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Summary 
 
The Baltimore County Public Schools (BCPS) recognizes the important role of indoor 
environmental quality (IEQ) and strives to maintain standards that protect the health and well-
being of faculty, staff, students, and visitors.  BCPS has developed and routinely updates the 
Indoor Environmental Quality Program (IEQP) in response to changing concerns about the 
quality of the environment within our schools and support facilities. 
 
IEQ refers to the quality of environmental conditions within and around buildings and structures, 
especially as it relates to the health and comfort of building occupants.  Acceptable IEQ is 
defined as a condition where there are no known contaminants at uncomfortable concentrations 
and a substantial majority of occupants express general satisfaction with the environment.  In 
general, indoor environments are expected to be free of odors and irritants and maintained at a 
comfortable temperature and humidity. 
 
IEQ concerns can range from simple comfort issues (too hot/cold/drafty, etc.) and odors, to more 
complex issues, where the environmental quality may be suspected of causing illness and lost 
work or classroom time.  Causative or contributing variables may derive from a variety of 
sources located inside or outside of a building and can be physical, chemical, or biological in 
nature.  Often, however, concerns or health issues being experienced are unrelated to the 
building and have external causes.  It is the goal of the Indoor Environmental Quality Program 
(IEQP) to make that determination, and to ensure that identified contributors to poor IEQ are 
eliminated or isolated from occupied spaces and promptly controlled. 
  
The IEQP is divided into four parts.  The first section addresses the guidelines being used in the 
design and construction of new schools, and in heating, ventilation, and air conditioning (HVAC) 
renovations to ensure that schools have acceptable environmental quality.  It also addresses the 
actions that are being taken to ensure a quality indoor environment through the Comprehensive 
Maintenance Plan, including specific maintenance operations that contribute to adequate 
IEQ.  These actions include the proper maintenance of mechanical and electrical systems which 
are vital to providing adequate environmental quality, proper housekeeping and cleaning 
methods, the integrated pest management program, the asbestos management program, and the 
proper storage and disposal of hazardous materials.  The second section addresses how these 
activities are being monitored and the effectiveness of these activities in providing adequate 
environmental quality.  The monitoring is accomplished through the implementation of a 
program, modelled after the Environmental Protection Agency’s Tools for Schools program, in 
each facility, which includes audits by the third-party industrial hygiene contractors, and through 
proactive measures taken by the Environmental Action Team and BCPS Environmental Services.  
The third section addresses how occupants with environmental quality concerns should report 
their concerns.  And lastly, the fourth section addresses how the Department of Facilities 
Management & Strategic Planning will address these concerns. 
  
The goal of these efforts is to provide the best possible environments within BCPS facilities.  It 
is also recognized that procedures can always be improved; therefore, BCPS Environmental 
Services of the Department of Facilities Management and Strategic Planning will continue to 
evaluate and further develop this plan as the needs of our system evolve. 



 
 

Indoor Environmental Quality Program Maintenance & Practices 
 
The components of the IEQP have been selected based on the need to provide adequate 
environmental quality, monitor the effectiveness of the program, and to respond to concerns 
raised about environmental quality in BCPS schools and facilities.  This program references 
other programs already in use in the Department of Facilities Management, as well as procedures 
developed specifically for this program. 
 
Construction & Improvement 
 
Providing adequate environmental quality starts with the proper design and installation of air 
supply and conditioning equipment overseen by BCPS Facilities Construction & Improvement 
staff.  New construction and air handling system renovation projects will use the American 
Society of Heating, Refrigeration and Air Conditioning Engineers (ASHRAE) guidelines for 
outside air ventilation, filtration, temperature, and relative humidity, for design and installation 
of air conditioning systems.  These guidelines are recognized as effective industry standards for 
providing a quality indoor environment. 

 
Indoor Environmental Quality Maintenance 
  
Many IEQ issues are avoided with proper management, timely maintenance, repair of building 
systems, and maintaining clean and orderly building conditions. 
 

Environmental Services 
 

BCPS Environmental Services oversees a multitude of programs that support the mission 
of maintaining adequate indoor environmental quality.  In addition to primarily 
investigating all indoor environmental quality concerns, Environmental Services also 
oversees asbestos and lead management, hazardous materials management, storage tank 
and fuel system maintenance, water quality management, stormwater management, and 
integrated pest management.   

Preventative Maintenance 
  

Maintenance items for mechanical and electrical systems and the general building that are 
critical to a good indoor environment were identified.  Preventive maintenance (PM) 
schedules and associated checklists were developed.  Preventative maintenance 
Technicians (PMTs) under BCPS Facilities Operations and third-party contractors under 
BCPS Contract Maintenance perform scheduled preventative maintenance inspections 
and subsequent actions, if applicable.   
 
If deficiencies are discovered, a work order will be generated identifying the necessary 
maintenance activity.  The work order will be noted as being indoor environment 
sensitive so that it can be assigned a higher priority. 
 



 
 

Housekeeping 
  

A list of housekeeping items that relate to a good indoor environment was developed. 
The Facilities Operations staff will follow this list on the prescribed schedule following 
procedures that have also been developed.  The Facilities Operations Field 
Representatives will check the quality of work monthly.  A written set of criteria and 
checklists have been developed to perform the facility evaluation. 

 
Facilities Operations and Maintenance staff that encounter housekeeping items that relate 
to a negative indoor environment will communicate that to applicable school and site 
staff. To provide an optimal environment, especially for individuals with allergies and 
asthma-like symptoms, items such as air fresheners, essential oil diffusers, or any device 
that is designed to produce an odor in the environment (i.e., sprays, liquids, and 
PlugIns®) should not be used in BCPS schools or offices.  BCPS Environmental Services 
may assist Facilities Operations by increasing awareness and communicating concerns of 
this nature to BCPS faculty and staff.  
 
Integrated Pest Management (IPM) 

  
All pest control work will follow the Integrated Pest Management (IPM) procedures that 
are included the Comprehensive Maintenance Plan.  The techniques, materials, and 
schedules are an integral part of the IEQP and include logs of pest sightings, monthly 
third-party site inspections, interviews with facility administrators, pest exclusion work, 
and, only after exhausting all other methodologies, pesticide application. The IPM 
program also includes notification of staff and parents prior to pesticide application as 
required by law.  All pest control work is fully documented by certified contractors and 
BCPS Environmental Services.  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



Indoor Environmental Quality Monitoring 

Scheduled Monitoring 

To address indoor environmental concerns more efficiently, the Department of Facilities 
Management and Strategic Planning constantly improves the Indoor Environmental Quality 
(IEQ) Program. The updated IEQ program includes system-wide scheduled and standardized 
walkthrough inspections of each BCPS school, conducted twice per year. The process is based 
on the Environmental Protection Agency’s (EPA) IAQ-Tools for Schools program. The 
walkthroughs are conducted by third-party industrial hygiene contractors, assigned by BCPS 
Environmental Services, to identify and report potential indoor environmental issues. Reports are 
reviewed by BCPS industrial hygienists who assess potential concerns and coordinate response 
actions. It incorporates a simplified walkthrough checklist that will be submitted electronically to 
help prevent or resolve building-related occupant symptoms. Indoor Environmental Quality 
Program Walkthrough Inspection Checklist reports will be completed and posted on the BCPS 
Environmental Services website. A copy of the inspection checklist can be found in Appendix 1.  

Guidance is provided to assist the third-party industrial hygienists to complete a walkthrough 
inspection of their buildings.  A walkthrough inspection is intended to be an overview of the 
conditions that may affect the indoor environmental quality within the school or office. During 
these walkthrough inspections, the third-party industrial hygienists can discern much by simply 
using senses of sight, smell, touch, and hearing to gain information on factors which affect IEQ. 
Walkthrough inspections will be conducted in all boiler rooms, roofs, special-use areas, such as 
the cafeterias, art rooms, and industrial arts areas as well. Additionally, selected ventilation 
equipment will be routinely checked during these inspections as well.   

BCPS has a variety of resources to investigate and address any problems discovered during this 
walkthrough. The information provided by these inspections are reviewed and investigated by 
BCPS Environmental industrial hygienists, who, along with the third-party recommendations, 
will determine any practical guidance and/or action for improving and maintaining the indoor 
environment. 

BCPS Environmental Services regularly visits BCPS facilities to conduct investigations of 
environmental concerns.  IEQ audits are conducted during these visits as well as during 
independent visits. Follow-up internal audits will occur at the discretion of Environmental 
Services.  The audit will consist of reviewing the scheduled monitoring reports, work orders for 
air handling systems, water intrusion and other environmental concerns.  The school 
administration and Building Operations Supervisor will be interviewed to obtain their 
observations and opinions regarding the building environment.  The information will be checked 
to make sure it is up to date. Following the review of documentation and interviews, a building 
walk-through inspection may be conducted to assess the actual condition of the building 
cleanliness, mechanical systems maintenance, and pest control to determine if they are consistent 
with the information contained in the building documentation. 



 
 

Environmental Action Team 
 
An interdisciplinary Environmental Action Team has been formed to review, diagnose, and 
resolve persistent environmental problems.  The team has members from Environmental 
Services, Facilities Maintenance, Facilities Construction and Improvement, and Facilities 
Operations.  Typically, at the discretion of BCPS Environmental Services, the team meets to 
discuss progress on projects and to develop new projects based on new concerns.  

Environmental Watch List 
 
The environmental watch list is a proactive inspection tool that identifies potential or recurrent 
indoor environmental quality (IEQ) issues identified throughout BCPS facilities.  This list is 
established and updated by BCPS Industrial Hygienists utilizing past and/or present IEQ 
concerns that resulted in significant response or remediation. The list is discussed by the 
Environmental Action Team meetings until resolution is confirmed. 

Indoor Environmental Quality Reporting Process 
 
For school-based staff and occupants, all IEQ concerns should first be brought to the attention of 
the principal of the school, the building operations supervisor, or the employees’ supervisor in 
other facilities.  These concerns should then be directed to Environmental Services by submittal 
of a work order. Emergencies should be reported through the BCPS Help Desk.  Note that time 
sensitive issues, such as extremely strong and acutely irritating odors, burning smell or visible 
smoke, odor of gas leak must be immediately reported—to Baltimore County emergency 
services, if necessary. 
 
BCPS also offers the community an easily accessible online form to report IEQ related concerns 
and questions regarding all building facilities.  Environmental Services addresses each concern 
by contacting the individual and performing an environmental assessment of the reported area. 
 
Communication protocols are in place to inform the Baltimore County community on 
environmental quality concerns, updates, and resolutions.  All documented concerns will be 
resolved within a specified time, and documentation about all concerns, investigations, and 
resolutions will be accessible on the website.   
 
A copy of the concern summary template can be found in Appendix 2.  
 
 
 
 
 
 
 
 
 
 



 
 

Indoor Environmental Quality Investigation Process 
 
BCPS Environmental Services will utilize all appropriate resources to investigate, diagnose, and 
correct indoor environmental quality concerns.  The resources include maintenance supervisors, 
engineers, environmental specialists, health care professionals, risk management professionals, 
licensed trades professionals, and housekeeping specialists.  These resources possess knowledge 
in those areas that are relevant to indoor environments such as industrial hygiene, engineering, 
maintenance, health effects, housekeeping, and building operations.  
 
Initial IEQ Investigation 
 
The first step in a standard IEQ investigation is an initial assessment.  Conducted by BCPS 
Environmental Services industrial hygienists, this assessment begins with occupant interviews to 
describe the complaint and determine the perceived magnitude of the problem.  A walkthrough 
inspection of the building or area of complaint follows.  During the walkthrough, BCPS 
Environmental Services will evaluate for internal sources of contaminants, such as chemical use 
and storage; evidence of microbial growth; external contaminant sources, such as water intrusion 
or exhaust from idling delivery or operations equipment/vehicles; general housekeeping; recent 
renovations and/or new furnishings; activities in area; and the building Heating, Ventilation and 
Air Conditioning system. 
 
An initial investigation will often be sufficient to identify the problem and allow for issuance of 
corrective actions and control recommendations.  If the immediate cause or source cannot be 
determined or further data is necessary, a subsequent investigation will be initiated. 
 
Subsequent IEQ Investigation 
 
Subsequent investigations build on data collected during the previous phase.  Common 
environmental quality parameters, including, but not limited to, temperature, relative humidity, 
and carbon dioxide levels, are monitored to screen for potential concerns.  

 
Subsequent investigations may also consist of more extensive and specific visual assessment and 
inspection of Heating, Ventilation and Air Conditioning systems; and monitoring and sampling 
for chemical, physical and/or microbial contaminants.  As necessary, BCPS Environmental may 
rely on the contracted environmental consultants to complete and interpret the results of these 
activities. 
 
 
 
 
 
 
 
 
 



 
 

Strategies & Findings 
  
IEQ investigation strategies, evaluation protocols, and the interpretation of findings will 
primarily follow the guidelines and recommendations issued by the Environmental Protection 
Agency, American Industrial Hygiene Association, American Society of Heating, Refrigerating, 
and Air Conditioning Engineers, and/or the Centers for Disease Control.  

Results of IEQ investigations will be shared with the reporting party, other affected persons and 
appropriate BCPS administrators.  A summary of all IEQ concerns will be posted on the 
Environmental Information website. BCPS Environmental Services will track any 
recommendations through to completion.  

If an environmental quality complaint includes concerns about occupant health, then the 
“Protocol for Environmental Health Issues” will be followed.  A copy of the protocol is found in 
Appendix 3. 

 
 

 
 
 
 
 
 
 
 
 
 

 

 
 

 

 

 
 
 

 
 
 
 

 
  
 



Appendix 1 Indoor Environmental Quality Program Walkthrough Inspection 
Checklist 



Facility Name: Inspection Date:

Inspector's Name: Signature:
1 Yes No N/A Photo

1a.

1b.

1c.

1d.

1e.

1f.

1g.

Are there any potential sources of air 
contaminants near the property? 
(chimneys, stacks, highways, industrial 
plants, exhaust from nearby buildings)

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Building Exterior

Is mulch pulled away from building 
façade?

Is there proper drainage away from the 
building? (including roof downspouts, 
ground sloping away from foundation)

Do all windows and doors close properly 
to form a good seal? (No air /water 
leakage)

Are windows and doors properly caulked 
to prevent moisture intrusion?

Are all storm drains free of debris and 
vegetation?

Are any caulks aged, failing, chalky in 
appearance?

Observations

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

1h.

1i.

1j.

1k.

1l.

1m.

1n.

Are outdoor air intake openings located 
not less than 10 feet horizontally from any 
hazardous or noxious contaminant source, 
such as vents, streets, alleys, parking lots 
and loading docks?

Do all outdoor air intakes have proper 
screens, louvers or grilles?

Are building façade openings and 
expansion joints properly caulked to 
prevent moisture intrusion?

Are the outdoor air intakes unobstructed 
and do not have nests, bird droppings, 
standing water present?

Do all vehicles avoid idling near doorways, 
air intakes, loading docks, etc? Are "No 
Idling" signs posted in these locations?

Are crawlspace vents present, opened, 
and screened?

Are dumpsters and trash receptacles 
located away from doors, windows, and 
outdoor air intakes?
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

2 Yes No N/A Photo

2a.

2b.

2c.

2d.

2e.

2f.

2g.

Are entryway rugs and walk-off mats 
present at exterior entrances? Are they 
clean?

Interior Conditions
Does it appear that all ventilation 
equipment is operating as designed during 
the inspection?

Review IEQ Complaints and Integrative 
Pest Management Logbooks for reported 
issues to investigate.

Are any ceiling tiles missing, wet, stained, 
or have visible mold growth?  If so, 
where?

Are any fluorescent lights not working? Is 
the lens stained? Is it a water mark or 
possible ballast leak?

Are any air fresheners, essential oil 
diffusers, or any device that is designed to 
produce an odor in the environment 
present or in use?

Visually inspect the ventilation supply, 
return, and exhaust vents to make sure 
there are no obstructions.

Observations
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

2h.

2i.

2j.

2k.

2l.

2m.

2n.

2o.

2p.

Were any unsanitary conditions observed? 
(Excessive dust accumulation, improper 
waste accumulation, unclean, unhygienic 
conditions, etc.)

Check for visible signs of rodents, insects, 
or pests.

Is the any visual or olfactory evidence of 
microbial (mold) growth?

Is there any evidence of water damage in 
areas where water is used? (Drinking 
fountains, sinks, cabinetry, spigots, etc.

Are ventilation and exhaust diffusers clean 
with no particulate accumulation?

Were any unusual odors noted during the 
walkthrough?

Is there any evidence of water damage to 
ceilings, walls, floors, etc.?

Are windows, windowsills, and window 
frames free of condensation?

Check for improper storage of food stuff, 
snacks, etc.
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

2q.

2r.

2s.

2t.

2u.

2v.

2w.

Is all kitchen/breakroom equipment clean 
and properly maintained?

Are kitchens, break rooms, etc. free of 
moisture and condensation and have 
exhaust ventilation?

Are all stairwells clean, dry & free of 
debris and odors?

Check for improper storage of janitorial 
supplies, chemicals, fuels, motorized 
equipment.

Is all office equipment clean without 
odors, dust or toner buildup, or unusual 
noises.
Were any live plants were observed? If so, 
where?

Do all stairwell doors close and latch 
allowing no uncontrolled airflow?
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

3 Yes No N/A Photo

3a.

3b.

3c.

3d.

3e.

3f.

3g.

3h.

Are materials properly stored?

Are air handling rooms free of clutter, 
trash and stored chemicals?

Are all spaces clean and dry.

ObservationsMechanical Areas

Are any piping systems leaking, have 
stains or odors?
Inspect all pipe, tank and vessel insulation 
is intact and free of mold. Report any 
dripping!

Visually inspect Chillers for signs of 
refrigerant leaks/stains and that waste is 
properly stored/disposed.

Are Boiler flues tight, door gaskets tight, 
fuel system tight and no leaks?

Is mechanical equipment free of leaks of 
oil, water, refrigerants, or issues?
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

4 Yes No N/A Photo

4a.

4b.

4c.

4d.

4e.

4f.

4g.

4h.

Is visible dust accumulation visible inside 
HVAC unit or ductwork?

Is there evidence of rust or standing water 
in the condensate drip pans? Are they dry, 
free of particulate buildup and slime?

Was any moisture, condensation or water 
stains present in HVAC units, components, 
or distribution ductwork?

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

Visually inspect accessible exteriors of 
HVAC system components to be free of 
leaks, stains or odors.

Building Operations Supervisor confirmed 
air filters are clean and dry, properly 
placed in equipment on schedule.

Ventilation Equipment Observations
NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

Do all HVAC unit doors appear close 
tightly, with proper seals in place?

Is there any visual evidence of mold or 
mildew inside the HVAC equipment, on 
pipe insulation, or in room?

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

Are condensate drains and traps clear and 
working?
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

4i.

4j.

4k.

4l.

4m.

4n.

4o.

4p.

Is the observed ductwork insulation intact 
and clean?

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

Are the fan blades clean?
NOTE: Identify Units Inspected

Are unit ventilators clean at air intake 
(bottoms)?

NOTE: Identify Units Inspected

NOTE: Identify Units Inspected

Are coils and cabinet interiors clean 
without debris or visiblle mold?

Are filters present and clean in unit 
ventilators?

NOTE: Identify Units Inspected

Is all combustion equipment properly 
ventilated and exhausted?

Are all exhaust vents in chemical and trash 
storage areas operating properly?

Is there any visual evidence of HVAC 
malfunction? (splattered grease, belt 
shavings, etc)

Page 8 of 11



Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

5 Yes No N/A Photo

5a.

5b.

5c.

5d.

5e.

Visually inspect all bathrooms, restrooms 
and locker room cabinets for cleanliness, 
dryness and free of water stains or mold.

Are all bathrooms, restrooms and locker 
room chemical & cleaning supply storage 
areas adequately ventilated?

Verify all bathrooms, restrooms and locker 
rooms have operating exhaust fans.

Inspect all bathrooms, restrooms and 
locker rooms for operating floor drains 
that are periodically flushed with clean 
water and no odors.

ObservationsBathrooms, Restroom & Locker Rooms

Visually inspect all bathrooms, restrooms 
and locker room for water leaks or stains 
present.
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Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

6 Yes No N/A Photo

6a.

6b.

6c.

6d.

6e.

6f.

6g.

6h.

Roofs and Crawl Space

Is the roof visually in good condition? (List 
any potential defects)

Observations

Are the exhaust fans operating properly? 
(air flows out)

Are any plumbing vent stacks or exhaust 
outlets within 25 feet of HVAC air intakes?

Are any bird nests or droppings near 
outdoor air intakes for the HVAC system?

Is all flashing/caulking/putty intact and in 
good condition?

Is there any excessive accumulation of 
leaves/branches/debris present?

Is there any ponding water or evidence of 
occurrence?
Are roof scuppers and drains free and 
clear of debris?

Page 10 of 11



Facility Name: Inspection Date:

INDOOR ENVIRONMENTAL QUALITY PROGRAM
WALKTHROUGH INSPECTION CHECKLIST

Department of Physical Facilities
Environmental Services
9610 Pulaski Park Drive, Suite 204
Baltimore, MD 21220
Telephone: (443) 809-9040

7 Yes No N/A Photo

7a.

NOTES:

Occupant Activities
Are there any occupant activities that 
could negatively impact the indoor air 
quality? If so, list.

Observations
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Appendix 2 IEQ Concern Summary Template 



 

IEQ Program  
Concern Report  
Summary Form 

BCPS Environmental Services offers the community an easily accessible online form to report IEQ related concerns and questions 
regarding all building facilities.  An internal work order system is also utilized for BCPS staff to report IEQ concerns.  After the 
evaluation and applicable completion of that work order, an IEQ Program Concern Report Summary Form is generated. 

School / Facility Location 
 
 

 

Date of Report 
 
 
Concern 
Summary of concern received by BCPS Environmental Services.   
 
 
 

IEQ Investigation Process 
 
 
 
 
 
 
 
 
 
 
 

Findings 
 
 
 
 
 
 
 
 
 
 
 
Follow-Up Guidance and/or Action 
 
 
 

 



 
 

Appendix 3 Protocol for Environmental Health Issues 
 

BALTIMORE COUNTY PUBLIC SCHOOLS 
Protocol for Environmental Health Issues 

 
The health and safety of students and staff is a priority. Protocols have been established to ensure 
that any complaints or concerns related to environmental health are systematically and 
thoroughly investigated. The protocols shall be followed when a student, parent, or employee 
alleges or produces one or more of the following: 

• That building environment is causing illness or ongoing symptoms. 
• That building environment is causing loss of work/school time. 
• A statement from his/her health care provider that the building environment is causing 

illness or symptoms. 

Protocol 
1. An Environmental Health Issues Team (EHIT) will be responsible for investigating 

complaints and/or concerns. The team will be comprised of the Senior Operations 
Supervisor and the Industrial Hygienist(s) of Environmental Services, the Coordinator of 
Health Services, and the Risk Manager. 

2. The office receiving the original complaint will email all members of the EHIT. 
3. The EHIT member receiving the complaint will notify the school-based administrator or 

office head. 
4. Depending on the emergent nature of the concern, the Supervisor or Industrial Hygienist 

will investigate the concern immediately or will give the school-based administrator a 
timeline for the investigation. The Supervisor or Industrial Hygienist will keep the 
school-based administrator and the EHIT apprised of all investigative activities and 
remediation efforts. 

5. The Supervisor/Industrial Hygienist, Environmental Services, responding to the concern 
may respond alone, or if the nature of the complaint warrants (lost time from work or 
school, media involvement, exposure incident, etc.), enlist the assistance of other offices 
as deemed necessary.   

6. When responding to a complaint, the members of EHIT will be responsible for the 
following: 
 

Office of Environmental Services  
a. Distributing the Employee Information and Data Form to complainant.  No 

investigation will be conducted without the completed form 
b. Inspecting the building areas and systems with potential to cause an impact. 
c. Conducting any testing deemed necessary due to the results of the inspection. 
d. Interviewing the complainant, and any additional personnel identified during the 

investigation, of current, existing health problems which they are attributing to the 
indoor environment. 



 
 

e. Conferring with the Risk Manager to determine if an authorization form is needed to 
allow a Board-designated health care provider to discuss the situation with the 
employee and the employee’s health care provider. 

f. Coordinating and implementing remediation if a problem is identified through the 
building investigation.  

g. Notifying the chain of command in the Department of Facilities Management and the 
site administrator as necessary. 

 

Office of Health Services  
a. Consulting with school nurse to gather more health-related information and visiting 

the site as necessary. 
b. Consulting with parent(s)/guardian(s). 
c. Requesting consent form for permission to speak with child’s physician. 
d. Consulting with the student’s health care provider. 
e. Notifying the Executive Director of Student Support Services and the site 

administrator as necessary. 
 

Office of Risk Management  
a. Sending Employee Information and Data form to the school to be completed by the 

employee. 
b. Notifying the Claims Unit, Baltimore County Workers’ Compensation. 
c. Completing Employer’s Claim form. 
d. Contacting the employee 
e. Requesting the employee to complete an “Authorization to Disclose Medical 

Information by Telephone” form. 
f. Scheduling as necessary a medical consultation or examination with a Board-

designated health care provider as approved by the County Claims Unit. 
g. Notifying the Executive Director of Planning and Support Operations and the site 

administrator, as needed. 
h. Maintaining the designated computer software database. 

 

7. School-based administrators will be responsible for keeping the appropriate Area 
Assistant Superintendent apprised. 

8. The Office of Communications will be responsible for coordinating any information sent 
to parents and staff with school-based administrators, Area Assistant Superintendents, 
and EHIT members. 

9. All employee requests for accommodations related to environmental health issues shall 
be referred to the Office of Risk Management. The Risk Manager shall consult with 
appropriate personnel (school-based administrators, Physical Facilities, EEO, Claims 
Unit) to develop an action plan if required. 

10. Review Protocol for Environmental Health Issues annually or as needed. 
 



 
 

Appendix 4 Department of Facilities Management Contact Personnel 
 
Indoor Environmental Quality Complaints 
Environmental Services Section 
Brendan Richardson, Senior Operations Supervisor ....................... 443-809-6300 
Sean Joyce, Industrial Hygienist II .................................................. 443-809-6300 
Jennifer Deems, Industrial Hygienist I ............................................ 443-809-6300 
Brittney Grap, Industrial Hygienist I (Asbestos) ............................. 443-809-6300 
 
Maintenance Section 
Scott Welsh, Manager ...................................................................... 443-809-6300 
David Glassman, Assistant Manager ............................................... 443-809-6300 
 
Office Directors 
Chris Roberts, Facilities Support Services....................................... 443-809-6300   
Merril Plait, Facilities Construction & Improvement ...................... 443-809-6301 
Elizabeth Becker, Facilities Operations ........................................... 443-809-6300 
 
BCPS Facilities 24 Hour Emergency Call Center ....................... 443-809-6488 
 
Facilities Operations 
Gloria Defontes, Manager ................................................................ 443-809-6300 
Alfred Bills, Southeast Area ............................................................ 443-809-6300 
Michael Brown, Northeast Area ...................................................... 443-809-6300 
Melvin Jones, Central Area.............................................................. 443-809-6300 
Ronald Carey, Northwest Area ........................................................ 443-809-6300 
Sean Lee, Southeast Area ................................................................ 443-809-6300 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Appendix 5 Additional Resources 
 

Asbestos and School Buildings, Environmental Protection Agency (EPA), 
https://www.epa.gov/asbestos/asbestos-and-school-buildings. 
 
Creating Healthy Indoor Air Quality in Schools, Environmental Protection Agency (EPA), 
https://www.epa.gov/iaq-schools. 
 
Indoor Air Quality Resources, American Society of Heating, Refrigerating and Air-
Conditioning Engineers (ASHRAE), https://www.ashrae.org/technical-
resources/bookstore/indoor-air-quality-resources. 
 
Indoor Air Quality, Environmental Protection Agency (EPA), https://www.epa.gov/indoor-
air-quality-iaq. 
 
Indoor Air Quality, American Industrial Hygiene Association (AIHA), 
https://www.aiha.org/public-resources/air-quality.  
 
Indoor Environmental Quality, National Institute for Occupational Safety and Health 
(NIOSH), 
https://www.cdc.gov/niosh/topics/indoorenv/default.html#:~:text=Indoor%20environmenta
l%20quality%20(IEQ)%20refers,air%20quality%2C%20and%20damp%20conditions. 
 
Integrated Pest Management, Environmental Protection Agency (EPA), 
https://www.epa.gov/ipm/introduction-integrated-pest-management. 
 
Lead, Environmental Protection Agency (EPA), https://www.epa.gov/lead.  
 
Mold, Environmental Protection Agency (EPA), https://www.epa.gov/mold.  
 
Mold Remediation in Schools and Commercial Buildings, Environmental Protection Agency 
(EPA), https://www.epa.gov/sites/default/files/2014-08/documents/moldremediation.pdf. 
 
Resource Conservation and Recovery Act (RCRA) Laws and Regulations, Environmental 
Protection Agency (EPA), 
https://www.epa.gov/rcra#:~:text=The%20Resource%20Conservation%20and%20Recove
ry,to%20develop%20the%20RCRA%20program. 
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