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	HVAC Plan/Activity Frequency (Monthly, Quarterly, half yearly and Annual) Task instruction sheet Checklist - Schools and University




An example Task Instruction Sheet for HVAC Systems is featured below. The Entity should use it as a basis by which to develop its own site-specific Task Instruction Sheets for HVAC Systems.

Skill Types

ME	–	Mechanical Engineer
EE	–	Electrical Engineer
IC	–	Instrumentation and Control Engineer
CE	–	Civil Engineer
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	HVAC Systems Terminal Unit FCU

	Item 
	FQ
	Action
	Skill Level

	Status
	6M

	Switch off and isolate
	ME

	Condensate Drain Connection and Pump
	
	Check connection is clear. Ensure condensate lift pump is operational and able to discharge condensate to the drainage pipework
	

	Permanent Filters
	
	Clean and refit, ensuring proper location
	

	Disposable Type Filters
	
	Replace, ensuring proper location
	

	Test Unit
	
	Restore power supply and run unit. Check airflow is normal at correct speed setting
	

	Casing
	
	Cleaning
	

	Ductwork Flexible Couplings (if fitted)
	12M

	Check condition. Repair/reattach any ductwork to the spigots as necessary
	

	Grilles and Diffusers
	
	Clean using vacuum or alternatively, remove, and clean
	

	Strainers
	
	Inspect and clean strainers as necessary
	

	Chilled Water/LPHW control
Valves
	6M
	Check functioning
	

	Thermostats
	12M
	Check operation by moving set point. Restore to original setting
	

	HVAC System - Active Chilled Beams

	Active Chilled Beams
	12M
	The frequency of cleaning will be driven by the environment in which the beams are installed and the filter level in the AHU and this should be reviewed on a site-by-site basis
	ME 


	Heating and Cooling Coil 
	
	Vacuum all dirt clear to ensure air has a free path through the exchanger for maximum performance. If the fins are damaged, comb back into shape
	

	Air Connection Spigot
	
	Check the air connection spigot is secure
	

	Unit Diffuser
	
	Clean the unit with a cloth wetted with detergent diluted with water
	

	Control Valve
	
	Check the operation of both the cooling and heating (as applicable) control valves. Take note of any signs of leaking and correct and/or report as appropriate
	

	Hoses
	
	Check condition and report any signs of rusting or leakage
	

	HVAC System - Passive Chilled Beams

	Active Chilled Beams
	12M
	The frequency of cleaning will be driven by the environment in which the beams are installed and this should be reviewed on a site by site basis
	ME 

	Item 
	
	Action
	

	Heating and Cooling coil 
	
	Vacuum all dirt clear to ensure air has a free path through the exchanger for maximum performance. If the fins are damaged, comb back into shape
	

	Unit Diffuser Panel
	
	Clean the unit with a cloth wetted with detergent diluted with water
	

	Control Valve
	
	Check the operation of both the cooling and heating control valves, as applicable. Take note of any signs of leaking and correct and/or report as appropriate
	

	Hoses
	
	Check condition and report any signs of rusting or leakage
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