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F A L L  2 0 1 5  I S S U E  9  

DA TES TO   

REMEMBER   

 November 2 

Teacher Workday 

— No school 

 November 3—

Election Day—No 

school 

 November 11— 

Veteran’s Day Holi-

day 

 November 25— Half 

Day Release for 

Thanksgiving Break  

 November 26-27 

    Thanksgiving Break 

 December 24-25      

Winter Break  

 January 1— New 

Year’s Day Holiday 

 February 11— 

CATS Meeting 

Office of Facilities Services 

Custodial Services Newsletter 

INSID E THIS  

ISSUE 
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 Online Forms 

 Certificates of 
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As we begin the FY 15/16 school 

year, I am pleased to announce that 

all custodial staff performed an out-

standing summer restoration of their 

schools and facilities. About a quar-

ter of our schools had some type of 

renovations being performed during 

the summer break and Prince Wil-

liam County Public Schools 

(PWCS) opened another new 

school, Chris Yung Elementary.  

Even with this extra work being 

performed during the summer break, 

all sites were open and ready to 

receive students and staff on August 

31, 2015! Yes, a full week earlier 

than normal! 

 

There were several custodial person-

nel that not only had their facilities 

ready to open on time, but gave up 

their evenings and weekends to  

ensure that all PWCS sites were 

ready to open.  This just goes to 

show that the entire PWCS custodial 

staff is one unit and works together 

to ensure that the School Division is 

successful and impressive. 

 

Mr. David Cline, Associate  

Superintendent for Finance and 

Support Services spoke at the Custo-

dial Advisory and Training Session 

(CATS) meeting held on October 

27, 2015. He expressed his pleasure 

with how the custodial staff worked 

together as a team to get the job 

done this summer even with two 

fewer weeks in the summer break. 

As he visits other school districts in 

Virginia, his belief that the PWCS 

custodial staff maintains the cleanest 

schools in the state is always reaf-

firmed. 

 

 

 

 

 

 

So, thanks to everyone for the out-

standing work that was performed 

during the summer and continues 

throughout the school year. 

Sincerely, 

Kelly Rice 
Administrative Coordinator 

 

Safety Shoes for Custodians 
The Saf-Gard Safety Shoe Company mobile store truck will be available in November for 

employees who need to purchase a new pair of safety shoes. 

 

Monday, November 9, 2015 - Forest Park High School, 10 a.m.—5p.m. 

Tuesday, November 10, 2015 - Stonewall Jackson High School, 10 a.m.—5 p.m. 
 

Custodians are allotted one pair of safety shoes annually and the stipend provided by the 

school/facility will be $100.00 per custodian. Purchase Orders will be accepted as payment. 

 

We hope you enjoy our 9th 
issue of the Custodial 

Services newsletter. Please 

print this newsletter and 
share it with your entire 

custodial staff. 

Kelly Rice, 

Administrative Coordinator 

 

To view the minutes from the 
October 27, 2015 CATS 

meeting, please 

CLICK HERE. 

http://facilitiesservices.departments.pwcs.edu/modules/groups/homepagefiles/cms/1007127/File/CUSTODIAL%20SERVICES/CATS%20Minutes%2010_27_2015.pdf


You make a difference every day. Thank you so much.  

I S S U E  9    F A L L  2 0 1 5  P A G E  2  

 

Certificates of Achievement—An Easy Way to 

Support and Honor Those Who Go 

“The Extra Mile” 
 

There are employees all around you who do great work above and beyond what 

their job titles require to benefit our students in ways large and small. Too often, 

their important contributions go unnoticed. The four category options of the PWCS 

Certificate of Achievement program are meant to provide a way that colleagues can pay tribute 

to a coworker whose contributions or achievements deserve special mention or appreciation. 

 

 Courage 

 One-time Achievement 

 Outstanding Performance 

 Unsung Hero 

 

While everyone is familiar with programs such as the principal and teacher of the year, Certifi-

cates of Achievement recognize different kinds of meaningful accomplishments from teachers 

and support staff alike. Learn more and see the guidelines on the Community Relations-Awards 

page on My Portal website (choose “Awards”). 

 

 

 

 

 

 

Effective September 15, 2015, PWCS’ current custodial employees who are requesting a transfer to 

another work site must begin using the new Custodial Services Transfer Request Form to submit 

these requests. This form will need to be resubmitted at the beginning  of each fiscal year (July 1) by 

the custodial employee if they wish to remain on the transfer list. 

 

The new Substitute Evaluation Form is also available for submission by custodial managers. 

 

Both forms can be found on the Facilities Services web page under the “Custodial Services” tab, 

choose Custodial Services Forms. 

 

Usage of these online forms is required beginning immediately to help Facilities Services serve you 

better. Transfer requests will no longer be accepted via email or phone call. Questions? Please call 

Custodial Services at 703.791.7220. 

New Custodial Transfer Form and 

Substitute Evaluation Form 

Source: “Communicator”, September 8, 2015 

http://facilitiesservices.departments.pwcs.edu/modules/cms/pages.phtml?pageid=327757&sessionid=c849a79c4a2737ee9d1851be38323d64&sessionid=c849a79c4a2737ee9d1851be38323d64
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CONSIDERING RETIREMENT?  

SEMINAR SET FOR NOVEMBER 10 
 

If you are considering retirement in the next two years, consider coming to a Retirement Seminar 

scheduled for Tuesday, November 10, at the Kelly Leadership Center, room 1101, from 5—7 p.m. 

The seminar is designed for employees who are considering retirement within the next two years. 

Valuable information will be presented by a representative from the 

Virginia Retirement System (VRS), a Lincoln Alliance retirement 

consultant, and PWCS Benefits & Retirement Services Staff. Topics 

will include VRS retirement, retiree health insurance, Retirement 

Opportunity Program (ROP), and supplemental retirement benefits. 

Spouses are welcome to attend. Please RSVP to 

benefitsseminar@pwcs.edu and indicate the number attending. 

 

Custodial Advisory Training Session (CATS) 

February 11, 2016 
 

The Office of Custodial Services is holding its quarterly Custodial Advisory Training 

Session (CATS) for ALL custodial managers Divisionwide on Thursday, February 11, 

2016 from 1 p.m. to 3 p.m. in Building 51, room 140, 14800 Joplin Road, Manassas.  

Please plan to attend this informative meeting. Check-in begins at 12:30 p.m. 

February 

11 

 

Early Snow in Virginia? … You Never Know 
 

Fall is an ideal time for equipment operators and mechanics to begin preparing mow-

ers, tractors, utility vehicles, and hand-held equipment such as snow blowers in the 

event of an early snow fall. It is also the right time to inventory your supplies of snow 

shovels and snow pellets.   
 

Custodians should pull from storage and inspect each piece of equipment to be sure it 

is ready to go when the first snow or ice storm arrives. This will ensure that if any 

piece of equipment needs work, it can be repaired before you need to use it. Should 

any piece of equipment need repairs, submit a SchoolDude work order to ensure that 

timely repairs are made. 
 

You can order snow pellets from the Prince William County Schools Supply Services 

Warehouse (Item # 77545271815G). However, the warehouse no longer carries snow 

shovels due to lack of sufficient demand. Consequently, if your school needs any 

snow shovels you would have to purchase them directly from local merchants. 

It’s never to soon to 

prepare for an early 

snowfall. 

mailto:benefitsseminar@pwcs.edu?subject=Retirement%20Seminar%20on%20Nov.%2010
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KUDOS TO BRISTOW RUN ELEMENTARY 

SCHOOL’S CUSTODIANS! 
 

Armida Sanchez, Ana Orantes and Reina Villalta 
 

Your hard work was noticed and appreciated by your school community as you prepared 

Bristow Run’s landscaping for the new school year! Thank you for your hard work! 
 

 

 

 

 

 

 

 

 

From the Office of Facilities Services (OFS) website: 

 

“Factoring in the scope of work and flexibility to work around inclement weather dur-

ing winter months, OFS can provide a standard level of service to all schools once a 

year. The plan is to rotate the schedule so that each visit will be at a different time of 

the year on their annual visit.  

 

It will be the responsibility of the school to maintain their mulched beds and shrubs 

during the rest of the year. This could be done through a variety of different methods – 

from establishing student clubs, partnering with community Home Owners Associa-

tions (HOA’s), getting assistance from Parent Teacher Organizations (PTO’s), to part-

nerships with local businesses or using their custodial staff for basic upkeep. If you 

have any questions as to what level of service is expected for the condition of your 

school grounds, please check with the Quality Assurance team 

within Custodial Services. A detailed inspection list has been 

shared with all custodial managers as part of the Quality Assur-

ance Inspection Process.” 

 

For the most up-to-date information on when you can expect 

your site to be visited by our Landscape Crew or Mowing Crew, 

please see the OFS website.  

 

If you elect to ex-

pand the landscap-

ing at your school, 

please consult with 

OFS to ensure that 

the plants and veg-

etation selected 

meet our guidelines 

and standards for 

best practices. 

Please note that any 

expanded landscap-

ing (outdoor class-

rooms, butterfly 

gardens, additional 

flower beds, etc) 

that are added after 

the original con-

struction of the 

building will be the 

school’s responsi-

bility to maintain.  

 

The first impres-

sion of any of our 

schools occurs 

when someone 

goes past or visits. 

Well maintained 

landscaping goes 

along with making 

that a good impres-

sion. A well main-

tained exterior will 

give indication that 

being “World 

Class” is enveloped 

within all aspects 

of our School Divi-

sion. With efforts 

of OFS and School 

Staff, we can en-

sure the continued 

success of our land-

scaping program.  

http://facilitiesservices.departments.pwcs.edu/modules/cms/pages.phtml?pageid=327289&sessionid=24f5f09fb5904e98f6f20951d36d8845&sessionid=24f5f09fb5904e98f6f20951d36d8845


You make a difference every day. Thank you so much.  

I S S U E  9    F A L L  2 0 1 5  P A G E  5  

  

Don’t Bring Cleaners from Home— 

Follow the Specs for Chemicals and Disinfectants 
 

Facilities Services reminds 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 Ser-

vices. 

This directive must be followed to ensure that: 

• A log of all chemicals used in our  school system is accurately maintained;  

• Cur rent Safety Data Sheets (SDS) are available;  

• Chemicals are safe to use around students and staff; and  

• No “chemical interaction” occurs. 

PWCS has strict specifications for all custodial cleaning chemicals and disinfectants that are used 

in our facilities. These items have been thoroughly tested to ensure they meet the required specifi-

cations and are safe to apply. 

Custodial supplies that have been approved for use in our schools and meet the required specifica-

tions are purchased in bulk by Supply Services to ensure the best price is obtained. Individuals may 

assume custodial supplies offered by vendors who contact the schools directly are effective, but 

there is no way of testing these supplies to ensure they are meeting PWCS specifications. 

If you have any questions regarding this issue, please contact Mr. Kelly Rice in the Office of Facili-

ties Services at 703.791.7220. 

REMINDER REGARDING 

ELEVATOR AND CHAIR LIFT USAGE 
 

The Office of Facilities Services (OFS) would like to extend a reminder 

regarding weight limits to all PWCS employees who may use elevators or 

chair lifts for any purpose other than the intended purpose of handicap and 

temporary disability use. Misuse of elevator and chair lift equipment has 

cost OFS over $10,000.00 since July 1, 2015. Please note, every elevator 

and chair lift is tagged with information as to maximum weight limits. We 

ask that you take note of the maximum weight limits on the equipment in 

your school and please adhere to these limits. Also, propping or blocking elevator doors open can 

cause them to jam and they must be reset by OFS staff. Please utilize the “Door Open” buttons. If 

you have any questions regarding this issue, please contact Mr. Kelly Rice in the Office of Facilities 

Services at 703.791.7220. Thank you in advance for your cooperation in this matter. 
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TEST YOUR KNOWLEDGE - FIRST AID 
 

See how well you know how to handle common injuries and illnesses by answering True or False to the following: 

 

1. If you suspect a co-worker has had a concussion, apply ice wrapped in a wash cloth to his or her head. 

 

2. As painful as it may be in the short term, try to pop a dislocated finger back into place as quickly as possible to 

avoid long-term damage. 

 

3. If co-workers faint, place them on their side or prop them up against a wall. 

 

4. Clothing can stick to burnt skin, so remove it from affected areas. 

 

5. You should always avoid moving a victim after he or she has received a serious burn. 

 

 
 

Information provided by 

Supervisors Safety Bulletin. 

 

 

 

WORK WITH YOUR CUSTODIAL STAFF TO HELP PROTECT YOUR 

SCHOOL DURING FLU SEASON 
 

Safe and healthy school buildings are the goal for all PWCS employees. Your custodians play a significant role as 

front line guardians of the school environment. Because school buildings are complex facilities, densely populated 

with children and adults, it makes them susceptible to infectious disease outbreaks such as colds, the flu, and oth-

er diseases like Methicillin-resistant Staphylococcus Aureus (MRSA). 

All year long, but especially during flu season, emphasize cleaning the highly touchable areas such as: stair rails, 

panic bars, bathroom faucets, door knobs, light switches, computer keyboards and other handled devices, water 

fountains, desk tops, and cots and sinks in clinics. 

ANSWERS 

1. True. This can help keep the swelling down. Anyone who has or may have suffered a con-

cussion needs to be evaluated by a doctor as soon as possible. 

2. False. Dislocations need to be treated by a medical professional to avoid damaging the 

structure around the finger such as nerves, bones, and ligaments. Get the injury treated 

within a few hours to avoid long-term damage. 

3. False. If workers faint, lay them flat on their backs with their legs elevated about a foot 

above heart-level in order to restore the flow of blood to the brain. 

4. False. Do NOT remove clothing when it’s stuck to the skin. That can cause further dam-

age. Do remove any jewelry, belts, or other restrictive items. 

5. False. It’s important to move the victim away from any smoldering materials, smoke or 

excessive heat. 

Source: “Communicator”, October 13, 2015 
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 Responsible Disposal of E-Waste 
Ethical Disposal of a Growing Segment of Our Waste Stream 

 

E-waste has been defined as "discarded electrical or electronic devices, 

and/or used 

electronics which are destined for reuse, resale, salvage, recycling or dis-

posal"  , but is more easily defined as " anything with a battery or cord”. 

 

Some examples of e-waste include: cellphones, tube-type and flat panel 

televisions, computer monitors, laptops, pads, printers, radios, microwave 

ovens and DVD players - just to name a few. 

 

It's likely that everyone reading this has dealt with e-waste in one way or another. Perhaps one of your 

electronic devices has broken, you have purchased a newer model, or maybe you've kept your original 

model as long as you possibly could but it finally became too obsolete or dated to use with current tech-

nology.  

 

New is ALREADY Old 

 

Due to competitive technology and our information savvy society, even the latest technology is out of 

date within a few months of purchase. As a result, we are upgrading and changing out our electronic de-

vices more often than ever before. It is estimated that 20 to 50 million metric tons of electronic devices 

are discarded each year. 

 

E-waste is a dangerous material to dispose of improperly and irresponsibly due to toxic heavy metals 

such as mercury and lead and corrosive chemicals. These substances can cause serious damage when they 

are disposed of in the trash and subsequently end up in the landfill. When this happens, chemicals can 

seep (or leach) into surrounding groundwater causing serious harm to individuals, as well as the environ-

ment. 

 

E-waste is also not acceptable in your traditional, Single Stream recycling. Lithium ion batteries which 

are located in many electronic devices can cause dangerous truck fires, while mercury-containing devices 

have the opportunity to break and cause a hazardous waste 'release'. 

 

Please place a work order with Supply Services for proper disposal 

of these items. 

 

SOURCE: American Disposal Services E-Newsletter, August 13, 

2015 
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Staff Contacts 
 

Kelly Rice, Administrative Coordinator 

Kathy Snow, Secretary, 703.791.7220 

Jennifer Morrow, Custodian Substitute Specialist, 703.791.8361 

 

              Custodial Field Crew                 

        Quality Assurance Team               Mitchell Archer, Crew Chief  Filter Replacement Crew 

     José Salmeron, 703.791.8360   703.791.7841         Henry Hill, 703.791.8864         

     Maria Ibarra, 703.791.8791        

     Susan Pieper, 703.791.8047     Custodial Equipment Repair 

     Charles Kendall, 703.791.7219                                                     

                                                                            

 We are on the web 

www.pwcs.edu 

 

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 507.01-1 Sexual Harassment Involving Employees 

 Regulation 508.02-1 Procedures for Adjusting Grievances For Administrative and                             

Classified Employees 

 Regulation 526-1 Overtime and Compensatory Time Provisions  

 Regulation 552.01-1 Probationary Period 

 Regulation 561.01-2 Children of Staff in School Division Buildings 

 Regulation 561.05-1 Complaints Against Employees Other Than 

Discrimination or Grievances  

 Regulation 563-1 Workweek   

 

http://facilitiesservices.departments.pwcs.edu/modules/cms/pages.phtml?pageid=298127&sessionid=13a23fce3b91ab6afec39913af582e9e&sessionid=13a23fce3b91ab6afec39913af582e9e
http://pwcs.schoolfusion.us/modules/cms/pages.phtml?pageid=149502&sessionid=7d99a477a130f47e4858952404e160d7
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R503.02-1.pdf?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=a60d034d6459f6ad25a7d892587eadd9
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R507.01-1.pdf?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=74abef1cba633c526c5f0b4f961e4430
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R508.02-1.pdf?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=bc68047b1633e4cf1fbbd1357eb90549
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R508.02-1.pdf?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=bc68047b1633e4cf1fbbd1357eb90549
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R526-1.pdf?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=d8eeef7d9e960f899a20b1b4e3e56967
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R552.01-1.pdf?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=d8eeef7d9e960f899a20b1b4e3e56967
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R561.01-2.pdf?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=36aebe5d6cfbcaf60bfd12fdc78a778b
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R561_05-1.pdf?63a8f5&fb3f69&d7bb81&sessionid=df45793c2c04f12ecf190ebf4d230745
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R561_05-1.pdf?63a8f5&fb3f69&d7bb81&sessionid=df45793c2c04f12ecf190ebf4d230745
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R563-1.PDF?e5db91&7ff3f8&758ccb&63a8f5&fb3f69&d7bb81&sessionid=df45793c2c04f12ecf190ebf4d230745
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School Board 

Mr. Milton C. Johns 

Chairman At-Large 
 

Mrs. Alyson Satterwhite 

Vice Chairman 

Gainesville District 

 Mrs. Lisa E. Bell               Dr. Michael I. Otaigbe 

 Neabsco District               Coles District 

 

 Mrs. Betty D. Covington            Mr. Gil A. Trenum 

 Potomac District Brentssville District 

    

 Mrs. Lillie G. Jessie Ms. Loree Y. Williams 

 Occoquan District  Woodbridge 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 

Mr. Craig H. Gfeller 

Associate Superintendent for Eastern Elementary Schools 

Mrs. Rita Everett Goss 

Associate Superintendent for Student Learning and Accountability 

Mrs. Jarcelynn M. Hart 

Associate Superintendent for Western Elementary Schools 

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 

 

 
                                     P.O. BOX 389      MANASSAS, VA  20108      703.791.7200      WWW.PWCS.EDU 

 


