
C E N T R A L O K A N A G A N  P U B L I C  S C H O O L S

WORK ORDER SUBMISSION GUIDE
Operations Department

SUBMISSION REQUIREMENTS
1. CATEGORY
Choose the correct
department below.

2. LOCATION
Provide room numbers and
specific areas.

3. PHOTOS
Attach images to assist the
trades.

4. SAFETY
Note hazards or access
restrictions.

STRUCTURAL (BUILDING & INTERIOR)

Roofing

Cabinets

Painting

Wall or ceiling damage

Graffiti

Keys, doors, and locks

Pictures / Hanging items

MECHANICAL (PLUMBING & HVAC)

Heating or cooling systems

Toilets and sinks

Drains

Water leaks

Broken or damaged glass

Windows

Roll shutters

Window coverings

ELECTRICAL

Lights

Plugs or receptacles

Tripped or blown breakers

Fire or intrusion alarm systems

Wood or metal shop equipment

Bleachers and basketball hoops

GROUNDS (EXTERIOR & FIELDS)

Grass cutting and weeds

Irrigation systems

Playground equipment

Parking lot asphalt

Outside gates

Field lining

Goal posts & backstops

Sandboxes & Jump pits

Outside benches

PRO TIP:  Unsure which category to choose? Select the closest match and provide extra detail in the
description. 
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