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How to develop User Guidance for a Passivhaus building

Passivhaus Trust Technical Briefing Document

1. The Context

This document provides guidance for the industry on how to produce effective User Guidance for Passivhaus
buildings. This addresses information required for non-expert users of the building. While this guidance is
focussed specifically on Passivhaus buildings, it also provides a useful resource for other low-energy buildings.

The Passivhaus Trust has some shared resources that can be used in the development of User Guidance for a
Passivhaus building:

e Generic written content for each section, to be adapted for specific buildings eg. What is a Passivhaus,
myth-busting, list of do’s and don’ts?

e Photos, diagrams and other visual material for use in explaining principles and how the building works.

e Content from PHT’s earlier published guides- ‘Passivhaus: an introduction’ and ‘Why choose
Passivhaus'.

The Passivhaus Trust is also planning to develop some further resources that can be used in preparing User
Guidance for a Passivhaus building:

e Template written guides for simple buildings, which can be adapted and edited as necessary.

e Template posters for MVHR, heating systems and controls etc, to allow system specific information and
images to be inserted.

e Examples of best practice guides in different formats — written guides, laminated posters, technical
manuals, videos, online support etc.

These resources will be available on the Trust's website in 2014.

© Passivhaus Trust 2013
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2. Why, how and who for?

A. The need for guidance

1. Different levels of understanding and information are needed by each audience — occupants, building
managers, support and maintenance teams etc.

2. New occupants of any house/building should be provided with information about the property on at least
three levels- Emergency, Maintaining comfort and How to get the most out of your property.

3. The varying reliance of building performance on occupant operation.
4. Lack of engagement of occupants with user guides — often lost or ignored.

5. The need for multiple handovers — people often don’t take things in on moving day so need further
follow-ups, and possibly a helpline or online questions facility.

6. Timing — guides are often produced at the last minute, not allowing sufficient preparation.

Need for information on Passivhaus to be combined with other requirements such as fire regs and Code
for Sustainable Homes.

B. Occupant induction process

User Guidance is a component of an extended occupant induction process. Therefore how the guidance is
presented to the intended audience will be crucial to how effective it is, and a staged process may be required,
possibly to include:

1. Advance information or video, to prepare occupants for their new home

2. Moving in day — basic information provided, but unlikely to be taken in properly
3. Demonstration and reminder of information approx. 2 weeks later

4. Next season — reminder of how to use systems (heating or cooling)

5. Review of process etc for next people to move in

The Occupant Induction process is likely to include several of a number of components:
1. Group presentation of key features of the future property

2. One-to-one demonstration in the property of these features, encouraging hands-on, and requesting
confirmation of understanding

3. Quick reference material

4. More detailed reference guide

This document focuses on the quick reference material and the guide.

Note that learning from the Occupant Induction process should be used to inform future builds. Design should
be mindful of how occupants will get the best from the building, and how they will acquire the knowledge to
achieve this.

C. The audiences for User Guidance

The guidance, be it in a written, graphical or video format should be presented in a manner that is accessible,
engaging and useful for the specific audiences as identified below. Note that while there may be common
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elements across the information for the different audiences it is unlikely that a single guide could be written to
suit all audiences.

1. Occupants (domestic and non-domestic) - Information as far as possible should be presented audial/
visually/ graphically. If using a written guide, then the text should be kept brief and simple. Laminated
posters may be mounted next to controls or inside cupboard doors, describing how to operate and
maintain key systems in the building, such as heating and ventilation.

2. Building managers- A written guide where responsibilities are clearly identified. This should be prepared
in conjunction with the Building Log Book — see CIBSE TM31.

3. Support Team — Key points to be aware of should occupants phone for assistance- who to send for if
maintenance is required.

4. Maintenance Teams- Specific manuals for visiting maintenance teams, such as plumbers (who may not
have encountered a Passivhaus building before) — outlining what is different about this building etc.

3. User Guidance formats

The design and format of the guidance will be very important. Different medium can be used to meet the needs
of different audiences. Listed below are examples of best practice across various media:

A. Written User Guidance/ Manual
The Scottish Sustainable Buildings’ guide How Your Low Carbon Home Works- see figure 1.

Produced by Glasgow School of Art, this guide is not specifically for Passivhaus buildings, but provides a good
example of design, with clear layouts, minimal text, simple diagrams and drawings linked to plans and photos of
the house with colour coding.

B. Laminated posters
Bere Architects’ User Guide poster for Ranulf Road (Camden Passivhaus)- see figure 2.

Again, photos of the systems linked to plans and section of the house, help the occupant to understand how
they are intended to work.

C. Videos

Series of clear and succinct guidance videos for residents developed by Radian Housing Group and published
on their YouTube channel- see figure 3.

1. How does my home work? Mechanical Ventilation and Heat Recovery

2. How does my home get maintained? When does Radian check the MVHR filers?

3. What if something goes wrong? How to report a repair?

D. Door hangers and stickers

Door Hangers and stickers for residents developed by Gentoo Group for the Passivhaus Racecourse Estate-
see figure 4 and 5.

These clear and graphical door hangers and stickers located next to the systems and outside rooms help to
remind the occupant on how the system works and how best to use them.

© Passivhaus Trust 2013
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Figure 1 ‘How Your Low Carbon Home Works’ by Scottish Building Standards for occupants
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Figure 2 User Guide poster for Ranulf Road by bere:architects for occupants
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Figure 3 Radian Group’s YouTube channel featuring occupant guidance videos
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Figure 4 Door Hangers at Gentoo’s Passivhaus Racecourse Estate
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Figure 5 Wall stickers at Gentoo’s Passivhaus Racecourse Estate
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4. Contents and design

A. Design

Whichever format is used, the design of the guides will be very important, and the information should be
presented to be as engaging as possible. By using visual material, and clear succinct text, information can be
presented in a way that is accessible and appropriate for the intended audience. Visual material also helps
transcend language barriers and makes it easier to have versions of the guidance to suit hon-English speaking
audiences. Gender and techno-phobia/philia must also be taken into consideration.

B. Contents of a written User Guide

Written content should be presented from the view of the building occupant or user. e.g. “your energy bills will

”, « ”, o«

be very low because ...”; “the air in your home is kept fresh by ...”; “your home is kept warm by ...”
Contents should include the following:

1. Introduction — brief description of what is different about this building and how to live in / use / manage
this home / building (e.g. smoking, variations in occupancy, window opening etc.)

2. How to look after your home / this building — description of how this building is designed to work, key
systems, what maintenance is required, how often, who is responsible (if not you) and how to contact
them.

3. Whatto doif...? — FAQ type section describing what to check and what to do if it's a bit cool, or too
warm, or stuffy etc.

4. How to fix things — details of what to do and/or who to contact if things aren’t working (e.g. changing the
MVHR filters, contacts for the housing maintenance team etc)

Potential table of contents for a sample written user guide:

Welcome Good Practice guide | Maintaining How to get the most Trouble-
comfort out of your property? | shooting
What to do (and not | Getting used to living
do) in a Passivhaus
1. Benefits 1. Not just needed for 1. Ventilation What if ..... ? 1. Emergency
2. Myth busting Passivhaus building systems/ fresh air 1 Ifs too hot or cold actions
Should mention 2. Windows (and , 2. Checklist help
other systems e.g. blinds) 2. It's stuffy or draughty and support
PV, solar thermal etc 3 Air barier and 3. The bills are too high
Recording/ fabric 4. The air feels dry or
Calculating your 4. Heating system damp
energy use 5. It's nois
5. Seasonal ' 4
changes 6. We have lots of
people round or we go
away for a while
7. We want to open the
windows

© Passivhaus Trust 2013
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5. Examples of Good Practice for occupants
A. About your home
How your home woIks:
Your house
WATER STOP-COCK #
| Ground floor
BOILER, HEATING AND HOT _ Sy
WATER PROGRAMMER
n 6 Heating pé GAS SUPPLY CONTROL O
ELECTRIC METER § \ﬁ
THERMOSTAT s >, |
(©) Ventilation p8 MECHANICAL HEAT — 8=
RECOVERY SWITCH A [:I @
Hot Water p10 LIGHTING CONTROL CARD
FRONT - -
=
Energy Saving Features p12 s I _]Q> I
SUNSPACE
m Keeping it Working p14
This guide is produced to meet the aspect of optimising
the performance within Section 7: Sustainability of the
Scottish Bulding Standards Technical Handbooks.
2

Figure 6 ‘How Your Low Carbon Home Works’ by Scottish Building Standards for occupants

OVERVIEW
BATHROOM HOT WATER MECHANICAL
BOOST TANK VENTILATION
SWITCH UNIT
First floor Second floor Lott
H—
- 4 =
{-Ni =
= :
2 5
| N
_J b
N
—/
e i
’ Lott
solar——
panels
SOLAR WATER
PANEL PUMPS ! X econd
ll |
Tound
3

Figure 7 ‘How Your Low Carbon Home Works’ by Scottish Building Standards for occupants
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B. How to look after your home / this building

PERFORATED PANELS

How do they work?
heated Jf from the occuplid space.
What's my part In this?

What are they and why are they here?
Tha parforaied panels In e aficés form part of the ratural vertlation strategy.

Warmad 3 passes Lo udh Ihe pariorated parels NS the St ract ducts, drawing the

Covaing T parels wil 26ct the parfemante of the N Wl Wntitatn system The
perorated pansts shauld not bs cozTusted In any way,

WINDOW BLINDS

N

eecw ¥

Buldng wer guide Inverdoe Houe

Wihatare they and wiry are they here?

Vortcal binds to aMces and meating reoms 28 Leed 10 contrel gars and dinect sunight.

Tre vartical bInds In the Bordroom are supplemanted by vertical rellar bInd on the
windows. The Biinds In the mesting rocms and boardroom 350 56rve

DLADULS For MBS0 peciections and prasentatins.

How do they work?
Tha tnds are manually controlied using 3 puiley, K<ated behind each calumn 2 the end
of Gach run Thay Can b retated to the Grecon of the sun to Jkw Wews Out whikst
controling suriighe 3nd glare. The highJevel vertical Biinds In th boardroom e
controlied ekctronidly by swhchas.

Vihat's my part In this?
Only 124 ths Hinds whsn You Ned to 2op Glare 3nd whan necessary In meating reoms.
O02ed dInds Wil rechuce e ameunt of naoural datighe Into e aMces and will resultin
INT8a00d Use Of HINCRI IGHING G enar gy COMEUMPHIon, Encurs that 112 In the biinds
9 160t cpen wheravar possible, 2 dosed shits will De dtrimernt J to the natural
verehaticn dratagy If the vertical sats are dlasad againet each othet

Figure 8 ‘Building user guide: Inverdee House’ for occupants

© Passivhaus Trust 2013
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C. Whattodoif...?

FAQ type section describing what to check and what to do if it’s a bit cool, or too warm, or stuffy etc.

HEATING
[ ) ¥ Thermostat @ DO leam how to set your
LOCATION: Ground floor programmer. There are instructions
hallway. tor this inside the boller cover.
The thermostat tums the DO set your thermostat for a

boiler off when the house has
warmed up, it overrides the
TRV's. Set it to the temperature
that you want your hall to

be, this may be lower than
the temperature of your

comfortable temperature

DO set your Thermostatic radiator
valves to provide comtort, normally
3 or 4 is about right

DO remember to make sure the

7 main living rooms. 18°C is clock is changed when the clocks
(Manutacturer and model  comfortable. change
numberhiere) €3 DON'T set your thermostat too high,
( "\ ¥ Themmostatic radicator you can save energy and money by
valves (TRV's) keeping this about 20°C or 21°C

LOCATION: On every radiator. DON'T set your Thermostatic

These valves control the radiator valves to 5

amount of heat coming DON'T dry clothes over radiators

out of individual radiators.

When the room is at the right

temperature they turn the MORE INFORMATION:

valve off. If it gets cooler the See Manufacturers website at: (Website here)

radiator warms up again. See Manufacturers website at: (Website here)

' The setting 1 is quite cool, 4 is
(Manutacturer and model warm. § is no warmer than
number here) 4, but means the radiator
does not turn off even if it gets
very warm.

Figure 9 'How Your Low Carbon Home Works' by Scottish Building Standards for occupants

Can | open the windows in summer?

When it is summer and you are not heating your home, the windows
can be opened and the mechanical ventilation heat recovery system
(MVHR) can be switched to “extract-only” when needed to ventilate the
bathrooms or kitchen.

What about cooking odours? Drying clothes? Steamy
showers?

The MVHR has a boost facility to deal with cooking odours and steamy
showers. This is controlled by a boost button in these rooms. In
addition to the kitchen extract provided by the MVHR, there will be

a recirculatory hood above the cooker which will also filter cooking
vapours. We have provided you with an outdoor rotary drier, so you
should not need a tumble drier. If you want to install a tumble dryer

it must be the condensing type (or combined washer/drier), to avoid
vent penetrations through the draught proof construction of the extemal
walls. There is an airing cupboard which has a small radiator at the
bottom and an exhaust to the ventilation system, to take moist air away.
Normally the radiator is set to room temperature, but pressing the boost
button in the cupboard turns it up for several hours to help dry clothes,

Figure 10 ‘Your easi guide to Passivhaus’ by Gentoo for occupants

© Passivhaus Trust 2013
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D. How to fix things

How your home woIks:

Keeping it working

Your house requires regular maintenance
to ensure it continues to work well for many
years. Poorly maintained systems tend to be
more inefficient and cost more to run.

Every Month
Wash filters in the ventilation system
Clean sunspace windows

Every Year

Botiler check by Registered Gas Safe
Engineer

Replace the filters in the ventilation systemn
(insert type and manufacturer)

Figure 11 '"How Your Low Carbon Home Works' by Scottish Building Standards for occupants

Resources

Your welcome pack contains the manuals
for the tfollowing equipment.

Il Heating

Programmer
See Manufacturers website at: (Website here)

Boiler
See Manufacturers website at: (Website here)

B Ventilation
See Manufacturers website at: (Website here)

B Hot Water
Programmer
See Manufacturers website at: (Website here)

Boiler
See Manufacturers website at: (Website here)

KEEPING IT WORKING

15

Figure 12 'How Your Low Carbon Home Works' by Scottish Building Standards for occupants

© Passivhaus Trust 2013
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6. Examples of Good Practice for Facilities Managers

BUILDING ENVIRONMENTAL CONTROL
Heating, Cooling and Ventilation
Teaching and staff areas

10 /00N e CONED WM & TN WO
s ey

AT Wil 0O SOW 300 et Lp s
Fecesiary 10 Martar W pertue

Teaching wing oro tion: Alr

DAONGS COMpLA TragRTert 3yte,
ATOLN T YL CONNG O ATINGN B 318
T RO MNOWE G B8 Ll
ccarec

WHAT TO DO IF...

Too Hot?

1. Tirn the rasianer v contsy semng
BOWn progrecshely

2 Toke off 5 lnper of Sloerng

3 Open e widoee

REMEMBER!

A MO MROE PO SACTIN LACRIrE wrin
QS DA 3T LTe st g e Loy €
SATG %3 NG 8 BANTEEG N W SO0
BN B P 0 T S G008 SN W
e 30

Too Codd?

1. Cote Te whsows.

2Pz onalmpw douewng

3 T the radator 00rt cemng W0
mv, m%mv

G 0rEPONde 10
m-o N3«21C ’Nwwl
Wity 0N U TN WO § OPed

Allow some time for each step to take effect before trying the

next one.

i assivhaus
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Figure 13 ‘Inverclyde Academy Building User Guide’ by Max Fordham for occupants and Facilities

Managers

BUILDING ENVIRONMENTAL CONTROL
Heating, Cooling and Ventilation
Around the School

Lowering the heating setpoint lowers the bulldings energy use.

nunnq Thia typs of heating Ltiioss reated
pansie n s celing 1o warm the Uers of @
3pa0e. Radiant neating 2 used 1 the sports
and gym hals, e llorary and the crama studlo.
Heating control In theos spaces 12 automato.

WHAT TO DO IF...

Too Hot?
41, Alr 1. Take off a layer of ciothing.

2. Open windowe
3. If persictently too warm, ack the janitor
10 adjuet the heating osttings.

Too Cold?
1. Cloze the windowe.

2 Put on a layer of clothing.
3. Iif persictently 100 coid, ack the janitor to
aguet the temperature cettnge

Figure 14 ‘Inverclyde Academy Building User Guide’ by Max Fordham for occupants and Facilities

Managers
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