
Tarkington ISD – Campus Administrator “Need to Know” (Maintenance) 

A quick reference guide for campus administrators 

What is an emergency? 

Administrators should use their best judgment to determine what an emergency is in an effort to protect 
the safety and well being of students and staff.  

 Examples of Emergencies (Immediate Response Required): 

●​ Fire alarm panel going off 
●​ Someone trapped in an elevator 
●​ HVAC not working in a large area or entire building 
●​ Power outage to building or major section 
●​ Water outage to building 
●​ Sewer backup or multiple clogged fixtures 
●​ No hot water in kitchen during school hours 
●​ Smell of gas 
●​  Smoke or signs of fire 
●​ Major water leak causing damage 
●​ Major roof leak (active or significant) 

Some examples of what would not be considered an emergency and should be addressed by submitting 
a work order:  

●​ HVAC issue in a single classroom 
●​ Lights out in a room 
●​ Outlet not working 
●​ Minor leaks or drips (contained) 
●​ Small roof leaks that can be managed temporarily 

How to report an emergency 

During Business Hours (M–F, 7:00 AM – 3:30 PM) 

Contact Maintenance Department: 281-592-0377 ext 4149 

After Hours / Weekends 

Maintenance Supervisor, Sara Davis 903-221-7910 

Be ready to provide: 

●​ Campus and location 
●​ Description of issue 
●​ Your name and callback number 

  

 



Work Order Expectations 

●​ Submit one work order per issue 
●​ Include detailed description (what, where, when) 
●​ Attach photos if possible 
●​ Avoid submitting duplicate requests 

Facility Modification Request  

A Facility Modification Request (FMR) is required for changes that alter a space. 

Examples include: 

●​ Painting beyond touch-up 
●​ Adding or removing walls or doors 
●​ Installing cabinets, shelving, or mounted items 
●​ New electrical equipment (microwaves, TVs, etc.) 
●​ Outdoor additions (benches, playground items, etc.) 

Submit at least 60 days in advance. 

Must be approved by your supervisor before submission. 

Important Reminders 

●​ Maintenance does not repair personal items 
●​ Emergency = urgent safety or major operational issue 
●​ Work Orders = everything else 
●​ FMR = anything that changes the facility 

 Our goal is to keep your campus safe, functional, and ready for learning. 

  

 


