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 As we head into the winter 

season just a reminder each 

school’s custodial staff 

should inspect and start their 

outside equipment weekly to 

ensure that it is operating 

properly. This will ensure 

that the equipment will be 

ready for use for snow re-

moval when needed. Con-

firming that the school’s trac-

tor and snow blower are run-

ning smoothly will ensure 

that all sidewalks are cleared 

in a timely manner for the 

safety of the students and 

staff. 

 

 Winter is flu season. Our 

custodial staff does an out-

standing job in their daily 

cleaning and disinfecting of 

our schools. Please ensure 

that extra time is given to 

disinfecting the “highly 

touchable” surfaces such as 

door knobs, handrails, light 

switches, desk tops, clinic 

cots, etc. Taking these extra 

steps will help reduce the 

spread of the virus and help 

reduce absenteeism in our 

schools.  

  

  Just a reminder that PWCS 

was audited by the EPA/DEQ 

this year which lead to a no-

tice of violation of illicit   

discharge at some of our 

schools. The Office of Facili-

ties Services Environmental 

Shop and the Quality Assur-

ance Specialists have met 

with all custodial staff on 

proper disposal of cleaning 

chemicals and what drains 

they can be disposed in. Just 

remember that all cleaning 

solutions should be disposed 

of inside of the school and 

put in a drain that takes it to a 

treatment plant. No chemicals 

should ever be emptied out-

side of the school that would 

allow it to possibly make its 

way in to our storm drains. 

 

  

 

 

 

 

 

 

 

 

 Lastly, let me take a mo-

ment to thank everyone for 

your hard work and hope  

everyone takes time to spend 

with family and friends dur-

ing this Holiday Season. 
 

 

Sincerely, 

Kelly Rice 
Administrative Coordinator 

 

 
 

All Custodians To Receive Harassment Training 
 

 The Human Resources Department Equity and Compliance Office has implemented      

an online “Harassment Training” session for PWCS employees. All custodial personnel     

Divisionwide are scheduled to take the Harassment Training on Monday, January 26, 2015, 

which is a teacher work day.   

 

 All custodians will need to log on to a computer at their work location to complete this 

one-hour training session. Details will be forthcoming prior to January 26. Stay tuned! 

 

 

We hope you enjoy our 6th 

issue of the Custodial  

Services Newsletter. Please 

print this newsletter and 

share it with your entire  

custodial staff. 
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Winter Break Schedule 
 

 All employees may be released one hour early on Tuesday, December 23, if their work 

situation allows it, as well as on December 31. All 250-day employees have winter break  

on December 24, 25, and January 1.  

 

 School buildings will be accessible with minimal staff over the winter break, from        

December 22 - January 2. School will reopen on January 5, 2015. All schools and Division 

offices will be closed on December 24 - 25 and on January 1.     

 

 

Cleanliness Evaluations Going Paperless 
 

     Beginning January 2015, the Quality Assurance Specialists (QAS) will be            

 performing the school’s cleanliness evaluations on their Ipad’s. The new format will 

 look different than you may be use to; however, all of the information will be the 

 same. The process for issuing the cleanliness evaluation will also remain the same. 

 Forms will be submitted to the school’s administrator and custodial manager via email. 

 Be on the lookout for the new and improved cleanliness evaluations.  

 We Are Going 

 Paperless 

Are You Ready for Snow? 

 
 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 with PWCS Regulation 

410.05 Snow/Ice Removal from Facilities Sites, each school’s administrator will be re-

sponsible 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.  

 

 To alleviate any confusion, it would be a good idea to coordinate with your school 

administrator about expectations with regard to custodial personnel, overtime, and sched-

ules before any possible snow days occur. 

 

 Ensure you have a supply of Ice Melt Pellets and that you are storing the Ice Melt   

Pellets’ 50 lb. bags on wooden  pallets -- DO NOT store on concrete floors. Ice melt is 

available through PWCS Supply Services. Also, check your fuel supply and start your 

snow removal equipment to be sure the batteries are good, tires are inflated properly, 

plow blades are not missing any bolts, or that you have an excessively worn blade. Tire 

chains need to be tight and have no broken links. Place a SchoolDude work order for any-

thing that is broken or if fuel is needed for your OSHA approved fuel cans. 

 

 

“...each school’s   

administrator will be 

responsible for report-

ing 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.” 
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C:/Users/honeycck/Desktop/NEWSLETTERS/Winter 2014/R401.01-5.pdf
C:/Users/honeycck/Desktop/NEWSLETTERS/Winter 2014/R401.01-5.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R410.05.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R410.05.pdf
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The Office of Facilities Services held its quarterly CATS on November 14, 2014. Attend-

ance was good with 81 schools being represented. Kelly Rice facilitated the session and 

there were four guest speakers that discussed a wide range of subjects. 
 

Mr. Rice recognized and thanked Oscar Benitez, custodial manager at T. Clay Wood  

Elementary School, for his quick actions to a situation at the school that occurred in Oc-

tober (see page 4 for details). He thanked Claudia Velasquez, custodial manager at Pen-

nington Traditional School, for letting him know that certain mop handles were not effec-

tive. In addition, he applauded Leroy Collins, custodial manager at Kerrydale Elemen-

tary, for bringing to his attention that the wrong size trash liners were being  supplied by 

the warehouse. Both the mop handles and the liners were quickly corrected due to the 

custodial managers communicating these issues to him. 
 

Mr. Rice discussed that ice melt is now available in 50 lb. bags from Supply Services and 

they must be stored on wooden pallets, not on concrete floors. Also, snow shovels are no 

longer available from Supply Services; should your school need snow shovels you must 

purchase them from commercial stores. Kelly also discussed that custodians are not to 

clean smart boards and the projectors any more. Lastly, Kelly mentioned beginning at the 

next CATS, custodial managers will begin “Diversity Training” due to the diverse ethnic 

backgrounds that comprise the custodial staff. 
 

Jim Honeycutt, Safety Specialist, provided a presentation on Carbon Monoxide (CO)  

Detectors. CO detectors are currently being installed in schools Divisionwide. Also, Mr.     

Honeycutt reminded everyone to regularly rake the fibar on the playgrounds in order      

to provide a cushion for the children’s safety.  
 

Jackie Tackett, Workers Compensation Specialist, discussed the workers compensation 

program and how vital it is for employees to report all accidents and injuries as soon as 

they occur to your school reporter.  
 

Deborah Sparks, Director of Benefits and Retirement Services, discussed the Virginia's 

Short- and Long-Term Disability programs and how PWCS enhances these benefits    

allowing employees to draw down their sick leave to maintain 100% of salary. Mrs. 

Sparks briefly described the PWCS Employee Assistance Program (EAP) and provided 

an EAP brochure to each custodial manager. 
 

Drew Uglow, Project Manager for Environmental, provided an open forum on illicit dis-

charge. Handouts were provided in both English and Spanish on stormwater runoff and 

the effects of pollution in our stormwater system. Drew talked about the negative effects 

and consequences of dumping any liquid waste outside of the school buildings. Drew has 

been visiting all the schools since August 6, when PWCS was audited and cited by the 

EPA / DEQ for illicit discharge at a school. In addition, Drew reminded the staff that all 

fluorescent lamps and light bulbs are recyclable and need to be sent to the Supply Ser-

vices warehouse for proper disposal.  

 

For a detailed summary of the CATS, click here. The next CATS is scheduled for       

February 12, 2015, at 1 p.m. at the IHC in building 51. Check-in will begin at 12:30 p.m. 

Let’s strive for a 100 % representation from all 93 schools! 

Custodial Advisory Training Session - CATS 
Highlights from November 14, 2014 

 
Next 
CATS 

February  
 12 

Oscar Benitez, Custodial 

Manager at T. Clay Wood 

Elementary School, being 

recognized for his quick 

actions at the 11.14.2014 

CATS by Kelly Rice,      

Administrative  

Coordinator. 

Deborah Sparks, 

Director of Benefits 

and Retirement    

Services discussing 

PWCS Short and 

Long Term Disability 

Program at the 

11.14.2014 CATS. 

http://facilitiesservices.departments.pwcs.edu/modules/groups/homepagefiles/cms/1007127/File/CUSTODIAL%20SERVICES/CATS%20Minutes%2011_14_2014.pdf
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 Quick Thinking by Custodial Manager 
 

 On Monday morning, October 20, 2014, Mr. Oscar Benitez, custodial manager of        

T. Clay Wood Elementary School, noticed an unfamiliar parked car in the receiving area 

of the school. Instead of ignoring the car, Mr. Benitez brought it to the administration’s 

attention who contacted the Prince William County Police Department. It turned out the 

Police were looking for that car. 

 

 Oscar’s understanding of procedures and routines were impressive and allowed the   

administration to quickly contact the police, lock down the school, divert the morning 

busses and cars from arriving to the school, and evacuate the students and staff who were 

already in the building. Without his prompt attention there would have been an additional 

900 students arriving at the school that morning. 

 

 Because of Oscar Benitez’s quick actions to this situation, most of the students and 

staff did not have to endure the trauma of being exposed to the ongoing police investiga-

tion and activity that followed that day. His quick actions and professional behavior are to 

be commended!   

 

 

A Daily Rake Can Prevent a Break 
 

 It’s no accident that a large majority of playgrounds in the United States are surfaced 

with Fibar Engineered Wood Fiber playground chips. This wood fiber playground 

mulch known as fibar is designed and tested to be a superior product with long-term use 

ability. The fibar provides a surface springy enough to cushion falls, yet firm enough for 

wheel chairs. Another advantage of fibar is that rainwater passes through fibar allowing 

students to play on the playground after it rains. Finally, it simply looks good. 

 

 To keep the fibar functioning properly, it must be maintained by raking. At a mini-

mum, fibar needs to be raked once a week. However, areas beneath slides, swings, and 

other equipment that the children regularly use need to be raked daily. These areas under 

swings and at slide exits tend to form pits which must be refilled by raking the fibar 

back into the pit areas. In addition, fibar that is regularly raked will not only enhance 

safety, but it will last years longer without the need to purchase new fibar, thus saving 

money. 

 

 What can you do? Ensure your custodial staff rakes the fibar on a regular basis  

throughout the year. Fibar is a soft surface that can absorb the impact of a fall and thus 

reduce the severity of an injury, if it is being maintained. When fibar is neglected it 

hardens and loses its shock absorbency. The raking of fibar is the responsibility of the 

school and not Facilities Services. If necessary, ask your principal to assign this task to  

a specific custodian. 

 

 For additional information on the playground safety program, please reference:     

PWCS Regulation 401.01-5 Playground Safety Program dated July 24, 2013. 

 

 

STAR 

EMPLOYEE 

“Because of Oscar 

Benitez’s quick 

actions to this situ-

ation, most of the 

students and staff 

did not have to 

endure the trauma 

of being exposed to 

the ongoing police 

investigation and 

activity that fol-

lowed that day.” 

Freshly Raked Fibar 

at Penn Elementary 

http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R401.01-5.pdf
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AIR FILTER REPLACEMENT PROGRAM 
 

 The Office of Facilities Services HVAC maintenance team replace air filters at all PWCS schools and buildings 

approximately every three months. Depending on the size of the school, there can be anywhere from 30 to 200 air 

filters. Air filters are NOT recyclable and must be thrown in the trash. However, the eight-yard trash cans at the 

schools fill up from the schools daily use, normally not allowing room for these used air filters.  

 

 The HVAC maintenance team is asking for your assistance. For the smaller buildings that use fewer filters, if the 

maintenance team encounter semi-empty trash containers, the maintenance team will place the used filters in the 

schools eight-yard trash can. If the trash can is full and for the larger buildings, they will ask the school custodian 

where they can temporarily store the used filters, usually in boxes, allowing the custodians to throw them away in 

the trash can a little at a time, therefore, not filling up the eight-yard trash can. If the school custodians prefer, the 

HVAC team will generate a work order and have the warehouse pick up the used filters for proper disposal. 

 

 Please DO NOT place the used air filters in the recycling cans. They must be discarded in the trash cans.   

 

 
 

 

 
 

 

Is Your Genie Lift Charged and Ready to Go? 
 

 

    Genie lifts can be easily set up by a single person in several minutes. Because     

 of their lightweight and compact size, Genie lifts are convenient to use in 

 schools  for a variety of purposes. However, Genie lifts are only useful and        

 convenient if the batteries are charged and ready for use when needed by a   

 PWCS certified user.   

 

    The PWCS Office of Facilities Services maintenance teams routinely use the 

 genie lifts at the schools. In order to assist their staff and your own custodial 

 staff, please designate someone on your custodial staff to plug in your Genie lift  

 one day per week. This will enable the Genie lift to be ready to roll when need ed. 

 

    We appreciate your assistance in assuring that we operate as efficiently as       

 possible. If you need assistance with your aerial lift, please contact Jeff Pearson, 

 Foreman, Building Services at 703.791.8567. Thank you! 

  
 

 

  Air filters are NOT recyclable -- they must be thrown away. 

TRASH = 

Genie Lift Being Charged         

and Ready to Go at 

Benton Middle School 
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Custodial Substitutes 
 

 Custodial substitutes are wonderful to have at your schools. In order to assist our custodial substitutes, there are sev-

eral steps listed below you can do to help them. Keep in mind that time management is very difficult for substitutes. 

Most of the time, they are going in a different building every night so they are not familiar with the daily routine com-

pared to those who work in the building daily. Having a custodial cart full of supplies ready to roll helps not only the 

substitute, but also the rest of the staff to complete their job duties. 
 

 Assign the substitute to the area of the person who is off work. 

 Have a fully stocked custodial cart ready for their use. 

 Provide a school map highlighted with the areas they are to clean. 
 

 Remember, substitutes are trained only in the basics. If you are satisfied with  

the work performed by the substitute, please fill out the Substitute Feedback 

Form (SFF) and send it back to the Office of Facilities Services (OFS), Custodial 

Substitute Specialist, Trailer #24, IHC. If you are not happy with the work per-

formed by the substitute, that should also be reported on the SFF. When checking 

areas on the form, please take the time to define a problem if there is one. If the 

substitute receives a “fair” or “poor” rating in any area, explain why. Send the 

forms back to the OFS, Custodial Substitute Specialist, Trailer #24, IHC. If    

you do not have a copy of the form, phone or email Jennifer Morrow at                

morrowjm@pwcs.edu or 703.791.8361 and she will send you a copy. 
 

 Feedback works both ways. If the custodial substitute feels they are not being treated fairly, they can request not to be 

assigned to a school or building they do not want to work in. When substitutes receive good treatment in a building, they 

are eager to go back to that building to work. Either way, please remember to complete a Substitute Feedback Form for 

your substitutes that work in your building. This helps the substitute build a file for interviews and assists us where we 

can improve our service to you. 
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Properly Stocked Custodial Cart at 

Montclair Elementary 

                    Seasonal Safety Topic 
Avoiding Slips, Trips, and Falls in Winter Weather 

 

    During icy and snowy conditions, the incidence of injuries due to slips and falls increases.  

Also, spills in the kitchen, cafeteria, hallways, and wet entrance ways contribute to slips and 

falls. There are necessary precautions to address these common risks and ways to prevent them. 
 

To Avoid Slips, Trips, and Falls: 

 Concentrate on the path ahead --take your time and proceed slowly. 
 Where possible, avoid slippery surfaces -- take a route to avoid slippery hazards, such as wet leaves, icy and 

snowy areas. 
 Wear appropriate footwear -- wear shoes or boots with rough soles to work.  
 Use handrails wherever they are provided -- a secure handhold can prevent a fall if you should slip. 
 Beware of changes in walking surfaces -- many falls are caused when someone doesn’t realize he/she is leaving a 

secure area for a slippery one. 
 Clean your shoes when you go inside -- caked snow and ice on shoe soles can be treacherous. 
 

What Can You Do: 

 Check to be sure entrance halls, hallways, and stairs are clear of snow, slush, or any wet surfaces. 
 Monitor sidewalks and parking areas. Remove snow and salt any icy areas. 
 Remove grease, dirt, oils, and other contaminants from floors with cleaning solutions approved by 

PWCS.  
 Put up “Caution --Wet Floor” signs around spills or on wet floors, while in the process of cleaning 

them. 



 

Before you start be safety smart. 

Cleaning and Disinfecting Schools  

to Help Slow the Spread of Flu 
 

 Safe and healthy school buildings are the goal for all PWCS employees. Our 

custodians play a significant role as front line guardians of the school environ-

ment. Because school buildings are complex facilities, densely populated with 

children and adults, it makes them susceptible to infectious disease outbreaks 

such as cold, influenza (flu), and other diseases like Methicillin-resistant Staphy-

lococcus Aureus (MRSA). 

 

 All year long, but especially during flu season, custodial employees focus on cleaning highly touchable areas 

such as: stair rails, panic bars, bathroom faucets, door knobs, light switches, water fountains, desk tops, and cots 

and sinks in clinics. 

 

 Cleaning and disinfecting are part of a broad approach to preventing infectious diseases in schools. To help 

slow the spread of the flu, the first line of defense is getting vaccinated. Other ways include keeping sick people 

away from others, covering coughs and sneezes, and washing hands. There are means to slowing the spread of the 

flu specifically through cleaning and disinfecting. 

 

 Know the difference between cleaning, disinfecting, and sanitizing. 

 

Cleaning removes germs, dirt, and impurities from surfaces or objects. Cleaning works by using soap (or deter-

gent) and water to physically remove a significant amount of germs from surfaces.  

 

Disinfecting kills germs on surfaces or objects. Disinfecting works by using chemicals to kill germs on surfaces 

or objects. This process does not necessarily clean dirty surfaces or remove germs, but by killing germs on a sur-

face after cleaning, it can further lower the risk of spreading infection. 

 

Sanitizing lowers the number of germs on surfaces or objects to a safe level. This process works by either clean-

ing or disinfecting surfaces or objects to lower the risk of spreading infection. 

 

 Clean and disinfect surfaces and objects that are touched often. 

 

Follow your school’s standard procedures for routine cleaning and disinfecting. Typically, this means daily sani-

tizing of surfaces and objects that are touched often, such as desks, countertops, door handles, computer key-

boards, hands-on learning items, phones, faucet handles, and toys. Some schools may also require daily disinfect-

ing of these items. Standard procedures often call for disinfecting specific areas of the schools, like bathrooms. 

 

 Simply do routine cleaning and disinfecting. 

 

Flu viruses are relatively fragile and potentially infect a person for approximately up to eight hours after being 

deposited on a surface. Standard cleaning and disinfecting practices are sufficient to remove or kill these germs.  

 

 Handle waste properly. 

 

Follow your school’s standard procedures for handling waste, which may include wearing gloves. Place no-touch 

waste baskets where they are easy to use. Throw disposable items that you used to clean surfaces and objects in 

the trash immediately after use. Avoid touching used tissues and other waste when emptying waste baskets. Wash 

your hands with soap and water after emptying waste baskets and touching used tissues and similar waste. 
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Staff Contacts 
 

Kelly Rice, Administrative Coordinator 

Christine Honeycutt, Secretary, 703.791.7220 

Jennifer Morrow, Custodian Substitute Specialist, 703.791.8361 

 

    Quality Assurance Team                    Custodial Field Crew                             

José Salmeron, 703.791.8360             Mitchell Archer, Crew Chief,           

 Maria Ibarra, 703.791.8791                        703.791.7841                                    

Susan Pieper, 703.791.8047                                                              

                                                                     

                                                                            

 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 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   

 

Custodial Equipment Repair 

Charles Kendall, Crew Chief, 

703.791.7219 

Ronnie Presley 

David Cogar 

http://facilitiesservices.departments.pwcs.edu/modules/cms/pages.phtml?pageid=298127&sessionid=13a23fce3b91ab6afec39913af582e9e&sessionid=13a23fce3b91ab6afec39913af582e9e
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/R507.01-1.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R508.02-1.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R508.02-1.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/R552.01-1.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/R561.05-1.pdf
http://pwcs.schoolfusion.us/modules/groups/homepagefiles/cms/493839/File/Regulations/R561.05-1.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 
 

Mr. Gil Trenum 

Vice Chairman 

Brentsville District 

 Mrs. Lisa E. Bell                              Ms. Loree Y. Williams 

 Neabsco District           Woodbridge District 

 

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

 Potomac District           Gainesville District 

    

 Mrs. Lillie G. Jessie           Dr. Michael I. Otaigbe 

 Occoquan District           Coles 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  


