o United States
\_ Environmental Protection
\’ Agency

HealthySEAT<;

Healthy School Environments Assessment Tool

Version 2

User’'s Manual
October 2007



Contents

Section 1. Introduction

1.1
1.2
1.3
14
15

OVEIVIEW ..ottt ettt eette e st e et e e s tee e aaeesbeeebaeeessseeesseesaseeensseesasesensseessseeans 1
Purpose of HealthySEAT ........oooieeeeeeeeeee ettt e 1
Components of HealthySEAT .........covioiiiiieeeeeeeeteeeee et 2
Organization of HealthySEAT .........ooiioiiieeeeeeeeeeeeeeee e 3
Intended Uses of HEalthySEAT .......coviviiiiiiieeieeeeeeeeete ettt 4

Section 2. Installation

21
22
2.3
24

System ReQUITEMIENES .......c.eeeeuiieiiieiciie ettt ettt e v e eeteeeeveeeeaeeeereeens 5
Downloading HEalthYSEAT ...ttt eeeereeeeee e e seeeseeeeeeeeens 5
Installing HealthySEAT .........coo oottt e 5
Gt SEATECd oo eeeeeeeeeeeeeee et ettt e e e e e e e e et eeeeeseseseeeaeeeeessesesneneee 10

Section 3. Security Features

3.1
3.2

Permission LEVEIS..........covieuiieiieiiceeeieecteeete ettt ettt eveeeveeeveeeaee e 14
SECUTIEY MOAES ...ttt ettt et et ete e eneeenee s 14
3.21 Using HealthySEAT with Group Accounts.........ccceeveevveeveeveenenne. 14
3.2.2 Using HealthySEAT with Individual Accounts..........ccccevvvevrenneee.. 15
3.2.3 Using HealthySEAT with N0 Security .........ccoceevveeveeieeieecreecreerenne. 15

Section 4. Customize for District

4.1

4.2

4.3

District-Specific INfOrTNAION uvveeeeeeeeee ettt eeeee e e e et e eeeeeeeeeereeeeeenene 18
41.1 Edit District InfOrmation ..........cccovveeveeeeveeirieneeereeeee e eeveeeree e ens 18
4.1.2 Load/Update DIStriCt LOZO ccooeeeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeens 19
413 Add/Edit FACIIties. ....ccoveevvieereeeriereeeeeeeeeeeeee et 21
414 A/ EQIt ASSESSOTS ..eeeeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeseseeesreeeeeeeeens 24
415 Add/Edit Contacts for Remediation ..........c.cceeeeevveeeeecveenreeereeereeeneeans 26
Programm TN OrTNatION ..ee et ettt e e et eeeeeeeeee e e eeeereeeeeseneeeeenene 28
421 Customize Assessment GuidebookK ........cccovveveeveieeeeeieiieerecerieeeens 28
422 Add/Edit Custom CheCKIISES ...uueeeeiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeens 36
423 Edit Assessment Standard Priority Levels........ccccoovvvvvveerieereeereeeneens 38
424 Add/Edit Notification LetterS ..cceeeeeeeeeeeeeeeeeeee e eeeeeeeeeeeeeeeeeeeeens 39
425 Manage District Policies/Programs...........cceeeeeeeeeeevreeeeenreeereeeeeens 41
A DDIICATION SOIEIIIES .ttt e et e et e et e eeeeeeeaeeeeeesseeesseeeeeeesssesesneeees 43
431 Re-establish Database CONNECHON .........ccveevveevreeeeeeeeerecereeere e 43
4.3.2  CONTIGUTE SOCUTTEY c.nueveeeeeeeee e e e eeeeeeeeeeee e eeeeeeeeeeeeeeseeereneeseenens 44
433 Manage User ACCOUNES......c..cooviiecriieeiieeiieeere ettt e eeeve e 45

434  Configlre ROIMINAOTS .ooeeeeeeeeeeeeee e e e eeeeeeeeereeeeeereneeseeneee 47




Section 5. School-Specific Assessment Information

51

52

53
54

5.5

5.6

Preparing for Facility ASSESSIMENLES ......c..coveeevieerieerieereeeeeeeeeereeereeeeeetee e eneen 49
5.1.1 Generate the Assessment Notification Letter.......ccccoceevvvvvvevrenennne. 49
5.1.2 Generate the Assessment Checklist ..........cccoeeveerieeieeieecveccreereereenne. 52
Conducting Facility ASSESSIMICIES .....uueeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeseeeesseeeeeeens 54
5.2.1 Prior to the Facility ASSeSSMEeNt ..........cccoveevveevrieerieeeeeeeeeeeereeereeeveennes 54
5.2.2 During the Facility ASSESSIMENT.....cceeeueeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeen 55
Entering Recommendations ..........c..oouveeveeereeereeieeeieeeereeereeereeeeeeeeereeereeeveeeseeas 56
The Recommendations PaCKa@e ......coevoveeeeeeeeeeeeeeeeeeeeeeee e eeeeeeeeeeeeeeeeeeeeesenee 59
541 Generating the Recommendations Package .........c..ccceeveeeveeveenennne. 59
5.4.2 Printing the Recommendations Package......ccooooveeeeeeiieeeeeoeceeeeeeerenn. 61
Re-Assessment NOtfICAtiON. .........couveevieerieeieereeceeeee ettt eeee e e eereeereeeaeeas 62
5.5.1 Generate and Print the Re-Assessment Notification Letter............. 63
5.5.2 Generate and Print the Re-Assessment Checklist............cceeevreunenne. 64
Closing Recommendations and ASSESSINENES ...uuveveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeens 66
5.6.1 Closing a Recommendation ..........ccceeeeeeeeeveeenreeereeeeeeeeere e eeveenes 66
5.6.2 CloSING AN ASSESSINEIE c...eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeesesessseeeeeeesseeens 69

Section 6. Reports/Output Menu

6.1
6.2

6.3

INELOAUCHION 1.ttt ettt ettt ereeveeveeeveeeteeeteeereeerneeaveens 71
Report Selection and Configuration .........ccueevveeeveeereeeeeeeeeeeeeeeereeereeeree e 71
6.2.1 Step 1 - Select a Report/Query Group........coceeeeveeeveeereeereeeveerveenveennes 71
6.2.2 Step 2 - Select a Report Or QUETY .....cc.ooevveeveiieeeieeeeeeeeeeeeee e 72
6.2.3  Filtering the Report Or QUETY .......ccocoveieveeeieeieeieeereeeteeeee e 74
6.2.4 Selecting an Output FOrmat.......cccccveeveiveiieiieeeeeeeeeeeeeee e 75
Generating the Report/OUEDUL.....c..ooveiieiieeieeieeeeeereecee et 75

Section 7. Advanced Users

71

7.2
7.3
74

HealthySEAT Database Configuration .........c..cceeeveeeeeeieereecreenreeereeereeeve e 77
7.1.1 The Front ENnd Database ............cccoevieeiieeiiieeeeceeeeeeeeeeeeee e 77
7.1.2 The Back End Database ........cccccoevveevieiiiioiiciiciecteeeeeeeeeeeeve e 77
Configuring HealthySEAT for Multi-user Operation...........cocceeveevveeveeennnn. 78
IMPOTtING DAta ...occcviieiiieciiecieeeee ettt ettt e e eere e e eeareas 78
Integrating HealthySEAT Data with Other Applications...........ccccevveeuene... 82

Section 8. Recommended Business Practices

8.1

8.2
8.3

Email FUNCHONAIIEY ettt et e e e e e eeeeeeeeeeeeeeseseseeeees 83
8.1.1 Saving Letters and Reports as Electronic Files........ccccccveevrevrennenne. 83
8.1.2 Adding Attachments to EMailS ....coeeeooueeeeeeeeiieeeeeeeeeeeeeeeeeeeeeeeee e 85
Additional Facility Information ..........cccceeeeeeeeeerieerieeeeeeeeeeeereeeveeee e 85
Backing Up and Restoring HealthySEAT Data ...cceeevvveeeeeeiieeeeeeeeeeeeeeeeeene 86

8.3.1 Database File LOCAtION c..uvvtiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeereeeeeereeesseeaeeas 86




8.3.2 Backup ConSiderations ......coeooueeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeereeeseereeeseeneees 87
8.3.3  ReStoring @ BaCKUD ....coovouviiiiiiieeeeeiee ettt ettt eseeaaeesesnaee s 87
8.3.4 Repairing a Corrupt Database ... ..eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 87

Section 9. General Reference Guide

9.1 Trouble Shooting HealthySEAT .......c.oooiiiiiieceeeeeeeeeeeeee et 88
9.1.1 Database CONNECHIVIEY c.oeeeeeeeeeeeeeeee et eeeeeeeeeeteeeeeseeesseeeeeeeesseeeas 88
9.1.2 Importing Back ENd Data..........ccceeevievriiereiieeeeecreeereeeeeeeeeve e 88
9.1.3  SECUTILY .oviviiiiiiiiiciiccc e 88
9.2 Acronyms/ ADDIEVIAtIONS. .......ccveevieviereeereeeree ettt ettt eee e eereeereeeseea 89
9.3 GIOSSATY ....vviiiiiiiiiiic e 92

94 COMIEACES . vevveeeeeeee ettt ettt et e e e s e ettt e eeesessssaseeeeeesssesnnssaeeessssssnnnsssaeeeeens 94



Section 1 Reminder:

IntrO duCtion Make frequent copies of your data
file (BE HSEAT.mdb).

1.1 Overview

EPA has developed a unique software tool to help school districts! evaluate and manage
their school facilities for key environmental, safety and health issues. The Healthy School
Environments Assessment Tool (HealthySEAT) is designed to be customized and used by
district-level staff to conduct completely voluntary self-assessments of their school (and
other) facilities and to track and manage information on environmental conditions
school by school. In addition to powerful software that can be used by districts to track
any facility issues it chooses, EPA has also included critical elements of its regulatory
and voluntary programs for schools, as well as web links to more detailed information.
Districts and others can download HealthySEAT at no cost from the EPA web site.
HealthySEAT is meant to be loaded and used on district computers; once it is
downloaded from the EPA web site, HealthySEAT can be customized and used as the
district sees fit. There are no reporting requirements and no obligations to use the
checklist EPA has provided.

1.2 Purpose of HealthySEAT

Numerous public, private, charter, and tribal schools in the United States contain
hazards that may pose risks to children and staff. The guidance included in
HealthySEAT can improve the health of students and staff by ensuring that potential
environmental and safety hazards in schools are being properly managed. Examples of
school environmental hazards include chemical releases, pesticide exposures, flaking
lead paint, mold and other indoor air quality problems, and damaged asbestos-
containing building materials.

HealthySEAT will help school districts identify and correct hazards before they result in:

m  Health problems in students and staff such as asthma attacks, lead poisoning,
and other chemical exposures;

m  Productivity and performance losses in students and staff;

m  School closures due to spills, accidents, or other preventable environmental,
health and safety issues;

m  Costly building clean-ups;

1 For simplicity, EPA is using the term “district” to broadly describe any institutional system
for managing multiple schools, whether they are public, private, tribal, charter or some
variation. While HealthySEAT is primarily geared toward K-12 school facilities, it may also be
useful for colleges and universities as well as other types of buildings.



m  Regulatory enforcement actions by state or federal agencies; and
m  Community concern and resource-draining media attention.
In addition, HealthySEAT will help school districts:

m  Collect the kind of school- and hazard-specific data necessary to make a
compelling case for needed renovation, repair and maintenance dollars; and

m  Demonstrate to the community that your district is committed to the health and
safety of children and staff.

1.3 Components of HealthySEAT

HealthySEAT consists of three primary components: 1) a web page; 2) this user’s
manual; and 3) the tracking software. The web page, www.epa.gov/schools, provides
information about HealthySEAT and allows school districts, states, and others to
download HealthySEAT at no charge. Future updates to HealthySEAT can be obtained
from this same web page. This user’s manual provides step-by-step instructions for
customizing and using HealthySEAT. The tracking software helps districts manage all
aspects of a district-wide assessment program, including generating letters to individual
schools pre-and post assessment visit, tracking the status of facility conditions and
corrective actions school-by-school, and creating and generating reports for district use.

From within the tracking software, the district can generate and print its own:

m  Customized Assessment Guidebook: While the default guidebook provided with
HealthySEAT includes an extensive collection of assessment standards, districts
may customize the guidebook by choosing which standards to include in their
assessment program, as well as adding standards specific to state or local
regulations. All aspects of the tool can be easily customized by school districts to
reflect the programs and requirements specifically applicable to their schools.
The resulting customized assessment guidebook can be printed, showing full
details for all assessment standards included in the district’s assessment
program. Section 4.2.1 of this user’s manual provides guidance on how to
customize the assessment guidebook. Section 6 of this user’s manual provides
guidance on how to generate a printed copy of the guidebook.

m  Master Checklist: A master assessment checklist can be printed once the
assessment guidebook has been customized. It is simply a different way of
presenting the assessment standards included in the assessment guidebook, and
is thus affected by changes to the assessment guidebook. This master checklist
can be used by assessors in the field to conduct comprehensive assessments of
school facilities (see Section 6 of this user’s manual for instructions on printing
the Master Checklist).



Custom Checklists (new in Version 2): More specific custom checklists can also be
created and printed for special-purpose assessments (e.g., asbestos assessments).
These custom checklists are subsets of the master checklist, and, like the master
checklist, are affected by changes to the district’s assessment guidebook. Section
4.2.2 of this user’s manual provides guidance on how to create custom checklists.

Assessment Notification Letters: HealthySEAT includes a standard assessment
notification letter, which is used for assessments based on the master checklist,
and which can be edited. Additionally, beginning with Version 2, custom
notification letters can be created and linked to custom checklists, thereby
providing more specific information to school facilities about upcoming special
assessments. Section 4.2.4 of this user’s manual provides guidance on adding and
editing notification letters.

1.4 Organization of HealthySEAT

The HealthySEAT software is organized into three primary functions, each of which is
represented by a button on the Main Menu:

Customize for District: The Customize for District function allows districts to fully
customize the tool for use, including adding its own name and district logo,
facilities, assessors, and contacts for remediation, as well as tailoring the
assessment program content to district policies, programs and priorities. Districts
can also tailor the prioritization scheme included with the tool, customize letters
and manage security features, among other administrative functions.

Manage School-Specific Assessments: The Manage School-Specific Assessments
function allows districts to enter and store information about every assessment
conducted at individual facilities, track the status of every recommendation, and
generate customized letters and reports for individual schools pre-and post-
visits.

Open Reports/Output Menu: The Open Reports/Output Menu function allows
districts and other users to select from a variety of report options which organize
and extract information from the database. Two example reports include
Number of Open Recommendations by Facility and Recommendations Details
by Facility.

While HealthySEAT is designed to allow full customization of the content by school
districts, the software comes pre-loaded with a checklist that covers a wide array of
issues that school districts may wish to assess for each of their schools. The checklist is
organized by the physical areas of the school to be assessed, the issue-specific topics and
subtopics for each area of the school, and specific assessment standards representing the
positive conditions an assessor would look for in each area of the school facility.

In addition to information on EPA programs, HealthySEAT also includes information on
safety, health and injury prevention, including:



m  National Institute for Occupational Safety and Health (NIOSH) comprehensive
Safety Checklist Program for Schools, which contains recommendations as well
as detailed checklists on Occupational Safety and Health Administration (OSHA)
regulations which may be applicable to schools;

m  Centers for Disease Control, Division of Adolescent and School Health
recommendations based on the CDC/DASH School Health Index; and

m  Department of Education Safe and Drug Free Schools Crisis Management
program.

1.5 Intended Uses of HealthySEAT

HealthySEAT is intended primarily as a tool for school districts to use to periodically
evaluate their school facilities at a macro level to be sure that all of the essential elements
of key programs are being properly managed school-by-school. Districts choose the
frequency with which they will conduct assessments, though EPA recommends that an
assessment be conducted at each school at least annually. Districts may conduct the
assessments using district staff, school-based staff, contractors, or a combination,
depending on their particular circumstances and available resources.

The HealthySEAT software is designed specifically to manage information on multiple
facilities. For this reason, the software itself is not intended to be used by individual
schools. However, the customized checklist and guidebook developed by the district
will be a potentially valuable resource for school-based as well as district staff.

It is important to note that HealthySEAT is not a substitute for the day-to-day vigilance
and good practice that is required at every school to effectively manage environmental,
safety and health issues in a manner that protects children, staff and the environment at
all times.

Many states and school districts are already undertaking or encouraging school facility
assessments, and EPA has designed HealthySEAT so that these states and districts can
easily incorporate their own checklists into the software. During and after the
customization process, a simple toggle switch allows districts to view and use either the
district-customized program or EPA-included assessment standards.

EPA strongly encourages states to work across the appropriate state agencies to
incorporate state requirements into HealthySEAT to help reduce the duplication of effort
required for each district to independently research state requirements.



SECtiOH 2 Reminder:

InStallatlon Make frequent copies of your data
file (BE HSEAT.mdb).

This section covers the steps required for installation of HealthySEAT. These
instructions are tailored for users downloading HealthySEAT from EPA’s web site
(http:/ /www.epa.gov/schools), which is the primary distribution channel for the tool.
When installing HealthySEAT from a CD-ROM, or from any other media type, please
see the installation instructions included with that media.

2.1 System Requirements

HealthySEAT was developed using Microsoft Access 2003, a Runtime version of which
is included with the installation package. Users of HealthySEAT, therefore, do not need
to own or purchase Microsoft Access. Following are the minimum system requirements
for using HealthySEAT:

m  Windows 2000 or XP Operating System

m  Pentium-compatible chip (233 MHz or higher), IIl Recommended
= 128+ MB of RAM

m  Optimal screen resolution of 1024 x 768 pixels

m  Screen color quality (16-bit or better)

NOTE: HealthySEAT does not work with Windows NT, 95 or 98 or Apple Macintosh
operating systems. There may also be issues with installing HealthySEAT on a computer
running the Windows Vista operating system. Check EPA’s HealthySEAT website
(http:/ /www.epa.gov/schools) for information about Vista compatibility.

2.2 Downloading HealthySEAT

HealthySEAT can be downloaded from EPA’s web site at http:/ /www.epa.gov/schools.

2.3 Installing HealthySEAT

NOTE: These installation instructions apply whether you are a first time HealthySEAT
user or are upgrading from HealthySEAT Version 1 to Version 2. Information for
Version 1 users on how to re-connect to their existing Version 1 data file from the new
Version 2 is contained in Section 4.3.1 of this manual.

When installing HealthySEAT, please take note of the following;:



m  Administrative rights,2 meaning a user who has full administrative control over
the domain and/or the computer, are required for the installation of
HealthySEAT. To obtain or verify the status of administrative rights, contact the
district’s IT department for assistance.

m  Microsoft Access 2003 Runtime is automatically installed along with
HealthySEAT.

m  NOTE: If the user has other MS Access databases that require a full (non-
Runtime) version of MS Access already installed on the computer, users may
find that their other database files may no longer open by simply double-clicking
on them (or their shortcuts). This is because each time HealthySEAT is run,
Windows will associate all files using the .MDB file extension with Microsoft
Access 2003 Runtime version. This is a typical Windows characteristic any time
multiple versions of any software are present on a computer. However, the files
have not been damaged or moved, and can be easily opened simply by
highlighting and right-clicking the file, choosing "Open with..." and selecting the
appropriate full version of MS Access (i.e., 97, 2000, 2002, 2003). A more
permanent solution is to modify shortcuts for existing database files to include
the full path of the executable (.EXE file of the appropriate version of MS Access.

m  Each time HealthySEAT is downloaded and installed, a new (empty) version of
the HealthySEAT “back end” database will be placed on the computer (see
Section 7.1 of this User’s Manual for a more detailed explanation of the “back
end” database). If the user has an existing database, using the “Re-establish
Database Connection” option on the “Customize for District” menu will be
required to link the newly installed HealthySEAT application to the existing
database. See Section 4.3.1 of this User’s Manual for detailed instructions on re-
establishing the database connection.

After successfully downloading HealthySEAT (see Section 2.2 above), the HealthySEAT
application can be installed by following the steps outlined below:

1. Double-click healthyseat2.exe. A window

labeled WinZip Self-Extractor will open. Click O :
the “Unzip” button to extract installation files | speciiedfoider press the Unzip bution.
to the default folder i o ol
C:\HealthySEAT?2_Install, or click browse to L. \HealhySEATZ Instal Browse.. | [ Cose |
select another folder. If you do not use the (= sl promsis
default folder be sure to make note of your
selected folder location. After the files have

been extracted, click “OK” and then “CLOSE”

2 For Windows XP Home Edition, a person who can make system-wide changes to the
computer, install software, and who has access to all files on the computer. A person with a
computer administrator account has full access to other user accounts on the computer.



the window.

2. Go to the folder into which the installation files were extracted (default folder
C:\HealthySEAT?2_Install), then double-click the SETUP.EXE file.

& HealthySEAT2_Install

File Edit Wew Favorites Tools Help |',
: @Back N > | ?‘ /':" Search [ Folders [0+

! Address |E| Ci\HealthySEATZ_ Instal "| Go
# |5 Files

File and Folder Tasks # _}Autorun.inf
) I SETUR.EXE
29 Make a new Folder -
€ Fubilish this folder ko
the Web

fd Share this folder

w

407 KB 4 My Computer

3. The HealthySEAT Setup Wizard should start. Click on the “Next” button on the
“Welcome...” screen.

1% HealthySEAT Setup

Welcome to the HealthySEAT
Setup Wizard

The Setup Wizard will install HealthySEAT an your computer.
Click Next to continue or Cancel ko exit the Setup Wizard,

4. Read the End-User License Agreement, accept the terms, and click the “Next”
button.

) HealthySEAT License Agreement

End-User License Agreement

Please read the following license agreement carefuly

"The Healthy School Environments Assessment Tool has been
developed by the U.S. Environmental Protection Agency to assist
states and school districts in conducting basic selfassessments of the
status of environmental and other hazards in each of their schoal

facilities. This is a volurtary tool that may be used by states, school
districts, and others as they deem appropriate. The tool is intended to

be customized by states and/or school districts before use to reflect

state and local reguirernents and policies. Content provided with the tool
reflects only EPA recommendations on the most important topics and
=nhtnnirs that shnnld ha aceasced by arhanl districte

3

©1 gerept the terms in the License Agreement:

()1 do not accept the terms in the License Agresment

< Back. ” Mext > 1 [ Cancel




5. On the “Customer Information” screen, enter your name and the organization’s
name in the appropriate fields and click the “Next” button.

i HealthySEAT Setup

Customer Information

Please enter your customer information

User Marne:
|com

Crrganization:
|com

< Back ” Mext = ] [ Cancel

6. Select the preferred setup type, either “Typical” or “Custom.” The only difference is
that the “Custom” installation allows the user to specify the location where the
HealthySEAT application files are placed (the default location is c:\ Program
Files\ HealthySEAT2\).

i HealthySEAT Setup

Choose Setup Type

Choose the setup bype that best suits your needs

Typical

Installs the most common program features, Recommended For
most users,

Custom

Allows users to chaose which pragram Features will be installed
and where they will be instaled. Recommended for advanced
users.




For the “Custom” setup type, use the “Browse” button to select the target installation
folder, then press the “Next” button.

i HealthySEAT Setup

Custom Setup

Select the way you want Features to be installed,

Click on the icons in the tree below to change the way Features will be installed.

HealthySEAT2 Install HealthySEAT2 in the location
of your choice.,

This Feature requires 17ME on wour
hard drive.

Location: C:\Program Files\HealthySEATZ)

[ Resef ] [D\skgsaga] [ < Back. ” Next = ] [ Cancel

On the “Ready to Install” screen, click “Install”.

i HealthySEAT Setup

Ready to Install
The Setup Wizard is ready to begin the Typical installation

Click Install ta begin the installation. IF you want to review or change any of your
installation settings, click Back, Click Cancel ta exit the wizard,

<Back |[ Instal | [ Cancel

The status indicators will show the installation progress.

& Healthy SEAT Setup

Installing Healthy SEAT

Please walt while the Setup Wizard installs Healthy SEAT. This may take several
minutes,

Stakus:  Preparing ko install Microsoft Office Access 2003 Runtime

[

< Bark. Mext =




10. When Microsoft Office Access 2003 Runtime and HealthySEAT have been installed,
the “Completing the HealthySEAT Setup Wizard” screen will appear. Click the
“Finish” button, after which the Setup Wizard will close.

i Healthy SEAT Setup X

Completing the Healthy SEAT
Setup Wizard

Click the Finish button to exit the Setup Wizard.

HealthySEAT is now installed, and an icon will appear on your desktop with the caption
“HealthySEAT2.” There is no need to re-start the computer prior to using the newly
installed HealthySEAT. When ready to use the tool, merely double-click on the
HealthySEAT?2 icon.

2.4 Getting Started

When first running HealthySEAT after installation, the user will be required to enter a
name and initials. This is part of the MS Access 2003 Runtime configuration.

The user may be presented with one or more security warnings from Microsoft, and
some of these may appear each time HealthySEAT is opened. Following are some of the
more common warnings, as well as instructions on how to respond.

m A warning may appear entitled “Security Warning: Unsafe expressions are not
blocked.” The user will be asked to confirm whether or not the file should be
opened. The user should click the “Yes” button in order to proceed with opening
the tool.

Security Warning E|

Opening "C:\Program Files\Healthy SEAT\HSEAT, mdb"

This File may not be safe if it contains code that was intended ko harm your
cormpuker.,
Do you wankt o open this file or cancel the operation?

Cancel l [ open [%J

10



®m A warning may appear saying that the file “may not be safe” and ask whether or
not the user wants to take action. The user should click the “Open” button in
order to proceed with opening the tool.

Error messages regarding graphics files may also appear. The following are some of the
more common messages, as well as instructions on how to respond.

m If a message appears indicating that a specific .gif file cannot be opened, and the
only button present is “OK,” click the “OK” button.

m If a message appears indicating that the district logo (which by default is the EPA
seal) cannot be loaded because it is too large, click the “OK” button. Most likely
the user’s computer cannot handle the default logo graphic type. After logging
into HealthySEAT, this problem can be resolved by going to the "Load/Update
District Logo" option on the "Customize for District" menu, clicking the
“Browse” button, selecting "Image Files (*.bmp)" in the "Files of Type" field,
selecting the HSEAT.bmp file shown or a copy of the district logo in .bmp
format, and clicking the “Load/Update Logo” button. To verify the logo has
been correctly inserted, click the “Save and Return to Customize for District”
button to get back to the Customize for District menu and then click on the
“Return to Main Menu” button to return to the Main Menu page of
HealthySEAT. The district’s logo should now appear in the upper left corner of
the Main Menu page. Detailed instructions are also provided in Section 4.1.2 of
this User’s Manual.

When opening HealthySEAT for the first time, HealthySEAT will automatically connect
to the included empty database. As a result, the following warning messages will
appear:

m  “District Logo Not Loaded” (see screen below)

District Logo Mot Loaded

i It appears that ywou have not configured HealthySEAT to use wour district's logo,
Please do so using the 'Load/Ipdate Districk Logo' bukton on the 'Customize For Districk' menu.

This message indicates that the current “back end” database has not been
configured with the district’s logo. Acknowledge this message by clicking the
“OK” button. To prevent this message from recurring, follow the instructions in
Section 4.1.2 to load your district’s logo instead of the default EPA seal.

11



m  “HealthySEAT Not Yet Configured” (see screen below)

HealthySEAT Not Yet Configured X]
'T ‘welcome to HealthwSEAT. The application is not wet Fully configured For use, as noted below:
- District Info Mot Configured
Facilities Mot Configured
Assessors Mat Configured

You appear bo have the administrative permissions required to configure HealthySEAT.
Use the options on the 'Custamize Far Diskrict’ menu ba resalve the configuration issues noted above,

This message indicates that the current “back end” database is not yet configured
for use. Click the “OK” button to acknowledge this message. It should stop
appearing after login once you either (1) re-establish a connection to an existing
fully configured database, or (2) input district information and at least one
facility and one assessor.

NOTE: Do not be alarmed if you have installed a new version of HealthySEAT and have
an existing database that is already configured. Simply use the “Re-establish Database
Connection” option on the “Customize for District” menu to connect to the district’s
existing database (as described in Section 4.3.1 of this manual). Upon re-establishing the
database connection the above warning messages should no longer appear when
starting HealthySEAT.

Mandatory configuration steps required to start using HealthySEAT include:
m  Edit district information (see Section 4.1.1 of this User’s Manual)
m  Load your district logo (see Section 4.1.2 of this User’s Manual)
m  Add facilities (see Section 4.1.3 of this User’s Manual)
m  Add assessors (see Section 4.1.4 of this User’s Manual)

These configuration steps can all be accomplished by clicking on the “Customize for
District” button on the Main Menu, then using the options under “District-Specific
Information.”
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m HealthySEAT V2 Beta - [Customize for District]

X Exit HealthySEAT | & Go To EPA Schools Website | &% ContactUs  Adobe POF

NEE
&

Main Menu > Cu mi
Customize for District

This menu provides access to options that enable you to customize the HealthySEAT application and assessment program for your district.

District-Specific Program Application
Information Information Settings
Customize Re-establish Database
= Assessment Guidebook Connection
Load/Update District Logo | Cust:rfxd dﬁmtkrsis | Configure Security |
Add/Edit Facilities | Wdﬁm:td. | Manage User Accounts |
Add/Edit Assessors | nntiﬁ‘::;!j:ﬁd:tetters | Configure Reminders |
Add/Edit Contacts Manage District
for Remediation Policies/Programs

Return to Main Menu

Additional recommended configuration steps, which can be accomplished using the
other options on the “Customize for District” screen, include:

User’s Manual).

Customize the assessment guidebook for the district (see Section 4.2.1 of this
User’s Manual).

Create custom checklists for special purposes (see Section 4.2.2 of this User’s

Add/Edit the notification letters (see Section 4.2.4 of this User’s Manual).

Review the prioritization criteria and revise, if desired (See Section 4.2.3 of this
User’s Manual).

Configure Security features (see Section 3, Section 4.3.2 and Section 4.3.3 of this
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SECtiOH 3 Reminder:

Make frequent copies of your data

Securlty Features file (BE_HSEAT.mdb).

To help secure configuration and other data entered, HealthySEAT is equipped to
provide selective access to various parts of the application. However, the use of the
security features within HealthySEAT is entirely optional. Whereas in Version 1 security
was enabled by default, new installations of HealthySEAT Version 2 come with security
disabled by default. The information presented in this section should assist in deciding
whether and how to use the security features available in HealthySEAT. To enable
security in HealthySEAT, see Section 4.3.2 of this User’s Manual. Please read this
section as well as section 4.3.2 carefully before enabling security as this will prevent
you from inadvertently becoming locked out.

3.1 Permission Levels

There are three permission levels that are fundamental to the security model employed
by HealthySEAT. Each level ties directly to one or more of the three main components of
HealthySEAT, as represented by the buttons on the Main Menu. Following are the three
permission levels, along with the HealthySEAT components to which users of that level
have access.

. Has Access To...
Permission -
Level Customize for Manage School- Open Reports/Output
District Specific Assessments | Menu
Administrator v v v
Assessor v v
Viewer v

3.2 Security Modes

To provide flexibility to users of HealthySEAT, three security modes are available. These
three security modes include:

m  Group Accounts (pre-configured)
m Individual User Accounts (recommended)
m  No Security (default)
Each of these security modes is described in detail in the following subsections.

3.2.1 Using HealthySEAT with Group Accounts

Using this security mode involves setting up user accounts, and commensurate user
levels, for groups of users, though HealthySEAT comes pre-configured with three group
accounts. Individual users are provided the login credentials (User Name and
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Password) for one of the three groups (e.g., Administrator, Assessor, Viewer) to which
they belong.

The three group user accounts with which HealthySEAT comes pre-configured are:

User Name Password Permission Level
Admin admin Administrator
Assessor assessor Assessor

Viewer viewer Viewer

If security is enabled and HealthySEAT is used with these pre-configured group
accounts, then the password for each should be changed (see Section 4.3.3 of this User’s
Manual).

NOTE: HealthySEAT passwords are fully encrypted. Administrator access to
HealthySEAT is not possible without the login credentials for the “admin” group
account. Thus, it is recommended that the login credentials for the “admin” group
account be written down and stored securely.

3.2.2 Using HealthySEAT with Individual Accounts

HealthySEAT is capable of managing individual user accounts for each user. This is the
security mode that is recommended, as it provides the highest level of protection. This
mode involves setting up user accounts, and commensurate user levels, for each person
who accesses HealthySEAT (see Section 4.3.3 of this User’s Manual).

If HealthySEAT is used with individual user accounts, the default group accounts for
Administrator, Assessor and Viewer (see Section 3.1) should be removed after the
individual user accounts (including at least one with Administrator permission level)
are established.

NOTE: HealthySEAT passwords are fully encrypted. Administrator access to
HealthySEAT is not possible without the login credentials for at least one user account
with permission level of “ Administrator.” Thus, it is strongly recommended that the
login credentials for at least one user account with permission level of
“Administrator” be written down and stored securely.

3.2.3 Using HealthySEAT with No Security

HealthySEAT can be used with all security features disabled. To minimize the barriers to
installing and evaluating HealthySEAT, new installations of Version 2 come with this
security mode selected by default. In this mode, there is no prompt for User Name or
Password when opening the tool. All users are treated as administrators and have full
access to all functions within HealthySEAT, including the “Customize for District”
menu.

The district is encouraged to consider the value of the HealthySEAT data and the effort
put into customizing the district’s assessment program and configuring it properly.
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Therefore, it is not recommended that HealthySEAT be deployed with security
features disabled unless the tool is used on one single computer.

To disable security in HealthySEAT, see Section 4.3.2 of this User’s Manual.
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SectiOn 4 Reminder:

Make frequent copies of your data

Customize for District fle (BE. HSEAT mdb).

The first step in using HealthySEAT is to customize the tool with District-specific
information, including;:

* District name, address, and contact information, and Logo

* Information about all school facilities within the district, including contact
information

» District assessors and contacts for remediation
* Areas/topics the district would like to assess at each school facility
® Custom assessment checklists, including those for special purposes

* Notification letters (standard and custom), which are sent to each facility prior to,
and immediately following assessments, tailored to the district’s needs.

®  Security and user configurations

Detailed instructions for completing the customization process are provided below.

HealthySEAT Customization by State Agencies

EPA recognizes that agencies such as state health, education,
environment, transportation and numerous other departments offer
guidance and resources to assist school districts with compliance with
state regulations and recommendations. Therefore, HealthySEAT has
been designed to be flexible and expandable to facilitate states
downloading and customizing the content included in the tool. While
content included in HealthySEAT primarily introduces and guides school
districts to federal EPA program information, the flexibility of
HealthySEAT allows states the opportunity to edit and/or add in state
guidance and requirements.

States agencies interested in customizing content within HealthySEAT
are encouraged to collaborate across all state departments interacting
with school districts. States can follow the same customization process
outlined in Section 4.2.1 below, prepare PDF versions of the state-
customized guidebook and checklist, and then distribute the customized
guidebooks and checklists to school districts and private school
organizations within the state’s jurisdiction. School districts and private
school organizations will then be able to further customize HealthySEAT
to create assessment programs reflecting federal, state and local level
regulations and recommendations.
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4.1 District-Specific Information

The following features of HealthySEAT allow districts to enter in district- and facility-
specific information.

4.1.1 Edit District Information

Entering district information customizes the title at the top of the main menu page of the
tool and enables the software to generate reports and forms with the district’s
customized contact information included on the letterhead.

Microseft Access - [Main Menu]
it Hoabin AT | & o To EPA Schocks Webnte | o Contact s &

T %, Martinez Unified School District

Healthy School Environments Assessment Tool
Version 2.0

Main Menu
Select from the available options below

Fully customizs HeatySEAT for your detrict’s assessment neads (inclding

Cnsi et s it qudebun, ke, i TR vladads),

Panage School-Specific Schedule Vi enier
Assesiments lathors, chacklist, and recommendation reparts,

Open B /Dty M vm,‘r:-kmzdmam:mdmmnmdwn‘swmn

Open tha HeakySEAT Lser's Manual (which was savad o your hard drive during

rrstallabon).
Exit HealthySEAT
Developed by:
[ e 10jezganar
1. From the main menu, click on the “Customize for District” button.
RETES
X Exit HealthySEAT | % GoTo EPA Schools Website | g% ContactUs  Adobe POF &

Main Menu > omize for District

Customize for District Return to Main Menu

This menu provides access to options that enable you to customize the HealthySEAT application and assessment program for your district.

District-Specific Program Application
Information Information Settings
P —— v Customize Re-establish Database
ikdit Distnict Information Assessment Guidebook | ‘Connection |
Load]Update District Logo | e | ComfpaGoci ity |
Add/Edit Faciities | E"‘m'{"’"‘ 2l | Thasiure: ey Arceamts |
Add/Edit Assessors | el | Configure Reminders |
Add/Edit Contacts Manage District
for Remediation Policies/Programs
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Click on the “Edit District Information” button.

In the corresponding mandatory fields (marked with a red asterisk), enter the district’s
name, address, and phone number.

Microsoft Access - [Edit District Information]

X Exit HealthySEAT | & Go To EPA Schools 'Website | ¢# Contact Us &

Main Menu = Cuskomize for District > Edit District Information

Edit District Information Save and Return to Customize for District I

Enter the information below for your district, Much of this information is required because
it 5 included on HealthySEAT reports and letters,

District Name: artinez Unified School District] L * Required - These Figlds must be completed
- in ordler for all application Features to work

Mailing Address: 1212 Any Street * propetly. However, you are not forced to

: - corplete al o these Fislds before exiting

City: Any Town * State: [CA  « * Zip: 94553 e this Farm.

Phone: (009) 886-7777 ®  Fax: |(000) D00-7776

Email and/or

Wehbsite address: |complaintsrus@district.org *

Physical Address: 222 Bridgeway Ave,
City: Any Other Town State: |C4 |+ | 2ip: 94596

Department Responsible for District Assessment Program:
Assessments Department

Assessments Director: Larry Neilson
Title: pig Shot
Phone: (099) 123-4567

Email: In@schoalnet

Superintendent: Genny Olson
Phone: (099) 222-2222

Email: go@school.com

In the other fields, enter a fax number, the department responsible for assessments
(assessments department), the name of the director responsible for assessment oversight
(assessments director), assessments director’s title, and the name of the district
Superintendent.

2. Once all the fields are completed, click on the “Save and Return to Customize for
District” button to return to the Customize for District menu.

3. If the “Save and Return to Customize for District” button is clicked before
information is entered in the required fields, the “Main Menu” application title
and other branded application output may not have the district’s name.

4. Click on the “Return to Main Menu” button. The customized district name
should now appear on the Main Menu page.

4.1.2 Load/Update District Logo

Since HealthySEAT is intended to reflect the district’s own program content, districts
should display their own logo in the tool and on notification letters and reports
generated by HealthySEAT. The district logo will appear on the left-hand corner of the
Main Menu page in the database and on most of the reports generated by HealthySEAT.

Identify the logo that the district would like to incorporate into the tool. The logo image
tile should correspond to a supported graphic type (.jpg, .bmp, .gif, .wmf) and be sized
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approximately 100 pixels by 100 pixels.

1. From the Customize for District menu, click on the “Load/Update District Logo”
button.

] HealthySEAT V2 Beta - [Customize for District] REE|

X ExitHealthySEAT | % Go To EPA Schools Website | ¢ ContactUs  Adobe PDF =

nize for District

Cﬁ.étomizé for District Return to Main Menu

This menu provides access to options that enable you to customize the HealthySEAT application and assessment program for your district.

District-Specific Program Application
Information Information Settings

I s
LoadiUpdate District Loga | coldlfEd | oA ey |
Add/Edit Facilities | el | Manage User Accounts |
i sessors | | s mamtert |
| e, |
L
2. Click the Browse button next to the file path name. The logo’s file pathway
should appear.
X Exit HealthySEAT | % Go To EP) & ContactUs  Adobe PDF a2
Load/Update District Logo S At st

Use this form to load or update the district logo used by HealthySEAT. The district logo is shown on the Main Menu and
on most HealthySEAT reports. Note that the logo image file must correspond to a supported graphic type (.jpg, .gif,
.wmf, or .bmp file extension) and must be approximately 100 pixels by 100 pixels.

Step 1 - Select the logo image file

Use the "Browse" button at the right to navigate to the logo image file on your computer or network.
Upon selecting an image file, its full path will be shown below.

Logo Image File Path: IC: \Projects\HealthySEAT \HealthySeat_V2_PreFinal\epa_seal_medium_trim.jpg Browse

Step 2 - Upload the logo into HealthySEAT
After selecting the logo image file, press the "Load/Update Logo" button below to upload it into HealthySEAT.
The "District Loga" shown above should change to reflect the news logo. If not, start over at Step 1.

Load/Update Logo [%

3. Click on the “Load/Update Logo” button. A preview of the logo will be
displayed in the “Logo Preview” box.

4. To verify that the logo has been incorporated into the tool, click on the “Save and
Return to Customize for District” button. Then click on the “Return to Main
Menu” button. The logo should appear in the upper left-hand corner of the
screen.
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5. If an incorrect logo appears, verify that the logo image file corresponds to a
supported graphic type (jpg, .bmp, .gif, .wmf) and is sized approximately 100
pixels by 100 pixels. Repeat steps 2 through 6 above.

4.1.3 Add/Edit Facilities

This feature allows districts to add new facilities and/or edit or delete information on
existing facilities currently stored in the tool. The facility drop-down list and the facility
selector arrows at the top of the screen allow users to page through the names of the
facilities one at a time or jump to the beginning or end of the list. Note that fields
marked with a red asterisk are required while field marked with a green asterisk are
recommended

To add new facilities, complete the following steps:

1. Access the Customize for District menu from the Main Menu page.
T HealthySEAT V2 Beta - [Customize for District —1ETx]
3 ExitHealthySEAT | & Go To EPA Schools Website | 4% ContactUs  Adobe PDF [
Customize for District Return to Main Henu
This menu provides access to options that enable you to customize the HealthySEAT application and assessment program for your district.
District-Specific Program Application
Information Information Settings
Edit District Information . c'“:fx'gf;emk | “e'esf:’n'::m? e
Load/Update District Logo | gmﬂm‘krm | Configure Security |
Add/Edit Facirntif | [‘ﬁt;rf:;vs"l_':v':;td' | Manage User Accounts. |
440
Add/Edit Assessors | mﬁﬁﬁf‘dfmm | Cimitagparn: Fisiiniirs |
Add/Edit Contacts | Manage District |
for Remediation Policies/Programs
2. Click on the “Add/Edit Facilities” button. The screen will automatically show
the “Main Facility Data” page.
3. Enter the name of the facility. This field must contain text before information can

be entered into the remaining fields.
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[ Microsoft Access - [Add/Edit Facilities]

X Exit HealthySEAT | & Go Ta EPA Schools Website | «& Contact Us &

Main Menu > Customize for District > Add/Edit Facilities

Add/Edit Facilities Save and Return to Customize for District ]

Use this form to enter key information for each school facility, Because much of this information is shown on reports and letters, most fields Add a New Facility

are either required or recommended. Click on the "aAdditional Facility Data" tab to add references to other data about each facility,

Delete This Facility
Facility Selectors: E E @ E] Facility 1 of 3

Go To Facility Where Name Is... v

Go To Facility Where Alternate ID Is... -

Main Facility Data | additional Facility Data

Facility Name: Franklin High * Active?

Alternate Facility ID: | HOO04
* Required - These Fislds rust be completed in order For all

Facility Type: High School &+ application feakures to work properly, However, you are not

Main Phone: (590 777-6666 Fax: |(995) 225-5987 forced to complete all of these fields before esiting this Farm,

Mailing Address * Physical Address *

Linel: 764 Brook St Line2: # 340 Line1: 340 Marley Blvd, Line2:

City: [Any Other Town State:|Ca v City: [any Town State:[Ca
Zip: [94556 2ip: (94550 County: Contra Costa

Primary Contact Facility Contact

Salutation: Dr.  ~ Name: Mr. albert white =
First: Marilyn *  Last: Franklin [ Title: Facility Operations Manager
Title: Princinal *  Phone: (993) 876-0009 Email: awi@school.net [

Phone: |(399) 987-6555 Email: mf@school.net

Other Facility Info: This is other information.

Form Wiew

If applicable, enter an Alternate Facility ID. This field can be used to address
multi-use facilities with multiple administrators (i.e. a traditional day time high
school and an evening continuation high school that are both on the same
campus but have different principals).

Enter the type of facility on the field to display the drop-down list. The options
include:

*  Multi-use: multiple facilities at one location such as a middle school and a
high school on the same campus

= Elementary school: as defined by the district

*  Middle school: as defined by the district

* High school: as defined by the district

®  Bus depot: location where the school bus fleet is parked

= Administration: administrative offices such as the School District headquarters
* Industrial: various vocational schools, chemical storage facilities, etc.

= Career/Vocational: as defined by the district

= Other: facilities that are not described by the categories listed above
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10.

11.

12.

13.

14.

15.

Enter the Mailing Address and the Physical Address (which may differ). Line 2
may include information such as mail stop and location identifiers. Note that
letters are all sent to the mailing address

Enter the phone number and fax number.

Enter the primary contact’s name, title, and email address (e.g., person with
overall responsibility for that school or facility such as the principal).

If the facility contact is different from the primary contact, enter the name of the
facility contact (e.g., person with overall responsibility for school operations and
facility management such as the head of facilities or the head custodian).

The “Other Facility Information” field is provided to allow entry of optional
additional information on the facility such as building square footage,
enrollment, capacity, etc.

Note that the “Active?” checkbox is checked by default, indicating that the
facility is currently active, or being used, and thus is included in the assessment
program. If the facility is inactive (i.e. a closed school), click on the box to toggle
off the checkmark. NOTE: the option to “delete” a facility exists, however it is
recommended that this button be used cautiously. In the event that a facility is
closed, toggling off the checkmark in the “Active?” checkbox is recommended
instead of deleting the facility. This will retain the historical records of
assessments conducted at the facility. In the event the facility is demolished and
the district no longer needs the historical record of assessments, the “delete”
button can be used.

Upon entering all information for the facility, either click on the “Add Facility”
button to enter additional facilities, or, if finished entering facility information,
click on Save and Return to Customize for District.

Repeat steps 3 through 12 above until all facilities are entered into the database.
NOTE: Districts are free to develop their own programs to import facility
information from existing databases. See Section 7.3 of this User’s Manual for
more information.

To verify that the new facilities have correctly been entered and saved in the
database, click on the down arrow in the “Facility Name Search” field to display
the drop-down list. The new facilities should appear in the drop-down list. If an
alternate facility ID has been entered, click on the down arrow in the “Alternate
Facility ID” field to display the pull-down menu. Verify that the new facility IDs
appear in the pull-down menu.

The HealthySEAT database also provides an option to create an index for

additional facility data such as financial tracking information, photos from
assessments, site plans of schools, work order numbers, and more. To create an
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16.

17.

index, click on the “Additional Facility Data” tab. See Section 8.3 of this user’s
manual.

Enter a reference number, a location where the data can be found (i.e. assessment
photos are located in file drawer X), a description of the data, and a sort order
(order of appearance in the index).

Click on the “Save and Return to Customize for District” button to return to the
Customize for District menu.

To edit an existing facility, complete the following:

1.

2.

Access the Customize for District menu.
Click on the “Add/Edit Facilities” button.

Choose the name of the facility from the Facility Search drop-down list or by
using the facility selectors.

Once the facility information has appeared on the screen, click in the
corresponding text field(s) to enter new information.

To delete an existing facility, complete the following:

1.

2.

Access the Customize for District menu.
Click on the “Add/Edit Facilities” button.

Choose the name of the facility to be deleted from the Facility Search drop-down
list or by using the facility selectors at the bottom of the screen.

Click on the “Delete Facility” button. The following warning message will
appear: “Are you sure you want to delete this facility and it’s associated
assessments?” Deleting a facility will remove all of the details associated with the
facility, including past assessment results.

To continue with deleting the facility, click on the “Yes” button.

Click on the “Save and Return to Customize for District” button to return to the
Customize for District menu.

4.1.4 Add/Edit Assessors

The “Add/Edit Assessor” function of the tool customization allows users to add new
facility assessors and edit information on existing facility assessors. A facility assessor
can be any person the district designates to conduct assessments. The “Assessor Search”
pull down menu at the top of the page allows users to quickly select an assessor for
which information has already been added. The “Assessor Selector” arrow buttons at
the bottom of the screen allow users to page through the names of the facility assessors
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one at a time or jump to the beginning and/or end of the list.

1. From the Customize for District menu, click on the “Add/Edit Assessors”
button.
EJ tiealthySEAT V2 Beta - [Cus! & S-S |
X ExitHealthySEAT | & Go To EPA Schools Website | ¢ ContactUs  Adobe PDF -]
Main Menu or District
Customize for District Return to Main Menu
This menu provides access to options that enable you to ize the F WSEAT application and a: ment program for your district.

District-Specific Program Application

Information Information Settings
Edit District 5 | Cllstumhg | Re'est(a':'lish gai:hﬂ |

Load/Update District Logo | cm::dclmkrms | Configure Security |
Add/Edit Facilities | Eﬁmm”g“" | Manage User Accounts |
Add/Edit Assessors [L el | Conbypare Resanrlers: |
Add/Edit Contacts Manage District

for Remediation Policies/Programs.

2. Enter the name of the assessor, a suffix (e.g., CIH1234) if applicable, the
assessor’s title, department, address, phone number, fax number, and email
address.

[ Microsoft Access - [AddIEdit Assessors]

X Exit HealthySEAT | @ Go To EPA Schools Website | <% Cortact Us

Main Menu > Customizs For District > Add/Edit Assessors

Add/Edit Assessors I Save and Return to Customize for District I

Use this form to enter key information for each assessar. You must enter data for fields that are marked as required. It is recommenced that

you enter data for fields that are recommended, as many of these appear on letters and reports. To preserve historical assessment =

information, you are not permitted to delete an assessor, but you can make an assessor inactive.

Assessor Gelectors: [ W] [ € J[ ¥ J[ P ] Assessoriof2
Go To Assessor Whose Name Is... v
Assessor Name: First: Harrry * Last: Gwilliams * Suffix: P.E Active? [7] IF this person is no longer
y conducting assessments,

Title: Chief Tnspector el IS ey
Department,/Organization: Tnspections + Requied
Area(s) of Responsibility:  Facility Inspections - all
Address Line 1: 121 Brook St
Address Line 2:
City: Ay Other Tawn State: CA v| 2ip: 94556
work Phone: (999) 873-7766 Mobile Phone: |(999) 535-6543
Email: hg@echool.com Fax: |(239) 777-0002
Enter below the names of any persans wha should receive a copy (cc) of assessment-related correspondence (.9, letters, reports)
from this assessar, Mote that more than one name can be entered in each cc field.
cc Line 1: Kiana Jones
cc Line 2: Torge Martinez
cc Line 3: James Albert
cc Line 4: Matalie Frances
cc Line 5:

Farm iew

" 4 : : :
3. In the “cc” fields, enter the name(s) of persons who should receive copies (cc) of

assessment related correspondence (i.e. letters, reports) with individual schools.
Note that on letters, the facility contact will always appear as the first “cc.”

4. Note that the “Active Assessor?” checkbox is checked by default, indicating that
the assessor is currently conducting assessments. If the assessor is no longer
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conducting assessments, click on the box to toggle off the checkmark. NOTE:
Assessors cannot be deleted from the database because doing so could
potentially orphan assessment records linked to that assessor. While editing of
assessor names is permitted, DO NOT abuse this feature by “re-using” inactive
assessor records for a new assessor, as this could result in old assessment records
being linked to the new assessor.

5. To add the next assessor, click on the “Add a New Assessor” button. The fields
will appear blank to allow additional assessors to be entered.

6. Repeat steps 2 through 5 until all assessors, and their respective contact
information, are entered into HealthySEAT.

7. To verify that the new assessors have been entered, click on the down arrow in
the “Assessor Search” field to display the drop-down list. The new assessors
should appear in the drop-down list.

8. To edit information on an assessor previously entered, select the name from the
“ Assessor Search” pull down menu at the top of the screen. Refer to steps 2
through 7 above.

9. When finished entering facility assessor information, click on the “Save and
Return to Customize for District” button to return to the Customize for District
menu.

4.1.5 Add/Edit Contacts for Remediation

The “Add/Edit Contacts for Remediation” function of the tool customization allows
users to add new contact information for remediation contacts and/or responsible
entities within the district as well as edit information on existing remediation contacts
and responsible entities. Remediation contacts are responsible individuals within the
district who are responsible for addressing, resolving and/or implementing assessment
recommendations. Examples include asbestos, lead, and mold abatement departments
and staff, Integrated Pest Management/ landscaping staff, facilities directors,
maintenance staff, and/or district Indoor Air Quality (IAQ) and heating, ventilation,
and air conditioning (HVAC) specialists. NOTE: This feature is entirely optional.
Districts may use the feature to identify who within the district should be contacted by
the assessor regarding any problems found. If the district prefers not to include contacts
for remediation, it will not affect other functions of the database.

The “Contact Search” drop-down list at the top of the page allows users to quickly select
a remediation contact for which information has already been added. The “Contact
Selector” arrow buttons at the bottom of the screen allow users to page through the
names of the remediation contacts one at a time or jump to the beginning and/or end of
the list.
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From the Customize for District menu, click on the “Add/Edit Contacts for
Remediation” button.

Microsoft Access - [Add/Edit Contacts for Remediation] EE|
3 Exit HealthySEAT | % Go To EPA Schools Website | &% Contact Us &
Main Menu = Cuskorize for District > Add{Edit Contacts for Remediation
Add/Edit Contacts for Remediation I Save and Return to Customize for District ]
Use thig form to enter the narmes and contact information for persons involved with remediation, YWhen entering an
assessment recommendation, you may specify & contact for remediation. To preserve historical assessment records, vou

are not permitted to delete a contact for remediation, but you can make a contact inactive.

Contact Selectors: E E @ E Contact 1 of 2

Go To Contact Whose Name Is... v
Contact Name: Jimmy Montgomery, CIH *  Active? IF this person Is no longer
inwolved with remediation,
Department/Scope wou may uncheck this box.
of Responsibilty: Ashestos Remediation i
i * Required
Address Line 1 444 Parkinson Ln,
Address Line 2
City: Jonestown State: CA v | 2Zip: 99987
Phone: (399) 077-6666 Fax: |(309) 333-3333
E-mail jm@school.net

In the corresponding required fields (marked with a red asterisk), enter the
remediation contact and the contact’s department or scope of responsibility.

In the corresponding optional fields, enter the remediation contact’s address,
phone number, fax number, and email address.

Note that the “Active?” checkbox is checked by default, indicating that the
remediation contact is currently providing remediation oversight and/or
services. If the remediation contact is not currently providing remediation
services, click on the box to toggle off the checkmark.

To enter additional Contacts for Remediation, either click on the “Add Contact”
button or use the right selector arrow to page to a blank screen. The fields will
appear blank to allow additional contacts to be entered.

To verify that the new contact has been entered, click on the down arrow in the
“Contact Search” field to display the drop-down list. The new contact should
appear in the drop-down list.

To edit information on a contact previously entered, select the name from the
“Contact Search” pull down menu at the top of the screen. Refer to steps 2
through 6 above.

Once the facility assessor information has been entered, click on the “Save and

Return to Customize for District” button to return to the Customize for District
menu.
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4.2 Program Information

The following features of HealthySEAT allow districts to customize the content
associated with their district-specific assessment program.

4.2.1 Customize Assessment Guidebook

The guidebook is a complete reference handbook that includes the areas/ topics,
subtopics, assessment standards, types of actions (i.e., regulatory requirement or
recommendation), priority levels, guidance for assessors, importance, background
information, and links to references and detailed guidance. Content in the guidebook
identifies each area and topic addressed in the tool, identifies EPA and other federal
agency programs, explains the benefits of implementing the programs, and provides
specific links to program resources. Use the following steps to customize the assessment
guidebook to reflect the assessment standards that apply to your district:

1. Access the Main Menu and click on the “Customize for District” button.
2. Click on the “Customize Assessment Guidebook”” button.
JREIES]
3 Exit HealthySEAT | % Go To EPA Schools Website | ¢ ContactUs  Adobe PDF a
Customize for District Return to Main Menu
This menu provides access to options that enable you to customize the HealthySEAT application and assessment program for your district.
District-Specific Program Application
Information Information Settings
Edit District Information i cm":f“:g:;emk Re'gg':‘r‘s"mg.;t:"a*
Load/Update District Logo | il | Configure Security |
Add/Edit Facilities I E‘r'tgmf':::ém‘ | Manage User Accounts |
Add/Edit Assessors | SemmhiEE | Configure Reminders |
Add/Edit Contacts | Manage District |
for Remediation Policies/Programs
3. The screen will display the default areas/topics and subtopics suggested by EPA

for inclusion in the district’s guidebook and checklist. All EPA areas/topics and
subtopics are checked for inclusion by default.
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HealthySEAT ¥2 - [Customize Assessment Guidebook]

X Exit HealthySEAT | % Go To EPA Schools Website \ & Contact Us  Adobs PDF =
Main Menu = Customize For District = Customize Assessment Guidebook.
Customize Assessment Guidebook | Gave andRetuim b Customize for Diskrict. |
Use thig form (and its subforms) to customize the assessment guidebook to reflect the assessment standards that apply [Preview Guidebook for This Area, Topic I
0 your district, The hierarchy is Area/Topic > Subtopic > Assessment Standard, At each level you may check or uncheck
the "Include" checkboxes to include or exclude specific items, For more information, please see the User's Manual, [ preview Checklist for This Area, Topic I
Area/Topic Selectors: [ M| [ < |[ » |[ M | Area/Topic 1of 38 [ Add a New Area/Topic I
Go To Area/ Topic... w
Include Area/Topic * Sort Order * [ Area,/Topic & Subtopic Quick Find I
Central Office - Chemical Management 10 — [ Add a New Subtopic I
Sort # ~
Include Subtopic * Order * Stds.
Chemical Purchasing 10 2| > View/Edit Assessment Stds. |
Inventory 20 2|[ > View/Edit Assessment Stds. |
Storage and Labeling 30 i [ =2 Wiew/Edit Assessment Stds. ]
Clean-out 40 2|[ > View/Edit Assessment Stds. |
Training and Handling 50 3 [ =2 Wiew/Edit Assessment Stds. ]
Hazard Communication Plan 50 1 [ = Yiew/Edit Assessment Stds. ]
4. To customize the content to be included in the guidebook and checklist, the user

can check or uncheck the boxes under “Include” next to each area/topic and
subtopic. To include an area/topic or subtopic in the district’s assessment
program, check the box. To omit an area/topic or subtopic from the district’s
assessment program, uncheck the box. If an attempt is made to omit an
area/topic or subtopic that includes assessment standards that may be
regulatory, the following message will appear: "This [area/topic or subtopic]
contains at least one assessment standard that may be a regulatory requirement.
Are you sure that you want to remove it from your program?"

5. Note that the “Delete Area/Topic” and “Delete Subtopic” buttons do not apply
to the areas/topics and subtopics that originate with EPA. EPA areas/topics and
subtopics cannot be deleted. However, the user can omit an EPA area/topic or
subtopic from the guidebook by un-checking the “Include” box as described in
step 4 above.

6. To scroll through each area/topic and view the associated subtopics, use either
the “Area/Topic Selectors” at the top of the page or, to go directly to a specific
area/topic, use the “Go To Area/Topic...” drop-down list at the top of the page.

7. Users have control over the order in which areas/ topics, subtopics, and
assessment standards appear in the guidebook and checklist. The ordering is
ascending and is controlled by the respective numeric Sort Order fields.
Area/Topic Sort Order is relative to other areas/topics only. Subtopic Sort Order
is relative to the other subtopics within the same area/topic only. Assessment
Standard Sort Order is relative to the other assessment standards within the
same subtopic only. While sort order values are pre-set by default, these can be
edited to suit district preferences.

8. To view the assessment standards within a particular subtopic (the number of
which is indicated in the “# Stds.” Text box), click on the “>> View/Edit
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Assessment Stds.” button to the right of the subtopic, which brings up the
Assessment Standard Details page. The Assessment Standard Details page
provides complete details for the assessment standards within the subtopic. To
cycle through multiple assessment standards, use the Standard Selectors.

B HealihySEAT V2 - [Assessment Standard Details] CEX
=

X Exit HealthySEAT | & Go T EPA Schools website | 7 Conkact Us  Adobe PDF

Main Menu = Customize For District = Customize Guidebook/Checklist > View/Edit Assessment Stds,

Assessment Standard Details [8ave and Retimm ko Customize Guidebuok]]

The information below provides details on the assessment standards for the selected area/topic and subtopic,

Edit & t Standard |
These details are also viewahle in the Assessment Guideboaok. Edit Assessment Standar

Area/Topic: Central Office -- Hazardous Materials

Subtopic: Ashestos Management Plan Assessment standard fields are
Iocked. Use the ‘Edit Assessment
Thers are & assessmenk standards under this subtopic | Standard Selectors: [ H ] [ 4 ] [ 3 ] [ H ] Standard 1 of 4 Standard' button to customize.

Assessment |School has an up-to- date asbestos management plan on file containing designation of a contact person who ensures
Standard:*  |that the responsibilities of the local education agency are properly implemented. [ Add Assessment Standard ]

[ Preview Guidebook Page ]

Select Program Yiew:

Include this assessment standard in the assessment guidebook? (*)¥es (No Sort Order: + 10 * Required
Type of Standard | Guidance for Assessor | Default Corrective Action | Priority | Importance | Background | Links to Detailed Guidance

EPA Regulation -- 40 CFR, 763, Subpart E

9. Also listed on the Assessment Standard Details page are the Type of Standard,
Guidance for Assessor, Default Corrective Action, Priority, Importance,
Background, and Links to Detailed Guidance. Each of these additional resources
can be viewed by clicking on the corresponding tabs on the bottom half of the
page. Each of these provides additional resources and information related
specifically to the assessment standard. Regarding Default Corrective Action,
which is new in Version 2, any text placed in this field will pre-populate the
Problem Description/Corrective Action field on recommendations created for
this assessment standard.

10. The user can choose to either include or exclude an assessment standard in the
district’s assessment program by clicking on “Yes” or “No” next to the question
“Include this assessment standard in the assessment guidebook?” To include an
assessment standard, click on “Yes”. To omit an assessment standard, click on
“No”. Note that this selection is not considered an edit to the assessment
standard, so it can be made without clicking on the “Edit Assessment Standard”
button.
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11. The user can edit the content of any assessment standard, including the type of
standard, guidance for assessor, default corrective action, priority, importance,
background, and links. To make edits, click on the “Edit Assessment Standard”
button. The following warning message will appear: “ Assessment standard fields
are unlocked for customization. Use caution when editing.” Click in the
corresponding field to add and/or edit text. In most of the large text fields,
pressing the Enter key will cause a new line to begin. Cut and paste is also fully
functional. When edits are complete, the user should click the “Save Edits”
button. To cancel edits and revert to the last saved version, the user should click
the “Cancel Edits” button.

[ HealthySEAT V2 - [Assessment Standard)Details] HWEE
X Exit HealthySEAT | @ Go To EPA Schools Website | 4% Contact Us  Adobe PDF =]
Main Menu = Customize For District = Customize Guidebook/Checklist > ViewfEdit Assessment Stds,

Assessment Standard Details l Save and Return bo Customize Assessment Guidebook I

The information below provides details on the assessment standards for the selected area/topic and subtopic,
These details are also viewable in the Assessment Guidsebook,

Area/Topic: Central Office -- Hazardous Materials Saye Edits ] [ Cancel Edits ]

Subtopic: Asbestos Management Plan Assessment standard fields
are unlocked for
There are 4 assessment standards under this subtopic | StandardSelectors: | M | [ 4 | [ » |[ M | Standard1of4 customization. Use caution

when editina.

Assessment |School has an up-to- date asbestos management plan on file containing designation of a contact person who ensures A
Standard:*  |that the responsibilities of the local education agency are properly implemented.

Select Program Yiew:

.
Include this assessment standard in the assessment guidebook? ®Yes (No Sort Order: * 10 * Required

Iype of Standard | Guidance for Assessor | Default Corrective Action | Priority | Importance | Background | Links to Detailed Guidance

EPA Regulation -- 40 CFR 763, Subpart E

12. Upon editing an assessment standard that originated with EPA, the user will
notice that in the “Select Program View” box, the active selection switches from
“EPA (Default)” to “District.” After editing the assessment standard, the user can
revert back to the original EPA text by clicking on the “Restore EPA Defaults”
button.

13. The user may preview of the guidebook page(s) for the assessment standard by
clicking on the “Preview Guidebook Page” button. This feature provides a
preview of the guidebook page(s) that relate to the assessment standard,
including its context within the selected area/topic and subtopic. The resulting
guidebook page(s) include all assessment standards within the selected
area/topic and subtopic.
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14. When finished customizing the content for each assessment standard, click on
the “Save and Return to Customize Assessment Guidebook” button to save any
unsaved changes and return to the main “Customize Assessment Guidebook”

page.
HealthySEAT ¥2 - [Customize Assessment Guidebook]
X Exit HealthySEAT | % Go To EPA Schodls Website | o7 Contact Us - Adobe PDF =
Iain Menu = Customize For District = Customize Assessment Guidebook
Customize Assessment Guidebook l Sawve and Return to Customize for Districk l
Use this fDrm {and its_subform_s) o customize the assessment guidebook to reflect the assessment standards that apply [preview Guidebook for This Area,/ Topic l
0 your district. The hierarchy is AreafTopic > Subtopic > Assessment Standard, At each level you may check or uncheck
the "Include" checkboxes to include or exclude specific items, For mare information, please see the User's Manual, [ Preview Checklist for This Area/ Topic l
Area/Topic Selectors: [ M| [ < | [ » |[ M | Area/Topic3of 38 [ dddlaiiewldrea jlomd I
Go To Area/ Topic... v
Include Area/Topic * Sort Order * [ Area/Topic & Subtopic Quick Find I
Central Office -- Hazardous Materials 30 + Required [ Add a New Subtopic l
Sort # ~
Include Subtopic * Order * Stds.
Asbestos Management Plan 10 4
Asbestos Awareness Training 20 i [ =2 Wiew/Edit Assessment Stds. ]
Initial Asbestos Inspections 30 1 [ 2 Yiew/Edit Assessment Stds. ]
Follow Up Asbestos Reinspections 40 i [ > Yiew/Edit Assessment Stds. ]
Asbestos Records 50 1 [ > Yiew/Edit Assessment Stds. ]
Carbon Monoxide =) 4 [ > Yiew/Edit Assessment Stds. ]
Lead Paint 70 3 [ > Yiew/Edit Assessment Stds. ]
Lead in Drinking Water a0 5 [ > Yiew/Edit Assessment Stds. ]
Mercury Assessment and Remowal an 3 [ > Yiew/Edit Assessment Stds. ]
Mercury Spills 100 i [ > Yiew/Edit Assessment Stds. ]
Mercury Recycling or Disposal 110 i [ = Yiew/Edit Assessment Stds. ]
Polychlorinated Biphenyls (PCBs) 120 i [ =2 Yiew/Edit Assessment Stds. ]
Radioactive Materials — Tritium Exit Signs {Devices) 125 4 [ = Yiew/Edit Assessment Stds. ]
Radon 130 2 [ = Yiew/Edit Assessment Stds. ]
Storage Tanks -- Aboveground 140 i [ =2 Yiew/Edit Assessment Stds. ]
Storage Tanks -- Underground 150 2 [ =2 Yiew/Edit Assessment Stds. ]
[+] |Tobacco Smoke 160 1 > view/Edit Assessment Stds. | b
15. From the “Customize Assessment Standard” page, the user may preview the

guidebook content for the current area/topic by clicking the “Preview
Guidebook for this Area/Topic” button. The resulting guidebook page includes
all subtopics and assessment standards associated with the area/topic.

16. The user may also preview a checklist for the current area/topic by clicking the
“Preview Checklist for this Area/Topic” button. The resulting checklist includes
all subtopics and assessment standards associated with the area/ topic.

17. To quickly view/print a list of all areas/topics and subtopics currently included
in the district’s program, use the “Area/Topic & Subtopic Quick Find” button.

18. To print a complete guidebook or master checklist, return to the Main Menu,
click on the “Open Reports/Output Menu” button, then select the program-level
reports entitled “ Assessment Guidebook” or “Master Checklist,” respectively.
Select the output format (i.e. Print Preview, Text, Excel, RTF, or HTML) and click
the “Generate Report/Output” button.
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Users can further customize the guidebook by adding or deleting district-specific
areas/ topics, subtopics, and assessment standards. To add new areas/ topics, subtopics
and assessment standards, complete the following steps:

1. From the Main Menu, click on the “Customize for District” button.
2. Click on the “Customize Assessment Guidebook” button.
3. To add a new area/topic, click on the “Add a New Area/Topic” button, the enter

an appropriate name for the area/topic. By default, the Area/Topic text will set
to “...New...”, but this should be replaced with the actual area/topic name
desired. For example, the district may choose to add a campus security
area/topic. Thus, the user would enter “Campus Security” into the Area/Topic
text field.

4. Areas/Topics that are added by the district may be deleted by clicking on the
“Delete This Area/Topic” button, which will only be active when appropriate.
The user may not delete areas/topics that originate with EPA, although these can
be omitted from the program by un-checking the “Include” check box.

5. To add new subtopics to either an existing area/topic or a newly added
area/topic, click on the “Add a New Subtopic” button. By default, the Subtopic
text will be set to “...New...”, but this should be replaced with the actual
subtopic name. For example, “Campus Perimeter” and “Entrances and Exits”
may be two subtopics of the “Campus Security” area/topic.

6. Subtopics that are added by the district may be deleted by clicking the subtopic,
then clicking on the “Delete Subtopic” button, which will only be active when
appropriate. The user may not delete subtopics that originate with EPA,
although these can be omitted from the program by un-checking the “Include”
check box.

7. To add new assessment standards to a subtopic, first select the subtopic, then
click the “>> View/Edit Assessment Stds.” button. This will bring up the
“ Assessment Standard Details” screen. Click the “Add Assessment Standard”
button, which makes all fields available for editing. By default, the “ Assessment
Standard” text field is set to “...New...”, but this should be replaced with the
actual the condition the facility assessor should be looking for at the school
facility. For example, to direct an assessor to check for visitor access procedures,
under the “Entrances and Exits” subtopic created above the user might add an
assessment standard that reads “Visitor access is controlled through a particular
point or entrance.” To be consistent with EPA assessment standards, assessment
standards added by the district should be written such that a positive condition
is described, and that the desired response by an assessor during a site visit is
affirmative that the standard is being met. To the extent possible, assessment
standards should allow the assessor to determine the optimal “yes” answer in an
objective and practical manner.
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10.

11.

12.

13.

14.

15.

Click on the “Type of Standard” tab. In the text field, enter state and/or district
regulations and policies that pertain to the assessment standard.

Click on the “Guidance for Assessor” tab. Enter specific directions for the facility
assessor guiding him or her in determining if assessment standard is being met.
For example, for the assessment standard added in Step 7 above, this field should
direct the assessor to determine if access by visitors is managed through a
specific point.

Click on the Default Corrective Action tab (new in Version 2) and enter any
standard direction to provide to facility managers when the assessment standard
is not being met. The text entered here will pre-populate the “Problem
Description/Corrective Action” field on all recommendations created based on
this assessment standard. This field is optional. If the district prefers to have
assessors provide direction specific to each recommendation, then there is no
need to enter any text in this field. Standards that originate with EPA do not, by
default, contain text for this field.

Follow the procedures outlined in Step 11 above to enter and save text. Note that
since such standards do not originate with EPA, the Select Program View box
will always show “District” as the selected view, and the “Restore EPA Defaults”
button will be inactive.

The user may also delete district-specific assessment standards using the “Delete
Assessment Standard” button, which is active when appropriate. If
recommendations exist that are linked to the assessment standard, the user will
be warned of this, and asked to confirm the deletion. If confirmed, the deletion
will result in the deletion of the assessment standard and any recommendations
that are related to it.

To add assessment standards and associated resource information for newly-
added areas/topics and subtopics, click on the “View/Edit Assessment Stds.”
button. Note that the area/topic and subtopic entered on the previous screen
now appear. Next click on the “Add Assessment Standard” button.

In the “Assessment standard” field, enter the condition the facility assessor
should be looking for and where to look at the school facility. The assessment
standards will appear on the checklist to guide the facility assessor through the
assessment. For example, if the user would like to direct the assessor to check for
visitor access procedures, the user might enter, “Visitor access is controlled
through a particular point or entrance.”.” Assessment standards should be
written such that the desired answer is “yes,” or affirmative to be consistent with
all other assessment standards included in the tool. To the extent possible,
assessment standards should allow the assessor to determine the optimal “yes”
answer in an objective and practical manner.

Click on the “Type of Standard” tab. In the text field, enter state and/or district
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regulations and policies that pertain to the assessment standard.

16. Click on the “Guidance for Assessor” tab. Enter specific directions for the facility
assessor guiding him or her in determining the appropriate response for the
assessment standard. For example, if the subtopic is “entrances and exits,” this
field should direct the facility assessor to determine if access by visitors is
managed through a specific point.

17. Click on the Default Corrective Action tab and enter any information that should
wish to appear on the form when a recommendation is created based on this
assessment standard.

18. Click on the “Priority” tab. Select the appropriate priority number (1 through 4)
from the pull-down menu. Included in the pull-down menu is guidance on the
recommended number of “Days to Resolve” the recommendation. Upon
selecting the priority, a definition of the priority number appears in the “Priority
Description” field. To customize the priority scheme, refer to Section 4.2.3.

P HealthySEAT V2 Beta - [ it =] S
X Exit HealthySEAT | % Go To EPA Schools Website | 7 ContactUs  Adobe PDF

ew/Edit Ass

Main Menu = Cu r District > Customize list = View, tds,
Assessment Standard Details Save and Return to Custom Gui
The information below provides details on the assessment standards for the selected areaftopic and subtopic. L Aottt
H essment Standa
These details are also vi in the A Guidebook =
Area/Topic: Central Office -- Chemical Management Saye Edits Cancel Edits
Subtopic: ..NEW... Assessment standard fields
- | are unlocked for
Thereis 1 assessment standard under this subtopic Standard Selectors: M 4 3 | M Standard 1 of 1 customization. Use caution
when editing.
Assessment (Visitor Access Controlled through a particulat point or enterance
Standard: Add Assessment Standard

Delete Assessment Standard

Preview Guidebook Page

Q Select Program View:

& Dietrict € EPA

Restore EPA Defaults

Include this in the idebook? * Yes " Mo Sort Order: 99999
__Typeof | Guid: for | Default Corrective Action  Priority | Importance | Background | Links to iled Guid |
Select Priority: R

Days to Resolve: 180

Priority Description: A condition that may not be driven by a regulatory or district requirement that in the judgment of
the inspector warrants documentation and referral for corrective action.
Example: School does not have an Integrated Pest Management plan.

Click "Edit Assessment Standard” button to edit this information

19. Click on the “Importance” tab. Enter the environmental, safety and/or health
consequences which the assessment standard is intended to prevent, avoid, or
minimize. For example, inadequate visitor control can put students and staff at
risk from unauthorized intruders. Users could enter information discussing the
importance of campus security and visitor control and potential concerns
associated with inadequate visitor control.
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20. Click on the “Background” tab. Briefly summarize the area/topic and subtopic,
provide information on state and local laws and regulations applicable to the
area/topic and subtopic, and describe state and district level programs that
apply to the area/topic and subtopic.

21. Click on the “Links to Detailed Guidance” tab. Enter Internet links and/or
documents that provide specific program guidance applicable to the area/topic,
subtopic, and assessment standard. To enter or change a hyperlink, select the
appropriate link field using the Tab key, then type: (1) the text that should be
displayed; (2) the # symbol; and (3) the full web site uniform resource locator
(URL). For example, “US Environmental Protection
agency#http:/ /www.epa.gov”. Examples of Internet links include the school
district’s policy website, a state’s environmental health department website, and
the regional EPA office website. NOTE: File paths to documents stored on
common drives can also be entered. Examples include documents describing
district policies, informational handouts/presentations, and memos.

22. Click on the “Save and Return to Customize Assessment Guidebook” button.
Repeat steps 1-21 to enter additional state and district level areas/topics,
subtopics, and assessment standards.

23. After all of the state and district level areas/topics and subtopics have been
entered and selected for inclusion in the facility guidebook and checklist, click on
the “Save and Return to Customize for District” button.

4.2.2 Add/Edit Custom Checklists

The Master Checklist contains all areas/topics, subtopics, and assessment standards that
are included in the district’s assessment guidebook, presented in a format designed for
assessors to use during site visits. While this checklist is comprehensive, it may be too
extensive for practical use during a single facility assessment. Hence, a new feature
added in Version 2 is the ability to create custom checklists.

Custom checklists are subsets of the Master Checklist that can be tailored for specific
types of assessments. For example, the district may create a custom checklist for asbestos
assessments, including on this checklist only assessment standards that relate to
asbestos. When assessments are being planned, the user may designate the checklist to
be used for the assessment, either the Master Checklist or a specific custom checklist.

Also new in Version 2 is the ability to create new assessment notification letters, which
may be associated with a specific custom checklist (see Section 4.2.4). This new feature
enables the district to send out notification letters that identify the specific type of
assessment to be conducted.

Following is the process for creating a custom checklist:

1. From the Main Menu, click on the “Customize for District” button.
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2.

. p . . 7 .
Click on the “Add/Edit Custom Checklists” button under Program Information.
X ExitHealthySEAT | 9 Go To EPA Schools Website | 7 ContactUs  Adobe POF =
Add/Edit Custom Checklists Save and Return to Customize for District
Use this form te create new custormn checklists. Click to highlight each assessment standard to include in checklist, click again to remove. Add New Checklist
Checklist Selectors: _ M|« | » | M | Checklist 10f2 Delete Checklist
Go To Checkdist... | |
Checklist Name: |Asbestos * Active? ¥
Description: General Asbestos Inspection Checklist -
Notification Letter:  [ASSESSMENT_NOTIFICATION | ki s

This checklist includes 10 active assessment standards (see highlighted rows in list box below) EEvi Cheothe

- = << Use these drop-down lists to go
T Area,‘Toplc...! =] ...subtopic... El directly to an area?’tnpic or suhmgic
Area/Topic Subtopic Assessment Standard * Required
Central Dffice - Chemical Management Chemical Purchasing School is purchasing chemicals in a manner that is consistent with the District’s purchasing palicy. -
Central Office - Chemical Management Chemical Purchasing All chemicalz are purchagzed in quantities that will be used during the curment schoal year,
Central Dffice -- Chemical Management Storage and Labeling All chemicals are stored properly.
Central Dffice - Chemical Management Clean-out School updates its chemical inventary list at least annually to reflect remowal of chemicals fram schoal.
Central Dffice -- Chemical Management Clean-out Schoal has conducted a chemical clean-out, identifying and removing unnecessary hazardous materials
Central Office - Chemical Management Training and Handling School employees and students are properly triained to handle chemicals and lab equipment
Central Office - Chemical Management Training and Handling Oy trained employees are permitted ta transport chemicals within the building, and only after schoal hat
Central Dffice -- Chemical Management Training and Handling Food and diink are prohibited in areas where chemicals are handled or stared.
Central Dffice - Chemical Management Hazard Communication Flan School has a written hazard communication plan,
Central Dffice -- Chemical Management MEW. NEW.
Central Office - Chemical Management testing NEW...
Central Office - Chemical Management testing LNEW...

School iz aware of the district's energy efficiency policy/program goals.

Central Dffice Energy Star
= 0

Hazardous Materials
Hazardous Materials

Cerral Office -
Central Office -

Carbon Monazide School has an inventory of all combustion appliances that are potential sources of catbon monosx
Carbon Monaxide School inzpects all combustion appliances that are potential sources of catbon manozide on an annujljlj

4 »

Click the “Add New Checklist” button, then enter a unique name for the
checklist (there cannot be two checklists with the same name). A description of
the checklist may also be entered, although this is not required.

Select a notification letter to be used in conjunction with this checklist. By
default, the standard “ASSESSMENT NOTIFICATION” letter is selected, but
another custom assessment notification letter may be selected, if any have been
created (see Section 4.2.4).

Listed in tabular format at the bottom of the screen are all areas/ topics,
subtopics, and assessment standards that are included in the district’s
assessment guidebook and Master Checklist. To select assessment standards for
inclusion in the custom checklist, simply click on the row in the table. Included
assessment standards will be highlighted with a black background. To unselect
an included assessment standard, simply click it once and the highlighting will
disappear.

After adding the assessment standards, or periodically during the editing
process, click the “Save Edits” button to save any changes.

Click the “Preview Checklist” button to see the custom checklist formatted for
use in the field.
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8. When the custom checklist is complete, click the “Save and Return to Customize
for District” button.

4.2.3 Edit Assessment Standard Priority Levels

Each assessment standard is assigned a default priority level of 1 through 4. The priority
level is an indication of the urgency in implementing recommendations to meet
assessment standards. When a recommendation is created, the priority level of the
selected assessment standard is automatically assigned to the recommendation, and a
due date calculated, though the assessor can adjust these.

|2] HealthySEAT ¥2 - [Edit Assessment Standard Priority Levels]

¥ Exit HealthySEAT | % Go To EPA Schools Website | &7 Contact Us  adobe POF &
IMain Menu > Custamize for Districk > Edit Assessment Std, Priority Levels
Edit Assessment Standard Priority Levels save and Return to Customize for District |
# Days to
Priority Resolve Description * Required
1 * |4 condition that presents an actual or liely substantial endangerment to health, safety, or the environment and/or represents a

serious violation of a federal, state, or local law and which warrants immediate attention,
Example: PCB-containing equipment is leaking.

2 30 * |4 condition that could result in a notice of violation under federal, state or local law, and/or presents a reasonable likelihood of
endangerment to health, safety, or the environment, and which in the discretion of the inspector, must be remedied as soon as
practicable (i.e. within a 30-day period).

Exarple: Visible mold is present,

3 90 * |A condition that could result in a notice of violation under federal, state, or local law, and/or which presents a reasonable likelihood of
endangerment to health, safety, or the environment, and which in the discretion of the inspector, must be remedied within a period of
30-90 days,
Example: Evidence of asbestos re-inspection within the past three years not present,

4 130 * |4 condition that may not be driven by a regulatory or district requirement that in the judgment of the inspector warrants
docurnentation and referral for corrective action.
Exarple: School does not have an Integrated Pest Management plan,

By default, the number of days permitted for resolving problems at each priority level
are as follows:

Priority Level ‘ | # Days to Resolve

1 1

30

2
3 90
4 180

The district can adjust the number of days allowed to resolve each priority level using
the following procedure:

1. From the Main Menu, click on the “Customize for District” button.
2. Click on the “Edit Assessment Std. Priority Levels” button under Program
Information.
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3. To revise the timelines associated with each priority level, click in each of the “#
of Days to Resolve” fields and enter new numbers. (NOTE: The HealthySEAT
database recognizes all days of the week, as opposed to only working days.
Therefore, one week represents 7 days, two weeks represents 14 days, and so
forth.) Upon completing these edits, the changes will be reflected throughout
HealthySEAT. The changes will apply to new recommendations, but will not
apply retroactively to existing recommendations.

4. To revise the guidance language associated with each of the four priority levels,
click in each of the “Description” fields and enter new text. Upon completing
these edits, the changes will be reflected throughout HealthySEAT whenever
priority guidance appears.

5. Click on the “Save and Return to Customize for District” button to return to the
Customize for District menu.

4.2.4 Add/Edit Notification Letters

HealthySEAT comes pre-configured with three notification letters - the Facility
Assessment Notification Letter, the Facility Re-Assessment Notification Letter, and the
Recommendations Cover Letter, which are named “ASSESSMENT NOTIFICATION”,
“RE-ASSESSMENT_NOTIFICAITON”, and “RECOMMENDATIONS_COVER”,
respectively (each of these letters is discussed further in Section 5 of this User’s Manual).
The “ASSESSMENT_NOTIFICATION” letter is intended to be sent to the facility prior to
the initial assessment. The RE-ASSESSMENT_NOTIFICATION” letter is intended to be
sent to the facility prior to a re-assessment (if necessary). The
“RECOMMENDATIONS_COVER” letter is intended to be sent to the facility following
the initial assessment, as an accompaniment to a report of recommendations (See Section
5.4). These standard letters can be edited by the district to suit its needs.

To edit standard notification letters, follow these steps:

1. From the Main Menu, click on the “Customize for District” button.

2. Click on the “Add/Edit Notification Letters” button.
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HealthySEAT ¥2 - [Add/Edit Notification Letters]

X Exit HealthySEAT | % Go To EPA Schools Website \ & Contact Us  Adobs PDF =
Main Menu > Customize for District = AddfEdit Motification Letters
Addl Edit Notiﬁcation Letters l Save and Return to Customize for District ]
All of the information below is required for notification letters, [ Preview This Letter ] [ Add New Letter ]
Letter Selectors: [ (14, | [ 4 ] [ » ] [ 3] ] Letter 1 of 4
Letter Name: |ASSESSMENT_NOTIFICATION * This is a standard letter. It can be edited,

but it cannot be deleted or renamed.
Subject Line 1: [UPCOMING HEALTHY SCHOOL ASSESSMENT *

Subject Line 2: SCHEDULED FOR [ASSESSMENT DATE]
Subject Line 3: N/A
Letter Body: The District is scheduled to conduct an assessment of your facility on the date indicated above to evaluate the health and safety of your school's
Environment,

To assist with the assessment, please be prepared to welcome the assessor and accompany him or her through portions of the facility walk-through, The
following information may also assist the assessar in the assessment:

- Copies of any health and safety plans prepared by the schoal {e.q., Cherical Hygiene
Managernent Plans, Asbestos Managerment Plans, Indoor Air Quality Managerment Plan)
- Location of files, policies & procedures

It may be necessary for you to assign a mermber of your staff 1o accarmpany the assessor, if you are unavailable, during the assessment. The assessment
will cover the areas and topics discussed in the District's Healthy SEAT Guidebook. Following the assessment, a surnmary of assessment findings and any
associated program recommendations will be provided.

W look forward o meeting with vou, I you should have any questions in the interimn, please do not hesitate to contact this office at the nurmber shown
ahove.

Closing Text: Sincersly, * Required

3. Use the letter selector arrows to select one of the standard letters, which are
always the first three.

4. Default text will appear for the Letter Name, Subject Line 1, Subject Line 2,
Subject Line 3, Letter Body, and Closing Text. Of these fields, the Subject Line 1,
Letter Body, and Closing Text may be edited for each standard letter.

5. To preview a generic letter reflecting the edits made, click on the “Preview
Letter” button. Select “Close” return to the “Add/Edit Notification Letters”
screen.

6. Repeat steps 3-5 for each standard notification letter.

7. When satisfied with the edits made, click on the “Save and Return to Customize

for District” button.

New in Version 2 is the ability to add custom assessment notification letters, which can
be assigned to custom checklists in support of special-purpose assessments. These letters
are alternatives to the standard “ASSESSMENT_NOTIFICATION” letter, and are only
used prior to an initial assessment.

To add a new notification letter, complete the following steps:
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1. From the Main Menu, click on the “Customize for District” button.

2. Click on the “Add/Edit Notification Letters” button.
3. From the “Add/Edit Notification Letters” screen, click on the “Add New Letter”
button.

HealthySEAT ¥2 - [Add/Edit Notification Letters]

X Exit HealthySEAT | % Go To EPA Schools Website \ & Contact Us  Adobs PDF =
Main Menu > Customize for District = AddfEdit Motification Letters
Addl Edit Notiﬁcation Letters Save and Return to Customize for District ]
All of the information below is required for notification letters,
Letter Selectors: [ M ] [ 4 ] [ » ] [ M ] New Record
Letter Name: |ASBESTOS_LETTER| * Use this form to create a new custom
= assessment notification letter, which may
Subject Line 1: [UPCOMING HEALTHY SCHOOL ASSESSMENT it subsequentlv be associated with custom
Subject Line 2: SCHEDULED FOR [ASSESSMENT DATE] checklists.
Subject Line 3: N/A
Letter Body:
Closing Text: Sincersly, * Required
4. Enter a unique Letter Name, Subject Line 1, Letter Body, and Closing Text.
5. Use either the previous letter selector or the “Save and Return to Customize for
District” button to save the changes to the letter.
6. Return to the letter to preview it using the “Preview This Letter” button, rename

it using the “Rename This Letter” button, or delete it using the “Delete This
Letter” button. Note that standard letters may not be deleted or renamed but
custom letters added by the district may be deleted provided there are no custom
checklists configured to use the custom notification letter.

4.2.5 Manage District Policies/Programs

This optional function assists districts in developing and tracking their inventory of
district-level environmental policies and programs currently in place or in development.
District-level policies are managed and tracked at a district-wide, as opposed to school-
by-school level. HealthySEAT currently includes 19 areas in which districts may already
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have, or want to develop policies and/or programs.

In addition to the 19 policies/programs currently included, the district can add new
policies/programs to the tool. The text fields allow the user to track the status of
policies/programs as well as obtain additional information.

1.

From the Main Menu, click on the “Customize for District” button.
Click on the “Manage District Policies/Programs” button.

Use the “Policy/Program Selectors” at the top of the screen to scroll through
each policy/program, or use the “Got To Policy /Program...” drop-down list to
go directly to a specific policy/program.

|2] HealthySEAT V2 - [Manage District Policies/Programs]

X Exit HaalthySEAT | & Go To EPA Schools Websits | ¢# Cortact s adabs PDF &
Main Menu > Cuskaomize For Districk > Manage Districk Policies/Programs

Manage District Policies/Programs Gave and feturn to Customize for District: ]
Use this screen o track the status and other details of district-level policies and programs., Edit This Policy /Program

Policy/Program Selectors: E z] Z] E Policy,/Program 1 of 19
Go To Policy/Program... ~ ‘Add New Palicy/Program
Delete This Policy /Program

Policy/Program *
School-level environmental, health, and/or safety committees.

Status: v
Sort Order: ™ 10

Additional details (e.g., date, reference, location of policy, availability of training)

Link to District Policy/Program:
Link to Additional Information: [40 Tools for Schools Indoor Arr Quality Team

* Required

If desired, edit the existing text by clicking on the “Edit Policy” button.

If desired, enter a number in the sort order field to adjust each policy’s order of
appearance.

Click on the down arrow button in the status field to display the pull-down

menu. Select “in place,” “in development,” or “none,” as appropriate for the
relative status of each policy or procedure.

In the “Additional details” text box, enter details on the policy/program such as
the effective date, policy reference, location of policy documents, availability of
training, etc.
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8. In the Link to District Policy /Program field, enter the description of the link,
followed by the # sign, followed by the complete URL or universal naming
convention (UNC) path (e.g. EPA Healthy
Schools#http:/ /www.epa.gov/schools/).

9. Click on the “Policy Selector” arrows to view the next policy/program. The
edited information will be automatically saved.

10. To add a new policy/program, click the “Add Policy” button. Repeat steps 4
through 8.

11. Click on the “Save and Return to Customize for District” button to return to the
Customize for District menu.

In addition to being able to add new district-level policies and programs, the district can
also delete policies and programs included in HealthySEAT. To delete district-level
policies and/or programs, complete the following;:

1. Use the “Policy Selector” arrows at the bottom of the screen to scroll through
each policy/program to select the desired policy or program.

2. To delete the policy or program, click on the “Delete” button. The following
message will appear: "Are you sure you want to remove this policy from the
District Policy Group?" Click “Yes” to delete the policy or program.

3. Click on the “Save and Return to Customize for District” button to return to the
Customize for District menu.

4.3 Application Settings

The following features of HealthySEAT allow districts to customize the application
settings associated with the electronic functions of the tool. Some of these features are
intended for advanced users with information technology experience. Please refer to
Section 7 of this User’s Manual for additional advanced user information.

4.3.1 Re-establish Database Connection

In case the front end database (See Section 7.1.1) of HealthySEAT becomes separated
from the back end database (See Section 7.1.2) the connection can be re-established
through this function.

To re-establish the database connection, complete the following steps:
1. From the Main Menu, click on the “Customize for District” button.

2. Click on the “Re-establish Database Connection” button.
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2] HealthySEAT ¥2 - [Re-establish Database Connection]

X Exit HealthySEAT | % Go To EPA Schools Website \ & Contact Us  Adobs PDF =

Main Menu = Customize For District = Re-establish Database Connection
Re-establish Database Connection Save and Return to Customize for District ]
Use this form to re-establish a connection to a HealthySEAT back end database, which may be a dedicated database on the

local computer, or & shared database on the network, The back end database containg all District-specific HealthySEAT data.
Use the "Browse" button to locate the back end database file, which must be named "BE_HSEAT.mdh",

CAUTION: If you establish a connection to a back end database of an earlier version, that back end database will
automatically be updated to the current version so that it can be used. Refer to the User's Manual for full details.

Currently Connected To: C:\HealthySEAT V2 RC3W2_Sample\BE_HSEAT. mdh

Establish Connection To:

3. The path to the back end database to which HealthySEAT is currently, or was
last, connected to is listed next to “Currently Connected To:”

4. To change the database connection, click on the “Browse” button next to the
“Establish Connection To:” field.
Note: The “Browse” for file dialog box allows the end-user to browse only for
files named BE_ HSEAT.mdb or BE_ HSEAT.

5. Select the path to the back end of the database, which is entitled:
“BE_HSEAT.mdb” and click “Open.”

Select the database file ... EJE'

Lookin: [ 1 = @ ek -
Y

£6)

My Recent
Documents

Desktop

My Documents

Wy Computer %
<«
My Néﬁmk File name: [ | Dpen
e Files of type: | Database files [BE_HSEAT.mdb) | Cancel
6. Click on the “Establish Connection” button. HealthySEAT will attempt to
establish the connection and will confirm if the connection is successfully
established.
7. Click on the “Save and Return to Customize for District” button to return to the

Customize for District menu.

4.3.2 Configure Security
HealthySEAT allows users to select whether they would like security enabled or
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disabled. The default setting for HealthySEAT Version 2 is security disabled, though it is
not recommended to use this in a production, multi-user environment (See Section 3).
However, users of HealthySEAT Version 1 who had security enabled will find that
security is enabled upon connecting to, and updating, the Version 1 back end database.

To enable security, first ensure that there is at least one user with permission level
“Administrator” whose password is known, then complete the following steps:

1. From the Main Menu, click on the “Customize for District” button.

2. Click on the “Configure Security” button.

3. To enable security, click on the check box next to the “Enable Security?” field to
toggle on the checkmark.

51

X ExitHealthySEAT | % Go To EPA Schools Website | % ContactUs  Adobe PDF =)

Conﬁgure Securltv Save and Return to Customize for District

Use this form to enable/disable security for the HealthySEAT application. By default, the Healthy SEAT application is configured with security disabled. Before enabling
security, please take note of the following warnings (in addition to reviewing relevant information in the User's Manual}:

= Upon enabling security, the only way to gain access to HealthySEAT administrative functions will be to supply a valid administrator-level username and password.
If you do not know a valid administrator-level username and password combination, DO NOT enable security.

* Once security is enabled, all users will be required to enter a valid username and password in order to enter HealthySEAT.
= With security enabled, users can access only the HealthySEAT functionality permitted for the level of their user account, as follows:
Administrator-level users can access all HealthySEAT functionality.

Assessor-level users can access all application functions associated with the "Manage School-Specific Assessments" and "Open Reports/Output” main menu options.
Viewer-level users can access only the functions associated with the "Open Reports/Output” main menu option.

Enable Security? 7

[
4. Click on the “Save and Return to Customize for District” button.
5. Click on the “Save and Return to Main Menu” button.

4.3.3 Manage User Accounts

HealthySEAT has three different user levels built into the tool when security is enabled
(see Section 4.3.2 above). As discussed in detail in Section 3 of this User’s Manual, the
three default users include: 1) Admin; 2) Assessor; and 3) Viewer. Each of the three users
has varying degrees of access to functions within the tool. The “ Administrator” has
access to all HealthySEAT functions; the “Assessor” has access to the “Manage School-
Specific Assessments” and “Open Reports/Output Menu” functions; and the “Viewer”
only has access to the “Open Reports/Output Menu.”

The Manage Users function allows a user with “Administrator” permission level to enter
users into the database, assign user access levels, and re-set passwords for each user.
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To enter new users, or edit information for existing users into the database, complete the
following steps:

1. From the Main Menu, click on the “Customize for District” button.
2. Click on the “Manage User Accounts” button.
3. Enter the “User Name” in the first field. (NOTE: The User Name is the identifier
the user will enter during each log-in into the HealthySEAT database.)
HealthySEAT ¥2 - [Manage User Accounts] QE‘
X Exit HealthySEAT | & Go T EPA Schools website | 7 Conkact Us  Adobe PDF &
Main Menu = Customize For District = Manage User Accounts
Manage User Accounts [ Save and Return to Customize for District ]
Use this form to manage user accounts, [ Create New User ]
User Selectors: [ M ] [ h ” | [ kL ] User 2 of 3 [ Delete This User ]
Go To User... v
[ Reset Password for This User ]
User Name: |assessor [ * Required
First Name: assessor * Last Name: user *
Level: |4ssessor Rl
Organization: EPA
Phone: [(999) 999-9959
Last Login: 9/30/2005 3:21:58 PM

4. Enter the user’s first name in the “First Name” field.

5. Enter the user’s last name in the “Last Name” field.

6. Select the user’s security level using the pull-down menu next to the “Level”
field. The three security levels, and their corresponding database access levels,
include:

Administrator: The database administrator has access to all screens and functions
in the HealthySEAT database. Administrator-level access should be granted to
network/IT administrators, individuals responsible for entering and updating
facility and district-wide information, and the individual(s) responsible for
customizing the content included in the district’s assessment program.

Assessor: Assessors have access to the “Manage School-Specific Assessments” and
“Open Reports/Output Menu” functions. Assessor-level access should be
granted to all district assessors responsible for preparing, conducting, and
reporting on assessments completed at school facilities.

Viewer: Viewers have access only to the “Open Reports/Output Menu” function.

Viewer-level access should be granted to any individuals that the district would
like to view the results from assessments at the district-wide level.
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10.

11.

NOTE: For all new users entered into the HealthySEAT database, the default
password is <changeme>. Upon each user’s first login to the database, the user
will be prompted to re-enter the default password and create a new personalized
password.

Enter the user’s organizational affiliation or district unit/department in the
“Organization” field.

Enter the user’s phone number in the “Phone” field.

For informational purposes only, the “Last Login Date” field allows any
individual(s) with administrator-level access to see when the last time each user
logged into the database.

To enter the next user into the database, click on the “Create New User” button
to bring up a blank user data entry screen.

Upon entering all users into the database, click on the “Save and Return to
Customize for District” button to return to the Customize for District menu.

In the event that existing users lose or forget their personalized passwords, to reset user
passwords, complete the following steps:

1.

2.

From the Main Menu, click on the “Customize for District” button.

From the Customize for District menu, click on the “Manage User Accounts”
button.

Use either the “Go To User...” drop-down menu or the User Selectors at the top
of the screen to select the user needing the password to be reset.

To reset the user’s password, click on the “Reset Password for This User” button
on the right side of the page. The following message will appear: “Password
Changed. User: “xxx” has had their password reset to the default password,
which is: changeme.”

NOTE: For all new users entered into the HealthySEAT database, the default
password is <changeme>. Upon each user’s first login to the database, the user
will be prompted to re-enter the default password and create a new personalized
password.

Click “OK” to return to the Manage User Accounts screen.

Click on the “Save and Return to Customize for District” button to return to the
Customize for District menu.

4.3.4 Configure Reminders
HealthySEAT has the ability to provide reminders on start-up. There are two types of
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reminders - Scheduled Assessment Reminders and Assessment Frequency Reminders.
By default, both types of reminders are turned off. The reminder configuration is specific
to each user’s installation of HealthySEAT - it is not global. If a user would like to
receive reminders on start-up, someone with administrative permissions can configure
the reminders using the following steps:

1. From the Main Menu, click on the “Customize for District” button.
2. Click on the “Configure Reminders” button.
3. To enable the “Scheduled Assessment Reminder” report, click on the box next to

the “Show Scheduled Assessment Reminder?” field to toggle on the checkmark.
Adjust the preview windows as desired.

HealthySEAT ¥2 - [Configure Reminders]

X Exit HealthySEAT | % Go To EPA Schools Website ‘ &7 Contact Us  Adohe PDF =

Main Menu > Customize for District = Configure Reminders

Conﬁgure Reminders Save and Return to Customize for Districk I

Use the check boxes below to enable/disable reminders that will be presented upon startup, To enable a
reminder, check the box and enter a number of days, To disable a reminder, simply un-check the box,

Show Scheduled Assessment Reminder? Preview Window {days): 14| % * Required

Check this box if you wish to see a scheduled assessment reminder form whenever HealthySEAT is
opened, The scheduled assessment reminder form shows all assessments and/or re-a ments
scheduled in the preview window, as measured from the current day.

Show Assessment Frequency Reminder? [ ]

Check this box if you wish to see an assessment frequency reminder form whenever HealthySEAT is
opened, The assessment frequency reminder form lists all facilities for which the elapsed time since the
last assessment or re-assessment exceeds the target assessment frequency (measured in days),

4. To enable the “ Assessment Frequency Reminder” report, click on the box next to
the “Show Assessment Frequency Reminder?” field to toggle on the checkmark.
Adjust the target assessment frequency as desired.

5. Click on the “Save and Return to Customize for District” button.
6. Click on the “Return to Main Menu” button.
7. To verify that the reminders are working properly, exit HealthySEAT and re-

launch the tool. At the outset, the reminders requested should appear. If the
reports do not open, either repeat steps 1 through 6 above and verify that a
checkmark does appear in the toggle box next to each reminder, or check to see if
there actually are facilities or assessment records matching the specified criteria.

HealthySEAT is now entirely customized, configured and ready for use.
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SeCtion 5 Reminder:
SChOOl_SPelelC Assessment Make frequent copies of your data
Information file (BE_HSEAT.mdb).

This section discusses each of the steps associated with preparing for, conducting,
entering results from, and following-up on recommendations generated from facility
assessments. It is assumed in this section that all district-specific configuration discussed
in Section 4 has been completed, which includes adding records for each school facility
and assessor.

5.1 Preparing for Facility Assessments

The first step in a typical facility assessment workflow is to prepare for the assessment.
There are two aspects to preparing for an assessment. One involves preparing the
facility for the arrival of an inspector, and the other involves equipping the assessor for
the assessment. These aspects are discussed in the following subsections.

5.1.1 Generate the Assessment Notification Letter

Before a school facility is assessed, the facility management should be notified of the
upcoming visit of an assessor, and provided some detail as to what the assessor will be
doing, and what will be needed from the facility staff. This can be accomplished with an
assessment notification letter, and HealthySEAT is designed to produce a specific letter
for this purpose. Use the following steps:

HealthySEAT ¥2 - [Main Menu] g@
=

¥ Exit HealthySEAT | % Go To EPA Schools Website | 2 Contact Us  Adobe PDF

Martinez Unified School District Healthys EA %é?;

Healthy School Environments Assessment Tool
Version 2.0

Main Menu

Select from the available options below

T T Fully customize HealthySEAT for your district's assessment needs (including
RUSLOMEDE dant guidebook, checklists, and assessment standards).

iManage School-Spedific; Schedule assessments, view/enter recarmmendations, and generate notification
Assessments i letters, checklists, and recommendation reports.

Open Reports/Output Menu :;‘-en;iaa:mt‘ and export & wide range of data about your district's assessment

@ Open the HealthySEAT User's Manual (which was saved to your hard drive during
installation}.

Exit HealthySEAT

Developed by:

10jz2{2007
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From the Main Menu of HealthySEAT, click on the “Manage School-Specific
Assessment Information” button.

On the Facility Selection screen, in the section labeled “Step 1 - Scope” click the
second button to choose from all facilities that are Active.

HealthySEAT V2 Beta - [Facility Selection] —IETX]|
X Exit HealthySEAT | % GoTo EPA Schools Website | &7 ContactUs  Adobe PDF 8
Main Menu = pedfic In tion

Facility Selection Save and Return to Main Menu

This form is designed to help you quickly locate the facility (or facilities) for which assessment data is to be entered, edited, and/or
reviewed. As soon as a selection is made for scope and criterion, you will be able to browse all matching facility records.

Step 1 - Scope ("Select All Facilities That Are...")

" Active with Open Assessments
© Active
" Inactive

Step 2 - Criterion ("Select All Facilities Where...")

Facility Name is... I

L] 1=

Alternate Fadility ID is... I
Physical Address: [y
Line 1is... | |
City is... -
Zipis... ¥

NOTE: If there are no selections available in a particular drop-down list above,
please verify that you have added facility data using the "Customize for District" button
on the Main Menu, and that you have entered data in the fields shown above (e.g.,
MName, Alternate Facility ID, Physical Address Line 1, Physical City, and Physical Zip).

Next, in the section labeled “Step 2 - Criterion” select a facility from the
alphabetical drop-down menu labeled “Facility Name is...”. This will
immediately bring up the Facility Assessment Summary screen, which shows
basic information about the selected facility, as well as a list of assessments that
have been done or planned for this facility.

|.2] HealthySEAT V2 - [Facility Assessment Summary] g@
-}

K Exit HealthySEAT | & Go To EPA Schools Websits | ¢7 Contact Us  Adobs PDF

Main Menu > Manage School Specific Assessments > Facility Selection

Facility Assessment Summary [ave and Retumn ko Facility 5E|E(tiun§|
1 Facility Found Matching Criteria

FaCIIItv Information Active? Primary Contact:

Facility Name: Grarvile Elementary Salutation: Dr.  + | First: [Jm Last: Bob
Alt. Fadility ID: EQOOL Title: Principal
Facility Type: Elementary School Phone: (099) 835-8555 Email: jhi@schonl.org
Phone: (999) 987-6543 Fax: (999) 9B7-6666 Facility Contact:
Physical Address: Name: Carielle Uilani

Address Linel: 456 Phys Street Line2: Suite 101 Title: Janitor

City/State/Zip: Martinez CA 94553 Phone: (999) 555-5555 Email: [cu@school.com
Mailing Address: DOther Facility |This is other Facility information.

Address Linel: 123 Mal Strest Line2: Suite 101 fofoy

City/State/Zip: Martinez CA 94553

Assessments for This Facility

Double-click an assessment listed below to viewedit assessment details, including recommendstions
Assessment Re-Assessment

ate Reason Assessor Checklist Date Re-Assessor Closed? Date Closed
7(26/2007  Routine Harrry Guilliams, P.E. Playground 7(26i2007 Patrick Lund, CIH (#4321987 No
7/19/2007  ComplaintjOther Harrry Gwilliams, P.E. <Master Checkist:> 8(9/2007 Patrick Lund, CIH (#4321987 No
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The basic facility information shown in the upper left is for display purposes
only. If any of this information is incorrect, someone with administrator level
permissions must change it using the “Add/Edit Facilities” option on the
“Customize for District” menu (See Section 4.1.3). The facility contact
information shown in the upper right, however, is available for editing. If any of
this information needs to be updated, click on the “Edit Contact Information”
button. This will make all fields with a white background available for editing.
Edits are saved automatically by pressing the “Save and Return to Facility
Selection” button.

In the section at the bottom of the screen labeled “ Assessments for This Facility,”
click the “Add a New Assessment” button. This will result in a new assessment
record being created for this facility, and the “ Assessment Details” screen will
automatically open. To edit an existing assessment, simply double-click on the
assessment record to open the Assessment Details screen for that assessment.

EJ HealthySEAT V2 Beta - [Assessment Details]
3 ExitHealthySEAT | % GoTo EPA Schools Website | ¢ ContactUs  Adobe PDF

] IST-TES
o

“:A”scs;s;l'ﬁent Details

Closed? " Date Closed:
Reason: [Routine |
Checklist:  |<Master Checklst> |

Franklin High

340 Marley Bhed.

Any Town, CA 94550
mf@school.net

Save and Return to Facility Assessment Summary

Email to Facility Primary Contact

Delete This Assessment

Additional
Information:

Initial Assessment
Assessment Date:

Assessor: [Harmry Gwiliams, P.E. e |
Date of Notification Letter: |9/20/2007
View Notification | View Checklist |

Re-Assessment (if necassary)

Re-Assessment Date:

Re-Assessor: |Harrrv Gwiligms, P.E.
Date of Notification Letter: |

View R Nof | View R Checklist |

Recommendations from This Assessment

Add a New Recommendation |

View Recommendations Package |
Double-click a recommendation listed below to view/adit recommendation details

No Recommendations? [
Priority Due Date Closed? Room/Location ID Problem/Corrective Action

First, select a reason for the assessment using the drop-down list in the upper
left. The five reasons to choose from include: 1) Routine; 2) Incident Response; 3)
Complaint/Other; 4) Re-Assessment; and 5) Construction/Renovation.

Next, select the checklist that will drive this assessment. Select either the Master
Checklist, which is the default, or one of the other custom checklists (if any) in
the drop-down list. The notification letter generated is determined by the
selection of checklist. If the Master Checklist is selected, the default
“ASSESSMENT_NOTIFICATION” letter will be generated. If a custom checklist
is selected, the assessment notification letter that is configured for that custom
checklist will be generated.
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10.

11.

12.

13.

Next, select an assessment date by clicking on the calendar button to the right of
the “ Assessment Date” field. This is the date on which the assessment is to take
place. Once a date is selected from the calendar pop-up, click “OK.”

Next, select an “Assessor” from the pull-down menu. This is the assessor who

will conduct the assessment on the assessment date.

Then, select the date on which the assessment notification letter will be sent by
clicking on the calendar button to the right of the “Date of Notification Letter”
field. Once a date is selected from the calendar pop-up, click “OK.”

To generate a letter to send to the facility primary
contact, click on the “View Assessment
Notification” button. The letter will be presented
in preview mode. Verify that the information on
the letter is correct. If the text of the letter is not
correct or requires further customization, refer to
Section 4.2.3 of this User’s Manual to update the

T, US. Ervirormental Protestion Agency

Womember 8, 2005

Whltiam Tenes, Frireipal

Bt Elmary- 100

00 Solwy Stred

duten, PA 1545

SUBJECT: URCOMINGHEALTHY SCHOOL ASSESSMENT
SCHEDULED EOR 0 CTOBER 31, 2005

. WAllim Teones:

notification letter text. Once the letter is i e ey
satisfactory, print the letter using the Print button it e g B e S
on the button bar.

the assesedr e asss et

- Capies of aybeai md aferyplre prepared bythe schoal (s £ Chemical Hygiere
et Plars, Ashestos Miagem ent Pns, Indoor Adr Qualty Meragemert. Plo)

- Locwbmaffiks. policies & Frocedmes

B ayrbe necess aryfar o to assign amember of your staff to accanpany the assesscr, i yon.

areuramailabl, dmingihs assesemare, The asvesanere wil comer fie areas mdtwpics discussed
the Districts Halfiey SEAT Guilebook. Followig e assesam ert, 2 smmary of assessment.

To generate a hard copy of the letter, which can pe RS
be mailed, select a printer and press “OK.”

NOTE: If a full version of Adobe Acrobat is
installed on the computer, the letter may alternatively be saved as a PDF
(portable document format) file by selecting “Adobe PDF” as the printer.

When printing is complete, click the “Close” button in the button bar to return to
the “ Assessment Details” screen.

If there is an Email address for the facility primary contact, and the user’s
computer is configured to send Email, clicking the “Email to Facility Primary
Contact” button will open an Email message to the facility primary contact. The
notification letter and the assessment checklist can then be added as attachments
and sent via Email.

5.1.2 Generate the Assessment Checklist

The initial assessment has now been successfully planned, and the assessment
notification letter generated. The next step is to prepare the assessor for the initial
assessment, which can either be done at the same time the letter is generated
(preferable), or any time before the assessment. For the sake of this example, we will
assume that the assessment checklist is generated immediately following the generation
of the assessment notification letter. Hence, the user remains on the “ Assessment
Details” screen.
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To generate a checklist for the assessor, and to send to the facility primary
contact along with the assessment notification letter, click on the “View
Assessment Checklist” button. The checklist will be presented in preview mode.
If the checklist looks correct, print it using the Print button on the button bar.

To generate a hard copy of the checklist, which can be mailed, select a printer
and press “OK.” NOTE: If a full version of Adobe Acrobat is installed on the
computer, the checklist may alternatively be saved as a PDF (portable document
format) file by selecting “Adobe PDF” as the printer.

U.S. Environmental Protection Agency

2| 1800 Penreybeania Ave
W ashingten, D G 12345
(555) 5555655

Assessment Checklist [hesessment Type
Assessmert Date: 10/61/2005 Facility: Eastem Bementary g :‘0::“‘“
Assessor: Jon Spangenberg Address: 200 Soluay Rreet I ident Re spon e

O complainticther
[ Fe-ta ses ment
O constructionRe navation

Aeikoun, PA12346
Facility Type: Bementary School
Prifmary Contact: hr. Wdlliam Jones
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Subdopic Mssessmert hotion ProtlernsCommerts
Canral Office - Cliami ol
o et
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N ClaNTNg the CATR KTECho0 IyEar,
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consbten tw b the DEAKL: e ashg by
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clemicak o=k, hohdhgscloolmab #raice
ik anli g, pesticke s, repalky, sck 1o chgsiooms and
s, artchss poms, shop chsspom s, .

[T Allchem EAb on te Prem bes can be enthk on e as £ o £ NA
approved procict Bt

Sbag aud Laks g Allchem EAb are stored prope hickark Bbeld; b Belr Yas £ Mo £ N
oww ot hal  vdamacg doa G kers; I ade: i at d
sDEE pom of b Eralcabhe & & pped wh
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© chemkall compatik B llk:: tammablk aid
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appreprite she bivg Ot and ikt

cRalont Sohool PR S I chem B3l e ) DIy IELAt Bast Tes i Mo fNA
annal to Tk ctiem el of chem kak TR 3ol
ckaont School ha condickd a chembal ckar-ott Hevthhg Yoz /Mo £ N,

a1 MO ) NN 08 CEEEAN | SCAMD 45 M AtETRE MDA
apprepriae fecyclhg andordiposalme tods.

Takkgan Hadlg Sohoolemployees anclstik b ai popeth ke db Yoz FHo /A
Kanclke chemisal ai b eqepment

Tuesday, Novemnber 0%, 2005 Page 1df 29

When printing is complete, click the “Close” button in the button bar to return to
the “ Assessment Details” screen.

I HealthySEAT V2 Beta - [Assessment Details] I — (8] x]
X Exit HealthySEAT | % GoTo EPA Schools Website | ¢ CantactUs Adobe PDF 8
Assessment Details Save and Return to Fadility Assessment Summary

Closed? I”  Date Closed: Frankin High Email to Facility Primary Contact
% = 340 Marley Blvd.
i o B Any Town, CA 94550 Delete This Assessment
Checklist: !<Ma§ter Checklist> | mi@school.net
Additional
Information:
Initial Assessment Re-Assessment (if necessary)
Assessment Date: 0/27/2007 Re-Assessment Date:
Assassor: [Harrry Guwiliams, P.E. | Re-Assessor: [Harrry Guiliams, P.E. =1
Date of Notification Letter: [5/20/2007 Date of Notification Letter:
Vview Notification | View A Checklist | View R Hotificati | View R Checkdist |
Recommendations from This Assessment Add 2 Hew Recommendation | View Recommendations Package |

Doubleclick a recommendation listed below to view/edit recommendation details

No Recommendations? [~
Priority Due Date Closed? Room/Location ID Problem/Corrective Action
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3. If there is an Email address for the facility primary contact, and the user’s
computer is configured to send Email, clicking the “Email to Facility Primary
Contact” button will open an Email message to the facility primary contact. The
notification letter and assessment checklist can then be added as attachments and
sent via Email.

4. Click on the “Save and Return to Facility Assessment Summary” button.
5. Click on the “Save and Return to Facility Selection” button.
6. Click on the “Save and Return to Main Menu” button.

Ideally, copies of the notification letter and checklist should be compiled into one
package sent to the primary contact of the facility scheduled for the assessment, and
copied to the facility contact, at least two weeks prior to the scheduled assessment date.
This will notify those responsible for the school facility of the upcoming assessment,
allow the school to prepare necessary materials for the assessor(s), and allow the school
to become familiar with the assessment process.

5.2 Conducting Facility Assessments

The assessment checklist serves as a guide for conducting facility assessments. The
assessment standards, organized under subtopics and areas/topics, direct the facility
assessor as to what conditions to look for. Each assessment standard is written such that
the affirmative, or “yes” answer, is the desired response. The yes/no/not applicable
(NA) column on the assessment checklist allows the assessor to note whether the
assessment standard is being met or not, or whether it is not applicable. The “Problem
Description/ Corrective Action” column allows the facility assessor to identify the
specific problem and/or corrective action required when an assessment standard is not
being met. The Room/Location column allows the assessor to identify the specific places
within the school facility where problems exist.

5.2.1 Prior to the Facility Assessment
Prior to conducting the facility assessment, it is recommended that the facility assessor:

1. Determine the reason for the assessment (Routine, Incident Response,
Complaint/Other, Re-Assessment, or Construction/Renovation).

® A Routine facility assessment is conducted as the district mandates, usually at
least once per year. The purpose of a routine facility assessment is to identify
potential environmental hazards within the facility.

* An Incident Response assessment is typically conducted after an incident
occurs (e.g. chemical release, damage to asbestos containing materials,
discovery of high levels of radon, etc.).
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A Complaint assessment is typically initiated in response to a complaint being
filed by or a request from students, staff, or parents to investigate a potential

problem (e.g. mold growth, unusual odors, smoking complaints, etc.).
= A Re-Assessment is a follow up to a previous facility assessment where
recommendations or findings determined that further actions were

necessary.

= A Construction/Renovation assessment is typically conducted prior to and
during construction and/or renovation of a facility.

Become familiar with the assessment checklist.

U.S. Environmental Protection Agency

2| 1600 Penreyivania Ave
W 2z hingten, D€ 12395
(5655) 6655665

Assessment Checklist [#ssessment Type

Assessmert Date: 106152005 Facility: Eastem Bemermary O routne
Bssessor: Jon Spangenberg Bddress: 200 Sohuzy Rrest O meraant Re penie
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gt B eomesnmstn
Primary Contact: hr. William Jones

Facility Contact:
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Subdopic Assessmert hotion ProdlernsCommerts
Canra Offica - Chami e
o enc
Fem kal PaEkas g AckenEat aw prickaced & quaitee: 4 tuiibe Yes /Ho /N
Ve dNINg the AR IT3Ch00 YR
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e vo cohool ha condicedan e vo otalattle Yes i £ NA
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3R pom of b Ealcabhe & &g pped wh
cperak ks AN ale 0VE kR OF £IaiE 100 S ; 0C0 KN g
© chemkall wmpwzk ol Tammabk v
cortcs e mate (RE tored I aQp op Ak cabhe & o1
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CRa-ot Skl \PITES I ehem B3] I ) DIy IELAT B3t Yes i Ho £ NA
ankall to etk ctemoral of chem kalk Tom 3¢ hool

charont Sobonl a5 coudicda chembalckavort Hetivkg - Yes {10 FNA
ancl emen g A 1e cesary hazank is materaE wovgh
Wpropriat ecicihy 1|d0rclls|zos1\menocls

TaNNgaN Hakilg Shoole M phyE £ NCITTIR NE 31 PEPR I Tae AT Yes £ Mo £ NA

Tk chembcals aud kb eqnpmet.

Tuesday, Movember 0, 2005 Page 1af 24

Contact the primary contact and/or the facility contact and arrange to meet with
the appropriate staff, such as the principal, educators, maintenance personnel,
cafeteria staff, landscapers, and/or HVAC personnel.

5.2.2 During the Facility Assessment
While conducting the facility assessment, the facility assessor should:

1.

Determine whether yes, no or NA (not applicable) applies for each assessment
standard listed on the assessment checklist generated specifically for the
assessment.

Interview school administrators and staff and review documents and files as
necessary to complete the assessment checklist, in conformance with the
assessment guidance offered in the guidebook.
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3. Fill out the Yes/No/NA column for each assessment standard. For example, if
the assessment standard reads, “Lights and machines are turned off when not in
use,” and the facility assessor finds the lights and computers turned on in an
empty classroom, he or she would circle “no.”

4. For each “no” response, the assessor should provide (1) descriptive information
in the “Problem Description/Corrective Action” column, and (2) the Room or
Location where problems were found. For example, the assessor might enter
“Lights and computers turned on while students are at lunch” for Problem
Description/ Corrective Action, and “Classroom 110” for Room/Location.

5.3 Entering Recommendations

After the assessment is complete, the results recorded on the checklist are entered into
the HealthySEAT database. Issues of concern noted by the assessor on the assessment
checklist should be entered into HealthySEAT as recommendations for the facility. To
enter results, complete the following:

1. From the Main Menu, click on the “Manage School-Specific Assessments”
button.
2. On the Facility Selection screen, under Step 1 - Scope, select “Active with Open

Assessments”. Under Step 2 - Criterion, select the facility for which the
assessment was completed.

=18 %]
X ExitHealthySEAT | % Go To EPA Schools Website | 47 ContactUs  Adobe PDF &
Main Menu > School Spedific Assessment Information > Fadlity Selectior
Facility Assessment Summary Save and Return to Facility Selection |
1 Faciity Found Matching Criteria
Facility Information Bitiet || Promamy Contnt: Edit Contact Information
Fadility Name: Franklin High | Salutation: [or. First: [Mariyn Last: [Frankiin
Alt. Fadility ID: HO004 Title: Principal
Facility Type: High School Phone: (999) 987-6555 Email: |mf@5chnn\.net
Phone: (999) 777-6666 Fax: !(999} 2299987 Fadility Contact:
Physical Address: Name: Mr. Albert White
Address Linel: l340 Marley Bhvd. Une2:| Title: Faciity Operations Manager
City/State/Zip: [Any Town | cA [s4550 Phone: (099) 876-9099 Email: [aw@school.net
Mailing Address: Other Info: |[Thisis other information.
Address Linel: [764 Brook St Line2: [# 340
City/State/Zip: [Any Other Town | cA [s4556
Assessments for This Facility Add a New Assessment
Double-dick an assessment listed below to view fedit assessment details, induding recommendations
Assessment Re-Assessment
Date Reason Assessor Checklist Date Re-Assessor Closed? Date Closed
Routine Harrry Gwilliams, P.E. Harrry Gwiliams, P.E. Mo
3. On the “Facility Assessment Summary” screen, use the Edit Contact Information
button to update information as needed.
4. Double-click on the most recent assessment listed under “ Assessments for This

Facility” to open the “ Assessment Details” screen. If, for some reason, an
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assessment was performed without first creating an assessment record, the
assessment will have to be created using the “Add a New Assessment” button
and entering all required fields. If any assessment information needs updating,
do it right away.

1] HealthySEAT V2 - [Assessment Details]

% Exit HealthySEAT | & Go To EPA Schoals website | 57 Contact Us  Adobe PDF &
Main Menu > Manage School Specific Assessments = Faclity Selection > Farilty Assessment Summary
Assessment Details Save and Return to Facility Assessment Summary l
Closed?  [] Date Closed: il EmEmtan | Email to Facilty Primary contact |
. ; * 456 Phys Street
Reason: Routine > Martingz, CA 94553 [ Delete This Assessment I
Checklist: «<Master Checklist> - jbi@school.org
Additional ~
Information:
* = Required b
Initial Assessment Re-Assessment (f necessary)
Assessment Date: 11/6/2007 [ Re-Assessment Date:
ASSESSOr: Hartry Guwilliarns, P.E. o Re-Assessor: <Mot Selacteds ~
Date of Notification Letter: |10/29/2007 Date of Notification Letter:

[ Yiew Assessment Notification ] [ View Assessment Checklist ]

Recommendations from This Assessment Add a New Recommendation

Double-dlick a recommendation listed below to view/edit recommendation details

No Recommendations? []
Priority Due Date Closed? Room/Location ID Problem/Corrective Action

Recommendations from the assessment must be added one-by-one, after which
they will appear as rows in the “Recommendations from This Assessment” table
at the bottom of the screen. If there are no recommendations, check the box next
to “No Recommendations?” and check the box next to “Closed?” at the top.

To enter a recommendation, click the “Add a New Recommendation” button,
which will immediately create a recommendation record and open the
Recommendation Details screen.

2 HealthySEAT V2 - [Recommendation Details] =X
F

X Exit HealthySEAT \ % Go To EPA Schools website | & Contact Us  Adobe PDF

Main Menu = Manage School Specific Assessments > Facilty Selection = Fadilty Assessment summary > Assessment Detais

Recommendation Details { {Gave and Return to Assessment DEEails }
Facility Name: Granvile Elementary This recommendation is incomplete. You T e
Assassment Type: Routing must resolve all highlighted fields.
Date: 11{6/2007

Limit Selections to Custom Checklist? []
Area/Topic: e
Subtopic: |
Assessment Standard: v |*

Problem Description;
Corrective Action: +

#* Required - These fields
must be completed in
aorder for all application
Features to wark.
properly, However, you
are nok forced ko
complete all of these
fields before exiting this
Form,

Roomy/Location ID:

District Contact v
for Remediation:

Priority: + | Due Date:

Closure Method: -
Closed By*: v
Closed? I~ | Date Closed:

* Either select from the drop-down list of bype in a name
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10.

11.

12.

13.

Find an assessment standard on the assessment checklist that received a negative
(“No”) response. On the Recommendation Details screen, use the drop-down
lists at the top to select the Area/Topic, Subtopic, and Assessment Standard to
which the recommendation applies.

In the Problem Description/Corrective Action field, enter any information
recorded on the assessment checklist in the “Problem Description/Corrective
Action” column. Examples of this could include specific recommendations for
corrective action, a work order number issued to remedy the issue(s), or any
other comments the assessor feels necessary to document and convey to the
facility’s primary contact .

In the optional Room/Location ID field, enter the specific room number or
location identifier for the current recommendation. If the same problem was
found at multiple locations, use the button named “Replicate This
Recommendation for a New Room/Location.” The user will be prompted for a
new “Room/ Location ID” in a pop-up window.

In the optional District Contact for Remediation field select, from the drop-
down list, the individual determined to be the contact for remediation and thus
responsible for implementing the specific recommendation.

The Priority and Due Date fields are automatically assigned based upon the
default priority for the selected Assessment Standard, and the global default “#
Days to Resolve” associated with that priority level. However, the priority and
due date can be overridden for the recommendation at the discretion of the
assessor. Priority definitions are set by default, but can be customized, as
outlined in Section 4.2.3 of this User’s Manual.

The recommendation is complete. The remaining fields at the bottom of the
“Recommendations Details” page are available for use when closing out an
implemented recommendation. Click on the “Save and Return to Assessment
Details” button to return to the “Assessment Details” screen.

If there are additional recommendations from the facility assessment, repeat
steps 6-12 above.
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5.4 The Recommendations Package

After entering all recommendations from the assessment checklist, the user can generate
the recommendations package to send it to the facility.

The recommendation package consists of: a) a cover letter; b) a Recommendations
Notice; and c) a Self-Certification Form. The cover letter should remind the primary
contact and facility contact to implement recommendations immediately. The
Recommendations Notice is a detailed account of all the recommendations generated
during the facility assessment and includes the assigned priority and due date for each.

The Self-Certification Form is an optional form that allows facility primary contacts to
verify and certify the implementation of recommendations. If the district elects to use
the Self-Certification Form, once the school has implemented the recommendations
identified on the form, the facility’s primary contact is advised in the cover letter to
return a signed copy of this form to the district assessor. NOTE: The self-certification
option and process is provided to allow districts to establish a mechanism for closing
recommendations without requiring an on-site re-assessment. Districts may choose
whether or not they would like to use the self-certification process to close out
recommendations generated from facility assessments.

To prepare the Recommendations Package, complete the steps outlined below.

5.4.1 Generating the Recommendations Package
1. From the Assessment Details screen, click on the “View Recommendations
Package” button.

I HealthySEAT V2 Beta - [Assessment Details] ] ==
X ExitHealthySEAT | 9 Go To EPA Schools Website | <7 ContactUs  Adobe PDF =]
Assessment etails Save and Return to Facility Assessment Summary

Closed? ™ Date Closed: Franklin High Email to Facility Primary Contact
: = 340 Marley Bhvd.
e outn: H Any Town, CA 94550 Delete This Assessment
Checklist:  [<Master Checklist> =l mf@school.net
Additional
Information:
Initial Assessment Re-Assessment (if necessary)
Assessment Date: 9/27/2007 Re-Assessment Date:
Assessor: [Harrry Gwilliams, P.E. [Z] Re-Assessor: [Harrry Gwiliams, P.E. El
Date of Notification Letter: |9/20/2007 Date of Notification Letter:
View Assessment Notification | View Assessment Checklist | View Re-Assessment Notification | View Re-Assessment Checklist |
Recommendations from This Assessment Add a Nlew Recommendation | View Recommendations Package |

Double-dick a recommendation listed below to view/edit recommendation details
No Recommendations? [
Priority Due Date Closed? Room/Location ID Problem/Corrective Action
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2. Three separate documents will be opened in preview mode, with the cover letter
on top. Click Print on the button bar, then click Close on the button bar.

WALliam Japwes, Pripcipal
Ehtem Elem evtary - 1002
200 Sy Srest
dyegoam, A 12545

SUBJECT: HEALTHY 5CHOOL ASSESSMENT REC 0MMENDATIONS
FROM OCTOBER 1, 2005 ASSES SMENT

. WAldm Tapes:

W appreciste your assistince daring crme cent assesamerd of o faciliy. This assessment.
was conducted to erabmte eroriom evia] heakh and safety ot poar school

Fhelesed ¥ a Recommerditione Feport fhiat identifies fem ¢ requirk o attention by the
dutes hdicated Ao enclosed & a Se¥- Certification fom for 1ee n reportivg back to the
districtwdvich recomm st iones hare besty addressed at the school facitiny, The canplted
chechilit, wed duming the facilinraak-through ad Irdicat iy the readte of the canpleted
agpecanent, ¢ fchided foryonr referarce apd fitrg ot your school.

Fx ma: dfom ation ot feme ddicated anthe Reconmendations Bepat md'ar SeX
Certiication form , pleas: Tefer tothe Health® EAT gaidebook, a copryrof mbuich has Teen
movided Koo chonld bame arey questiors plense do rothecitte to o adact this office at the
rumber chomm abare.

Sicerely,

Tom Spangarberg

Bhuclexes

3. The next document is the Recommendations Notice. Click Print on the button
bar, then click Close on the button bar.

Martinez Unified School District
Azzessmerts Departm ent

1212 Anv Shreet

AnyTown, CA84553

(999) 3387777

Recommendations Notice

Assessment Dete: T252007 Fadility: GRMllE EEme vty - E0a1
Street SiE 101

Assesscr: HAIy GWEmS P _E. Physicsl Address: 455 P

oizss

Facility Type: EEmesBiySoiool

Remson for Assess ment

3 Fotthe
Frimary Cortact: 1 6ob
Fasility Contact: Stk Ui
AresiTagic
i Roomy
Subtopic Fricrity Assassmart Standard Froblem DessripticnfCarractive Adion Location__Dus ks
Conwal Oifica ~ Chemical Ianagem
husnory
+ School kas condvcted an hve wtory of allotthe chem kak  There kan hueatory of prodect, Drtactotiepalis. Need Catete 122:2008
VERaNCE AN, A e £y
Bazsroom @ and kbe, art
ChEsroms ¢ hop chs mom s, ¢ £
PIOCUEME Ny b PCE HATRIOR e pUEKase 07 Polky b 10763 0K 30 565 101 Tect s L ENERG ¥ ™

prodiets caryng e ENERGY STAF, heltdhg Compact  STAR rquime its.
FNales ce vt Lan [,k IEkE b e pn 0T o2 equpme it,

Gompre = and othe s

2 Sohoolmalt@hs eoords of each prever tve meas e and

Feconds we te diffi 10 boak , and b some cases 2ma B25007
mEshy

e
pe s perbmiig e achas.

Wanday, o tober 2, 2007 Page 1072
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4. The last of the three documents is the Self-Certification Form. Click Print on the
button bar, then click Close on the button bar.

Martinez Unified School District
Asssssmerts Department

] 1212 Ay Street

"/ AnyTown, C494553

(399) 86887777

Self-Certification Form

Rssessment Defe; T/252007 Facility: Graivlle Ekn ertary - E001
J—— Harry Gulilams ,P_E. Physicsl Address: 456 Piys Steet Stk 101
wam 553
Phone: 999 9815543 Fae: (995 9616565 Rremeon for Assessment
Frimary Contact: Jm 6ol Fottie

Facility Cortat; Carkk Ul

For each iem mrenced helow, the Frinary Cortact is astied to cedify that the poblen has been addrmssed andior the oo memied comective aofon has been ke, Self
Certifioation, imiiated hy 2 cheok mark nextin the due daie amd the sinatire of the Prin ary Contact, must be suba ted freack moled itea by the due date liskd

AreaiTogie:
Room/
Subtopic Pricrity Assessmert Standard Probdem Description/Corredive Adicn Locgtion  DusDate
Cantal OfMIce — Cham t2i Managen &t
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(R g, pes ok s, Bpals), ok ce ks coms
AWD BLE, ACE ROIE, 40P SR £ 8,
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Exe gy Star
PECHEMENTpSIy I8 pRCE BAUTHON U8 pHIckase  Palky I 10YEAR ok 340 0EE 1 0LIEHct Btes t ENERG ¥ m imme [
ofprodict cany g tie ENERG T STAR, holdhg  STAR requireme it
COM ASTE Neles o6 4T LN [ K Ik e ¥ et pm ent
ol eq0 pan et compuefs and ol 1.
ConT OFT1CH - FazH d0uS ME THIals
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BONTIGEE 35 sTE-CON Tl NG BN WAt 1135
We ks recopls otthe pe rioss perfomng e actn:.
Wonday, 06 tober 29, 2007 Fage 1 012

5.4.2 Printing the Recommendations Package

Upon generating the recommendations package, each of the three documents is opened
in preview mode. From the preview screen, the user can either print hard copies of each
report, or, with a program like Adobe Acrobat, save them in electronic format. To
facilitate Email communication and electronic document storage, it is highly
recommended that districts provide assessors with a full version of Adobe Acrobat
(available for purchase at www.adobe.com).

1. To print each document in hard copy format, select “Print” from the button bar,
select a printer, then press “OK.”

2. To save each document as a PDF file using Adobe Acrobat, select “Print” from
the File menu, select “Adobe PDF” as the printer, then press “OK.” The user will
be asked to supply a file name and location for each PDF file, after which he or
she should press “Save.”

3. Select “Close” from the button bar.

4. Repeat steps 1-3 above for each of the three documents in the recommendations
package.
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5. Click on the “Save and Return to Facility Assessment Summary” button to return
to the Facility Assessment Summary page.

6. Click on the “Save and Return to Facility Selection” button to return to the
Facility Selection menu.

7. Click on the “Save and Return to Main Menu” button to return to Main Menu.

8. Compile the cover letter, Recommendation Notice, and the optional Self-
Certification Form into one package. Send the package to the primary contact of
the school facility and the facility contact, ideally within one week of completing
the assessment.

5.5 Re-Assessment Notification

The goal of an initial assessment is to identify where assessment standards are not being
met at a school facility, and to make recommendations for resolving those problems.
Each recommendation, when implemented, must be closed. When all recommendations
for a particular assessment have been closed, the assessment itself is then closed.

If the district makes use of the Self-Certification Form, many recommendations can be
closed based on the signature of the facility primary contact. Nevertheless, there may be
times when a re-assessment is necessary. During such a re-assessment, the focus is on
verification that all open recommendations have been implemented.

HealthySEAT provides functionality to manage re-assessments. The required options
appear on the Assessment Details form.

[l HealthySEAT V2 - [Assessment Details] [BEES
(-

3 Exit HealthySEAT | & Go To EPA Schools Website | o7 ContackUs  Adobe PDF

Main Menu > Manage School Specific Assessments > Faciity Selection > Farilty Assessment Summary

Assessment Details ISave and Return to Facility Assessment Summary. I
Closed?  [] Date Closed: il E=memtam [ Email to Facilty Primary Contact |
Reason: Routine v |*

456 Phys Street
Martinz, C4 04553 [ Delete This Assessment |

Checklist: Playground w jh@school.org

Additional  asfasfsafsdfsfd
Information:

* = Required
Initial Assessment Re-Assessment (f necessary)
Assessment Date: 7i26/2007 [ Re-Assessment Date: 7{26/2007
ASSESSOr: Hartry Guilliarns, P.E. i Re-Assessor: Patrick Lund, CIH (#4321987) ~
Date of Notification Letter: 7/26/2007 Date of Notification Letter: 7/26/2007
[ ¥iew Assessment Notification ] [ ¥iew Assessment Checklist ] [ ¥iew Re-Assessment Notification ] [ View Re-Assessment Checklist ]
Recommendations from This Assessment | add aNewRecommendation | | ¥iew Recommendations Package |

Double-click a recommendation listed below to vissedit recommendation details
No Recommendations? []

Priority te Closed? Room/Location ID  Problem,Corrective Action
i Mo 1468 Folicy i d and di reflect
2 ip Mo zzzh Records were difficult ko locate, and in some cases missing,
4 1fz2l2008 | Yes CaFatarls There is an inventary of products, bUt iot of repairs. Meed to add repair histary,
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Just like preparing for an initial assessment, the re-assessment process involves notifying
the school facility in advance about the upcoming visit of the assessor, and the specific
recommendations that the assessor will be following up on. The following subsections
discuss the re-assessment process.

5.5.1 Generate and Print the Re-Assessment Notification Letter

1.

From the Main Menu of HealthySEAT, click on the “Manage School-Specific
Assessments” button.

From the Facility Selection screen, under Step 1 - Scope, select “Active with
Open Assessments.” Under Step 2 - Criterion, select the facility that will be re-
assessed using the “Facility Name is...” drop-down list.

|2} HealthySEAT V2 - [Facility Selection] E@
-}

% Exit HealthySEAT | & Go To EPA Schoals website | 57 Contact Us  Adobe PDF

IMain Menu > Manage School Specific Assessments
Facility Selection I Save and Return to Main Menu l

Thig form is designed to help you quickly locate the facility (or facilities) for which assessment data is to be entered, edited, and/or
reviewed. As soon as a selection is made for scope and criterion, you will be able to browse all matching facility records,

Step 1 - Scope (“"Select All Facilities That Are...")
@ Active with Open Assessments
O Active
O Inactive

Step 2 - Criterion ("Select All Facilities Where...")

Facility Name is... -
Alternate Facility ID is... w
Physical Address:
Line 1is... v
City is... v
Zip is... v
NOTE: If there are no selections available in a particular drop-down list above,
please verify that you have added facility data using the "Customize for District” button

on the Main Menw, and that you have entered data in the fields shown above (2.9,
MName, alternate Facility 1D, Physical Address Line 1, Physical City, and Fhysical Zip).

On the Facility Assessment summary screen, in the table under “Assessments for
This Facility,” double-click the original assessment record upon which the re-
assessment will be based.

On the Assessment Details screen, the re-assessment options are organized under

the heading “Re-Assessment (if necessary)”.

Select the re-assessment date using the calendar button next to the Re-
Assessment Date field. After selecting a date from the pop-up window, click
“OK.” This is the date on which the assessor is scheduled to visit the school
facility for the re-assessment.

Select the assessor who will conduct the re-assessment using the Re-Assessor
drop-down list.
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7. Select the date when the re-assessment notification letter is to be sent using the
drop-down list next to the “Date of Notification Letter” field. After selecting a
date from the pop-up window, click “OK.”

8. To generate a re-assessment notification letter, click on the “View Re-Assessment
Notification” button. The standard “RE-ASSESSMENT_NOTIFICATION" letter,
tailored for this particular re-assessment, will be presented in preview mode.

B HealthySEAT V2 - [rptRe-Assessment_Notification : Report]

F° S Martinez Unified Schoal District
Agsessme e Deparment

9 BETTTT

Jim Bob

Principad

Granvilk Elametay - 1001
123 Wil Breet, Buite 101
Matiez, CAS4STE
Joi@sctoolorg

SURJECT: UPCOMIN € HEALTHY SCHOOL RE ASSESSMENT
SCHEDULED FOR JULY #6, 2007
FOLLOW-UF OF JULY 26, 2007 AS SESSMENT

Dur Dr. Bob:

“The District is sche dled to conbuct  follow-up assessoent of your for ity m the dite
indicated shove  to evalnate progress towards implementing the reconprendstions from
previous assessrents consdarted atyour school fac ility.

To assist writh the assessment, please be prepared o vrelcome the essessor and acc amrmpary him
orherthrongh portiere of the fac Dity vealk-broush. The follnwits frfonnstion may sleo sssist
the assessar g the assessment:

- Coples of any heshh and sufery pline prepared by the school (: &, Chimial Hygiene
nslity

Flas, Achentos Pl Bndocr AT
- Location of files, policiss & mrocedures

Pln)

Enclossd is the Fe- Assessnert Chacklist, which, flertifies those Tecommendetions from
previous aseecsmens fatrondn open The Te-assesament will forns only mtht open
recouamendstinns. To assistvwifh your Deve of the Lems idicated anthe Re-Assessmart.
Uhecklist, plase ruferto the Healhy SEAT Cruidebock, ¥ o should have ary questions ,
plase donot hesitate to Cortart this office + the menber shoven dhowe.

pPage: 14 4 [ 1 (W ]]

Verify that the information on the letter is correct. If the information is incorrect,
refer to Section 4.2.4 to modify the re-assessment notification letter language. If
the letter looks correct, print it using the Print button on the button bar.

To generate a hard copy of the letter, which can be mailed, select a printer and
press “OK.” NOTE: If a full version of Adobe Acrobat is installed on the
computer, the letter may alternatively be saved as a PDF (portable document
format) file by selecting “Adobe PDF” as the printer.

9. Use the “Close” button on the button bar to return to the Assessment Details
screen.

5.5.2 Generate and Print the Re-Assessment Checklist

The re-assessment has now been successfully planned, and the re-assessment
notification letter generated. The next step is to prepare the assessor for the re-
assessment, which can either be done at the same time the letter is generated
(preferable), or any time before the re-assessment. For the sake of this example, we will
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assume that the re-assessment checklist is generated immediately following the
generation of the re-assessment notification letter. Hence, the user remains on the
“ Assessment Details” screen.

1. The Re-Assessment Checklist can only be generated after the “Re-Assessment
Date,” “Re-Assessor” and “Date of Notification Letter” fields have been filled in.

2. To generate a re-assessment checklist, click on the “View Re-Assessment
Checklist” button. A re-assessment checklist that contains only the open
recommendation for this assessment is presented in preview mode.

Verify that the information on the checklist is correct. If so, print it using the
Print button on the button bar.

To generate a hard copy of the checklist, which can be mailed, select a printer
and press “OK.” NOTE: If a full version of Adobe Acrobat is installed on the
computer, the checklist may alternatively be saved as a PDF (portable document
format) file by selecting “Adobe PDF” as the printer.

U.S. Environmental Protection Agency
2| 1800 Penreybeania Ave
W ashingten, DG 12296
(555) 555-5555
Re-Assessment Checklist
fssessmert Date: 10317005 Fagility: EA®n Ekmeitay - 1002
Assessor: Joi SpaNgbery ddress: 0Somay StRet
Assesmert ID; 3
Facility Type: ERme @K Sele) Bssessrment Type:
Primany Cortact: Wil Jaies Re-hssessmert
Fasility Contact:
Moze: These inas renwin fomthe coatunted o103 2005
AreaTopic
Subtopic Closure Methed  Prionty Recommendedstion mei@l Comments Due Date
b SCA00l haE CORNCR an ey By oT alloT 13 Seh0al has Ve 1D 01 Chem kAl 22006
e chembak on-cte, o kgichool e sckice @ ver
MAWENANCE (CRAN N, (8 0eEeT, B R, expan ckdl to Chvde ck
sok wee chesroom s and bks, artckes pome, malvkiance chem kal 1%}
3hop class 100, ¢ E. pestbkles, thay may be b fionghort
SelHe trtation 1 Folbw-ap E-aspecthns tothe b ial 9ETESL Boller room - Crumblg plpe henBton HN2005
Felspections ke ss hope ction bawe beer perbmed aacert o bolkr. Mate b iknows bt
uery B R yEan suspecld b be ashess. Fequies
Inmedne NuesHELon
canral omice -
i alm entand 2 Allmo ke and moklp ebems bave beey AETI Wakrdamagedcellig ks tawd b 1130200
P huestigakd andevahakd chizpoms 101, 103,205, 207, Meed © 5
Henthy son e of moktire and cormect
and ephce o2 g k.
Tuesday, Movewber O, X05 Fepelof2

Send the package to the facility scheduled for re-assessment at least two weeks
prior to the anticipated re-assessment date. This will notify the school about the
upcoming re-assessment and allow the school to prepare necessary materials for
the assessor and become familiar with the re-assessment process.
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5.6 Closing Recommendations and Assessments

Within HealthySEAT there are two ways to close out an open recommendation: 1)
through self-certification, or 2) by conducting a re-assessment. Upon receipt of a
returned Self-Certification Recommendations form, or after completing a re-assessment
of a school facility, the assessor may find that previously identified recommendations
have now been implemented. Thus, the recommendations can be “closed” to indicate
resolution.

5.6.1 Closing a Recommendation
To “close” a recommendation, complete the following steps.

1. From the Main Menu, click on the “Manage School-Specific Assessments”
button.

B2 HealthySEAT V2 - [Main Menu] E@
2

X Euxit HealthySEAT | % Go To EPA Schools Website | 7 Contack Us  Adobe PDF

Martinez Unified School District H ealt hy S EAT%%);

Healthy School Environments Assessment Tool
Version 2.0

Main Menu
Select from the available options below

e L e Fully customize HealthySEAT for your district's assessment needs (including
U AR OE e guidebook, checklists, and assessment standards).

Manage School-Specific Schedule assessments, view/enter recommendations, and generate notification
Assessments i letters, checklists, and recommendation reports,

Open Reports/Output Menu ;’r\i\é\rr,;:nt, and export 2 wide range of data about your district's assessment

@ Open the HealthySEAT User's Manual (which was saved to your hard drive during
installation),

Developed by:
10/22/2007
2. On the Facility Selection screen, under Step 1 - Scope, select “ Active with Open

Assessments.” Under Step 2 - Criterion, select the name of the facility from the
“Facility Name is...” drop-down list.
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4.

HealthySEAT ¥2 - [Facility Selection]
% Exit HealthySEAT | & Go To EPA Schoals website | 57 Contact Us  Adobe PDF &

IMain Menu > Manage School Specific Assessments
Facility Selection

This form is designed to help you quickly locate the facility (or facilities) for which assessment data is to be entered, edited, and/or
reviewed, As so0on a5 a selection is made for scope and criterion, you will be able to browse all matching facility records,

Save and Return to Main Menu

Step 1 - Scope ("Select All Facilities That Are...")

@ Active with Open Assessments
O Active

O Inactive

Step 2 - Criterion ("Select All Facilities Where..

Facility Name is... | v
Alternate Facility 1D is... -
Physical Address:
Line 1is... v
City is... v
Zip is... v
NOTE: If there are no selections available in a particular drop-down list above,
please verify that you hawve added facility data using the "Customize for District” button

on the Main Menu, and that you have entered data in the fields shown above (e.g.,
MName, Alternate Facility 1D, Physical Address Line 1, Physical City, and Physical Zip).

On the Facility Assessment Summary screen, double-click the open assessment

from the list of “ Assessments for This Facility” at the bottom of the screen.

|2} HealthySEAT ¥2 - [Facility Assessment Summary] E @
2

3 Exit HealthySEAT | & Go To EPA Schools Website | o7 ContackUs  Adobe PDF

Main Menu > Manage School Specific Assessments > Faciity Selection

Facility Assessment Summary
1 Facility Found Matching Criteria

[ Save and Return to Facility Selection I

Facility Information

Facility Name:
Alt. Facility ID:
Facility Type:
Phone:

Physical Address:
Address Linel:
City/State/Zip:

Mailing Address:
Address Linel:
City/State/Zip:

Assessment

Reason

Active?

Granwille Elementary

EODOL
Elementary School
(999) 957-6543

456 Phys Street
Martinez

123 Mal Street
Martinez

Assessor Chec|

Fax: (999) 987-6666

®

Line2: Suite 101
CA 94553

Line2: Suite 101
CA 94553

Assessments for This Facility

Daouble-click an assessment listed below to viewiedit assessment details, including recommendations

Primary Contact:

Salutation: [Or.  ~ | First:|Im

Title: Principal

Phone: (999) 6000000
Fadility Contact:

Name: Cariclle Ulari

Title: Janitar

Phone: (999) 555-5555

Other Facility [This is other Facility information.

Info:

Re-Assessment

Re-Assessor

Edit Contact Information

Last: Bob

Email: jb@school.org

Email: \cLi@school.com

Add a New Assessment

Closed? Date Closed

On the Assessment Details screen, double-click the open recommendation from
the list of “Recommendations from This Assessment” at the bottom.
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2 - [Assessment Detai

X Exit HealthySEAT | % Go To EPA Schools Website | ¢7 Contact s Adobe PDF a

Main Menu > Manage School Speciic Assessments » Faclity Selaction » Faclity Assessment summary

Assessment Details Save and Return to Facility Assessment Summary ]

Closed? [] Date Closed: Grarwile Elermentary Email to Facility Primary Contact
g 456 Phys Street
B 0uiting] =
(RoE b Martinez, C& 94553 Delete This Assessment
Checklist: Playground v

jb@school.org

Additional  Annual playground safety check
Information:

* = Required

Initial Assessment Re-Assessment iif necessary)
Assessment Date: 7i26f2007 Re-Assessment Date: 7i26/2007
Assessor: Harrry Guilliams, P.E. v Re-Assessor: Harrry Guilliams, P.E. v

Date of Notification Letter: [7/26/2007 Date of Notification Letter: |7/25/2007

[ Yiew Assessment Notification ] [ View Assessment Checklist ] [ View Re-Assessment Notification ] [ view Re-Assessment Checklist ]

Recommendations from This Assessment [ add anew Recommendation | [ iew Recommendations Package |

Double-click a recommendation listed below ko viewfedit recommendation details

No Recommendations? [

Priority Due Date Closed? Room/Location ID_ Problem/Corrective Action
3 F7i2007  |No Playaround 1 Rings are too dose to small side,
3 57/2007No Sying joints should be lubricated

On the “Recommendation Details” screen, below the “Priority” and “Due Date”
fields, select the Closure Method (self-certification or re-assessment) from the
drop-down list. This indicates whether an assessor verified implementation of
the recommendation during a re-assessment, or whether the facility primary
contact certified that the recommendation was implemented.

[ HealthySEAT V2 - [Recommendation Details] B
3 Exit HealthySEAT | & Go Ta EPA Schools Website | ¢ ContactUs  Adobe PDF 8
Main Menu > Manage School Specific Assessments > Facilty Selection > Facilty Asssssment Summary 3 Assessment Detais
Recommendation Details [ Save and Return to Assessment Details I
Facility Name: Granwville Elementary
Assessment Type: Routine
Date: 7262007
Limit Selections to Custom Checklist?
Area/Topic: Playgrounds Rl
Subtopic: Sharp Points and Edges Rl
Assessment Standard: All equipment free of sharp points, edges and splinters. w [#

Problem Description/ |wiood on pirate ship weathered and starting to spinter, Needs sanding.
Corrective Action: +

# Required - These fields
must be completed in
arder for all application
features to work
properly. However, you
are ot forcad to
complete all of thess
fields before exiting this
form.

Room/Location ID: Playground 1 Replicate This Recormmendation for a New Room/Location

District Contact
for Remediation:

-

Priority: 3 ~ | Due Date: 3/7/2007

Closure Method: v
Closed By*: v
Closed? O Date Closed:

*+ Either select from the drop-down list of bype in a name
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6. On the Recommendation Details screen, in the Closed By field, enter the name of
the person who certified that the recommendation was implemented. If an
assessor confirmed the implementation during a re-assessment, select the name
of the assessor from the drop-down list. If the recommendation was closed by
self-certification, type in the name of the facility primary contact, or the name of
the person who signed the Self-Certification Form, then press the Tab key on the
keyboard.

7. As soon as Closure Method and Date Closed are entered, the “Closed?” check
box will automatically be checked, and the current date will be entered in the
Date Closed field. The recommendation is now closed.

8. Click on the “Save and Return to Assessment Details” to return to the
Assessment Details screen.

9. Repeat steps 4-8 above to record closures of any other recommendations.

5.6.2 Closing an Assessment

When all recommendations from an assessment have been closed, the assessment record
itself should be closed to indicate that no further action is required. HealthySEAT has
been designed to close assessments automatically. When the last recommendation for an
assessment is closed, HealthySEAT will automatically check the “Closed?” check box on
the Assessment Details screen, and set the Date Closed to the current date.

[ HealthySEAT V2 - [Assessment Details] [WEET
3 Exit HeakhySEAT | & Go To EPA Schools Website | 7 Contact Us  Adabe FDF a
Main Menu > Manage School Specfic Assessments = Facilty Selection = Faciity Assessment Summary
Assessment Details This assessment is closed. No edits are permitted unless the [ Save and Return to Facility Assessment Summary ]
‘Closed?' checkbox is unchecked.
Closed? Date Closed: 10/30/2007 Grarwile Elermentary

456 Phys Streat
Martinez, C& 94553
Checklist: Playground - jb@@school.org

Additional | Annual playground safety check
Information:

Reason: Routine Bl

# = Required

Initial Assessment Re-Assessment (if necessary)
Assessment Date: Fi26f2007 * Re-Assessment Date: 7i26/2007
ASses50r: Harrry Guilliarns, P.E. Ll Re-Assessor: Harrry Guilliams, P.E. v
Date of Notification Letter: 7/26/2007 Date of Notification Letter: |7/26,2007

Recommendations from This Assessment

Double-click a recommendation listed below to view/edit recommendation details
No Recommendations? [ ]

Priority Due Date Closed? Room/Location ID Problem/Corrective Action

3 [ Ves  Playaround 1 Rings sl
3 af7jz007 Yes Swing joints should be lubricated.
3 8i7(2007  Ves Flayground 1 wiaod an pirats ship weathersd and starting ta splinter, Nesds sanding.
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A closed assessment may be re-opened by clicking on the Closed? check box, which will
un-check the box and clear the Date Closed field. However, the user will then have to
manually close the assessment later by clicking on the Closed? check box. Whenever the
Closed? check box is checked, the Date Closed will be set to the current date.

After verifying that the assessment is closed, click on the “Save and Return to Facility
Assessment Summary” button to return to the Facility Assessment Summary screen.
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Section 6 Reminder:

ReportS/Output Menu Make frequent copies of your data
file (BE_HSEAT.mdb).

6.1 Introduction

HealthySEAT has built-in functions to generate reports and output based on facility
assessment results and information contained in the Customize for District process. The
reports are designed to allow districts to aggregate and manage the information
developed through the assessment process, and to help in identifying, evaluating,
preventing, and remedying environmental health hazards. Use of, and access to, these
report features is entirely at the discretion of the district.

All reports/output options are provided on the Reports/Output Menu, which is
accessible from the “Open Reports/Output Menu” button on the Main Menu.

|2] HealthySEAT ¥2 - [Reports/Output Menu] E]El
&

X Exit HealthySEAT | @ Go To EPA Schools Website | &7 Contact Us  Adobe PDF

Main Menu > Open ReportsfOutput Menu

Reports/Output Menu

Step 1 - Select a Report /Query Group

(@] Program-Level O DistrictLevel @ SchocHevel O Application-Level

Step 2 - Select a Report or Query
Assessment Details by Facility v

Assessment detalls grouped by facility,

Step 3 - Filter the Report or Query
Date Range: 1/1/2007 to 10/20/2007

Facility: Granwille Elerentary v

Step 4 - Select an OQutput Format

G) Print Preview (O Text (plain}
() HTML
) RTF (rich text)

[ Generate Report/ Dutput ]

6.2 Report Selection and Configuration

The Reports/Output Menu provides a three-, or in some cases four-, step process for
report selection and generation.

6.2.1 Step 1 - Select a Report/Query Group

The first step involves selecting a report or query group. The choices are as follows:

e Program-Level - This group includes reports and/or queries that pertain to the
district’s overall assessment program.
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e District-Level - This group includes reports and/or queries that that are
meaningful to district-level staff, including those that aggregate results from
multiple school facilities.

e School-Level - This group includes reports and/or queries that are meaningful
to school staff, and generally include the most detail about specific assessments
and recommendations.

e Application-Level - This group includes reports and/or queries that related to
the HealthySEAT application and configuration. These include reports on users
and application errors.

6.2.2 Step 2 - Select a Report or Query
Step two of the report generation process involves selection of the report that the user
wants to generate, or the query to be exported from HealthySEAT.

The selections are made from a drop-down list, which is pre-determined based on the
report/ group selected in Step 1, as follows:

Program-Level Reports

e Master Checklist - This report displays all of the areas/topics, subtopics, and
assessment standards included in the district’s Assessment Guidebook, formatted as
a checklist.

o List of Custom Checklists - This report displays a list of the custom checklists that have
been created, the notification letters associated with each, and the total number of
standards included.

e Notification Letters - This report displays key information about each notification
letter. The first three letters are standard letters, which may be customized but not
deleted. The other letters are custom letters created by the district.

o Assessment Guidebook - This report displays detailed information for each assessment
standard included in the district’s assessment program. Assessment standards are
organized by area/topic and subtopic.

o Assessment Guidebook Table of Contents - This report displays the table of contents to
accompany the Assessment Guidebook. (Note: before generating this report, first
generate the Assessment Guidebook report in Print Preview format and navigate to
last page).

o Assessment Standards NOT Included - This is an Assessment Guidebook-style report
that includes only assessment standards that are NOT included in the District
assessment program.

o Regulatory Assessment Standards - This is an Assessment Guidebook-style report that
includes only assessment standards that are or may be regulatory requirements.
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District-Level Reports

Number of Open Recommendations by Facility - This report displays a list of all district
facilities. For each facility, the number of open recommendations at each priority
level is shown, with district totals at the bottom. This report may be filtered by
facility.

Total Number of Recommendations by Facility - This report displays a list of all district
facilities. For each facility, the number of recommendations at each priority level is
shown, with district totals at the bottom. This report may be filtered by facility.

Total Number of Recommendations by Area/Topic - This report displays a list of all
area/topics included in the district’s assessment program. For each area/topic, the
number of recommendations at each priority level is shown, with district totals at the
bottom.

Total Number of Recommendations by Subtopic - This report displays a list of all
area/topics and subtopics included in the district’s assessment program. For each
area/topic, and each subtopic, the number of recommendations at each priority level
is shown, with district totals at the bottom.

Total Number of Recommendations by Assessment Standard - This report displays a list of
all area/topics, subtopics, and assessment standards included in the district’s
assessment program. For each area/topic, each subtopic, and each assessment
standard, the number of recommendations at each priority level is shown, with
District totals at the bottom.

District Policies/Programs - This report displays the status of district-level policies and
programs.

District Assessors - This report displays detailed information on all district assessors.

District Contacts for Remediation - This report displays detailed information on all
district contacts for remediation.

Scheduled Assessment Reminders - This report displays a list of open assessments that
have either an initial assessment or re-assessment scheduled within a pre-configured
number of days from the current date. This report may be filtered by facility.

Assessment Frequency Reminders - This report displays a list of active facilities that
either have not been assessed within a pre-configured target frequency, or have
never been assessed. This report may be filtered by facility.

School-Level Reports

Assessment Details by Facility - This report contains assessment details grouped by
facility. This report may be filtered by date range and/or facility.
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e Assessment Details (Export) - This query includes assessment details, sorted by facility
and assessment date, formatted for export to Microsoft Excel. This query may be
filtered by date range and/or facility.

e Recommendations Details by Facility - Recommendations details grouped by facility
and assessment. This report may be filtered by date range and/ or facility.

e Recommendations Details (Export) - This query includes recommendation details,
sorted by facility and assessment date, formatted for export to Microsoft Excel. This
query may be filtered by date range and/ or facility.

e Open Recommendations by Facility - Open recommendations details grouped by
facility and assessment. This report may be filtered by date range and/ or facility.

e Basic Facility Information (Export) - This query includes basic facility information,
formatted for export to Microsoft Excel. This query may be filtered by facility.

o Additional Facility Information (Export) - This query includes additional facility
information, formatted for export to Microsoft Excel. This query may be filtered by
facility.

Application-Level Reports

e HealthySEAT Users - This report displays details for all non-administrator
HealthySEAT users.

e HealthySEAT Application Error Report - This report shows all application errors
generated from the local installation of HealthySEAT, with the most recent errors
shown first. It is intended to serve only as a trouble-shooting aid.

6.2.3 Filtering the Report or Query
If the selected report or query can be filtered, then Step 3 will involve selecting the filter
parameters, which may include a date range and/ or a facility name.

Step 3 - Filter the Report or Query
Date Range: 1/1/2006 to 10/30/2007

Facility: Granville Elementary v

Filtering by a Date Range

To filter the report or query output by a specific date range, select a date range by
clicking on the calendar icons to the right of the starting (left) and ending (right) date
fields. If a start date for the range is not specified it will default to January 1, 2006. If an
end date for the range is not selected it will default to the current date.
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Filtering by a Facility

To filter the report or query by a specific facility, select the facility name from the Facility
drop-down list.

6.2.4 Selecting an Output Format

Depending on whether filter parameters are available for the selected query or report,
this will either be Step 3 or Step 4. The user must click the circle to the left of the output
format desired.

Step 4 - Select an Output Format

(& Print Preview O Text (plain)
) HTML
(O RTF (rich text)

There are five possible selections, including;:

Print Preview: With Print Preview, the report or query is prepared for printing
and presented to the user in a preview window, from which it can be printed.
Use this option to print to PDF or to a local or network printer.

Tex (plain)t: With the Text View, the report or query is output as a delimited
ASCII text file, the name and location of which the user is prompted to select.

Excel: With Excel, the report or query is output to a Microsoft Excel (.XLS)
file, the name and location of which the user is prompted to select. This
output format is best suited for queries.

RTF (rich text): With RTF, the report or query is output to a Rich Text Format
(.RTF) file, the name and location of which the user is prompted to select.
This output format is best suited for reports, and includes special formatting
used by word processing programs such as Microsoft Word.

HTML: With HTML, the report or query is output to one or more Hyper Text
Markup Language (HTML) files, the name and location of which the user is
prompted to select. This output format is best suited for reports that are
intended to be posted on a website.

Not all of these selections are available for all queries or reports. The available choices
have been pre-configured for each report or query.

6.3 Generating the Report/Output

Once the configuration steps outlined in Section 6.2 have been completed, the final step
in generating the report or output is to press the “Generate Report/Output” button at
the bottom of the screen.
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Depending on the output format selected, the user will either be presented with a report
preview, or asked to supply a file name and location. If a file name and location are
supplied, be sure to note them down so that the report can be retrieved later.

If presented with a report in preview mode, use the Print button in the button bar to
print it, then use the Close button in the button bar to close the preview window and
return to the Reports/Output Menu.
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Advanced Users file (BE_HSEAT.mdb).

7.1 HealthySEAT Database Configuration

HealthySEAT was developed using Microsoft Office Access 2003, and makes use of two
distinct databases - the front end database and the back end database. Both databases
are in Access 2002/2003 format.

7.1.1 The Front End Database

The front end database contains all forms, queries, reports and programming code. It is
called HSEATv2.mdb and is found in the installation folder (c:\ Program

Files\ HealthySEAT2 by default). This database is compiled (i.e., locked such that users
cannot add any additional tables, queries, reports, modules, macros or forms) for two
primary reasons:

m  To prevent users from inadvertently editing it and causing HealthySEAT to stop
working properly.

m  To preserve the core functionality of HealthySEAT so that future updates can be
supplied to the HealthySEAT user community.

Because HealthySEAT is in the public domain, an uncompiled version of the
HealthySEAT front end database may be obtained from EPA. However, be aware that
changes to the HealthySEAT front end will not be preserved should future
HealthySEAT updates be downloaded and installed from the EPA web site. As a result,
users requesting an uncompiled HealthySEAT front end database will be required to
acknowledge the potential ramifications.

7.1.2 The Back End Database

The back end database contains most data tables, including those that store data for the
assessment guidebook, master checklist, custom checklists, facilities, assessors,
assessments, recommendations, etc. It is called BE_HSEAT.mdb. In a single-user setup,
the back end database is generally located in a subfolder of the installation folder. In a
multi-user installation, however, the back end database will likely be located in a shared
network folder (see Section 7.2).

The back end database is not compiled or protected. It may be opened using a full (i.e.
non-Runtime) version of Microsoft Office Access 2003. Users may add new objects to the
back end database. However, caution should be exercised when editing existing tables.
Existing fields in existing tables should not be changed, as these changes could
adversely affect the HealthySEAT application.

When an updated version of HealthySEAT is installed, the existing back end database is
updated as needed to support new or modified functionality. Thus, the back end
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database is preserved, along with any new tables, queries, reports, or programming code
that may have been added.

Because of the importance of the data contained in the back end database, it is
recommended that it be backed up regularly, especially before any user modifications
are made to it (see Section 8.4).

7.2 Configuring HealthySEAT for Multi-user Operation

HealthySEAT supports multi-user operation, even though it is set up for single-user
operation by default. The only difference between single-user operation and multi-user
operation is the sharing of a back end database.

Whenever HealthySEAT is installed, whether for the first time or as an update, a new
(empty) back end database corresponding to the current HealthySEAT version is
installed locally in a subfolder of the installation folder. The name of the subfolder
containing the new back end database corresponds to the HealthySEAT version (e.g.,
V2). The first time HealthySEAT is opened after installation, it will establish a
connection to the new (empty) database.

To configure HealthySEAT for multi-user operation, the back end database must be
located in a folder accessible to all HealthySEAT users. Then, each user must configure
their HealthySEAT application to link to the shared back end database. The “Re-
establish Database Connection” option on the “Customize for District” menu was
designed for this purpose (see Section 4.3.1). This must be repeated each time an
updated version of HealthySEAT is installed, or if the back end database file is relocated.

7.3 Importing Data

Facility, Additional Facility Data, Assessor, User, and District Remediation Contacts
information can be imported or linked into the HealthySEAT back end database from a
variety of sources (e.g., Excel, Access, SQL Server, Oracle). There are a variety of ways to
do this, though it should only be done by someone experienced with databases and with
Microsoft Access.

The table that stores facility information is called tblFacilities. The fields in tblFacilities
are described briefly in the following table:

Field Name Data Type Description

Facility 1D autonumber The value of this field is automatically
determined by Microsoft Access when a new
record is created

Facility Text (255) The primary facility identifier (it must be
unique)

Facility 1D2 Text (255) The alternate facility identifier

District_ID Long Integer The identifier of the District (defaults to 1)

Address Text (255) Line 1 of the facility mailing address

Address2 Text (255) Line 2 of the facility mailing address

City Text (255) Name of the city, for mailing address
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Field Name Data Type Description
State Text(2) Two-letter postal abbreviation for the state or
U.S. Territory, for mailing address
Zip Text (2) ZIP code, for mailing address
Phone Text (50) Main phone number for facility
Fax Text (50) Main fax number for facility
Salutation Text (50) Salutation for primary contact (e.g., Dr.)
Primary_Contact_First Text (50) First name of primary contact
Primary Contact_Last Text (50) Last name of primary contact
Primary Contact Title Text (100) Title of primary contact
Facility Contact Text (50) Full name of facility contact
Facility_Type Long Integer A number indicating the type of facility:
1=Multi User
2=Elementary School
3=Middle School
4=High School
5=Bus Depot
6=Administration
7=Industrial
8=0ther
9=0=Career/Vocational
Facility Email Text (255) Email address for primary contact
Enrollment Memo Additional facility information (e.g., enroliment,
capacity)
Active Yes/No Indication of whether facility is active (defaults
to Yes, or -1)
Primary_Contact_Phone Text (50) Phone number of primary contact
Facility Contact Title Text (100) Title of facility contact
Facility Contact Phone Text (50) Phone number of facility contact
Facility Contact Email Text (255) Email address for facility contact
Physical_Address Text (255) Line 1 of the facility physical address
Physical_Address2 Text (255) Line 2 of the facility physical address
Physical_City Text (255) Name of the city, for physical address
Physical_State Text (2) Two-letter postal abbreviation for the state or
U.S. Territory, for physical address
Physical Zip Text (50) ZIP code, for physical address
Physical _County Text (100) County name, for physical address

The index to additional facility information can also be loaded directly. The table is
called tblFacility_Additionallnfo. This information must be loaded after the facility
information, however, because one of the required fields in tblFacility_Additionallnfo
(called FacilityID) links directly to the Facility_ID field (an autonumber field) that is
populated by Access when loading facility data.
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The table that stores additional facility information is called tblFacility_Additionallnfo.
The fields in tblFacility_AdditionalInfo are described briefly below:

Field Name Data Type Description

ID autonumber The value of this field is automatically
determined by Microsoft Access when a
new record is created

Facility 1D Long Integer The primary facility identifier (it must be
unique)

FileRef Text (255) User-defined field that can store up to
255 characters of data

Location Text (255) User-defined field that can store up to
255 characters of data

Description Text (255) User-defined field that can store up to
255 characters of data

SortOrder Text (50) User-defined field that can store up to

50 characters of data

IMPORTANT: When importing data into tblFacility_Additionallnfo, each record must

have its Facility_ID field set to the Facility_ID of the corresponding facility record in

tblFacilities.

The index of users can also be loaded directly into HealthySEAT. The table that stores
user information is called tblUsers. The fields in tblUsers are described briefly below:

Field Name Data Type Description

ID autonumber The value of this field is automatically
determined by Microsoft Access when a
new record is created

zUserName Text (255) The User Name that the user will use to
login to HealthySEAT

zPassword Text (32) MD5 digest of user’s password (value of
4cb9c8a8048fd02294477fcbla41191a
corresponds to “changeme”, which is the
default password)

Fname Text (50) User’s first name

Lname Text (50) User’s last name

zLevel Long Integer User’s permission level (1 = Admin, 2 =
Assessor, 3 = Viewer)

Title Text (50) User's title

Organization Text (50) User’s organization membership

Phone Text (50) Phone number of user

Fax Text (50) Fax number of user

Email Text (255) Email address of user

Addressl1 Text (50) Address Line one

Address2 Text (50) Address line two of User (Mail Stop)

City Text (50) City of User

State Text (50) State of User

Zip Text (50) Zip code of User

LastLoginDate DateTime Date-Time stamp that shows user’s last

login date and time
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The index of assessors can also be loaded directly into HealthySEAT. The table that
stores assessor information is called tblAssessors. The fields in tblAssessors are
described briefly below:

Field Name Data Type Description

ID autonumber The value of this field is automatically
determined by Microsoft Access when a
new record is created

Assessor_ID Long Integer Not used. Defaults to 0.

UserlD Long Integer Not used. Defaults to 0.

Fname Text (50) Assessor’s First Name

Lname Text (50) Assessor’'s Last Name

Level Long Integer Not used. Defaults to 0.

Title Text (50) Assessor’s Title

Organization Text (50) Assessor’s Department/Organization

Phone Text (50) Assessor’s main phone number

Fax Text (50) Assessor’s fax number

Email Text (255) Assessor’s Email address

Addressl1 Text (50) Line 1 of assessor’s address

Address2 Text (50) Line 2 of assessor’s address (Mail Stop)

City Text (50) Name of city, for assessor’s address

State Text (50) Two letter state code, for assessor’s
address

Zip Text (50) ZIP code, for assessor’s address

cc1 Text (255) Name of person(s) to receive carbon
copies of correspondence from this
assessor.

cc2 Text (255) Name of person(s) to receive carbon
copies of correspondence from this
assessor.

CC3 Text (255) Name of person(s) to receive carbon
copies of correspondence from this
assessor.

CC4 Text (255) Name of person(s) to receive carbon
copies of correspondence from this
assessor.

CC5 Text (255) Name of person(s) to receive carbon
copies of correspondence from this
assessor.

CC6 Text (255) Not used.

Active Yes/No Indicates whether assessor is active
(Yes (default) = -1; No = 0)

Assessor Text (255) Assessor’s full name (First + Last +
Suffix)

MobilePhone Text (50) Assessor’s mobile phone number

RespArea Text (100) Assessor’s area(s) of responsibility

Suffix Text (50) Suffix for assessor (e.g., CIH #1234)
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The index of district contacts for remediation can also be loaded directly into
HealthySEAT. The table that stores contacts for remediation is called
tbIRemediationContacts. The fields in tbIRemediationContacts are described briefly

below:

Field Name Data Type Description

DCRID autonumber The value of this field is automatically
determined by Microsoft Access when a
new record is created

ContactName Text (50) The full name of remediation contact

Organization Text (50) Remediation contact's
Department/Scope of Responsibility

Phone Text (50) Remediation contact’'s phone number

Fax Text (50) Remediation contact’s fax number

Email Text (50) Remediation contact’'s email address

Address1 Text (50) Line 1 of address

Address2 Text (50) Line 2 of address (Mail Stop)

City Text (50) Name of city

State Text (50) Two letter state code

Zip Text (50) ZIP code

Active Yes/No Indication of whether Remediation

contact is active (Yes (default) = -1; No
= O)

7.4 Integrating HealthySEAT Data with Other

Applications

Because the HealthySEAT back end database is open, HealthySEAT data can be
integrated with a wide variety of other applications and databases. In fact, custom

functionality, queries, reports, etc. can be developed by building a separate application
that links to the HealthySEAT back end database tables.

Caution is needed when manipulating data in existing tables in the back end database,
however, as this could interfere with core HealthySEAT functionality.
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Recommended Business file (BE. HSEAT mb).
Practices

In an effort to enhance the value of HealthySEAT for school districts and other potential
users, the following recommended business practices are provided. Each of these
practices offers suggestions to districts about how to further design a district-wide
assessment program and tailor HealthySEAT to maximize its use and value in
implementing the district’s program.

8.1 Email Functionality

Many districts may be interested in using Email to communicate with the district
assessments director, assessors, specific primary and facility contacts, and district
contacts for remediation. Using Email to communicate between the district assessors and
each school facility limits the amount of paperwork, reduces costs associated with
mailings, and expedites communication between the district and each of its school
facilities. While HealthySEAT is not an Email program, it has been designed with
features that support the use of Email. For example, fields are included within
HealthySEAT to store Email addresses for assessors, primary and facility contacts at
each school facility, and district contacts for remediation. Additionally, starting with
Version 2, HealthySEAT has a button on the Assessment Details screen that allows the
user to open an email message addressed to the facility primary contact.

The following suggestions and recommendations will facilitate Email communication
among district staff and administration.

8.1.1 Saving Letters and Reports as Electronic Files

To facilitate Email communications, it is important to use a file format that is ubiquitous,
such as PDF (Portable Document Format), from Adobe, or RTF (Rich Text Format). It is
strongly recommended that users of HealthySEAT obtain full versions of Adobe Acrobat
so that they can easily save HealthySEAT letters and reports as PDF files.

The following example demonstrates several ways to save HealthySEAT letters or
reports as electronic files. The same basic techniques can be applied throughout
HealthySEAT.

1. From the Main Menu, click on the “Open Reports/Output Menu” button.
2. Step 1 - select “Program-Level”.

3. Step 2 - select “ Assessment Guidebook” from the drop-down list.

4. Step 3 - select “Print Preview” as the output format. In the case of reports

available from the Reports/Output Menu, other output formats can be selected
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in this step. However, for the sake of demonstrating general functionality that
applies throughout HealthySEAT, select Print Preview.

Click the “Generate Report/Output” button.

The Assessment Guidebook report will be presented in Print Preview mode.
From this Print Preview window, there are two key ways to save the Assessment
Guidebook report as an electronic file.
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To save as a PDF file: 1f a full version of Adobe Acrobat is installed, use the
Print button on the button bar, select “ Adobe PDEF” from the list of available
printers, click “OK”, pick a file name and location for the PDF file, then click
“Save”. The report will be converted to a PDF file and placed in the location
specified.

To save as an RTF file: If Adobe Acrobat is unavailable, use the OfficeLinks
button on the button bar, to output the report in RTF format. The report will
automatically be saved according to the report name (in this case
rpt_Assessment_Guidebook.rtf) and placed in the “My Documents” folder.

84



9. Press the Close button on the button bar to return to the Reports/Output Menu.

8.1.2 Adding Attachments to Emails

Once a letter or report is saved as an electronic file, it can easily be attached to an email.
For example, to send an assessment notification Email to a facility primary contact, save
the assessment notification letter and assessment checklist as electronic files, then
attached them to an Email.

To help streamline this process, there is a button called “Email to Facility Primary
Contact” on the Assessment Details screen. If the computer is configured for Email, and
there is an Email address for the facility primary contact, this button will open a new
Email message and address it to the facility primary contact. Attach the electronic files to
the message, enter a message title, add some text to the Body of the email, add some
CCs, and send the Email.

8.2 Additional Facility Information

For districts interested in storing additional information specific to each facility within
the HealthySEAT database, a page has been provided where facility information can be
catalogued. Districts can enter and store an unlimited number of references to additional
information about the facility. For example, the location of environmental reports and
documents; where to find photographs and images from previously conducted
assessments; the existence of maps and campus layouts for planning and emergency
response purposes; where material safety data sheets can be found; work order
information; facility permit information; and any other information the district
determines to be helpful and/or useful for cataloging in this central database location.

To access and utilize the “ Additional Facility Information” page in the HealthySEAT
database, complete the following steps:

1. From the Main Menu, click on the “Customize for District” button.

2. From the “Customize for District” menu, click on the “Add/Edit Facilities”
button.

3. On the Facility Section screen, under Step 1 - Scope, select “Active.” Under Step

2 - Criterion, select a facility from the “Facility Name is...” drop-down list.

4. On the “Add/Edit Facilities” page, click on the “Additional Facility Data” tab.
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5. Determine what additional information the district would like to catalog on this
page and use the “Reference No.,” “Description,” “Location,” and “Sort Order”
fields to record the desired information about each data set, file, document, or set
of files for the facility.

While these files and documents are not stored directly in the HealthySEAT database,
this Additional Facility Data page provides a centralized location where references to
additional facility information can be entered, catalogued and stored over time.

8.3 Backing Up and Restoring HealthySEAT Data

Assessment-related data and program customization information are stored in a “back
end” database file called BE_HSEAT.mdb. It is highly recommended that this file be
backed up on a regular basis. If the HealthySEAT “back end” database becomes corrupt,
the district will need to revert to a recent non-corrupt backup, and any data
modifications since that last backup will have to be repeated.

8.3.1 Database File Location

In a single-user HealthySEAT installation, the back end database file will usually be
located on the local hard drive. In a multi-user or networked HealthySEAT installation,
the production back end database file will most likely be located in a network folder,
although there may be a back end database of the same name on the local hard drive.
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If HealthySEAT is properly connected to the production back end database, the best way
to determine the location of the back end database is to click on the “Re-Establish
Database Connection” button on the Customize for District screen. The full path to the
production back end database is displayed next to “Currently Connected To:” on the
“Re-establish Database Connection” screen.

8.3.2 Backup Considerations

Access database files should be backed up when they are unopened (i.e., when no user is
actively using HealthySEAT). Thus, it is recommended that backups be made at a time
when the Administrator is certain no one has HealthySEAT open. The presence of a lock
file called BE_HSEAT.Idb in the same folder as BE_HSEAT.mdb indicates that a user has
HealthySEAT open. In such cases, the administrator should first backup both the .Idb
and .mdb files as a set. Then, if the administrator can confirm that no one has
HealthySEAT open, try deleting the .Idb file, after which the administrator should test to
make sure that HealthySEAT functions properly.

Backups of the database can be made to another network folder (preferably on another
hard drive or server) or to a CD-ROM. Because database corruption may not be detected
immediately, it is recommended that the administrator maintain several backups.

8.3.3 Restoring a Backup
Follow these steps to restore a backup of the HealthySEAT database:

1. Make sure that no one is actively using HealthySEAT.
2. Locate the folder that contains the active HealthySEAT database file.

3. Rename the active database file to BE_ HSEAT [current date].mdb (and the lock
file to BE_HSEAT _[current date].ldb if present).

4. Copy the BE_HSEAT.mdb file from the backup location to this folder (and the
BE_HSEAT.IdD file if present in the backup set).

5. Open the HealthySEAT application and test to make sure that it is functioning
properly. If not, use the “Re-establish Database Connection” option on the
“Customize for District” menu to verify the connection to the correct database.

8.3.4 Repairing a Corrupt Database

If the HealthySEAT database becomes corrupt, and the administrator does not have a
non-corrupt backup to restore, the administrator may be able to repair the corrupt
database. Seek direction from Microsoft and/or the district’s IT staff before attempting
this. The user will likely need a full version of Microsoft Access 2003 to complete this
repair. In the event that the database has to be re-built, be certain that the format of the
re-built database is Access 2002/2003.
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General REference GUide Make frequent copies of your data
file (BE_HSEAT.mdb).

The following additional information is provided to assist users in trouble shooting any
questions and/ or issues that arise during the use of HealthySEAT.

9.1 Trouble Shooting HealthySEAT

The HealthySEAT application has been designed to be a robust data management
application, but in the event that problems arise, included below are some steps to help
trouble shoot the application.

9.1.1 Database Connectivity

Problem: The HealthySEAT application cannot successfully connect to the back end
database.

Try This: Verify with an IT or HealthySEAT administrator that the file location of the
back end database has not changed. If the location of the back end database has changed
use the “browse” button located on the “Re-establish Database Connection” screen to
locate and connect to the database’s new location.

Problem: Version Upgrade

Try This: If attempts to update the existing back end database to the current version fail,
verify that no other users are connected, or attempting to connect, to the back end

database. Exclusive access to the backend database is required for the upgrade process
to succeed.

9.1.2 Importing Back End Data

Problem: Data imports fail when attempting to import data into the back end
database.

Try This: Verify that the data types match for both the target and source database tables.

Be sure that fields of autonumber type are not included in the import data set, as these
must be assigned by Access.

9.1.3 Security
Problem: Attempts to login to HealthySEAT fail

Try This: Both the username and password are case sensitive for HealthySEAT; make
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sure that the correct case is being used for both. If it is a new installation of
HealthySEAT, and the database has not yet been configured, try a user name of “admin”
and a password of “admin”.

Contact an IT or HealthySEAT administrator to have your password reset to the default
password, which is “changeme”.

9.2 Acronyms/Abbreviations

ACM: Asbestos containing material

ACBM: Asbestos containing building material

AHERA: Asbestos Hazard Emergency Response Act
AMP: Asbestos Management Plan

AQI: Air Quality Index

ASHRAE: American Society of Heating, Refrigerating and Air-Conditioning Engineers
AST: aboveground storage tank

CAA: Clean Air Act

CADD: Computer Aided Design and Drafting

CAEPA: California Environmental Protection Agency
CDC: Centers for Disease Control

CESQG: Conditionally Exempt Small Quantity Generator
CFC: chlorofluorocarbon

CFR: Code of Federal Regulations

CGP: Construction General Permit

CO: carbon monoxide

CPSC: Consumer Products Safety Commission

CWA: Clean Water Act

EPA: Environmental Protection Agency

EPCRA: Environmental Planning and Community Right to Know Act
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EPP: environmentally preferable purchasing

ETS: environmental tobacco smoke

FFDCA: Federal Food, Drug, and Cosmetic Act

FIFRA: Federal Insecticide, Fungicide, and Rodenticide Act
FQPA: Food Quality Protection Act

FR: Federal Register

HCEFC: Hydrochlorofluorocarbon

HealthySEAT: Healthy School Environments Assessment Tool
HVAC: heating, ventilation and air conditioning

IAQ: indoor air quality

IAQ TFS: Indoor Air Quality Tools for Schools program

IPM: integrated pest management

LDR: Land Disposal Restrictions

LEA: local education agency

LBP: lead based paint

LQG: large quantity generator

MCL: maximum contaminant level

MSDS: Material Safety Data Sheet

MSW: Municipal Solid Waste

NESHAP: National Emissions Standards for Hazardous Air Pollutants
NEWMOA: Northeast Waste Management Officials' Association
NIOSH: National Institute for Occupational Safety and Health
NPDES: National Pollutant Discharge Elimination System
ODS: ozone depleting substances

OPPT: EPA’s Office of Pollution Prevention and Toxics
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OSHA: Occupational Safety and Health Administration
OSW: Office of Solid Waste

OUST: Office of Underground Storage Tanks

OWM: U.S. EPA’s Office of Wastewater Management
OWOW: U.S. EPA’s Office of Wetlands, Oceans, and Watersheds
P2: pollution prevention

PCB: polychlorinated biphenyls

pCi/L: picocurie per liter

ppm: parts per million

RCRA: Resource Conservation and Recovery Act
RH: Relative Humidity

SDWA: Safe Drinking Water Act

SPCC: spill prevention, control and countermeasures
SQG: small quantity generator

SWDA: Solid Waste Disposal Act

SWPPP: Storm Water Pollution Prevention Plan

TLV: threshold limit values

TSCA: Toxic Substances Control Act

UNC: universal naming convention

URL: uniform resource locator

UST: underground storage tank

UV: ultraviolet

VOC: volatile organic compound
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9.3 Glossary

Active Facility
Assessor:

Area/Topic:

Assessment:

Assessment
standard:

Assessment
Guidebook:

Assessment Type:

Custom Checklist:

Contact for
Remediation:

Environmental
Hazards:

Facility Contact:

Facility Type:

An assessor that currently performs facility assessments for the
school district.

Area/topic can refer to a location and/or the general
environmental program category. It is the highest
organizational level.

An evaluation of a school facility by referencing and completing
a facility assessment checklist.

A specific and objective environmental, safety, or health
condition the facility assessor will evaluate to ensure that a
hazard or potential hazard does not exist.

The comprehensive document explaining assessment standards,
facility assessor guidance, EPA programs, and links to detailed
guidance. Assessment standards are grouped under subtopics,
which are grouped under areas/topics.

One of the following five choices which describes the nature
and intent of the planned and/or conducted facility assessment:
Routine; Incident Response; Complaint/Other; Re-Assessment;
Construction/Renovation.

Checklist used by districts - these may be customized to fit the
individual district needs. Users may assign a name and choose
specific assessment standards to be included in each custom
checklist. These checklists may be used by assessors to guide
their assessment activities, and to record the outcome of
assessments, including specific recommendations.

Individual(s) responsible for remedying an issue and/or
implementing a recommendation generated from a facility
assessment.

Problems related to or caused by environmental factors, such as
poor indoor air quality.

The person physically located at the facility who is the primary
local contact regarding facility issues. In many cases this will be
the same person designated as the “Primary Contact” for a
facility.

One of the following nine choices which most accurately
describes the use of the facility: Multi-Use; Elementary School;
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Master
Checklist:

Primary Contact:

Priority:

Retrofit:

Self-Certification:

Sort Order

Subtopic:

Middle School; High School; Bus Depot; Administration;
Industrial; Other; Career/Vocational.

A checklist that includes all assessment standards included in
the district’'s Assessment Guidebook. This checklist may be used
by assessors to guide their assessment activities, and to record
the outcome of assessments, including specific
recommendations.

The person primarily responsible for the facility (usually the
principal), to whom issues and correspondence relating to
HealthySEAT assessments should be directed. In many cases
this will be the same person designated as the “Facility Contact”
for a facility, although the “Primary Contact” does not have to
be physically located at the school facility.

The relative importance and/or timeliness for addressing an
issue and/or implementing a recommendation generated from
a facility assessment. Priority is reflected by a number from 1 to
4, with 1 being of higher importance or urgency than 4.
Districts can configure the priority levels to suite their needs.

Upgrading equipment to make it more environmentally
friendly.

The ability for the school’s primary contact to close out, through
implementation, any HealthySEAT recommendations, and
report (i.e., certify) the implementation to the district assessor.

This is a numeric value that controls the order in which
information is displayed. Topics displayed in a checklist or
guidebook are shown with the lowest numeric value first.

A subtopic is an important organizational unit in the district’s
assessment guidebook. Assessment standards are grouped by
subtopic, and subtopics are grouped under areas/topics.
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9.4 Contacts

For technical questions related to the HealthySEAT software, please send an
email to HSEAT_Support@cdm.com.

For other questions regarding HealthySEAT, please contact either:

Bob Axelrad Bill Jones
(202) 343-9315 (215) 814-2023
axelrad.bob@epa.gov jones.bill@epa.gov
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