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4.4.2 There are established sy st e m s a n d procedure for maintaining and
utilizing physical, academic and support facilities - laboratory, library, sports
complex, computers, classrooms etc.

Procedures for Maintaining and Utilizing
Physical, Academic and Support Facilities



Policy Details of Systems and Procedures for maintaining and utilizing physical, academic
and support facilities.

Estate Maintenance
- To establish a separate Estate Maintaining Wing with adequate support staff.

The organizational structure of Estate Maintenance wing is as follows:

Registrar

Estate Officer

! !

Electrical & Computing Security

Civil Plumbing Equipments Services
Assistant Assistant System Chief

Engineer Engineer Administrator Security
Officer

- Estate Maintenance Office oversees the maintenance of buildings and
classrooms, electrical fittings, washrooms, gardens and safety & security.

- Adequate in-house staff meticulously maintain health, hygiene, cleanliness and
infrastructure to provide congenial learning environment.

- Employed adequate sweepers to clean the entire campus including wash rooms
every day. Dust bins are placed in required places.

- Maintenance of Buildings and Classrooms

- To maintain the buildings, class-rooms regularly and repair works are undertaken
annually during the vacation periods.
- To white wash the buildings once in three years and / or depending on the needs.

- Maintenance of the Furniture and Fittings

The classroom and office furniture are either in wood and /or steel. The steel chairs /
desks, which are rusted are cleaned and repainted every year. Similarly, the wooden items
which are broken and need to be repaired are done every year during summer vacation
period.

- Garden
- The Green cover of the campus is well maintained by the fulltime gardeners.



- Tree leaves and wooden logs are collected daily and taken to vermi composite
yard for converting into manures.
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- Laboratory Equipments
- To purchase laboratory equipments depending on need and to calibrate them
periodically.
- To dispose of the broken glass wares through auction.
- To purchase laboratory chemicals basing on the indent submitted by the
respective department.

- Computer Systems Maintenance

System Administrator maintains Central Computing Services Unit for the purpose of
development, implementation and maintenance of the security of the IT infrastructure of
the Institution. It is an in house servicing section for both software and hardware related
issues. Network security is maintained and its services are upgraded periodically.



Maintenance of services like ERP, File server management, Firewall maintenance and Wi-
Fi services are carried out.
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- Sports Facilities Maintenance
- The Institution has separate play grounds for different outdoor games and
spacious rooms for conducting indoor games.

- To maintain play grounds periodically as they are used continuously by the
students.

- Safety and Security
- To ensure the campus safety and security through CCTVs and ‘Security Guards’.

- Library Books
- To maintain Library Stock Register, Book Accession Register, Journal Register in
the Library.
- To classify rare and costly books and kept them as ‘Reference books’.

Maintenance of Library

The departments submit their library book requirements every year and the
requirements are placed before the Library Advisory Committee and after its approval, the
guestions shall be called and the publishers who give maximum discount shall be finalized.
There is minimum prescribed number of books a staff or student can take at a time which
should be returned within a fortnight. There is also a provision that not more than 20%
books may be condemned in a year. In case of loss of books by a student, he/ she have to
return same new book or reimburse the cost of the book. Fest control of library books and
records is done every year to ensure its safety.
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Procedure of Purchase
For purchase of all items in the Institution the following procedure is adopted.

The requirements for laboratory equipments and other equipments such as
computer systems, printers shall be submitted by the respective Heads of
Departments and sections.

Once it is accepted in principle, the Registrar will be inviting quotations from the
reputed / authorized suppliers. A minimum of three quotations has to be
received otherwise re-quotation will be asked for.



- The quotations shall be opened by the Registrar before the members of the
Purchase Committee (Constituted by the Board of Management) and all the
members including Registrar will sign on the individual quotations.

- Then the Registrar office will prepare a comparative quotation.

- Then the Meeting of the Purchase Committee shall be convened on a particular
date and the advance notice of the meeting will also be sent to the suppliers who
submitted the valid quotations as per the specifications issued to appear before
the Purchase Committee for negotiations.

- On the appointed day of meeting the Purchase Committee shall negotiate price
with the suppliers and arrive at a lowest price.

- In case of purchase of high value, specialized equipments are concerned the
specialist in the field will be invited as a special invitee to the meeting.

- The Purchase Committee will submit its minutes to the Registrar.

- On approval of Minutes by the Vice Chancellor / Board of Management, the
purchase shall be finalized.

- In case of buildings / costly equipments the Tenders will be issued and rate will
be finalized as per the Tender Transparency Act.

- In case of chemicals and other frequently purchased items ‘rate contract’ will be
finalized and purchase shall be made.

- Stock Taking Procedure

1. Every department maintains a stock register for the office and laboratory equipment
and furniture.

2. Properinspection and verification is done at the end of every year by the Institution.

- Maintenance Procedure
During the regular working days, the concerned Head of the Department / Section
submits a request to the Estate Office mentioning civil or electrical defects identified in the
prescribed preforma and the defect shall be rectified within 24 hours or immediately in the
case of emergency and inform the action taken to the Registrar.

- Annual Maintenance Contract (AMC)

Optimums working conditions of all equipments is ensured through Annual
Maintenance Contract wherever applicable. Maintenance of Generators /UPS, Air
Conditioners, CCTV Cameras, water purifier and Lifts come under the purview of AMC.



