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4.4.2 There are established systems and procedures for maintaining and utilizing physical, 

academic and support facilities - laboratory, library, sports complex, computers, classrooms 

etc. 

The College has a dedicated office that looks after the physical infrastructure like class rooms, 

administrative buildings, laboratories, sports complex and other physical assets including the services 

like water supply, electric supply and transport facilities. The physical infrastructure maintenance are 

look after by the Maintenance officer & Transport facilities are administrator by Transport officer.  

The library follows certain protocols in the usage of books. The entry register is kept for both staff 

and students at the entrance of the library and they can use their identity card to take books from 

library. Students can take books only after returning the previously borrowed books. At the end of 

every semester, all borrowed books must be returned to the library. Teacher’s books entry is 

maintained in a separate register. 

 The lab facilities are open to all the students for academic purpose. The students must enter 

their names in the log book before entering the lab on time. The students are divided into batches so 

that the components or computers can be given equally for the use of students. Computer and 

electronic labs are monitored by the System administrator & Lab assistants throughout the day. 

Computer & IT infrastructure maintains Stock Register in order to keep the account of the non-

functional equipments and infrastructure like computers, printers, etc. The students must maintain a 

lab manual and record the experiments and programs that they do in the lab. The computers and the 

components in the electronic lab are replenished and upgraded every year to provide a complete 

experience to the students.  

The Institution has an efficient housekeeping system consisting of gardeners, sweepers and 

scavengers. The entire system is monitored by supervisors. Planting of seasonal trees and 

maintenance of lawns are carried out regularly in the premises. Construction, repair and maintenance 

of the main building and physical infrastructure like water, power supply and gas is looked after by 

the Supervisor. All minor problems are identified and repaired by hired technicians, carpenters and 

other workers. The college has a generator system for uninterrupted power supply. Wide Area 

Network (WAN), Intercom, etc. are renewed regularly to ensure its good service. The College 

conducts periodic checkups to ensure the efficiency / working condition of the infrastructure and 

cleanliness.. Adequate non-teaching staff members are employed meticulously to maintain sanitation 

and infrastructure, inclusive of Classrooms, Staffrooms, Seminar halls and Laboratories in the 

campus. Wash rooms and rest rooms and dustbins are cleaned at regular intervals. Periodic reporting 

on requirements of repairs and maintenance are submitted by the HODs to the Administrative Officer. 

The requirements are collectively processed in every semester. The College has facilities of Bio-

metric System to monitor the arrival and departure of faculty members and sub-staff. 

 

 



General Maintenance: 

 

The Management Officer (MO) who works here on maintenance of the college will report 

consistently about the breakage of instruments and equipments to the higher authority. The breakage 

instrument will be supplanted with the enhanced one. 

 

The college has designated people for keeping up the framework. For example are building 

support, transport, furniture and generator administrator during power close down. Separate 

Complaint registers are kept up for different administrations like electrical, plumbing, housekeeping 

and so on.  

 

Maintenance of Electrical Equipments:- 

Periodical checking of electrical hardware is conducted by the qualified Electrician who is 

appointed by the management. As per the pre-requisite minor fixes are completed immediately 

Major fixes are re-appropriated by following the guidelines of the institution. 

Maintenance of Electronic Equipments:- 

 

Regular checking of hardware is conducted by the qualified system admin and lab assistants 

As per the pre-requisite minor fixes are completed by the lab associate. Maintenance of PCs is 

carried out by Department of IT and CT. Major fixes are re-appropriated by following the 

guidelines of the institution. The defective trainer kits are adjusted by administration architects of 

indicated organizations. The measuring instruments are adjusted consistently by standard 

organizations. 

Sports Facilities: 

Sports complex plays a pivotal role with Physical Directors training the students who have 

enrolled themselves during their first year of study. A well experienced Physical Director has 

been appointed for sports facilities. Students are supported and motivated to participate in outdoor 

sports activities, ensuring physical fitness levels at all times. Institute has a football, basket ball 

and a volleyball ground including a well equipped gymnasium. Indoor games like Table-Tennis, 

Carrom, Badminton, Ring Tennis and so on are available. A well maintained Landscaping and 

Garden is maintained, to ensure a pollution free and healthy campus environment.  

A games advisory group to deals with the issues and concerns identified with games. This 

committee consists of students as well as concerned faculty. A meeting is held on the last Friday 

of every month to have discussion among the students and staff members. Issues like the 

following are discussed in these meetings: 

 

 



 

 

For Computer Laboratories (Utilization and Maintenance) 

The research facilities in the college are governed by the statutory guidelines. Various types 

of equipment and material is secured to convey best benchmarks of instruction to students.  

Students and staff are given separate login to use the intranet and web. Apart from the 

customary Lab classes, students are offered practice in programming languages by different 

value included courses which are undertaken through lab.  

Preventive support and breakdown upkeep methods are pursued to guarantee greatest 

accessibility of the frameworks in the lab. Establishment of antivirus and firewall guarantee is 

verified. Consistently, status is refreshed subsequent to checking the equipment and 

programming state of the machines and the equivalent is noted in a register. Breakdown 

maintenance, system failure due to SMPS issue or boot failure is recorded in a register. On the 

off chance that the issue is minor, the specialized care staff of the Lab will correct it without a 

moment's pause. Periodic upkeep is maintained during the normal cleaning of the lab, 

programming updates and antivirus refreshes. Fire Safety hardware is maintained in Labs as a 

security measure 

The following is displayed on the notice board of the lab. 
 
� List of experiments 

 
� List of equipments 

 
� Student roll number along with batch number 

 
� Working Timing of Lab hours 

 
� Lab in-charge’s name, Lab technician’s name 

 
� Emergency contact number for medical assistance 

 
� Safety precautions 

 
� Lab rules 

 
• It is mandatory for the students to wear the ID card issued by the college, before entering the 

lab. 

• Students must sign Log Registers while entering the Lab and at the Time of Exit. 

• Students should not involve in any unauthorized installations on Lab Computers. 

• Students must leave their bags and other personal belongings outside the Lab.  

• Computers and peripherals are not to be moved or reconfigured without the approval of Lab 

Programmers. 



• Students must maintain Silence inside the Lab. 

• No Food, Drink or Use of tobacco in any form is allowed inside the Lab. 

• Students are strictly prohibited from playing Computer Games, downloading, viewing or 

distributing any offensive materials (for example pornography, profane language etc.) 

• Before leaving the lab, users must close all programs positively and keep the desktop blank. 

• Users must close all the applications, turn-off the computer and arrange the chairs before 

leaving the computer lab. 

• In case of theft / destruction of the computers or peripherals, double the cost of the lost items 

will be charged from the student/user. 

• Keep the Lab Clean and Tidy. Tampering with the hardware or software settings will not be 

tolerated. 

• The use of cell phones is prohibited in the computer lab. Cell phone usage in the computer lab 

is distracting to other students and instructors trying to work. 

• Disruptive students will be asked to leave the Lab. 

Library Stock Maintenance System 

Acquisition: 
 

Concerned faculty member recommends books to be procured in their respective subjects. 
Students also recommend books based on their requirement. These requirements are endorsed by 
the concerned faculty member. 
 
Invoice Processing: 
 

All indents made by the faculty are forwarded through the Principal to the Chairman for 
approval. The request is made on the web, by print or through email contingent upon the comfort of 
the library and availability. Buy Orders are issued by the administrator. Solid merchants are picked 
dependent on their response to inquiries, accessibility of books and adherence to terms and 
conditions. Vendor panel is updated regularly based on performance. 
 
Accessioning: 
 

Entries are made in the bill register at the security gate of the college. Bills together with the 
books are sent to Library. The details of the Invoice and books are made available with the 
Accession Register and accession numbers are given to the books. Bill Files are maintained at 
Library. 
 
Classifying: 
 

Books are classified as per the Dewey Decimal Classification (DDC) schedule and class 
numbers are assigned. 
 
Cataloguing: 
 

Bibliographic Details are entered in Cataloguing Module database according to AACR2 
(Anglo–American cataloguing rules) Standards. 



 
Processing books: 
 

Stamping – Library Stamp is put on the rear of the cover sheet, on secret page and on the last 
page. Standardized tags and Round marks are stuck on the cover sheet and overlaid with Cello tape. 
Due Date Slip and book cards are arranged well ahead of time. Fresh debuts are sent to New 
Additions Rack, Reference Section or Reserve Shelf.  
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