air exchanges, which may be recommended (where applicable), or required if, based on an individualized assessment of the facility, they are necessary to achieve a sufficient level of ventilation.
· Check off “Req.” for those that are mandatory for infection prevention or required under this facility’s individualized plan to achieve a minimum of 2 air exchanges per hour.
· Check off “Rec.” for those that are recommended as best practices to increase air exchanges over and above the minimum requirements. 
· Check off N/A for items that are not applicable.

	Action item
	Req.
	Rec.
	N/A
	Notes/comments

	Best Practices for Infection Prevention (Required)

	Ensure that all toilet room floor drains are properly primed (filled with water).
	
	
	
	

	Disable occupancy sensors so that toilet exhaust fans run continuously, or adjust switches so they stay on for 2 hours before opening and after closing.
	
	
	
	

	Disable all electric hand dryers in bathrooms
	
	
	
	

	Disable demand-controlled ventilation (DCV) systems in all areas, including kitchen hoods. 
	
	
	
	

	Provide guidance on running system exhaust fans and make-up air units (MUAs) at least 2 hours before and 2 hours after occupancy. 
· If there exist only small HVAC units with minimal outside air capability, run them for a longer period of time
	
	
	
	

	Increase outside air percentage of air-side economizers. 
· Target 6 changes of outside air per hour if attainable, but minimum of 2
	
	
	
	

	Ensure that filters are installed properly (correct direction) and fit properly (snugly, with no gaps between adjacent filters) in the filter racks
	
	
	
	

	Check all filters (should be done quarterly) and change media filters in AHUs, RTUs and similar equipment as required. 
· Note: use personal protective equipment when checking and changing filters, and properly bag used filters for disposal.
	
	
	
	

	Clean permanent filters in window and packaged terminal air-conditioners quarterly. 
· Note: use personal protective equipment when checking and changing filters, and properly bag used filters for disposal.
	
	
	
	

	Ensure that cooling coil drains are properly trapped and are draining fully.
	
	
	
	

	Properly clean and disinfect AHUs, RTUs, terminal HVAC equipment (window units, packaged terminal air-conditioners, etc.) and internal components (coils, drain pans, traps, fans) semi-annually.
	
	
	
	

	Increase the efficiency (MERV rating) of media filters to the maximum practical value in central station air-handlers (AHUs), packaged rooftop units (RTUs), and terminal equipment. Target MERV 13 for AHUs and RTUs. Target MERV 11 for small terminal equipment.
	
	
	
	

	Ensure that all dampers are clean and working properly. 
· Should be done annually.
	
	
	
	

	Ensure that all exhaust fans, especially toilet exhaust fans, are clean and working properly
	
	
	
	

	Inspect and properly clean exhaust fans, and that exhaust fan belts are properly tensioned (in the toilet or not). (Should be done semi-annual)
	
	
	
	

	Properly clean and disinfect radiators and return grilles nightly. 
	
	
	
	

	Properly clean outlet diffusers quarterly. 
	
	
	
	

	Ensure system controls are operating properly. 
· Thereafter check semi-annually. Note: if controls are actuated by a compressed air system, check system monthly.
	
	
	
	

	If the facility has been dormant for an extended period, the building water system should be flushed and disinfected using the procedure detailed for new or repaired potable water systems in the Michigan Plumbing Code, current edition. 
	
	
	
	

	Maintain space humidity levels higher than 30% RH in the winter and lower than 60% in the summer. Note: this may not be achievable in the winter, especially in spaces with single pane or loose-fitting windows.
	
	
	
	

	Inspect any tents and ensure that these provide adequate ventilation; provide guidance to optimize ventilation when possible
	
	
	
	

	Distancing (Required)

	All tables are set up for 6 persons or fewer persons
	
	
	
	

	All diner seating (tables/booths) are a minimum of six feet apart in every direction
· Any fixed seating (booths, affixed bar seating) that is not six feet apart between seated parties has been closed to diners
	
	
	
	

	Areas for mingling or dancing have been closed
	
	
	
	

	Interventions to Increase Air Exchanges or Improve Filtration (May be Recommended)

	Open windows and doors only on the leeward side of the building and in the kitchen. 
· If possible, lower the upper sash of double hung windows, rather than raising the lower sash. Do not cross-ventilate.
	
	
	
	

	If air cannot freely move from the dining area to the kitchen, install a transfer grille above kitchen doors. If such a transfer grille is already present, consider enlarging the grille (and opening).
	
	
	
	

	Add in-space air-cleaning such as high efficiency particulate air (HEPA) filters, ultraviolet germicidal irradiation (UVGI, also known as UV-C), or bipolar ionization/photocatalytic oxidation (BPI)b. 
· These may be task air cleaners or whole room air cleaners. They may be free standing or incorporated into other equipment such as luminaires (ceiling hung light fixtures) and high volume, low speed (HVLS) fans. Note: airflow from HVLS fans should be directed downward.
	
	
	
	

	Add high-efficiency energy recovery ventilators (ERVs) to existing HVAC systems or the outside walls of the dining spaces. 
· Target 6 changes of outside air per hour if attainable, but minimum of 2
· Note: additional heating capacity to offset cool incoming air may be required.
	
	
	
	

	If space is available in the HVAC unit, retrofit existing AHUs, RTUs or terminal equipment with UVGI or BPI.
	
	
	
	

	Provide Guidance about  Avoiding the Following:

	DO NOT cross ventilate. 

	
	
	
	

	DO NOT use portable fans or heaters with internal fans. 

	
	
	
	

	DO NOT direct airflow from ceiling fans upward. 

	
	
	
	




Please check one of the following boxes (to be completed by the contractor):
· I certify that this establishment is able to attain a minimum of 2 air exchanges per hour based on the existing ventilation configuration (with or without modifications), and that measures to further improve ventilation and infection prevention safety measures have been provided where applicable.  The establishment meets distancing requirements.
· This establishment is unable to attain a minimum of 2 air exchanges, basic infection prevention measures, or distancing requirements even with the modifications described above.  The establishment must do the following in order to meet minimum requirements.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Certification

I certify the above information is true, to the best of my knowledge.

Contractor signature: ___________________________		Date: ________________

Contractor name (print): _________________________
