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November 3, 2020  
 
During February of 2020, Charles County Public Schools (CCPS) began amassing 
Personal Protective Equipment (PPE) because of what we were hearing and seeing about 
the newly discovered COVID-19 virus and its potential to cause a worldwide pandemic. 
Shortly after schools closed, CCPS began working with the Charles County Department 
of Health to grow our supply of PPE to ensure we were prepared to return to face-to-face 
learning, whenever that day came. CCPS has been able to create a stockpile of PPE that 
will allow us to provide and sustain certain types of PPE for each staff member. Due to 
PPE shortages, certain staff have been prioritized to receive specific types of PPE.  CCPS 
used guidance from the local, state, and federal departments to best determine the 
required PPE for all positions. We continue to work actively with our partners at the 
Maryland Department of Education (MSDE), Maryland Emergency Management Agency 
(MEMA), Maryland Department of Health (MDH), the Charles County Department of 
Health, and private industry to acquire new items to add to our inventory to maintain the 
required supplies to sustain the needs of our staff throughout the pandemic. This is a fluid 
document. This document will be updated as new guidance is received or if new items 
are added to our inventory.  
 
As PPE is in high demand around the world, many of the items issued to staff are reusable 
and if properly disinfected and cared for, their effective life and use can be lengthened. 
This document will provide guidance on how to properly care and disinfect PPE. We ask 
each staff member to follow the guidelines in this document to extend the use of reusable 
items.    
 
If you have any questions, please contact the Office of School Safety and Security at 301-
392-5550 or via email at jstoddard@ccboe.com.  
 
Thank you for your continued support and dedication to the school system. Please stay 
safe and healthy.  
 
Sincerely, 
 
 
 
Jason Stoddard 
Director, School Safety and Security    
 
  

mailto:jstoddard@ccboe.com
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N-95 mask- 4160003 

 
Exact type and model by vary 

 
Due to limited worldwide availability, these masks are limited to school nurses, as well as teachers 

and instructional assistants working in regionalized special education programs. These masks 

are reusable and must be disinfected by the employee daily.  Expected use for each mask is up 

to 40 hours. Nurses should only wear these masks when dealing with potential COVID cases or 

during pre-screenings. Regionalized special education educators should wear these when 

working next to their students for extended periods.  

Care and Disinfecting:  
A mask should be thrown away if it gets soiled with fluid. Mask should be stored in a safe, dry 

area. Care should be taken not to touch the exterior of the mask. If stored in a bag, only use a 

paper or fabric bag that will allow the mask to dry.  

  
 

KN-95 mask- 4160004 

 

The KN-95 masks in stock were authorized for health care professionals under an emergency 

authorization (EA) at the beginning of the pandemic. The EA has subsequently been 

withdrawn.  The KN-95 boxes have a sticker on them that says the masks are only to be used as 

face/surgical masks. While these masks may not meet the traditional standard of filtering 95% of 

contaminants, they do provide the same protection as surgical masks and more protection than 

traditional cloth facemasks. When working directly with our highest needs students, we suggest 

wearing these masks in conjunction with a face shield. Due to limited supplies, KN-95 should only 

be used when working in groups when social distancing is difficult or impractical.   
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Care and Disinfecting: 

A mask should be thrown away if is soiled with fluid. When not being used store the mask in a 

paper or fabric bag that will allow the mask to dry. Rotate masks each day, allowing for the mask 

worn on previous day to dry. At minimum, each KN-95 mask can be worn for up to 40 hours. Mask 

should be stored in a safe, dry area. Four (4) masks should last at least four (4) weeks if worn all 

day, however, this should not be the case for most employees. Care should be taken not to touch 

the exterior of the mask.  

 
 

Cloth facemask- 4160002 

 

This non-medical-grade cloth mask is soft, washable and reusable. A 100% cotton mask is 
designed for comfortable everyday wear and features Cool ComfortÊ moisture-wicking fabric. 
The ear loops are constructed from soft cotton yarn with internal rubber banding for a personalized 
fit.  

¶ Not recommended for use in a surgical setting or where significant exposure to liquid, 
bodily or other hazardous fluids may be expected 

¶ Shall not be used in a clinical setting where the infection risk level through inhalation 
exposure is high 

¶ Shall not be used in the presence of a high intensity heat source or flammable gas. 
¶ Fabric touching skin: 100% cotton 
¶ Contain silver and/or copper 
¶ Fabric: 100% Cotton Cloth 

Care and Disinfecting:  

Machine wash warm. Tumble dry high.  Dispose after 15 washes. 
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Child Size Cloth facemask- 4160016 

 

This non-medical-grade cloth mask is soft, washable and reusable. A 100% cotton mask is 
designed for comfortable everyday wear and features Cool ComfortÊ moisture-wicking fabric. 
The ear loops are constructed from soft cotton yarn with internal rubber banding for a personalized 
fit.  

¶ Not recommended for use in a surgical setting or where significant exposure to liquid, 
bodily or other hazardous fluids may be expected 

¶ Shall not be used in a clinical setting where the infection risk level through inhalation 
exposure is high 

¶ Shall not be used in the presence of a high intensity heat source or flammable gas. 
¶ Fabric touching skin: 100% cotton 
¶ Contain silver and/or copper 
¶ Fabric: 100% Cotton Cloth 

Care and Disinfecting:  

Machine wash warm. Tumble dry high.  Dispose after 15 washes. 

 
 

Surgical style facemask- 4160001 

 
¶ Convenient alternative to cotton face coverings 

¶ Three layers of soft non-woven fabric make it breathable and comfortable to use every day. 
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¶ Disposable face masks have elastic ear loops to easily fit most sizes and stay securely on 

your face 

¶ THIS MASK IS NOT A RESPIRATOR OR A SURGICAL MASK. It is NOT FDA-cleared or 

NIOSH-approved and it may or may not meet fluid barrier or filtration efficiency levels. It is 

recommended for use only by the general public. It is NOT recommended for use in: (1) any 

surgical setting or where exposure to liquid, bodily or other hazardous fluids may be expected; 

(2) a clinical setting where there is an infection risk through inhalation exposure; or (3) the 

presence of a high intensity heat source or flammable gas. 
 
Care and Disinfecting:  

Single use, disposable mask.  Dispose of when wet or soiled.   

 
 

Transparent facemask-4160005  

 

This mask is for educators who work with students who are deaf or hard-of-hearing students or 

students learning phonics. Masks are reusable and must be disinfected by the employee after 

use. The expected use for each mask is up to 4 to 6 weeks and should only be worn when 

necessary.  

Care and Disinfecting: 

and properly store your mask bag in a secure location.  Always remember when removing your 

mask from the bag to reseal your bag until you open it to receive your mask again.    
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Clear face shield-4160006 

 

Clear face shields are designed to be a physical barrier for liquids.  They must be worn in 
conjunction with a facemask. They are reusable and must be disinfected by the employee daily. 
They should only be replaced when unserviceable. 

¶ A full face shield protects eyes, mouth, and face  

¶ A transparent shield provides full visibility 

¶ An elastic headband provides a custom, secure fit 

 

Face shield should not be worn with goggles. Due to limited supply both should not 

ordered.   

Care and Disinfecting: 
Clean by spraying hydrogen peroxide, isopropyl alcohol, soap solution, or using gentle 
dishwasher soap and water on both sides.  Wipe off with a soft cloth and allow to dry.  

Preventing Fogging:  

If fogging becomes a problem while wearing the clear face shield, then you can follow the steps 

below to help prevent fogging from becoming a problem. Any of these steps should only need to 

be accomplished on the inside of the clear face shield, which would be the side closest to your 

face.  

1. Anti-fog wipes are commercially available, and work to prevent fogging from occurring. If 
you purchase anti-fog, wipes make sure to follow all manufacturer directions on the 
packaging and dispose of the consumed wipes properly.   

2. You can create a field solution of 1 oz. white vinegar to 16 oz. warm water, and use the 
solution to wipe the inside of the face shield.  

3. Washing the face shield with liquid dishwashing detergent will create a thin film that 
when left behind helps to prevent fogging.  
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Hardwire face shield 

 

If you receive a Hardwire face shield, please visit: https://youtu.be/x9huc1hCzd0 for assembly 

instructions. 

 
 

Goggles-4160017 

 

The lens PC, prevent UV, prevent scratches, shock proof, can do prevent mist 

processing. Its leg non-slip. 

Simple fashion design, cool, nose pad design makes wearing more comfortable, non-

slip comfortable laminating film face. 

Temple line can be added for fixing 

Transparent PVC can visibly withstand dust particles of middle-low energy, also avoid 

liquid from splashing. 

Goggles may be worn in lieu of the face shield.  Goggles should not be worn with the 

face shield.  Staff should order either goggles or a face shield.  Staff who wish to order 

goggles must due so through their financial secretary.   

Care and Disinfecting: 

https://youtu.be/x9huc1hCzd0
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Clean by using soap solution, or using gentle dishwasher soap and water on both sides.  Wipe 
off with a soft cloth and allow to dry.  

 

 
 

Washable gown-4260014 

 

¶ Yellow gown with white ribbed cuffs 
¶ Long sleeved 
¶ Ragland style sleeve 
¶ Back necktie 
¶ Back waist tie 36ò 
¶ Machine washable/reusable 
¶ Cuffs have a safety stitch 
¶ Size ï 59ò L x 44.8ò W 
¶ Material ï 95 gsm 100% soft polyester microfiber 
¶ OSFM 

Care and Disinfecting: 

Machine wash on cold, do not bleach, remove promptly, tumble dry on low, and touch up 
with cool iron if desired.  
 
 
 
 

Mask spacer- 4160015 

 

The mask spacer is easy to use. Place in your mask, put your mask on and adjust the position of 
the bracket to make it comfortable.  The spacer is designed to create more breathing space and 
make breathing, talking and singing easier while wearing a mask.  



P a g e  | 11  Revised March 15, 2021 

 
Care and Disinfecting: 
Clean by spraying hydrogen peroxide, isopropyl alcohol, soap solution, or using gentle 
dishwasher soap and water on both sides.  Wipe off with a soft cloth and allow to dry.   
 
 
 
 

 

FaceView Mask 4160020 

 
 
The FaceView MaskÊ (FV-M) is a disposable source control mask with a transparent 
window. Each box contains 20 masks. 

¶ Fog-resistant in climate controlled settings  

¶ Adjustable aluminum nose piece with foam bar for added comfort 

¶ PLEASE REMOVE transparent plastic cover by pulling the blue tab 

¶ Assure that mask fits snuggly around the nose and mouth and is not visibly dirty, soiled, or 
torn 

 
Care and Disinfecting: 
 
A mask should be thrown away if is soiled with fluid. When not being used store the mask in a 

paper or fabric bag that will allow the mask to dry. Rotate masks each day, allowing for the mask 

worn on previous day to dry. At minimum, each mask can be worn for up to 40 hours. Mask should 

be stored in a safe, dry area. Four (4) masks should last at least four (4) weeks if worn all day, 

however, this should not be the case for most employees. Care should be taken not to touch the 

exterior of the mask.  
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Office of Safety and Risk Management 

COVID-19 Personal Protective Equipment (PPE) 

Safety Glasses, Gloves and Face Masks 

Donning and Doffing Instructions  

 
Personal protective equipment (PPE) is commonly used as a first line of defense against COVID-
19. Staff should be aware that properly using PPE with proper procedures greatly reduces the 
risk of contracting COVID-19. Please follow the guidelines below to protect you and others. 

Face Masks 

Face masks are commonly used as a first line of defense against COVID-19. 

It is important to know how to properly put on and remove the mask and the properly use the 
face mask that staff have been issued. 

 

      
Putting on a Face Mask 

 

1. Thoroughly wash your hands with soap and water or hand sanitizer. 
2. Determine the correct mask orientation, which typically means the colored side of the 

mask faces away from you. 
3. Secure the mask depending on the type: ear loops, ties or bands. 
4. Mold the top edge of the mask against your nose. 
5. Cover your nose, mouth and chin. 

 
Removing a Face Mask 

 

1. Thoroughly wash your hands with soap and water. 
2. Avoid touching the front of the mask, as this may be contaminated. 
3. Remove your mask based on the type; 

a. For masks with ear loops, lift both loops over your ears. 
b. For masks with ties, untie the bottom ties first and pull the mask away from you as 

you untie the top. 

https://safetyskills.com/respiratory-protection/
https://www.sfcdcp.org/communicable-disease/healthy-habits/how-to-put-on-and-remove-a-face-mask/
https://www.sfcdcp.org/communicable-disease/healthy-habits/how-to-put-on-and-remove-a-face-mask/
https://www.sfcdcp.org/communicable-disease/healthy-habits/how-to-put-on-and-remove-a-face-mask/
https://www.sfcdcp.org/communicable-disease/healthy-habits/how-to-put-on-and-remove-a-face-mask/
https://www.sfcdcp.org/communicable-disease/healthy-habits/how-to-put-on-and-remove-a-face-mask/
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c. For masks with bands, pull the bottom band, and then the top band, over the top 
of your head. 

4. Throw the mask in the trash or clean and store properly. 
5. Wash your hands again. 

 

Safety goggles and face shields 

Eye and face protection should be utilized where there is potential for injury to the eyes or face 
from flying particles, liquid chemicals, vapors or gases, or a combination of these. Eye and face 
protection is available for protection against a variety of hazards. Additionally, the following 
precautions should be followed: 

¶ Eye protection should fit snugly over and around eyes 

¶ Personal glasses are not a substitute for goggles 

¶ Face shields should cover forehead, extend below chin and wrap around side of face 

How to properly don (put on) goggles or eye protection: 

¶ Position goggles over eyes and secure to the head using the earpieces or headband 

¶ Goggles should fit securely and comfortably across the face 

¶ Face shield should fit over face and secure on brow with headband 

¶ Adjust to fit comfortably using ratcheting headband, or elastic straps 

How to properly doff (remove) goggles or eye protection: 

¶ Grasp ear or head pieces with un-gloved hands 

¶ Lift away from face 

¶ When glasses are soiled, they should be washed in warm soapy water and then 

dried with a disposal towel.  

 
Gloves 
Disposable exam gloves are a physical barrier between you and body fluids.  Gloves should be 
worn when touching potentially infectious liquids, or for handling items or surfaces soiled with 
biological agents, or other potentially infectious materials or the wearer has an open wound on 
their hand. Additionally, the following precautions should be followed: 

¶ Keep gloved hands away from face 

¶ Avoid touching or adjusting other PPE 

¶ Limit the number of surfaces and items touched 

¶ Never wash or reuse disposable gloves 

¶ Do not touch your mouth when wearing gloves 

¶ Do not eat when wearing gloves 

¶ Do not smoke, dip, or chew tobacco or betel nut when in PPE 

¶ Remove gloves if they become torn; perform hand hygiene before donning new gloves 

¶ Be careful to watch that long fingernails or sharp-edged rings do not puncture the 
glove causing exposure to the hazardous material 

 
How to properly ñdonò (put on) gloves: 

¶ Don gloves last (in most cases) 

¶ Select correct type and size 

¶ Insert hands into gloves 

¶ Extend gloves over gown cuffs 

¶ Don gloves by inserting hands into gloves and extending gloves over cuffs of 
protective clothing (if worn). 
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How to properly ñdoffò (remove) gloves: (see the illustration below) 

¶ Grasp outside edge near wrist 

¶ Peel away from hand, turning glove inside-out 

¶ Hold in opposite gloved hand 

¶ Slide ungloved finger under the wrist of the remaining glove 

¶ Peel off from inside, creating a bag for both gloves 

¶ Discard 

¶ Immediately perform hand hygiene- wash your hands for 20 seconds. 

 
 
Peel away from hand, turning glove inside-out. Slide ungloved finger under the wrist of the 
remaining glove. Peel off from inside, creating a bag for both gloves.  Discard gloves properly. 
 
This guideline reviews the types of PPE that can be worn. In some cases, less PPE may be 
required and in others more. It is important that the following order is followed when putting on 
and taking off equipment. 
 
Order of donning (putting on) equipment: 

1) Wash hands thoroughly 
2) Mask  
3) Gown (if appropriate) 
4) Goggles or face shield (eye protection) 
5)   Gloves (if appropriate) 

 
Order of doffing (removing) PPE 

1) Wash hands thoroughly with gloves on 
2) Untie and remove gown (if worn) pulling inside out  
3) Remove gloves  
4) Face shield should remain on (if worn) 
5) Mask should remain on   

 
If face shield is soiled with bodily fluids 

1) Wash hands thoroughly with gloves on 
2) Wear gloves  
3) Remove face shield  
4) Place shield in sink or hang shield 
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5) Remove gloves 
6) Spray solution or run water and place soap on the shield 
7) Remove all contaminants   
8) Air dry 

 
Work smart and stay safe protect yourself and those around you. 

 
Following simple health and hygiene guidelines is enough to protect you, in most cases, as well 
as help reduce the risk of contracting or spreading COVID-19. 
 
COVID-19 is mainly spread through respiratory droplets; however, the virus can live on surfaces 
for some time. Remember, to wash your hands with soap and water or use hand sanitizer before 
and after touching high touch surfaces or food. Wear your mask correctly, and when possible 
maintain as much distance between you and other people as much as possible.  Avoid touching 
your eyes and mouth as much as possible. 
 
If you feel sick, STAY HOME. 
 
If you have any questions or require additional information, please feel free to call the Office of 
Safety and Risk Management at extension 7273 or 7275. 
 

 
 

 

Layering of Masks 

Recently the CDC update it guidance on masking to include new studies which indicate wearing 

of a tight fitting mask with multiple layers reduces exposure to potentially infectious aerosols by 

about 95%.  This 95% protection is similar to protection provided by N-95 masks.  Due to the 

on-going shortage of N-95 masks, staff who desire higher levels of protection are encouraged to 

follow the CDC guidance on creating a tight fitting layered cloth mask.  CCPS employees may 

receive four surgical style masks a week (one for each day of instruction) if they choose.  These 

masks should be obtained through the administrative team at the school.  

Youtube video on how to tie ear loops for a surgical style mask:  

https://www.youtube.com/watch?v=UANi8Cc71A0 

https://safetyskills.com/hand-hygiene-handwashing-food-manufacturing/
https://safetyskills.com/hand-hygiene-handwashing-food-manufacturing/
https://safetyskills.com/hand-hygiene-handwashing-food-manufacturing/
https://www.youtube.com/watch?v=UANi8Cc71A0
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Overview of PPE Distribution List    3-15-2021  

Note: All PPE must be ordered through a financial secretary.  Ordering should be limited to a 
months worth of supplies. Do not order items unless an individual staff member requests the item.  
Stockpiling at schools is prohibited.     
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MSDE Guidance for School Nurses on Appropriate PPE Levels for Patient Care  
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SOAR and ACHIEVE PPE Guidance  

 

Cloth Mask KN95 N-95 

6 feet or more from student(s) 

 

Closer than 6 feet 
to student 

 

In direct contact (hands-on, 
immediately beside) with 
student for extended periods 
of time  

 
 Per CDC guidance a cloth mask can be worn with a surgical style mask in lieu of an N-

95 or KN95. This combination provides the same level of protection. 
 

Care Activity Minimum 
PPE Recommendations 

Additional Recommendations 

Personal Care 
(e.g. diapering, 
toileting, changing that 
could expose staff to 
well studentôs bodily 
fluids) 

Gloves, KN95 Face shield 

 

Oral Feeding  Gloves, KN95/N95 Face shield 

Direct care (hands-on) of 
well student (prompting, 
escorting, hand-
holding etc) 

Gloves, KN95/N95  

Direct care (hands-on) of 
ill students when there 
may be exposure to 
bodily fluids 
(e.g. coughing, 
sneezing, runny nose, 
vomiting) 

Gloves, KN95/N95, face 
shield, gown if needed 

Contact school nurse if students are 
exhibiting symptoms of 
illness/COVID-19 
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Direct care (hands-on) of 
ill students when there is 
no expected exposure 
to bodily fluids 
(e.g. headache, 
muscle ache, sore 
throat, etc.) 

Gloves, KN95/N95 Face shield 

Contact school nurse if students are 
exhibiting symptoms of 
illness/COVID-19 

 

 


