
CUSTODIAL SUPERVISORS  
MEETING
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•DATE: Monday October 21,
2019

•LOCATION: Don Clifton
Professional Learning Center
710 Hill St. Lincoln, NE.
•TIME:1:00 PM to 4:00 PM



CUSTODIAL SUPERVISORY  
CHANGES
• Dawes ACS- Ibrahim Jaber
• Elliott CS- Dustin Herbek
• Mickle ACS- Patrice Rabilal
• Roper CS- Rick Harris
• Culler ACS- Kyren Kunz
• Sheridan ACS- Don Bruha
• Norwood Park ACS- Justin Walsh
• Prescott ACS- Roark Pyle
• North Star ACS- Dan Decker
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SCOTT WIESKAMP, DIRECTOR OF
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OPERATIONS





MATT BELLAMY, DIRECTOR OF 
PURCHASING

MEGAN SMID MILLER- LPS BUYER
• CORE CSF ORDERING

• ALWAYS START WITH A PROFILE – SELECT ADD TO REQUEST AFTER COMPLETING 
PROFILE.

• SHOPPING LISTS
• HOW TO TELL STOCK VS NON STOCK ITEMS
• HOW TO SEE STOCK ON HAND



CORE - PURCHASING

• LIGHT BULBS – CURRENTLY ARE BEING CHARGE TO YOUR ACCOUNT.

• COMPOSTABLE LINERS – CURRENTLY ARE BEING CHARGE TO YOUR ACCOUNT.

• FUEL

• CREDIT CARD PURCHASES



AMY NEWBURN- COMPUTING SERVICES 
TRAINING ANALYST

DREW RAMAEKERS- TRAINING MANAGER 

SUSAN SULLIVAN- OPERATIONS/CUSTODIAL 
EXECUTIVE SECRETARY

• CORE WFM REVIEW

• Q & A 



Waste Management Update

Brittney Albin - Sustainability Coordinator
balbin@lps.org Ext. 82007

mailto:balbin@lps.org


CUSTODIAN RESOURCES PAGE
• THE LPS SUSTAINABILITY TEAM HAS CREATED A PAGE WITH 

CUSTODIAN RELATED INFORMATION AND RESOURCES:
• HTTPS://HOME.LPS.ORG/SUSTAINABILITY/CUSTODIAN-RESOURCES/

• ON THIS PAGE YOU CAN
• ORDER CONTAINERS AND LABELS
• GET HAULER INFORMATION FOR PICKUPS
• GET INSTRUCTIONS FOR FILLING OUT REFUSE LOGS

https://home.lps.org/sustainability/custodian-resources/


32/44-GALLON BARRELS USED FOR 
COMPOSTING AND MILK PRODUCTS
• THESE SHOULD BE RINSED, INSIDE AND OUT, AFTER EVERY USE OR AFTER THE 

HAULER EMPTIES THEM.
• RINSING HELPS PREVENT ANY RODENT, PEST AND, ODOR ISSUES
• COMPOSTING CONTAINERS SHOULD BE STORED AS FAR AWAY FROM THE 

BUILDING AS POSSIBLE
• SHOULD NOT BE STORED IN FRONT OF ANY INTAKE AIR VENTS ON BUILDING
• PLEASE CALL IF YOU HAVE ANY QUESTIONS 



THANK YOU!!
THANK YOU FOR ALL OF YOUR ASSISTANCE EACH DAY TO SUPPORT OUR 

COMPOSTING AND RECYCLING PROGRAMS! THEY COULDN’T HAPPEN 
WITHOUT YOU!

IN AUGUST & SEPTEMBER OUR SCHOOLS WERE ABLE TO RECYCLE OVER 
230,000 LBS OF MATERIAL AND COMPOST OVER 300,000 LBS OF 

MATERIAL. 
GREAT WORK!



ORKIN PEST CONTROL
• PEST SIGHTINGS LOG SHEET

• BATS

• MICE

• ANTS

• INSPECTION PROCESS

• TREATMENTS (IF ANY)

• TMA WORK ORDERS (IF NEEDED)

• SCHOOLS NOT AUTHORIZED TO CONTACT ORKIN 
DIRECT

• QUESTIONS AND ANSWER



CLARK LIESVELD-
GROUNDS 
SUPERVISOR 
WINTER UPDATES



SNOW PLANS
 Included with your meeting packet is a  

current building site plan denoting snow  
removal responsibilities for both custodial  
and grounds personnel. For some schools 
you will notice some changes in assignment  
have been made.

Please study the plan carefully and call  
Clark Liesveld, Grounds Superintendent  
and or District Custodial Office if you have  
any questions and or concerns.



SNOW SHOVELING PROCESS
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GROUNDS DEPARTMENT
REMINDERS: Snow Blowers:

A common repair  
issue encountered  
by Grounds is
machines that either  
have the wrong mix  
or no mix in them.
Also some machines  
have had fuel left in  
them for a long  
period of time.

Some of the newer small snow blowers may bestrictly  
gas operated – Please double check beforefueling



GROUNDS DEPARTMENT  
REMINDERS:
1. Large two stage snow blowers, ones in  

which the engine is visible on top,  
require a non-mixed fuel. Straight  
unleaded fuel is the only fuel they use.  
They do have oil in the engine that  
needs to be checked every time the  
engine runs. There is a dipstick  
somewhere on the engine depending on  
your model. We put a 5W30 oil in these  
machines.



GROUNDS DEPARTMENT  
REMINDERS:
2. SINGLE STAGE SNOW BLOWERS AND HAND 

BLOWERS  TYPICALLY USE AN OIL-FUEL MIX. MOST 
ALL OF OUR  MACHINES RUN ON A 50:1 MIX. SOME OF 
YOUR MACHINES  MIGHT SHOW A DIFFERENT MIX, IF 
THEY DO CONTACT  GROUNDS AND THEY WILL HELP. 
AS THE OLDER MACHINES  ARE REPLACED WITH 
NEW ONES THEY ARE OPTING FOR ONES  THAT ARE 
EITHER A 50:1 MIX OR STRAIGHT GASOLINE. FOR  50:1 
FUEL MIX IS THE CORRECT RATIO OF FUEL TO OIL 
WHEN  MIXED WITH ONE GALLON OF FUEL. ONE 
CONTAINER OF MIX  TO ONE GALLON OF FUEL IS 
EASY TO MIX AT THE CORRECT  RATE. IF YOU HAVE A 
TWO GALLON CAN YOU CAN PUT TWO  CONTAINERS 
OF MIX TO TWO GALLONS OFFUEL.

3. THE ORDER NUMBER FROM DC FOR THE OIL IS204285



GROUNDS DEPARTMENT  
REMINDERS:
4. Inspect machines before each use. Make sure

the snow blower paddles are ok. On units with  
rubber paddles there is a hole in the top partof  
the paddle that should be visible. Make sure  
the scraper bar is there and not worn out. Also  
controls should work freely and not stick. Pull  
rope should not be frayed. If any of these items  
are needing attention please TMA us or call  
402-436-1072 Ext. 82704



ICE MELT SPREADERS
 Spreaders tend to be a hot topic once we get into the  first

storm. Some common complaints are gears  seizing up, wheels 
won't turn and such.

 The Grounds Department has tried several different  types of 
spreader‘s over the last few years to find one that will handle the 
corrosiveness of the Ice Slicer salt used in them. The most 
prevalent issue grounds finds is that the spreaders don't get 
cleaned out and rinsed  off once you’re done using them. In most 
cases there is half a hopper of salt left in them. PLEASE empty  
the spreader after each use and rinse the salt residue  off as this 
will help prolong the life of the spreader.

 Spreaders are about a $300 purchase and  typically replaced about 
5 a year.
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GROUNDS DEPARTMENT SNOWREMOVAL  
PRIORITIES
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Snow removal will typically be completed in  
the following order of importance:
1. Parking lots
2. Perimeter sidewalks (including all of  

those assigned on snow plan)
3. Playground slabs (Depending on the  

severity of snow-fall slabs may not be  
cleaned for a period of up to 24 to 36  
hours following a storm)



GROUNDS DEPARTMENTSNOW  
REMOVAL PRIORITIES
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 If school has not been cancelled for the following  
day grounds personnel will typically mobilize by  
9 PM to 10 PM the evening prior and work  
through-out the evening to complete operations.

 If the decision has been made to cancel school the  
evening prior a primary factor as to when  
grounds will mobilize depends on whether or not  
a “School Cancellation” or “District Closure” has  
been declared as well as current weather  
conditions.



INCLEMENT WEATHER / SCHOOL CANCELLATION
– CUSTODIAL EXPECTATIONS

 Unless otherwise directed all custodial staff  are to 
report to work when a school  cancellation/district closer 
day is declared  due to inclement weather.

 Custodial Supervisors must communicate to  their entire 
staff when they should report in  the event school is 
cancelled. Typically, the  night shift will report by 10:00 
A.M. or  sooner. Third shift will remain on their  
assigned shift unless otherwise directed.

 A safe approach is to always assume there  will be 
school the next day and plan  accordingly to have all 
areas cleared and  ready for students and staff.



INCLEMENT WEATHER / SCHOOL  
CANCELLATION – CUSTODIAL  
EXPECTATIONS

 If school has not been canceled overtime is always  approved 
for either day staff to report earlier and/or  2nd shift staff to 
come in to assist.

 A primary goal is to remove snow and ice down to  bare 
concrete where possible.

 If ice is present then treat with ice melting materials  and 
remove ice as soon as is feasible to achieve a bare  concrete 
surface. (Remember to document treatment  of walks on your log
sheets)

 Snow and ice means moisture is being tracked into  school. In 
light of this please ensure adequate walk- off mats are present 
in entry ways and that WET  FLOOR signs are strategically 
located to warn  students, staff, and patrons of potential 
slipping  hazards. 18



• EMAILS WILL CONTINUE TO BE SENT OUT PRIOR TO AND DURING WEATHER EVENTS

• ALL CUSTODIAL STAFF ARE EXPECTED TO PARTICIAPTE IN SNOW REMOVAL

• INCLUDES ALL 9 MONTH STAFF AND ITINERANT STAFF ASSIGNED TO YOUR FACILITY AT THE 
TIME OF THE WEATHER EVENT

• PER CEA AGREEMENT FOR THE 2019-20 SCHOOL YEAR- WHEN WORKING OFF SHIFT, ALL 
SNOW REMOVAL WILL BE COMPENSATED AT 1.5 REGULAR RATE. 

• PLEASE MAKE SURE YOU PUT IN THE COMMENT SECTION OF WFM THAT THE OVERTIME 
WORKED WAS DUE TO SNOW REMOVAL SO ALL GET PAID THE PREMIUM RATE

• CHANGE JOB CODE IN WFM TO “SNOW” WHEN STAFF CLOCK ON FOR SNOW REMOVAL

INCLEMENT WEATHER / 
SCHOOL  CANCELLATION –
CUSTODIAL  
EXPECTATIONS CONT.



ANTHONY MEINTS- LPS 
ENVIRONMENTAL 
• ENVIRONMENTAL  AND SAFETY AUDITS

• CHEMICAL STORAGE BELOW 5 FEET

• SCHOOL STORAGE IN MECHANICAL AREAS

• FIRE EXTINGUISHERS- TYPES OF HANGING BRACKETS

• PROCESS FOR DISPOSING OF OLD/OUTDATED CHEMICALS 



TMA- WHEN TO CALL OPERATIONS WITH AN 
EMERGENCY REQUEST;
• GAS LEAKS, (DO NOT WAIT TO CALL)

• WATER LEAKS

• ROOF LEAKS (DURING HEAVY PRECIPITATION OR, WHEN DIRECTED TO DO SO BY MY OFFICE DUE TO INCLEMENT 
WEATHER)

• VESTIBULE DOORS

• KEEP THEM CLOSED AT ALL TIMES

• WE WILL CONTACT YOU IN THE EVENT WE NEED THEM OPEN DUE TO EXTREME COLD WEATHER CONDITIONS

• STUDENT, STAFF OR PATRON SAFETY ISSUES

• WHEN NOT SURE, BETTER TO BE SAFE AND CALL!

• IF AN EMERGENCY, CALL 911 FOLLOWED BY A CALL TO OPERATIONS



CUSTODIAL TEMPLATES AND FORMS

• MOST UPDATED FORMS ARE LOCATED ON THE LPS CUSTODIAL WEBSITE

• MOST FORMS WILL DIRECT YOU TO LOG INTO DOCUSHARE

• DO NOT ACCESS DIRECTLY THROUGH DOCUSHARE

• WILL REVIEW ALL FORMS DURING BUILDING INSPECTIONS FOR ACCURACY



ENTRANCE MAT REQUESTS

 The deadline for
receiving all requests  
for carpet entrance  
mats was August  
31, 2019.

 Update regarding  
status of those orders  
and a potential  
timeline for delivery.
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2020-21 BUDGET QUESTIONNAIRE  
REQUEST

 Included in your packet is the custodial  
budget questionnaire for 2020-21. Please  
review carefully and complete. Completed  
forms must be returned to the Custodial  
Operations office no later than 
Thursday,  October 31, 2019. Any
request for increases in custodial staffing
or budgets, must be accompanied by 
supporting rationale from the building
principal.
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LOANER EQUIPMENT

• HOTSY (2)

• DOODLE SCRUB (10)

• UNGER WINDOW WASH MACHINE (2)

• GENIE  36 FT. SCISSOR LIFT (1)

• ALL MACHINES ARE AVAILABLE FOR USE DURING THE REGULAR SCHOOL YEAR. PLEASE SUBMIT A TMA WITH 
DATES REQUESTED.



RENOWN BLOOD AND BODILY FLUID 
CLEANUP KIT
• REQUIRED BY LLCHD

• KEEP IN CUSTODIAL CLOSET NEAREST TO CAFETERIA

• SUPPLY THE FIRST BOX AT NO CHARGE TO BUILDING

• ARE AVAILABLE ON SUPPLYWORKS WEBSITE

• ONLY ORDER FOR CAFETERIA CUSTODIAL CLOSET

• USE REGULAR KITS (RED BUCKET) FOR THE REST OF THE FACILITY



•1 pair disposable latex gloves 
•1 disposable face shield 
•1 disposable face mask 
•1 pair disposable shoe covers 
•1 disposable apron 
•1 absorbent pack 
•2 disposable towelettes
•2 scoop/scrapers 
•2 red biohazard bags with ties 
•1 disposable towel 
•1 instruction sheet 
•2 ounce pump spray sanitizer
•DEHP free, PVC free and Mercury free

RENOWN BLOOD AND BODILY FLUID 
CLEANUP KIT CONTINUED;
• KIT CONTENTS



SOUTHEAST COMMUNITY COLLEGE COURSE 
REQUIREMENT'S FOR CUSTODIAL SUPERVISOR'S AND 
ASSISTANT CUSTODIAL SUPERVISOR'S 
• AS PART OF YOUR JOB REQUIREMENT, CUSTODIAL SUPERVISORS ARE REQUIRED TO 

TAKE THE FOLLOWING SCC COURSES;

1. HOUSEKEEPING 1, 2 & 3
2. TOOL AND EQUIPMENT CARE 1 & 2
3. FIRE PREVENTION 
4. CUSTODIAL SUPERVISORY TRAINING 1 & 2
5. HUMAN RELATIONS 1 & 2
6. SAFETY 1 & 2
• CUSTODIAL SUPERVISORS HAVE 3-YEARS FROM THEIR DATE OF HIRE TO COMPLETE 

THE REQUIRED COURSES. 



SOUTHEAST COMMUNITY COLLEGE COURSE 
REQUIREMENT'S FOR CUSTODIAL SUPERVISOR'S AND 
ASSISTANT CUSTODIAL SUPERVISOR'S (CONTINUED)

• AS PART OF YOUR JOB REQUIREMENT, ASSISTANT CUSTODIAL SUPERVISORS 
ARE REQUIRED TO TAKE THE FOLLOWING SCC COURSES;

1. HOUSEKEEPING 1, 2 & 3

2. TOOL AND EQUIPMENT CARE 1 & 2

3. CUSTODIAL SUPERVISORY TRAINING 1 & 2

• ASSISTANT CUSTODIAL SUPERVISORS HAVE 2-YEARS FROM THEIR DATE OF 
HIRE TO COMPLETE THE REQUIRED COURSES.

• ALL TIME FOR ATTENDING SHOULD BE WORKED INTO YOUR 40-HOUR WORK 
WEEK IF AT ALL POSSIBLE.



ASSISTANT CUSTODIAL SUPERVISORS RESPONSIBILITIES WHEN 
CUSTODIAL SUPERVISOR IS ABSENT;

• SUPPLY ORDERING

• COVERING SOME HOURS WHEN NEEDED (EXPECTED)

• ADJUST CLEANING SCHEDULES

• OVERSEE STAFF, BUILDING OPERATIONS AND EVENTS

• COMMUNICATING WITH PRINCIPAL AND OUR OFFICE

DISCUSS WAYS TO ENSURE THE ACS IS ASSISTING WITH FACILITY AND STAFF 
NEEDS DURING THESE TIMES 



OVERTIME AUTHORIZATION

21

 From time to time we realize the need for  
overtime. However; we need to remind  
everyone that, if the overtime is not 
connected to an event scheduled in 
Archibus or, snow removal, you need to  
contact our office for authorization to 
work overtime. Snow removal would be the  
exception to this.

 There also has to be something in the comments  
section so we know who is using the facility and, 
why the overtime was worked. 

 The  more information the better!



All Lincoln Public Schools facilities are  
available for usage; including breaks,  
evenings, and weekends. The only days  
approved by the LPS School Board to close  
the buildingsare:

 Easter Eve - 6:00 pm

 Easter Day - All Day

 Thanksgiving - All Day

 Christmas Eve - 6:00 pm

 Christmas Day - AllDay

 New Years Eve - 6:00 pm

 New Years Day - All Day

Moratorium - Athletic Spaces Only 
2019/20 School year - 12/22-26/2019
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PROJECTOR BULB REPLACEMENT STOCK REQUISITION NUMBERS FOR DC:

• ITEM #10133- EPSON 585

• ITEM #10134- EPSON 685

• ITEM #10135- EPSON 955

CURRENTLY THESE ITEMS WILL BE CHARGED TO YOU LOCATION UNLIKE IN 
PREVIOUS YEARS.



NEW PAPER TOWEL DISPENSERS
• OPENS FROM TOP AS OPPOSED TO SIDE
• KEYS ARE “L” SHAPED TO USE ON BOTH OLD AND NEW DISPENSERS AND INSERT 

FROM THE TOP CENTER
• STUB ROLLS ?
• WILL NOT FIT IN SOME AREAS AND APPLICATIONS
• NEW RENO5173-WB
• OLD  RENO6160-WB



PURELL HAND SANITIZER AND DISPENSERS

• ELIGIBLE FOR 432 CASES (1296 BLADDERS)

• ORDERED ANOTHER 10 CASES OF DISPENSERS (60)

• SUGGESTED AREAS FOR INSTALLATION;
• OFFICES
• NURSES OFFICE
• GYMS
• CAFETERIA (ENTRIES AND EXITS)
• MEDIA CENTER
• COMPUTER ROOMS
• ENTRANCES
• PORTABLES
• AREAS WHERE SOAP AND WATER ARE NOT READILY AVAILABLE



PURELL HAND SANITIZER AND DISPENSERS CONT.

• PRODUCT AND DISPENSERS SHOULD HAVE ALREADY BEEN DELIVERED TO 
YOUR FACILITY

• PRODUCT WILL BE DISTRIBUTED FROM DC. NO ORDERING IS NEEDED

• TMA WILL BE NEEDED FOR ADDITIONAL DISPENSERS

• DO NOT PLACE PRODUCT IN GOJO SOAP DISPENSER       



ROTATION OF CHEMICALS IN SUPPLY ROOMSIS  
IMPORTANT– DO NOT OVERSTOCK AND BE  
MINDFUL OF SHELF LIFE. WE HAVE HAD  
SEVERAL BUILDINGS SEND IN CHEMICALS THAT
HAVE NOT BEEN  
EXPIRED
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Please be sure  
that all  
workspaces  
and places  
where  
chemicals are  
stored have a  
SDS notice  
placed in a  
visible  
location.

23



RUBBER FLOOR PROCEDURES

When rubber flooring is shipped  to the 
installer, it has a silicone  sealant sprayed 
on it to prevent  the rolls from sticking. 
This  sealant should be stripped off to  
start the “curing” process and to  achieve 
a high shine. The  following steps should 
be used to  remove the sealant

30



RUBBER FLOOR PROCEDURES
 Mix a light solution of stripper. Some floors may requirea  

stronger solution.
 Apply stripper solution to floor. Do not allow solutionto  

dry.
 Using a red scrubbing pad, work stripper into rubberwith  

a low speed buffer.
 Neutralize stripper with Spartan Shineline Floor Prep
 Rinse with water. May need to rinse several times to

remove stripper. Water should not “bead” if stripped
properly.

 Let floor dry completely.
 Apply a 10% solution of bleach and water. Let dry. You  

should see a fine white powder on the floor from thebleach.  
Do not rinse.

 Using a gorilla pad, burnish, with a high-speed burnisher,
until you smell rubber burning. The hotter the rubber, the
better the shine.
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DAILY CARE FOR RUBBER FLOORING

26

After the rubber has been stripped,  
daily and weekly floor care is very  
important. The rubber flooring takes  
about one year to cure and harden.
During this time it is very
susceptible to damage. Keeping the 
rubber clean and free of rocks and  
other debris is essential for keeping  
the rubber looking nice and free from  
damage.



DAILY CARE FOR RUBBER FLOORING
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The following steps should be followed daily:
 Remove floor mats in entry ways
 Dust mop regularly using only water based dust  

mop treatment
 Neutralize any ice melt that is tracked in on  

floor.
 Depending on the traffic in the building, the floor  

should be scrubbed with detergent and water at  
least every 2-3 days. Burnishing will bring out  
the shine after scrubbing.



WEEKLY CARE FOR RUBBER FLOORING

The following steps should be followedweekly:
 Scrub floor with detergent and water using a red  

scrubbing pad ONLY. Let dry
 Apply a 5% solution of bleach and water. Let dry  

to a fine white powder. Do not rinse.
 Using a gorilla pad, burnish until you smell  

rubber burning with a high-speed burnisher. The  
hotter the rubber, the higher the shine.

 After the first year, the bleach solution can be  
applied monthly however; scrubbing and  
burnishing should be done as often as possible.
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When treating rubber floors  
please do not use bleach in  
auto scrubbers. Bleach  
should only be applied to  
rubber floor using a 5%  
solution applied to the floor  
with a wet mop and then  
allowed to air dry.

Bleach can eat paint, foam  
gaskets, squeegees and can  
be corrosive to metal parts

DO NOT USE  
BLEACH IN
AUTO  
SCRUBBERS



BLEACH – DO’S AND DON'TS

Bleach IS ONLY AUTHORIZED
FOR: treating RCA/Flexco Rubber  
Flooring or as an agent to help  
whiten wet mop heads.

Bleach IS NOT TO be used to clean  
restrooms or substituted as a means  
of disinfecting for other products  
that are more effective in the  
presence of soils.



AREA 1 AREA 2 AREA 3 AREA 4 AREA 5 AREA 6
North StarHigh

1305
SouthwestHigh

1306
LincolnHigh

1301
SoutheastHigh

1304
NortheastHigh

1303
EastHigh

1302
Clinton

1132
Scott
1218

Park
1212

Zeman
1169

Mickle
1216

Pyrtle
1162

Belmont
1124

Cavett
1131

Everett
1159

Pound
1217

Huntington
1144

Eastridge
1135

Campbell
1129

Humann
1145

Prescott
1161

Rousseau
1165

NorwoodPark
1155

Morley
1154

Goodrich
1213

Hill
1142

McPhee
1150

Calvert
1130

Pershing
1160

Lux
1220

Fredstrom
1140

Roper
1170

Sheridan
1167

Saratoga
1166

Riley
1164

Maxey
1153

Arnold
1120

YankeeHill
1927

Randolph
1163

Irving
1214

Bryan @Hawthorne
1308

Lefler
1215

WestLincoln
1168

Beattie
1123

Elliott
1136

Neurenberger
1924

Dawes
1211

Holmes
1143

Hartley
1139

Adams
1121

Lakeview
1149

LPSDO
1613

Brownell
1127

Culler
1210

Schoo
1222

Kloefkorn
1148

Operations/Grounds
1072

Moore
1225

Kahoa
1147

MeadowLane
1151

Kooser
1146

Wysong
1185

CTS/DC
1073

Don Clifton
026

Data Center
Bottlers Bldg.

1301

Zoo School
1304

DDSEC
1156
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AREA HELP LIST IS INCLUDED IN YOUR PACKETS – PLEASE USE THIS LIST IFTHE  
NEED ARISES TO BORROW HELP FROM ANOTHER SCHOOL.

LINCOLN PUBLIC SCHOOLS  
CUSTODIAL DEPARTMENT  

CUSTODIAL SUBSTITUTE CALL LIST
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To acknowledge the electronic receipt of the  
Exposure Control Plan, please have employees log into  
the Information Center for Employees (ICE) site from the  
"Staff Center" on the LPS web site. After logging into the  
site, click on "Employee Information" then “Exposure  
Control PlanAcknowledgement”

Please work with custodial employees to make sure they complete thisprocess.



TIME CLOCKS / OUTSIDE  
LIGHTS
Sunday, November 3, 2019 marks the end of

daylight savings time and begins a period of  
shorter daylight hours. You may need to  
adjust the clocks for outside building and  
parking lot lights. Please contact the electrical  
office at Operations if you have questions  
about how this works!



 PLEASE REMEMBER TO STAY 
CURRENT  WITH EMPLOYEE 
APPRAISALS.
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TALENT ED – CUSTODIAL APPRAISALS

 Human Resources will soon be loading all of the Custodial
appraisals to be completed for 2019-20. Custodial  
Supervisors can log in at  
https://lincoln.tedk12.com/perform/Login.aspx and click on  
"My Staff" they should see a list of employees that are due  
for appraisal by 07/01/2020.

 As always, we can definitely adjust the list if a supervisor  
or custodian would like to do an appraisal this year and one  
is not listed. They can just send Jessie Stillwagon
an email and she will get the process loaded. Also, if any
supervisors are new or have forgotten how to use the  
system, Jesse would be more than happy to walk them  
through it on the phone or set up a time to meet with them  
to go over it.

4
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CUSTODIAL SUPERVISORS – Talent Ed
Director (or designee) will begin work on the  

appraisal and then save progress
Director contacts Building Principal (via e-mail)  

prompting them to review the appraisal (Principal  
and Director Comments will be denoted in the  
comment section). After review Principal saves  
progress and then notifies Director (via e-mail)

Director and Principal then schedule a time to  
review appraisal on-line with Custodial  
Supervisor @ building

Custodial Supervisor will be directed to log in to  
system before conclusion of meeting to  
electronically sign appraisal

3



 ASSISTANT CUSTODIAL SUPERVISORS – Talent Ed
 CS routinely checks appraisal schedule within Talent Ed  

Perform and completes appraisal by date indicated
 CS will begin work on appraisal then save progress. CS  

notifies Principal (via e-mail) to review appraisal.  
(Principal and CS comments will be denoted in the  
comment section). After review Principal saves progress.

 CS & Principal notify Director(or designee) via email that  
appraisal is ready for review with employee.

 Director (or designee) will review and advise CS &  
Principal (via e-mail) that appraisal is ready for final  
review with employee.

 CS and Principal then schedule a time to review appraisal  
on-line with ACS

 ACS will be directed to log in to system before conclusion of  
meeting to electronically sign appraisal

3



LPS POLICY REGARDING AUDIO/VIDEO 
RECORDING OF OTHERS

• IT IS AGAINST LPS POLICY TO RECORD EITHER VIDEO OR AUDIO RECORDINGS WITHOUT THE 
KNOWLEDGE OF THE PERSON BEING RECORDED

• LPS POLICY NUMBER 1102 “RECORDING OF OTHERS”

• TO ENSURE THE PRIVACY AND CONFIDENTIALITY OF STUDENT INFORMATION, NO PERSON IS 
AUTHORIZED TO RECORD OR TRANSMIT ANY SOUND OR IMAGE OF ANY PERSON (INCLUDING 
THEMSELVES) WITHOUT THE PRIOR CONSENT OR AUTHORIZATION OF EITHER (1) THE 
PERSON OR PERSONS BEING RECORDED OR WHOSE IMAGE OR SOUND IS BEING 
TRANSMITTED OR (2) THE SUPERINTENDENT OR SUPERINTENDENT’S DESIGNEE, INCLUDING 
BUT NOT LIMITED TO SURVEILLANCE RECORDING.  RECORDING MAY ALSO BE DONE BY 
AUTHORIZED STAFF FOR PURPOSES OF CHILD WELFARE (FOR EXAMPLE, TO RECORD IMAGES 
OF INJURIES TO STUDENTS CAUSED OR BELIEVED TO BE CAUSED BY ANOTHER PERSON).  
FURTHER, RECORDING MAY BE DONE IN CIRCUMSTANCES WHERE RECORDING IS EXPRESSLY 
PERMITTED BY LAW, SUCH AS RECORDING A BOARD MEETING DURING OPEN SESSION.  THE 
ONE-PARTY CONSENT LAW ALONE, HOWEVER, DOES NOT JUSTIFY A RECORDING NOT 
OTHERWISE AUTHORIZED HEREIN. 



LPS POLICY #1102 UPDATE CONT.
• THIS PROHIBITION APPLIES TO ALL PERSONS, INCLUDING STAFF, STUDENTS AND 

COMMUNITY MEMBERS, REGARDLESS OF THE CONTENT OR CONTEXT OF THE IMAGE OR 
SOUND; HOWEVER, THIS PROVISION SHALL NOT APPLY TO DISTRICT-SPONSORED ATHLETIC 
OR ACTIVITY EVENTS WHERE THE FOCUS OF THE RECORDING OR TRANSMISSION IS ON THE 
STUDENT PERFORMANCES OR ACTIVITY.  THIS PROVISION ALSO SHALL NOT APPLY TO LAW 
ENFORCEMENT OFFICERS OR EMERGENCY RESPONDERS WHO MAY MAKE RECORDINGS IN 
THE PERFORMANCE OF THEIR DUTIES. 

• NOTHING IN THIS PROVISION SHALL PROHIBIT THE RECORDING OF AN INDIVIDUALIZED 
EDUCATION PROGRAM (IEP) MEETING OR INDIVIDUAL FAMILY SERVICE PLAN (IFSP) 
MEETING IF THE RECORDING IS NECESSARY TO ENSURE THAT THE PARENT UNDERSTANDS 
THE IEP OR THE IEP PROCESS, THE IFSP OR IFSP PROCESS OR TO IMPLEMENT OTHER 
PARENTAL RIGHTS GUARANTEED BY THE INDIVIDUALS WITH DISABILITIES EDUCATION ACT.  
INDIVIDUALS RECORDING IN THIS CIRCUMSTANCE SHALL INFORM ALL OTHERS PRESENT IN 
ADVANCE THAT THEY ARE RECORDING. 



CUSTODIAL STAFFING UPDATE

• LPS CUSTODIAL IS RUNNING AN AVERAGE OF 3%-4% 
VACANCY PER YEAR

• AVERAGE TIME FOR HIRING IS NOW 3-4 WEEKS

• AVERAGE NUMBER OF APPLICANTS APPLYING FOR 
CUSTODIAL POSITIONS IS SIX (6)

• MOST POSITIONS WILL NOW BE OPEN UNTIL FILLED
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Lincoln Omaha Nebraska National Colorado S. Dakota N. Dakota Minnesota Iowa Missouri 

August 2016 3.00% 3.50% 3.20% 4.90% 3.80% 2.90% 3.10% 4.00% 4.20% 5.10%

September 2016 2.90% 3.30% 3.20% 5.00% 3.60% 2.90% 3.00% 4.00% 4.20% 5.20%

October 2016 2.80% 3.20% 3.30% 4.90% 3.50% 2.80% 3.00% 4.00% 4.10% 5.10%

November 2016 2.50% 2.90% 3.40% 4.60% 3.20% 2.70% 2.90% 3.80% 3.80% 4.70%

December 2016 2.80% 3.20% 3.40% 4.70% 3.00% 2.80% 3.00% 3.90% 3.60% 4.40%

January 2017 3.10% 3.60% 3.30% 4.80% 2.90% 2.90% 3.00% 4.00% 3.30% 4.20%

February 2017 2.80% 3.40% 3.20% 4.70% 2.90% 2.80% 2.90% 4.00% 3.20% 4.10%

March 2017 2.60% 3.20% 3.10% 4.50% 2.60% 2.80% 2.80% 3.80% 3.10% 3.90%

April 2017 2.50% 2.90% 3.00% 4.40% 2.30% 2.80% 2.70% 3.80% 3.10% 3.90%

May 2017 2.60% 2.90% 2.90% 4.30% 2.30% 2.90% 2.50% 3.70% 3.10% 3.90%

June 2017 2.90% 3.20% 2.90% 4.40% 2.30% 3.00% 2.30% 3.70% 3.20% 3.80%

July 2017 2.70% 3.10% 2.80% 4.30% 2.40% 3.10% 2.30% 3.70% 3.20% 3.80%

August 2017 2.50% 2.90% 2.80% 4.40% 2.40% 3.30% 2.30% 3.80% 3.30% 4.00%

September 2017 2.30% 2.70% 2.80% 4.10% 2.5.% 3.40% 2.40% 3.70% 3.20% 3.80%

October 2017 2.10% 2.40% 2.70% 4.10% 2.70% 3.50% 2.50% 3.30% 3.00% 3.50%

November 2017 2.10% 2.50% 2.70% 4.10% 2.90% 3.50% 2.60% 3.20% 2.90% 3.40%

December 2017 2.40% 2.80% 2.70% 4.10% 3.10% 3.50% 2.60% 3.10% 2.80% 3.50%

January 2018 2.70% 3.20% 2.90% 4.10% 3.00% 3.40% 2.60% 3.30% 2.90% 3.70%

February 2018 2.60% 3.10% 2.80% 4.10% 3.00% 3.40% 2.60% 3.20% 2.90% 3.70%

March 2018 2.60% 3.00% 2.80% 4.10% 3.00% 3.40% 2.60% 3.20% 2.80% 3.60%

April 2018 2.60% 2.90% 2.80% 3.90% 2.90% 3.40% 2.60% 3.20% 2.80% 3.60%

May 2018 2.60% 2.80% 2.80% 3.80% 2.80% 3.30% 2.60% 3.14% 2.70% 3.60%

June 2018 2.90% 3.10% 2.90% 4.00% 2.70% 3.20% 2.60% 3.10% 2.70% 3.50%

July 2018 2.80% 3.10% 2.90% 3.90% 2.80% 3.10% 2.60% 3.00% 2.60% 3.40%

August 2018 2.60% 2.70% 2.80% 3.90% 2.90% 3.00% 2.60% 2.90% 2.50% 3.30%

September 2018 2.40% 2.60% 2.80% 3.70% 3.10% 3.00% 2.70% 2.80% 2.50% 3.20%

October 2018 2.50% 2.60% 2.80% 3.70% 3.20% 3.00% 2.80% 2.80% 2.40% 3.10%

November 2018 2.20% 2.50% 2.80% 3.70% 3.30% 3.00% 2.80% 2.80% 2.40% 3.00%

December 2018 2.30% 2.70% 2.80% 3.90% 3.50% 2.90% 2.70% 2.80% 2.40% 3.10%

January 2019 2.70% 3.10% 2.80% 4.00% 3.70% 2.90% 2.50% 3.00% 2.40% 3.20%

February 2019 2.70% 3.20% 2.80% 3.80% 3.70% 2.90% 2.40% 3.10% 2.40% 3.20%

March 2019 2.90% 3.30% 2.80% 3.80% 3.50% 2.80% 2.30% 3.20% 2.40% 3.30%

April 2019 2.70% 2.90% 2.90% 3.60% 3.40% 2.80% 2.30% 3.30% 2.4.% 3.30%

May 2019 2.80% 2.90% 3.00% 3.60% 3.20% 2.90% 2.30% 3.30% 2.40% 3.30%

June 2019 3.30% 3.30% 3.00% 3.70% 3.00% 2.90% 2.30% 3.30% 2.40% 3.30%

July 2019 3.10% 3.20% 3.10% 3.70% 2.90% 2.90% 2.40% 3.40% 2.50% 3.30%

August 2019 2.90% 3.00% 3.10% 3.70% 2.80% 2.90% 2.40% 3.30% 2.50% 3.20%

September 2019
October 2019
November 2019
December 2019


Sheet1

				Lincoln 		Omaha 		Nebraska		National 		Colorado		S. Dakota		N. Dakota 		Minnesota 		Iowa 		Missouri 		Oklahoma 		Oregon 



		August 2016		3.00%		3.50%		3.20%		4.90%		3.80%		2.90%		3.10%		4.00%		4.20%		5.10%		5.10%		5.40%

		September 2016		2.90%		3.30%		3.20%		5.00%		3.60%		2.90%		3.00%		4.00%		4.20%		5.20%		5.20%		5.50%

		October 2016		2.80%		3.20%		3.30%		4.90%		3.50%		2.80%		3.00%		4.00%		4.10%		5.10%		5.20%		5.30%

		November 2016		2.50%		2.90%		3.40%		4.60%		3.20%		2.70%		2.90%		3.80%		3.80%		4.70%		5.10%		5.00%

		December 2016		2.80%		3.20%		3.40%		4.70%		3.00%		2.80%		3.00%		3.90%		3.60%		4.40%		5.00%		4.60%



		January 2017		3.10%		3.60%		3.30%		4.80%		2.90%		2.90%		3.00%		4.00%		3.30%		4.20%		4.70%		4.30%

		February 2017		2.80%		3.40%		3.20%		4.70%		2.90%		2.80%		2.90%		4.00%		3.20%		4.10%		4.60%		4.00%

		March 2017		2.60%		3.20%		3.10%		4.50%		2.60%		2.80%		2.80%		3.80%		3.10%		3.90%		4.30%		3.80%

		April 2017		2.50%		2.90%		3.00%		4.40%		2.30%		2.80%		2.70%		3.80%		3.10%		3.90%		4.30%		3.70%

		May 2017		2.60%		2.90%		2.90%		4.30%		2.30%		2.90%		2.50%		3.70%		3.10%		3.90%		4.30%		3.60%

		June 2017		2.90%		3.20%		2.90%		4.40%		2.30%		3.00%		2.30%		3.70%		3.20%		3.80%		4.30%		3.70%

		July 2017		2.70%		3.10%		2.80%		4.30%		2.40%		3.10%		2.30%		3.70%		3.20%		3.80%		4.40%		3.80%

		August 2017		2.50%		2.90%		2.80%		4.40%		2.40%		3.30%		2.30%		3.80%		3.30%		4.00%		4.50%		4.10%

		September 2017		2.30%		2.70%		2.80%		4.10%		2.5.%		3.40%		2.40%		3.70%		3.20%		3.80%		4.50%		4.20%

		October 2017		2.10%		2.40%		2.70%		4.10%		2.70%		3.50%		2.50%		3.30%		3.00%		3.50%		4.40%		4.30%

		November 2017		2.10%		2.50%		2.70%		4.10%		2.90%		3.50%		2.60%		3.20%		2.90%		3.40%		4.20%		4.20%

		December 2017		2.40%		2.80%		2.70%		4.10%		3.10%		3.50%		2.60%		3.10%		2.80%		3.50%		4.10%		4.10%



		January 2018		2.70%		3.20%		2.90%		4.10%		3.00%		3.40%		2.60%		3.30%		2.90%		3.70%		4.10%		4.10%

		February 2018		2.60%		3.10%		2.80%		4.10%		3.00%		3.40%		2.60%		3.20%		2.90%		3.70%		4.10%		4.10%

		March 2018		2.60%		3.00%		2.80%		4.10%		3.00%		3.40%		2.60%		3.20%		2.80%		3.60%		4.00%		4.10%

		April 2018		2.60%		2.90%		2.80%		3.90%		2.90%		3.40%		2.60%		3.20%		2.80%		3.60%		4.00%		4.10%

		May 2018		2.60%		2.80%		2.80%		3.80%		2.80%		3.30%		2.60%		3.14%		2.70%		3.60%		4.00%		4.10%

		June 2018		2.90%		3.10%		2.90%		4.00%		2.70%		3.20%		2.60%		3.10%		2.70%		3.50%		3.90%		4.00%

		July 2018		2.80%		3.10%		2.90%		3.90%		2.80%		3.10%		2.60%		3.00%		2.60%		3.40%		3.80%		3.90%

		August 2018		2.60%		2.70%		2.80%		3.90%		2.90%		3.00%		2.60%		2.90%		2.50%		3.30%		3.70%		3.80%

		September 2018		2.40%		2.60%		2.80%		3.70%		3.10%		3.00%		2.70%		2.80%		2.50%		3.20%		3.50%		3.80%

		October 2018		2.50%		2.60%		2.80%		3.70%		3.20%		3.00%		2.80%		2.80%		2.40%		3.10%		3.40%		3.80%

		November 2018		2.20%		2.50%		2.80%		3.70%		3.30%		3.00%		2.80%		2.80%		2.40%		3.00%		3.30%		3.90%

		December 2018		2.30%		2.70%		2.80%		3.90%		3.50%		2.90%		2.70%		2.80%		2.40%		3.10%		3.20%		4.10%



		January 2019		2.70%		3.10%		2.80%		4.00%		3.70%		2.90%		2.50%		3.00%		2.40%		3.20%		3.20%		4.30%

		February 2019		2.70%		3.20%		2.80%		3.80%		3.70%		2.90%		2.40%		3.10%		2.40%		3.20%		3.30%		4.40%

		March 2019		2.90%		3.30%		2.80%		3.80%		3.50%		2.80%		2.30%		3.20%		2.40%		3.30%		3.30%		4.40%

		April 2019		2.70%		2.90%		2.90%		3.60%		3.40%		2.80%		2.30%		3.30%		2.4.%		3.30%		3.30%		4.30%

		May 2019		2.80%		2.90%		3.00%		3.60%		3.20%		2.90%		2.30%		3.30%		2.40%		3.30%		3.20%		4.20%

		June 2019		3.30%		3.30%		3.00%		3.70%		3.00%		2.90%		2.30%		3.30%		2.40%		3.30%		3.20%		4.10%

		July 2019		3.10%		3.20%		3.10%		3.70%		2.90%		2.90%		2.40%		3.40%		2.50%		3.30%		3.20%		4.00%

		August 2019		2.90%		3.00%		3.10%		3.70%		2.80%		2.90%		2.40%		3.30%		2.50%		3.20%		3.20%		3.20%

		September 2019

		October 2019

		November 2019

		December 2019





























































































































PHOTO ID BADGES

48

Employees must  
wear their photo ID  
badges at all times  
they are at work.
This will be  
checked during  
building  
inspections.



SEXUAL HARASSMENT OR WORKPLACE  
HARASSMENT OF ANY KIND!

43

As a supervisor, it is your responsibility to  
ensure that your work environment is free  
from anything that would promote or  
permit sexual harassment or harassment  
of any kind. When concerns are brought  
to your attention, it is imperative you  
contact John Salisbury’s office to discuss a  
process for addressing and resolving any  
issues!



KEEPING US INFORMED / TAKING  
ACTION ON PERSONNEL MATTERS

It is very important that you keep  
us informed of any serious  
altercations/conflicts arising  
between your employees. By  
involving our office and taking  
immediate action, you may help to  
prevent more serious problems.
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LPS policy does  
not permit  
smoking or use  
of tobacco  
products  
(including
electronic
vapor devices)
in buildings or  
on school
grounds.
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The Custodial Services  
Cleaning Guidebook is  
available to Custodial  
Supervisors via the LPS  
Custodial page on the website.  
New employees will receive a  
copy of this book at timeof 46
orientation.
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ALSO AVAILABLE ON THE LPS CUSTODIAL 
PAGE IS A LINK TO A TRAINING GUIDE  

ENTITLED “CUSTODIAL EQUIPMENT USE 
AND MAINTENANCE” PLEASE USE  THIS 

DOCUMENT AS A TRAINING GUIDE WHEN 
WORKING WITH NEW  EMPLOYEES AND 
PROVIDING IMPORTANT REMINDERS TO 

EXISTING STAFF

Getting the most out of yourequipment



LPS CUSTODIAL WEBSITE

The custodial website is now up and 
running.  Please go to 
home.lps.org/custodial to view  the website.
Please start emailing pictures of halls,  
cafeteria’s, gym’s etc. so we can showcase  
them on the website.
Also, notice the new area marked “Custodial
Calendar”

http://home.lps.org/custodial
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CINDY 
JOLLIFF Susan Sullivan

Rod  
Diedrichsen

John Salisbury

Dana Chloupek

Your Custodial Operations Team is Here to Serve You –
Have a Great Year

Scott Lanham



•WE PLEDGE EACH DAY TO SERVE AS  POSITIVE 
EXAMPLES FOR CHILDREN,  STAFF, AND OUR
EMPLOYEES.
•WE ENDEAVOR TO MAXIMIZE THE  
LEARNING ENVIRONMENT FORALL  
CHILDREN AND TEACHERS OF  
LINCOLN PUBLIC SCHOOLS.
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LPS CUSTODIANS CARE
 CUSTODIANS
 UTILIZING
 SKILLS
 TO
 OBTAIN
 DEPENDABLE
 IMMEASURABLE
 AND
 NOTABLE
 SERVICE

51

Children
Are
Receiving
Education



COPIES OF MEETING MINUTES  
DISTRIBUTED TO:
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Principals
Liz STANDISH
Kevin JOHNSTON
Wendy Rau
Steve SWARTZ
Clark LIESVELD
Anthony MEINTS

Steve DEGARMO
John BURBACH
Scott WIESKAMP
Kim MILLER
Edith ZUMWALT
Brittney ALBIN
Duane SMID
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The LPS Custodial Department is committed  
to providing clean, sanitary, environmentally  
maintenance free facilities, that contribute to  
a quality educational program.
Please take time to visit the section of our  
website entitled, HALLWAYS OF FAME. 
This site will be continually updated with  
various pictures detailing points of pride  
within the custodial department.
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