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     Greetings and welcome 

to our 2nd issue of the Cus-

todial Services Newsletter. 

The start of the winter sea-

son is an exciting and tran-

sitional time for all the cus-

todial services employees. 

We will all continue to stay 

busy with planning for the 

colder climate and the pro-

spect of inclement weather.  

I hope the articles in this 

newsletter will provide 

insight to the important 

work performed by all of 

our teams. 

     Last month the Custodi-

al Advisory Training Ses-

sion (CATS) was held for 

all custodial managers. I 

hope that the managers 

found the meeting informa-

tive and were able to share 

the information with their 

custodial staff. 

     In this issue of the 

newsletter you will find 

useful information on our 

Divisionwide recycling 

program. We all need to do 

our part in increasing our 

recycling products. With 

winter approaching, we 

included useful tips to as-

sist our hard-working 

teams in snow removal.  

Also, a reminder that 

PWCS has strict specifica-

tions for all cleaning sup-

plies. In addition, there are 

practical tips from the Inte-

grated Pest Management 

team and the Custodial 

Equipment team, among 

other topics. 

     Thank you for all you 

do for Prince William 

County Schools. I wish you 

We hope you enjoy our 

2nd issue of the  

Custodial Services  

Newsletter.   

Please print this and share it 

with your entire  

custodial staff. 

Kelly’s Comments 

 Flu Season 
Safe and healthy school buildings are the goal for all Prince William County School 

employees, but custodians play a significant role as the front line fighters and guardians of 

the school environment. School buildings are complex facilities that are densely populated 

with children and adults, making them susceptible to infectious disease outbreaks such as 

colds, the flu, and other diseases like Methicillin-resistant Staphylococcus Aureus (MRSA).  

 

All year long, especially during “flu season,” emphasize cleaning the highly touchable areas 

such as: 
 

Stair Rails            Panic Bars           Bathroom Faucets 

Door Knobs         Light Switches       Computers: Keyboards & Mouse            

Water Fountains      Desk Tops         Clinics: Cots and Sinks 
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REMEMBER 

 Dec. 24 - 25 

    Winter Break 

 
 Jan. 1          

New Year’s 

Day Holiday 

 
 Jan. 20        

Martin Luther 

King Holiday 

 
 February 17 

President’s Day 

Holiday 

 
 February 20  

    CATS  
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and your family a happy and 

healthy holiday season. 

 

Sincerely, 

Kelly Rice 
Administrative Coordinator  
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Highlights from the Nov. 8 CATS Meeting 

Drew Uglow, Environmen-

tal Project Manager dis-

cussed concerns with the 

Chesapeake Bay clean-up 

initiative stressing the im-

portance of NOT discarding 

chemicals and cleaning  

solutions outside of our 

schools and buildings. All 

solutions must be emptied 

inside, through building 

drains.  

 

In addition, all who were 

present were trained on the 

new Globally Harmonized 

System (formerly known as 

MSDS) by Jim Honeycutt, 

Safety Specialist with Risk 

Management and Security 

Services. Also, the Energy 

Management coordinators 

reminded everyone to con-

tinue their efforts in con-

serving energy. 

A new cleaning solution was 

discussed, “SPLIT! Restora-

tive Cleaner.” OFS is contem-

plating purchasing this prod-

uct to be added to the PWCS 

approved cleaning chemicals. 

 

Mark your calendars for the 

next CATS scheduled for 

February 20, 2014, from         

1 p.m. - 3 p.m. in Building 

51, room 140 A & B. 

 

To view minutes of the 

CATS, click: 

11.8.2013.CATS.Minutes. 
 

 

 All custodial managers are 

encouraged to discuss all the 

instructive information they 

obtained from the session to 

their respective staff. 
 

 

The tri-annual Custodial 

Advisory and Training 

Session (CATS) was 

held Nov. 8 at Bldg. 51 

at the Independent Hill 

complex. Custodial 

Managers Divisionwide 

were present along with 

other custodial services 

personnel.  

 

Custodial managers 

were informed about 

four classified personnel 

regulations and the Pro-

fessional Performance 

Process (PPP) from Di-

na Mize, Supervisor of 

Classified Personnel.  

Jill Argueta, Benefits 

Specialist, discussed the 

ROP program for custo-

dial personnel.  

The recycling industry is 

in constant change. What 

was once deemed 

„unacceptable‟ in many 

residential and commer-

cial collection programs 

is now commonplace in 

our recycling bins. Even 

the most diligent recy-

clers are missing things 

that can be collected in 

recycling bins. 

 

Throughout our schools 

and facility buildings, 

there is a large volume of 

materials made from big, 

bulky, rigid plastics that 

are now accepted as 

mixed rigid plastic recy-

clables. 

What is a mixed rigid 

plastic? 
 

Mixed rigid plastic is an 

industry term that defines 

a category of recyclable 

plastic. It includes hard or 

rigid plastic items such as 

five gallon drum buckets, 

storage crates, plastic 

chairs, plastic shelving, all 

plastic furniture, large 

ridge jars, and even plastic 

toys. Don‟t be fooled by 

the large size of many rig-

id plastics. Our refuse ser-

vicer, American Disposal 

Services, recycling trucks 

can handle it! 

Streamline recycling 
 

Our „streamline recycling‟ 

is a system in which all 

paper fibers, plastics, met-

als, and glass are mixed 

together in the recycle 

bins. Remember to break 

down all boxes when plac-

ing them in the recycling 

bins. 

 

Custodians are the conduit 

to the success of the 

School Division‟s recy-

cling program. Be proud 

of your contribution!  

 

   

 

    Is Your Recycling Bin Missing Something? 

“Even the 

most diligent 

recyclers are 

missing things 

that can be 

collected in 

recycling bins.” 

CATS - Nov. 8, 2013 

http://facilitiesservices.departments.pwcs.edu/modules/groups/homepagefiles/cms/1007127/File/CATS.Minutes.11.8.2013.pdf
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    Be Prepared for Snow Removal 
 

     Each school’s custodial staff will be responsible for removing accumulated 

snow / ice from all onsite walkways, including walkways along school property     

that connect from the school site to the community walkways. In accordance to  

Regulation 410.05, each school’s administrator will be responsible for reporting   

to the Office of Facilities Services (OFS) at 703.791.7222 once their walkways have 

been cleared of snow / ice when schools have been closed due to inclement weather.  

 

Winter Snow Removal Checklist 

 Fuel: Top off tanks and use fuel from cans. 

 Tires: Check for flats or low air pressure. 

 Tire Chains: Tight and no broken chains / links. 

 Battery: Equipment starts. 

 Plow Blades: Check for missing bolts or excessively worn scrapper blade. 

 Have work orders placed on anything that is broken or if fuel is needed for fuel cans (OSHA approved cans only). 

 Have a supply request placed for Ice Melt Pellets if needed. 

 Locate all shovels & equipment that you will need to remove snow / ice. 
 

Check Equipment 
 

 During snow removal 
  For fuel or emergency repairs while performing snow removal, call Raymond Mercer at 703.791.7386. 

 Starting diesel tractors when cold 

 Adjust throttle to “half throttle.” 

 Turn key to glow plug position (45-60 seconds). 

 Turn key to start. 

 Failure to follow these directions could result in draining the battery. 
 

Snow Pellets / Ice Melt 
 

 When Ice Melt Pellets sit on top of the sidewalk and conditions remain wet, it will cause damage to the concrete. 

 After it is safe to do so, sweep the ice pellets from sidewalks. 

 On new concrete less than one year old, use Ice Guard Pellets instead of Ice Melt.  Ice Guard Pellets are safe to 

use on uncured concrete, but need to be special ordered. 

 Contact OFS for ordering instructions when ordering Ice Guard Pellets. 
 

Custodial Responsibilities During Inclement Weather 
 

 Coordinate with Administrator / Principal about: time, personnel, over time, schedules, etc. 

 Don‟t wait until parking lots are cleared of snow / ice; try to do your job and let your Administrator know. 

 Inform your Administrator when finished. 

 The following PWCS Regulation is applicable Divisonwide: 410.05: Snow/Ice Removal from Facilities Sites. 
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http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R410.05.pdf
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     Snow Removal Tips for a Healthier Body 

The potential for employ-

ee injury can increase 

particularly among cus-

todians working in 

school districts where 

snowfalls are small or 

infrequent. Use mecha-

nized snow removal 

equipment whenever 

possible. 

Before you begin 

 Warm up your mus-

cles for 10 minutes 

with light exercise or 

stretching. 
 

 Dress in layers.                                           

“It is better 

to push the 

snow rather 

than lifting 

it -  but, if 

you must  

lift the 

snow, lift it    

properly.” 

I S S U E  2   W I N T E R  2 0 1 3  

 

“We must  

ensure that  

chemicals are  

safe to use  

around students 

and staff.” 

     Specs for Chemicals and Disinfectants 

The Office of Facilities 

Services issues the fol-

lowing reminder to all 

school employees: All 

cleaning chemicals and 

disinfectants used in 

Prince William County 

Public Schools must be 

purchased directly from 

our Central Warehouse 

or approved for use by 

the Office of Facilities 

Services. 
 

This directive must be 

followed to ensure that: 
 

 A log of all chemicals 

utilized in our school 

system is accurately 

maintained. 

 Current MSDS are 

available. 

 Chemicals are safe to use 

around students and staff. 

 No „chemical interaction‟ 

occurs. 
 

PWCS has strict specifica-

tions for all custodial clean-

ing chemicals and disinfect-

ants that are used in our 

facilities. These items have 

been thoroughly tested to 

ensure they meet the re-

quired specifications and 

are safe to apply. 

 

It is strongly recommended 

that custodial supplies be 

purchased from our Central 

Warehouse. Custodial sup-

plies that have been ap-

proved for use in our 

schools and meet the re-

quired specifications are 

purchased in bulk by Sup-

ply Services to ensure the 

best price is obtained. Indi-

viduals may assume they 

are getting effective custo-

dial supplies from vendors 

who contact the schools 

directly; however there is 

no way of testing these 

supplies to ensure they are 

meeting PWCS specifica-

tions. 

 

Any questions or concerns, 

call the Office of Facilities 

Services at 703.791.7220. 

Shovel early and often 
 

Newly fallen snow is lighter 

than heavily packed or par-

tially melted snow. 
 

Pushing the snow  
 

 Keep the shovel close to 

your body. 
 

 Space your hands on the 

shovel to increase lever-

age. 
 

 Shovel an inch or two off 

the top of the snow. 
 

 Use a shovel that feels 

comfortable for your 

height and strength. 

Lifting the snow   
 

 Squat with your 

legs...do not bend at the 

waist. 

 Scoop small amounts 

of snow into the shovel 

and walk to where you 

want to dump it. 

 

Pace yourself 
 

Take frequent breaks and 

replenish fluids to prevent 

dehydration, which af-

fects muscle movement.  

Remember, shoveling is 

an aerobic activity.    
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Preventing Mice from Entering Your School 
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Mice  
There is one main species of 

mice, the house mouse. Other 

types of mice, such as field 

mice and voles, can occa-

sional invade a building, but 

prefer living outdoors.  

 

Behavior of Mice 

Indoors, mice live in wall 

voids, above drop ceilings,  

in drawers and cupboards,  

on high shelves, and in clut-

ter. A mouse can fit through 

1/4 inch spaces, that is, under 

most doors. They prefer to 

feed on grains, but will nib-

ble on anything. When mice 

invade a school, they chew 

on anything that resembles 

food or nesting material, in-

cluding cardboard boxes, 

books, art projects, plastic 

bags and their contents, and 

even electrical wires. Mice 

also make a mess by urinat-

ing and defecating wherever 

they feed, and leave smelly 

trails of urine and droppings. 

Mice can transmit parasites 

and aggravate allergies.  

 

Prevention  

Mice can be kept from be-

coming a nuisance by limit-

ing their access to nesting 

sites and food and water sup-

plies. When mice are killed 

through control techniques, 

but food and water resources 

are still available, it is likely 

that new mice will take their 

place. The best way to limit 

rodent resources is through 

sanitation and maintenance.  

 

What Can You Do?  

1. Store food in glass, metal, 

or thick plastic containers 

with tight fitting lids. 

2. Promptly clean up any 

spilled food materials. 

3. Garbage is often the main 

sources of food for mice. 

Keep all trash receptacles 

tightly covered and empty 

them often. Plastic trash 

bags will not keep mice 

out so remove trash daily. 

4. Remove any ready water 

sources. Report leaking 

pipes and faucets. 

5. Report any holes and 

cracks within the siding   

of the building.  

 

Monitoring and Inspection 

Detection and monitoring are 

important in controlling ro-

dents. Should you see any 

signs of mice, place a work 

order so one of our highly 

trained Integrated Pest Man-

agement technicians can be 

dispatched to your school.  

 

And if you see any holes or 

cracks in your building, im-

mediately place a work order 

to have the opening properly 

fixed and sealed by our facil-

ities maintenance team. 

 Most upright vacuums and 

some canisters break belts 

often because the beater 

bar gets bound up with 

hair, twine from threads  

or from carpets. Before 

you plug in and start to 

vacuum, always turn your 

vacuum over and cut off 

anything that may prevent 

the beater bar from turning 

easily when in operation. 
 

  Also, sometimes the belt 

may not break but it will 

get loose, so if you even 

smell some burning, it is 

the belt 99% of the time. 

The belt is to be tight, 

not loose and needs re-

placed. 
 

Should your vacuum or 

other custodial equipment 

need repairs, place a work 

order to have it repaired by 

our Custodial Equipment 

Repair team.  
 

Any questions, call 

703.791.7219 or 

703.791.7220. 

Vacuum Cleaners  
 

The following tips will help 

you keep your vacuums in 

better working order: 
 

 Don't let vacuum bags  

become completely full. 

When a bag becomes 1/3 

full it can reduce suction 

by 50% - empty / replace 

bags at this time. It is best 

practice to empty vacuums 

at the end of your shift 

when trash is removed to 

the school dumpster. 

Tips from the Custodial Equipment Team 

Mice 

Control 

“A mouse  

can fit   

through   

1/4 inch spaces, 

that is,          

under most 

doors.” 
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Seasonal Safety Topic  

Preventing Slips, Trips, and Falls  
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Aerial Lift Training - Every Three Years 

 
Did you know that all operators of aerial lifts are required by the Virginia   

Department of Labor and Industry (VOSH) to be trained initially before using 

an aerial lift and then recertified every 3 years subsequently?  

 

Jim Honeycutt, Safety Specialist in Risk Management and Security Services 

can provide you with the certification necessary to keep you compliant. All 

custodians who have received training and operate an aerial lift must check 

their PWCS Aerial Lift Training cards to see when they were last trained.  

 

Should you need initial training or recertification, contact Toni Stehney at 

703.791.8905 in the Office of Risk Management and Security Services. 

 

         

Wet, slippery floors are a major cause of slips, trips, and falls. To help prevent accidents remember to: 
 

 Wear safety shoes with non-skid soles. 

 Use Slipper Grippers which are designed to increase traction in wet, soapy, or wax-coated conditions.  

For information on ordering Slipper Grippers, contact OFS at 703.791.7220. 

 Keep floors free from water or grease. 

 Clean floors regularly. 

 Clean up spills immediately. 

 Put up warning signs around spills or on wet floors. 

 Use rubber mats in areas where the floors are constantly wet. 

 Make sure mats and carpets are free of holes and bumps. 

 Report to your supervisor any uneven floor surfaces. 

 Keep floors and stairs free of debris and obstructions. 

 Report or fix any other tripping hazards immediately. 

 Report poor lighting and replace burned out bulbs as soon as possible. 

 

         

        

       Remember, everyone’s safety  

                    starts with you! 
 

Jennifer Morrow 

Checking Out a New 

Aerial Lift 
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Virginia School Plant Managers Association (VSPMA) 
Announces a New President 
 

Congratulations to Kelly Rice, Administrative Coordinator in the Office of Facilities Services, who was   

recently elected to serve as President of the Virginia School Plant Managers Association (VSPMA) for the  

2013-14 school year.   

 

VSPMA helps improve Virginia schools‟ plant management, maintenance, housekeeping, energy manage-

ment, and environmental concerns. Kelly has been an active member of VSPMA for the past five years and 

has served on the VSPMA‟s Board as the region representative.  

 

The Office of Facilities Services is proud to have Kelly represent PWCS in this organization.  Kelly has 

been with PWCS for 31 years!  

 

                                                     For more information on VSPMA, visit  

                 their website at www.vspma.org. 

              Master Agreements for 

Custodial Equipment Has Been Awarded 

  

 

 

 

 

 

Custodial Equipment and Parts - ROYAL (MA 041 RNM-10032-R4) 

Vendor Name: SunAmerica Supply Inc.  

Effective Date: 4/1/2014; Expiration Date: 3/31/2015 
 

Custodial Equipment, Replacement Parts, Attachments (MA 041 R-SJ-14010-01) 

Vendor Name: Karcher North America Inc. 

Effective Date: 10/1/2013; Expiration Date: 6/30/2015 
 

Custodial Equipment, Replacement Parts, Attachments (MA 041 R-SJ-14010-02) 

Vendor Name: Lawrence Sanitary Co. Inc. 

Effective Date: 10/1/2013; Expiration Date: 6/30/2015 
 

Custodial - Floor Products (Stripper, Cleaner, Finish)  (MA 041 RNM-9009-R5) 

Vendor Name:  Lawrence Sanitary Co. Inc. 

Effective Date: 11/1/2013; Expiration Date: 10/31/2014 
 

Custodial - Floor Finish - Gymnasium (MA 041 R-SJ-12051-R1) 

Vendor Name: Lawrence Sanitary Co., Inc. 

Effective Date: 8/1/2013; Expiration Date: 7/31/2014 

 

For a complete list of all the Master Agreements for custodial equipment and supplies, go to the PWCS 

Purchasing Office - Master Agreements at:  

http://purchasing.departments.pwcs.edu/modules/cms/pages.phtml?

pageid=160574&sessionid=ab26639692b8f48963134a710e05b0b1 

http://vspma.org/
http://purchasing.departments.pwcs.edu/modules/cms/pages.phtml?pageid=160574&sessionid=2f9b05baf19ad2d39ce69df0559e0e8f&sessionid=2f9b05baf19ad2d39ce69df0559e0e8f
http://purchasing.departments.pwcs.edu/modules/cms/pages.phtml?pageid=160574&sessionid=2f9b05baf19ad2d39ce69df0559e0e8f&sessionid=2f9b05baf19ad2d39ce69df0559e0e8f
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Staff Contacts 

 
Kelly Rice, Administrative Coordinator 

 

Christine Honeycutt, Secretary, 703.791.7220 
 

Jennifer Morrow, Custodian Substitute Specialist, 703.791.8361 
 

Shirley White, Account Clerk, 703.791.7203 
 

    Quality Assurance Team            Custodial Field Crew                  Integrated Pest Management 
 

   Lloyd Harlow, 703.791.8122               James “JT” Thomas, 703.791.7241              Paul Adams, 703.791.8169 - East 

   Maria Ibarra, 703.791.8791                   Lee Riley, 703.791.7321 - Central 

   Susan Pieper, 703.791.8047                                                                               Robert Gladden, 703.791.8168 - West 

   José Salmeron, 703.791.8360                    Custodial Equipment Repair          
  

                                                                            Charles Kendall, 703.791.7219 

 We are on the web 

www.pwcs.edu 
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Regulation Corner 

 For Classified Personnel  

  500 Series 

 
Classified personnel are encouraged to review the following PWCS Regulations. All regulations can be 

found on the web at pwcs.edu. Links are provided for the following regulations: 

 

 Regulation 503.02-1 “Code of Conduct”  

 Regulation 526-1 “Overtime and Compensatory Time Provisions” 

 Regulation 561.01-2 “Children of Staff in School Division Buildings” 

 Regulation 563-1 “Workweek”  

 

 

http://pwcs.edu/
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R503.02-1.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R526-1.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R561.01-2.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R563-1.PDF
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R563-1.PDFC:/Users/honeycck/Documents/Activstudio3
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R563-1.PDF
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R563-1.PDF
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School Board 

Mr. Milton C. Johns 

Chairman At-Large 
 

Dr. Michael I. Otaigbe 

Vice Chairman 

Coles District 

 Mrs. Lisa E. Bell       Mr. Steven Keen  

 Neabsco District  Woodbridge District 

 

 Mrs. Betty D. Covington  Mrs. Alyson A. Satterwhite 

 Potomac District  Gainesville District 

  

 Mrs. Lillie G. Jessie  Mr. Gil Trenum 

 Occoquan District  Brentsville District 

 

Superintendent of Schools 

Dr. Steven L. Walts 

 

Superintendent’s Staff 

Ms. Rae E. Darlington 

Deputy Superintendent 

Mr. William G. Bixby 

Associate Superintendent for Middle Schools 

Mr. David S. Cline 

Associate Superintendent for Finance and Support Services 

Mr. R. Todd Erickson 

Associate Superintendent for Central Elementary Schools 

Mrs. Rita Everett Goss 

Associate Superintendent for Eastern Elementary Schools 

Mrs. Jarcelynn M. Hart 

Associate Superintendent for Western Elementary Schools 

Mr. Timothy L. Healey 

Associate Superintendent for Student Learning and Accountability 

Mr. Keith A. Imon 

Associate Superintendent for Communications and Technology Services 

Mr. Keith J. Johnson 

Associate Superintendent for Human Resources 

Mr. Michael A. Mulgrew 

Associate Superintendent for High Schools 
 

 
 

Prince William County Public Schools (PWCS) does not discriminate in employment or in its educational programs and activities against  qualified individuals on the basis of race, color, 

religion, national origin, sex, pregnancy, childbirth or related medical conditions, age, marital status, veteran status, or disability. PWCS provides equal access to the Boy Scouts and other 

designated youth groups. The following individual(s) will handle inquiries regarding nondiscrimination policies, including Section 504 and Title IX: 
 

Associate Superintendent for Human Resources ∙ Prince William County Public Schools ∙ P.O. Box 389 ∙ Manassas, VA  20108  


