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MAtN'I'T]NAN(]I.], TIOIISl]K1]I]PING AND WRITE-OFF POI,ICY

Objective:

The objectives of Mrintenencg Housekeeping and Write-off committee is to guide and

instruct the members to provide well maintained clean and safe edrcational environment for

effective resource utilization under the Principal and Administration.

Mrintenitrce, Housekeeping and Writeolf Policy

l.'IheDepartmentwhichisinneedofrepairandmaintenanceworkhastoregislerawritten

complaint lo the maintenance committee through Principal. The &tails of the

maintenance work need to be mentioned. The complaint has to be registcred online

(lApps).

2. Maintenancc Person inspects the site and completes the task.

3. Ones the task is completed, Head of Department signs the jobCompletion report.

4. Bill is generated and processcd through the concemed authorities and forwarded through

Principal for final payment.

5. All monrhly mainlenance bills are brought to the notice ofthe Principal.

6. The college has Annual Maintenance Contracts for Security and housekeeping.

Policia ol Academic and Support Facihtics:

Utilizetion end Meinteoence of Cless Rooms:

l. Classrooms are allotted as per the student strength-

2. Concemed departments are given responsibility for the maintenarce oftheir class rooms

3. Deprtment Head. informs the maintenance committee regarding maintenanc€ and

requirement of repairs / cleanliness through iApps in I{MS.
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Utillztllon and Malnunance ol labruoty:

L Laboralories are allotted for Practical session based on a timetable.

2. Standard Operational Procedures for handling various equipment ard instrumenls are to be

strictly followed.

3. Stock register is maintained and u@ted regularly.

4 . Stock verification and inspection has to be carried ota by the departrnents at the end of the

Academic Year.

5. Old and outdated equipment, chemicals snd instruments ue discarded b, strndard

procedure.

lltilizotion and Maintenance of Cottrpulcr Laboraloies:

l. The computer laboratories are allotted to the students as per their curriculum requirement,

Respective class teachers have to prcpare the schedules for allocating the computcr labs to

the students as per the timetables.

2. The maintenance of computer laboratories are taken care by laboratory In<harge and the

system administrators take carc ofthe repairs and maintenance ofall computers

3. All outdaled and under configured comput€rs are disposed.

4. Additional requirements, ifneeded are processed through College Council/ IQAC as per the

proposal raised by the concemed Head ofDepartment dudng budget proposal.

Polity for Phystcol lnttoslncu?e:

l. Maintenance headpreparesrhe routineandpreventive maintenance schedule forall physical

infrastructures and alloca& duties to the respectivestaff.

2. The maintenance schedules are executed with the support of both internal and exlemal

agencies.

3. The consolidaled repon ofthe yearly maintenance is recorded by Administrative officer for

reference.
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Policy lor wdte+;ff:

l. F4uipment which are beyond repair or have lost functional sigrrificarrce are intimated to

committee through the Heads of Department.

2. Committee members personally check the equipment and convey the decision for further

action like repair from outside agencies or write-off to higherauthority'

3. For write-offof equipment. DSR records are uldated by respective lab In-charge and same

is authenticated by Head of Department and Principal'

4. Accordingly, such equipment are write-offat college level with consent ofPrincipal.

Polity lor luttx kcePins

l. I lousekeeping includes day to day cleaning activities like sweeping washing' sanitizing

insidc the camPus

2. Regularly cleaning & sweeping ofthe campus building premises'

3. To idenrifi & ctean the area around the building periodically'

4. Regular sanitizing the washrooms to maintain cleanliness.

5. Schedules and records for housekeeping duties are maintained'

6. Regular cleaning & sweeping ofthe campus building premises must be documented in

the daily checklist

t*'
Priftipel A tn Director
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