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4.4.2. Details of Maintenance Policy 

 

MAINTENANCE POLICY DOCUMENT 

The institute developed maintenance procedures for maintaining the physical, academic and support 

facilities, which are mentioned in the “Policy Document” of the institute. The maintenance 

procedure is as follows:- 

Maintenance of Equipment and Furniture 
 
This covers physical, academic and support facilities – Laboratory, Library, Sports complex, 
Computers, Classrooms etc. 

 Annual maintenance contracts (AMCs) are finalised following tendering process for 

major equipment/facility.

 For maintenance of Lifts, centralized UPS and Water coolers/filters annual 

maintenance contract is given.

 Maintenance of books in library is done periodically internally. However in the case of old 
books help of external agency is taken for soft/hard binding. 

 Repairing of sports material is done through college workshop and if required through third 
party vendor.

 The Laboratory  Incharge or the concerned faculty/staff maintains the record of equipment, 

any other material and furniture and also monitors the same. Major repairs are done by the 

supplier of the equipment.

 Laboratory Incharges are required to submit A to G report on laboratory experimental 
setups. Major repairs are done through the supplier of the equipment. 

 The workshop facility is also utilised for minor repairs.

 In case of replacement, write-off process is follow and approval of the management is taken 
for replacement. 

 Based on the letters of the laboratory Incharges, institute level committee inspects and 
recommends the write-off of the old and out dated equipment.

 Maintenance and repairs of Library and sports related materials are done through 

regular approved vendor.

There are college level verifying committees that look after the various aspects of the utilization and 

maintenance of the physical, academic and support facilities. The working methodology of these 

committees are explained below in the form of flowcharts indicating the communication and work 

flow for smooth working of these facilities. The individual blocks in the flowcharts contain the 

responsibilities of the respective committee/incharge and the arrow lines indicate the work flow. 
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Laboratory Maintenance: 

Whenever maintenance of equipment is required, the concerned Laboratory Incharge issues a 

maintenance request to the “Purchase Committee” through the section/Department head. Based on the 

requirement, the equipment maintenance work is assigned to third party maintenance experts. These 

experts carry out the repair/maintenance of the equipment and all such records are maintained in the tag 

of the equipment. With the help of the following flowchart, the procedure adopted for laboratory 

maintenance can be explained. 

 
 

 
  

 
 
 
 
                           
          Through HoD              
    
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Equipment repair/maintenance is done by the third party 

maintenance experts and records are maintained in the equipment 

service reports. 

Laboratory Incharges 

 Initiates the maintenance of the laboratory equipments under 

their charge (equipment maintenance and utilization) 

Purchase Committee 

Calls for quotations and issues maintenance order to different 

vendors. Processing of bills of equipment maintenance. 
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Library Maintenance: 

The library of the college has a rich collection of books, journals and e-resources. There is a “Library 

Committee” in the college which takes care of the library. Following flowchart indicates the standard 

procedure adopted for the maintenance of library facilities. 

 
 
 
 
 
 
 
 

             

                  Through HoD  

   

Department Library Coordinators/Library Incharge 

Initiates and updates the requirement and maintenance of 

the library facilities and resources 

 

Library Committee  
Verifies requirement of books and journals. 

Prepares library budget. Updates and maintains the digital 
library setup. Maintains e-library. Regularly updates the 

text, reference books and journals. Dead – stock checking 
is also undertaken. 

 

Purchase Committee  

Calls for quotations from different vendors and issues 

purchase order for books, journals and other library 

facilities. 
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Maintenance of Sports Facilities: 

A Sports Incharge is appointed for the utilization and maintenance of the institute’s sports facilities. 

The standard procedure adopted for the utilization and maintenance of the institute’s sports facilities is 

shown in the following flow chart. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sports Incharge 
Maintenance and utilization of the sports facilities of 

the institute. 

 

                              Sports  Committee 
Looks after the sports and cultural facilities of the institute. Motivating 

students towards sports and cultural events. Arranging interdepartmental 

and intercollegiate sports activity. Maintaining records of sport and cultural 

activities. Organizing annual students  sports events. 

Purchase Committee 
Purchase of new sports equipment. 

Maintenance of sports facilities. 
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Maintenance of Computers: 

In the institute, Department of Computer Engineering, looks after the maintenance of computer 

hardware and software. If required third party maintenance experts are called from outside. Following 

flowchart indicates the standard procedure adopted for the utilization and maintenance of the computer 

hardware and software. 

 

 

 

 

           Through HoD 

 

 

 
 
 
 
 
 
 
 
 
 

Laboratory  Incharges 

Initiates the maintenance of the computer hardware and 
software of the laboratories under their charge. 

 

Computer Maintenance Department 

Maintenance of computer hardware and software internally 
and if required by third party expert. 

 

Purchase Committee  

Needs to purchase new hardware and software if 

required. 
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Maintenance of Institute Infrastructure: 

In our campus there is a Site Office for taking care of the maintenance of the institute’s 

infrastructure including the classrooms, laboratories, building, garden, and canteen. The 

procedure adopted for the maintenance of the infrastructure is shown in the following 

flowchart. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

  

Canteen and Campus Committee 
 Housekeeping, Water management, Campus Ambience, 

Security, Transport, Infrastructure, Internet, Intercom etc. 

 

Administrative Officer 
Looks after the general infrastructure and civil 

work of the institute. 

 

Site Office 

Issue work orders, work    contracts and annual 

maintenance contract orders for the maintenance of 

infrastructure. 
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Head of the Civil Engineering Department shall look after the maintenance of physical 
infrastructure facilities. 

Guidelines for the maintenance of physical infrastructure: 
1. Prepare the routine and preventive maintenance schedule 
2. Emergency maintenance shall be completed on priority basis 

3. The consolidated report of the yearly maintenance shall be prepared and submitted to 
higher authorities. 

4. Maintenance of physical infrastructure will be done by Site Office on campus. 

5. Execute the maintenance schedule with the support of external agencies 
 

Responsibilities of maintenance of the infrastructure: 

 
Sr. 
No. 

Equipment/infrastructure 
Routine 
Check 

Monitoring 
Authority 

College-level 
Coordinator 

 
1. 

 
General 
Electrical 
maintenance 

Electrician, Lab 
Assistant 
and Lab-in- 
charge 

Head of the 
respective 
Department 

 Site Office 

 
2. 

 
Air-conditioner 

Lab Assistant and 
Lab-in- 
charge 

Head of the 
respective 
Department 

Assistant 
Registrar  

 
3. 

 
Generator and Power Supply 

 
Electrician 

Head of 
Electrical 
Engg. 
Department 

Site Office 

4. Solar Thermal Systems Electrician Head of 
Electrical 
Engg. 
Department 

Site Office 

 
5. 

Computers and 
Peripherals such as 
Printers, Scanners, 
LCD/DLPs 

Department- 
level Computer 
Coordinator 

Head of the 
Computer 
Engg.  
Department 

College-level 
Computer 
Coordinator 

 
6. 

Internet connectivity 
and Wi-Fi 

Lab Assistant and 
Lab-in- 
charge 

Head of  
Information 
Technology 
Department 

College-level 
Computer 
Coordinator 

 
7. 

 
Website 

Department 
Computer In- 
charge 

Staff 
Coordinator- 
Computer 
Engg. 
Department 

Head of the 
Computer 
Department 

 
8. 

 
ERP 

ERP Department 
Coordinator  

 
ERP Committee Principal 
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9. 

 
CCTV  

Electronics and 
Telecommunicatio
n  Department  
Coordinator  

Head of 
Electronics 
and 
Telecommuni
cation  Engg. 
Department 

Principal 

 
10. 

 
Biometric 

ERP Department 
Coordinator  

 
ERP Committee Principal 

11. 
 
Software 

Lab in-charge and 
Subject 
In-charge 

Head of the 
respective 
Department as per 
requirement 

Head of the 
respective 
Department 

12. Library Department Library 
Coordinator 

Library 
Committee 

Librarian 

 

13. 

 

Telephone-EPABX 

Respective 
Department Faculty College-level 

Coordinator 

Head of 
Electronics and 
Telecommunica
tion  Engg. 
Department 

14. Workshop Workshop 
Superintendent 

Head of 
Mechanical 
  Department 

Principal 

15. Lift Concerned 
Coordinator 

Assistant 
Registrar 

Principal  
 

16. Civil Works Head of the Civil 
Engineering  

Department 

Principal  
 

Site  
Office 

17. Water-coolers and Purifiers Head of Bio-
Technology. 

Department 

Assistant 
Registrar  

 
Principal 

 

18. 

 

Plumbing 

Head of the 
Mechanical 
Engineering 
Department 

Principal Site Office 

 

19. 

Classroom-benches and 

overall furniture including 
notice boards 

Head of the 
Mechanical 
Engineering 
Department 

Central Workshop 
 
Principal  

20. Sports facilities Sports Incharge  
 Sports 
Committee 
 

Principal  

21. Gardening Gardener Site Office 
Principal  
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The college helps to keep the infrastructure in optimum working condition. Many preventive 
maintenance policies are functional to prevent breakdown of facilities such as lift, generators, 
internet and Wi-Fi, gardening, housekeeping. An annual maintenance contract is signed with 
external agency regarding maintenance of the two lifts in the college. The contract states that 
the lifts shall be maintained once every month and as per call. The payment terms include 
payment to be done every quarterly to OTIS. 
Garden Maintenance is carried out through Annual Maintenance Contract through third party 
agency for labour and material to keep the campus green and clean. Work order for a period 
of 1 year with Shree Enterprises including material and labour is issued for Housekeeping 
which includes cleaning twice a day. The contract for Garden and Housekeeping is renewed 
each year. 
Generators are maintained through Annual Maintenance Contract (AMC). AMC covers 6 

visits per year for routine monitoring and maintenance. 
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