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ONLINE WORK REQUEST TUTORIAL 

The following presents the procedures employees should follow to submit work requests to Facilities Management.  Daily support needs 
such as refilling paper towel or soap dispensers do not require a work request and should continue to be directed to the building 
custodian.  

 

 

To begin, go to the Heath City Schools website:  

www.heath.k12.oh.us  

then put your cursor on “Staff.” Select 
PublicSchoolWORKS from dropdown 

On the next screen, click on “Submit a Work 
Maintenance Request” under Facilities Management. 

On the final screen, fill out the online request form. Be descriptive 
and include as much detail as possible.  Clearly explain the work 
that you are requesting to be completed.  Include as many 
details as appropriate.   

Clearly state where the work is located in the building.  Include 
room number and anything else that will help clarify the location.  

If you leave the box checked in the lower left corner of the form 
and provide a valid email address, the system will automatically 
notify you via email as your request moves through the system. 

When you have completed the form, click on “Submit.” Your 
request will be sent to the Maintenance Department for approval. 
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