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	Building NAME:
	Reference No.
	REV-001

	Vol.5 Operations Management Chapter 4
	
	

	No.
	Start-Up Procedure
	CHECKED 
SATISFACTORY

	
	
	N/A
	YES
	NO

	
	HVAC Systems– Schools & Universities
	
	
	

	
	Health and Safety
	
	
	

	1
	Required Personal Protective Equipment (PPE) available
	|_|
	|_|
	|_|

	2
	Risk Assessments Method Statement (RAMS) available
	|_|
	|_|
	|_|

	3
	Chemical Material Safety Data Sheets (MSDS) & Product Data Sheets (PDS) checks available
	|_|
	|_|
	|_|

	4
	Location of first aid instructions and supplies available
	|_|
	|_|
	|_|

	5
	Emergency eyewash and showers available
	|_|
	|_|
	|_|

	6
	Emergency evacuation plan reviewed
	|_|
	|_|
	|_|

	7
	Emergency contact details of the authorized person and the contractors
	|_|
	|_|
	|_|

	8
	Life Safety Systems (fire extinguishers, sprinklers, gas suppressors & fire-alarm)
	|_|
	|_|
	|_|

	9
	Ventilation
	|_|
	|_|
	|_|

	
	Pre-approvals
	
	
	

	10
	System owner/Manager/Engineering team’s approvals available
	|_|
	|_|
	|_|

	11
	End-user/Department Head’s approval available
	|_|
	|_|
	|_|

	12
	Quality, Health. Safety, Environment Management (QHSE) approval available
	|_|
	|_|
	|_|

	13
	Specialist contractor’s schedule of work
	|_|
	|_|
	|_|

	14
	Approved Permit To Work (PTW)
	|_|
	|_|
	|_|

	
	System Readiness
	
	
	

	15
	System pressure checks
	|_|
	|_|
	|_|

	16
	System temperature checks
	|_|
	|_|
	|_|

	17
	Humidity levels checks
	|_|
	|_|
	|_|

	18
	System is hazard free and no leakage checks
	|_|
	|_|
	|_|

	19
	Condense test kit checks
	|_|
	|_|
	|_|

	20
	Filters’ stock & expiry checks
	|_|
	|_|
	|_|

	21
	Required tools checks
	|_|
	|_|
	|_|

	22
	Lock Off Tags Out (LOTO) checks
	|_|
	|_|
	|_|

	23
	Confirm with schematic and Business Management system (BMS)
	|_|
	|_|
	|_|

	24
	Areas are cleaned and egress checks
	|_|
	|_|
	|_|

	
	Pre-Start Checks
	
	
	

	25
	System fault free/alarm free check
	|_|
	|_|
	|_|

	26
	Original Equipment Manufacturers’ (OEM) startup procedure available
	|_|
	|_|
	|_|

	27
	Automatic controller checks
	|_|
	|_|
	|_|

	28
	Parameters set point checks
	|_|
	|_|
	|_|

	29
	Magnahelic gauge checks
	|_|
	|_|
	|_|

	30
	Frost coil checks
	|_|
	|_|
	|_|

	31
	Heater batteries’ visual inspection checks
	|_|
	|_|
	|_|

	32
	Previous services reports checks (3rdparty specialist)
	|_|
	|_|
	|_|

	33
	Primary supplies systems/plants checks
	|_|
	|_|
	|_|

	34
	Grease levels checks
	|_|
	|_|
	|_|

	35
	Mechanical schematic diagrams 
	|_|
	|_|
	|_|

	
	Start Checks 
	
	
	

	36
	System operating parameters checks
	|_|
	|_|
	|_|

	37
	System alarms/warnings checks
	|_|
	|_|
	|_|

	38
	Fan running parameters checks
	|_|
	|_|
	|_|

	39
	Noise (decibel) level checks
	|_|
	|_|
	|_|

	40
	Plant or system operations checks
	|_|
	|_|
	|_|

	41
	System/programming Business Management System (BMS) operation running checks
	|_|
	|_|
	|_|

	42
	System running and on-line (cause  and effects checks)
	|_|
	|_|
	|_|

	
	Notifications
	
	
	

	43
	Department heads (Facility Management)
	|_|
	|_|
	|_|

	44
	Computer Aided Facility Management (CAFM) System
	|_|
	|_|
	|_|

	45
	Reporting
	|_|
	|_|
	|_|

	46
	End-user/stakeholders’ notification checks
	|_|
	|_|
	|_|

	No.
	Reviewer's Comments
	Resolution

	
	
	

	
	
	

	
	
	

	
	
	

	Originator's Name/Signature and Date:
	Checker's Name/Signature and Date:
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