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Natural ventilation

Function space

Improving indoor air quality can help to reduce the risk of COVID-19 transmission 
for your workers and your customers. 

coronavirus.vic.gov.au/ventilation

Is the function outside?
Location

1
Step

Yes

No

Maintain physical distancing as advised by the Chief Health Officer.

Is the Average Ventilation Rate (AVR) greater than 10 litres per second per person (L/s/person)?
Refer to Supporting section for calculation of AVR.

Base ventilation

2
Step

No or unsure

Yes

In an outdoor setting (for example a 
marquee) have as many sides open 
as possible. 

In a naturally ventilated indoor 
setting, open windows and doors.

Enable cross ventilation by opening 
doors or windows to adjacent spaces. 
Double sided natural ventilation 
should only be considered as 
appropriate in spaces less than 15m 
wide.

Increase stack effect ventilation by 
installing passive roof ventilators. 
Roof ventilators should be open 
whenever practical.

Stack effect
Maximising cross flow

ventilation
Maximising single sided

ventilation

Natural ventilation occurs when fresh air is introduced and circulated into the space. This assists in diluting the indoor air and removes 
smaller particles that are suspended in the air (like aerosols, viral particles).

There are three ways to ventilate indoor spaces:

This guidance provides strategies for your business to stay COVIDSafe and reduce the spread of COVID-19 by improving indoor air 
quality. While your business may not be legally required to take steps to improve indoor air quality, all Victorians are encouraged to do 
what they can to prevent the spread of COVID-19. Please note that diagrams provide a perspective view and are not to scale. Please seek 
professional ventilation advice where necessary. Guidance for other settings can be found at coronavirus.vic.gov.au/ventilation.

Natural:
by opening windows and doors 

Augmented:
using air purifiers
to filter the air 

Mechanical:
using heating, ventilation and air conditioning
systems to bring the outside air into the space
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Does the base ventilation (calculated above) indicate that 4-6 Air Changes per Hour (ACH) will be achieved?
Ventilation enhancement

3
Step

No or unsure

Yes

If the space is air conditioned, consider the installation 
of heat/energy recovery systems to be used with the 
existing conditioned air system. 

See Supporting section on Heat/energy recovery 
systems for more information.

If the room has single sided ventilation, see if additional 
vents can be added to opposite walls to promote cross 
flow ventilation.

Windows and openings Mechanical systems

No or unsure

Yes

Consider PFFUs with a HEPA filter capable of 4-6 ACH.

See Supporting section for details on PFFUs.

Consider filter upgrades to reach 4-6 ACH. Seek 
professional advice if you are unsure. Once upgraded,
run continuously while the space is occupied.

Air conditioning/heating upgrade No air conditioning or upgrades possible

Does the Base Ventilation (from Step 1) or Ventilation Enhancement (from Step 2) indicate that 4-6 Air Changes
per Hour (ACH) will be achieved?

Clean air delivery

4
Step
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Does the space have good air distribution that mitigates dead spots?
Refer to Supporting section for examples of dead spots.

Air distribution

5
Step

No or unsure

Yes

Run pedestal fans (in oscillating mode) to improve air 
circulation.

Run ceiling fans continuously to improve air circulation.

Pedestal fans Ceiling fans

Yes Consider reducing the number of 
people in the space.

VENTILATION GUIDANCE COMPLETE

No

Is there a way of reducing the number of people in this space? 
People

7
Step

Yes

No

Is the space vacant at times throughout the day?
Space purging

6
Step

Keep windows and doors open to allow 
maximum natural ventilation and purge 
the space before and after use. Windows 
should be opened for a minimum of 20 
minutes before and after the use of the 
space.

Space purging
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No or unsure

Yes

Consider reducing the number of 
people in the space to achieve the 
minimum 10 L/s/person.

People

Is the ventilation rate greater than 10 litres per second (L/s/person), for each person in the space?
Base ventilation

1
Step

Mechanical ventilation

Function space

Improving indoor air quality can help to reduce the risk of COVID-19 transmission 
for your workers and your customers. 

coronavirus.vic.gov.au/ventilation

Seek advice from a specialist to 
check the ventilation capacity of the
system and increase to 10 L/s/person 
if possible.

Advice

If possible consider opening windows 
and/or leaving the front door open.

Windows and doors

There are three ways to ventilate indoor spaces:

This guidance provides strategies for your business to stay COVIDSafe and reduce the spread of COVID-19 by improving indoor air 
quality. While your business may not be legally required to take steps to improve indoor air quality, all Victorians are encouraged to do 
what they can to prevent the spread of COVID-19. Please note that diagrams provide a perspective view and are not to scale. Please seek 
professional ventilation advice where necessary. Guidance for other settings can be found at coronavirus.vic.gov.au/ventilation.

Note: Wall mounted split systems and cassette units are not a form of mechanical ventilation, as outside air is generally not ducted to the 
units. However, these systems can be used to help with air distribution.

Natural:
by opening windows and doors 

Augmented:
using air purifiers
to filter the air 

Mechanical:
using heating, ventilation and air conditioning
systems to bring the outside air into the space

Mechanical ventilation is the function of replacing or diluting indoor air with air from outside using mechanical equipment. Heating, 
ventilation and air conditioning (HVAC) systems or air conditioning units are used to provide outside air, and filter air to maintain air 
quality within the space. Improve mechanical ventilation by:
• maximising the amount of outside air being provided into the space at all times, and disabling demand control as part of the system
• changing the settings to increase the proportion of outdoor air recirculating in the space
• installing a higher-grade filter within the air handling unit.



Does the ventilation achieve 4-6 ACH (minimum)?
Clean air delivery

3
Step

No or unsure

Yes

If there are no other options available, then the use of 
in-room PFFUs should be considered. The capacity of the 
PFFUs should increase the clean air change rate by at 
least 4-6 ACH. 

See Supporting section for details on PFFUs.

If the room is provided with single sided-ventilation only, 
check to see if additional vents can be added to 
opposite or approximately opposite walls or windows to 
promote cross ventilation.  If the windows are not 
“double sash” type, check if the existing windows can be 
replaced with double sash type windows.

If practical, upgrade the filters in the air handling 
system. See Supporting section for recommended filter 
rating. Professional advice from a specialist may be 
required when installing a higher grade filter. Once 
upgrades are complete, continuously run all equipment 
when occupied (including supplementary systems).

Filtration upgrade No filtration upgrade possible
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Is the current ventilation system configured to provide as much outside air as possible, at all times?
Ventilation enhancement

2
Step

No or unsure

Yes

If the space is air conditioned, consider the installation 
of heat/energy recovery systems to be used with the 
existing conditioned air system and achieve 4-6 ACH 
ventilation.

See Supporting section on Heat/energy recovery 
systems for more information.

If the room is provided with single sided-ventilation only, 
check to see if additional vents can be added to 
opposite or approximately opposite walls or windows to 
promote cross ventilation.  If the windows are not 
“double sash” type, check if the existing windows can be 
replaced with double sash type windows.

Ensure that the existing mechanical ventilation is always 
running. If necessary, set systems to ‘On’ instead of ‘Auto’. 
Systems that have demand control ventilation (i.e. 
control based on CO

2
 levels) should be disabled to 

maximise air flow. You should consider accepting a wider 
temperature range within the room to allow additional 
outside air to be delivered to the space.

Mechanical ventilation control Enhanced ventilation



Does the space have good air distribution that mitigates dead spots?
Note: Step 3 may already assist with this. 

Air distribution

4
Step

No or unsure

Yes

Run pedestal fans (in oscillating 
mode) to improve air circulation.

Run ceiling fans continuously to 
improve air circulation.

Run air conditioning/heating and 
PFFUs to improve air circulation. 

See Supporting section for details on 
PFFUs.

Air conditioning/heating
and PFFUs

Pedestal fans Ceiling fans
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Is the space vacant at times throughout the day?
Space purging

5
Step

No

Yes

Yes

Ventilation should be turned on for a 
maximum of two hours before and after 
a space has been occupied.

Space purging

Does the ventilation system recirculate some of the air supplied to the room or building?
Reduce recirculation

6
Step

No

Check the air handling unit coil 
capabilities and increase the % of 
outside air supplied. Units designed 
with economy cycle can operate up 
to 100% outside air in mild ambient 
weather (between 12C and 26C).

Recirculation



Does the ventilation system have heat recovery?
Additional systems

7
Step

No

Yes

Seek professional advice to ensure 
seals and filters are maintained. 

Heat recovery

Is the system regularly maintained and inspected?
Maintenance

8
Step

Yes

Are the exhaust locations more than 6 metres away from air intakes? 
Separation

9
Step

Yes

No

VENTILATION GUIDANCE COMPLETE

No or unsure
Review and service the system 
regularly. Seek professional advice 
where required. 

Maintenance should also include 
augmentation devices such as 
PFFUs, pedestal fans, etc.

Maintenance

Seek professional advice to confirm 
that this is achieved.

Air supply and exhaust fans
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soa:
w:
k:

k:

Smallest external opening area (m²)
Average wind speed (m/s)*
0.05 for Single sided ventilation
External windows or doors on one side only 

0.65 for Cross ventilation
External windows or doors on opposites 

Supporting section

The average ventilation rate in m³/s x 3600, divided by the room volume in m³. The 
number indicates, on average, how many times in an hour the room air is changed.

Air Changes per Hour
(ACH)

The way air is introduced into a space or room, and its movement therein.Air distribution

When used in relation to portable air cleaner devices it relates to the volume of air 
processed by the unit in m³ per hour.

Clean air delivery
(m³/h)

When used in relation to ventilation, it describes a point or area in a room that has a 
low air change rate due to poor air distribution in the space. For naturally ventilated 
spaces, this could be areas greater than 6m from a single sided opening, or greater 
than 15m from openings of cross flow ventilated spaces.

Dead spot

A HVAC mode of control which allows the proportion of outside air in the system to be 
increased when the ambient conditions are mild and favourable.

Economy cycle

Carbon dioxide, it is generated by people breathing within a space.CO2

Double sided ventilation (cross flow) has 
openings to outside on opposite sides of the 
room and is a lot more effective than single 
sided ventilation. If the room is more than 15m 
wide, it is likely that then centre of the room will 
be poorly ventilated.

Double sided
ventilation

Average Ventilation 
Rate (AVR)

A mechanical piece of equipment, containing fans, filters heating, and cooling coils 
used for the conditioning of air in a building.

*This can be found at the Bureau of Meteorology website 
http://www.bom.gov.au/jsp/ncc/climate_averages/wind-velocity/index.jsp or 
alternatively, can be measured using a handheld anemometer.

Air Handling Unit
(AHU)

Average Ventilation Rate (AVR) (m³/s)

AVR  =  k w soa

Ventilation airflow from a source point to an extract point usually on the other side of 
the space or room. Also known as double sided ventilation.

Cross flow
ventilation
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An air filter fine enough to efficiently remove particles smaller than 0.5 micrometre. 
This is small enough to remove aerosol that potentially contain COVID-19.

High-Efficiency
Particulate Air [filter]
(HEPA)

A system which provides 100% outside air into a space and at the same time exhausts 
the same amount of air out of the space. It has a heat exchanger to capture the energy 
from the exhaust air to increase energy efficiency.

Heat/Energy
Recovery Systems

HVAC systems are conventional ventilation systems used to dilute 
indoor-contaminated air through the introduction of fresh air from the outside whilst 
maintaining indoor air quality and thermal comfort.

Heating, Ventilation,
and Air Conditioning
(HVAC)

An International Standard describing the efficiency of a filter. In the example 70% to 
80% of particles of 1 micron or larger will be removed.

ISO ePM1 filter
(70% to 80%)

Minimum Efficiency Reporting Value and is related to the rating of air filters.MERV

Air movement driven by the temperature differences in the room. Warm air is less dense 
than cold air and will rise.Stack effect

Increase filters to minimum efficiency of F8 (MERV14 / ISO ePM1 70-80%).Filter ratings

Ventilation is the process of supplying outdoor air to and removing indoor air from a 
space, for the purpose of controlling air contaminant levels, potentially accompanied 
by humidity and/or temperature, by natural or mechanical means.

Ventilation

Portable Fan Filter
Unit (PFFU)

Also called micron, metric unit of measure for length equal to 0.001 mm.Micrometre

A plug-in device containing a fan and efficient 
filter (HEPA) capable of removing 
contaminants from air passing through it.

While there are several considerations for the 
location of a PFFU, where possible place the 
PFFU at the back of the room and away from 
open doors and windows and exhaust fans. You 
may wish to seek professional advice.

Single sided ventilation Single sided ventilation relies on an opening on 
one side of the room only, e.g. a space with a 
window on one side and an opening to an 
internal corridor or room on the other. Single 
sided ventilation becomes less effective the 
deeper the room becomes. If the room is more 
than 6m deep, it is likely that the deepest parts 
of the room will be very poorly ventilated.


