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ONLINE HAZARD REPORTING TUTORIAL 

The following presents the procedures employees should follow to submit hazard reporting, safety suggestions, near miss incidents, and 
signs of pests.  

 

To begin, go to: 

https://www.publicschoolworks.com/Pages/actMgr1.as
p?di=929&dia=3hng9&mi=5 

Select your site then click the appropriate report / 
suggestion link. 

Fill out the online hazard reporting form.  Be descriptive 
and include as much detail as possible.   

Clearly state where the hazard is in the building.  Also, 
clearly define the suggestion or hazard that you are 
requesting to be investigated.   

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 building rep for approval. 
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