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lnstitute Policv on Maintenance of Campus Infrastructure

1. Principles of lnfrastructure Nlaintenancc

Maintenance o1. institr-rte inil'astructllre t.neans r-uonitoring. servicing and fbcilitating trp

keep of thc instrument. eqLripntcr.lt. sad-qct. [Inctiotlal space, institute br"rilding, etc' ttl

malie it operational nith or rtitholtt erterrral help 6f professionals. The policy for

r.r-raintcnance of infiaslrllctLlre depencls on (a) tvpe of ilrfiastructtrre. (b) llature and

fr.ecluency,of its occupapc\' or utilization. (c) firrrctionat litt and durabilit,v. (d) lirnctional

esscntialitr,. and (e) pricc ol'itcrn.

2. Classification of Maintcn:rnce

2.1. Ctass I: In house N{air.}tcllilllcc

Ipstitute int;astructure is cxpec[ctl tg be seniced claitl'b1'thc clepartt-nellt or the uscr

groLlp b1, its o1,n stal'f. 'l'he nntirre of nreinteltance is rotttine (dail,"' or perioclictil)

cl."ning. lubrication o1-bcarings. cliecking the' 1to$'er sLrppll'. and testing its opcratiotlal

llt,e'ss. It also incluclcs I-tlitlgr rcpairs q ithilr snlall br-rdgets. L9g boolts are to be

nraintainccl.

2.2. (llass ll: Maintcnartcc requirins ertcrtlal he lp fbr snrall repairs

Dlsfirnctiol of inliastrLlcrllre that recluirc, lutt .rp",iditure tbr repair can be initiatecl by

t6e HOD or thc in charge nith plior permissiorr of the Director. The rvork can bc

assignecl to local or enrpatlellecl sen'ice proviclers'

2.-1. Class III: Maintertattcc L'ontract

I-'or expensivc ald hi-tecli ecluiprrent or erpettsive cotrstrltction / fabrication AMC

(appual rraintenance corrtract) is to be aclopted x it[ thc suppliers at thc tirne of

procLlrerrept. The duration ol'contract periocl rvill be decided by the r-nanagement' C)n

expirl, of AMC. the r-naintcnancc ctjntlact urav be t'etrcrled rvhen recommcncled hv the

clepartntetlt / user grilr-t11.
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2.4. Class IV: OutsoLrrcecl Mainten.lnce

l-'or itetns or group of itcrtts. rt'hose rlaintenarrce rccluircs consiclerable rnanporver ancl
expertise- such as. Inaintclrance ol sports complex. general purpose gaclgets. etc.
ntanagement ntay decide tt) out soLrrce their Lrp lic.ep arrd rnaintenance.

3. lnstitute Intcrnal Maintenance Facilities

For rotttine maintenance. attcl supervision ol'nraintenance ancl repair rvorh. instit,te will
establish an Institute N{aintenancc Clell (lN4C) \\ith differcnt scctions to lool< after.all
getreral pLlrpose and conttttt)n assets of the institute. Apart fiort in house rnaintenance,
tlle cell r\ill supervise ll'tltitttenancc \\orli lrr exlcrnal agepcies. The cell r,i,ill be u,cler thc
direct control of l)ircctor or Plincipal assistecl b), Adrnirristrator or section in charges
(SI(l).'l'he rnain function of the cell is to supervisc cla1.- 1o - day mainterrance rvork ol
the iterns under cottsiderari,rn. Diree'tor'/ Principal mal tal<e the help of expefis fi.or,
teaching departments lirrtechlrical aclvice ancl assistitnce. Difl-ercnt sections otthe ccll are

3. I . CompLrter Mainteniince Section

JURISDICTION: Mairttctrance of :rll cornputers and peripherals. Wi-Fi. internet.
sotitt'arc's, virtLraI laboratot'ies:rnc] class loonrs. snrart class rooms, surveillance (C'C TV
calrera and netr'r'orking). etc. oll receipt of conrplaints fl'ont Lrser departnrepts / secLions.
The SIC r,r,ill report to rhe Principal.

3.2. Estate Maintenance Scction

Itt cltarqes ol'cliff-erent sttbsections riill report to the Principal through the Adrninistrator.
Subsections of Estate Maintcnancc ar.c:

(a) Civil Engineering \\orl<s

ItJRISDICTIoN: Buildins nxrirrtenance. repair.s" painting. tlrniture. etc.

(b) I Il giene and Sanitation

.lLlRISIll(l I'lON: Maitrtenartce ol carnpLrs hl,giene arrd cleanliness, clrairrage systcrn,
u'astc disposal. etc. There uill be dcsignated statf stationecl in eaclr dcpartrnent to lool<
afier departmental hvgiene issues under thc supervision of the HoDs.

(c ) Ciarclen ing and F-lorticLr It Ltle-

J URI SDICTION: Gardettittg. tree plantation. beautiflcation ol the campus.



(d) Environmcntal Wing

.ILIRISDICTION: Rain \\,ater harvesting. slrslcnance ol'green campus activitics. and

acloption o1' green techno logl .

3.3. Electric Scction

JLIItISDICITION: Electric SLrb station. carrpLrs electrical n'iring ar,d installations, lights,
lirrts. d iesel generat()r' st. l.

3.4. General Pr-rrpose Asscts

.ItIRISDICITION: Maintcnance of all other asscts not covered so far. such as. clrinkinc
u'aler'- li1t. t'ire service. pltoto copier. telephorTe" etc.

4. categorization of Equipment, scope of Nl:rintenance and Responsibility

4.1. Clatcsor.y- I:Acaclerric'l'ools. EclLripnrcnt ancl Essential Academic Support S1,s1crns

-1.1.2. S(IOPI-l: Maintenancc" lirnctioning. Lrtilization and clocumentation of all laboratory
ecluiptnctrt. colxputers- librarv books. pedagogic tools like projectors. laptops.
nricrophoues. etc. locatcd in thc- dcpartmerlts.

4. I .3. RESPONSIBILI'[ \': [or t'outine maintenance inclLrding arrangelre nt of' servicing
ancl repair b1'empanelled scrvice proviclers nill be tal<cn up by the IIOD rvitlr the
approval of the authorit)'. In ertrente cases \\r'ite olT of eclLripment may bc initiatccl by
hirl i ltcr. FIOD shall rcncler all suppurt to the interrral Audit Clon-rr-r-rittee for stock
r'criflcation.

1.1.'+. llssential acadctnic sLrppoft svsterns inclLrcle classroorns. sernipar reom. ancl
lattoratories. Upkeep ol'tlresc along rvith'Lrp ltcep o1'the departrnent in general. is the
responsibility of the Groirp D stall'under thc control o1.the I{OD. On receipt ol rcp1rrt
fiom tlle dcpartment. the adnrirristration."r,ill arrange firr lepair or refurnishing of these
Spritces under Estate Maintenancc.

'1.2. Categor,v II: SLrpport S\stents uhich are not related to Acadernics bLrt Essential

4.2.1' SCOPIT: 'l'hese at'c the gaclgcts lilic cllinl<in-q \\ater lacility" x,ash r.oplrs. lights,
fhns. air conclitioners. firntitLrrc. etc. located fut the cantpus.

4.?.2. RESPONSIBILII Y: ,\e ti()lts fbr their repuir'()r rcl)lrucment lvill be taken up by the
appropriate u'ing of IN,IC ([-.state Maitrtenancc i I]lectric Section) on receipt of cornplaint
lionr HOD / user grollp.



4.3. Categor)' III: General Purpose Cianrpus lnfl'astrLrctule Esserrtial or of Aesthetic
Vrrlrrcs

1+.3.1. S(IOPF: All iterls lihc cars. institLrte ambulance. Dicsel Generator set. porver
Strppll interf'ace (sr-rb station). pLrnrp set. mainteniince o['qardens and horticulture. ctc.

4.3.2. RESPONSIBILITY: Different sections and subsections of IMCt vvill lool< after
status ol maintenance attci Ltp lieep of thesc iterns. and organize their repair or
replacctnent n'ith duc approi,al fl'orr thc authoritl. lntelnal audit and writirrg ofTof items
u ill be carriecl ollt as pcr laicl dori n procedurc.

'1.'1. C--ategorl- IV: Facilities ancl Appliarrces relatcd to Sports ancl Extra gup.iculap

Activities

4 4. I . SCOP[: Sports itettts ilrclool ancl outcloor silllres ancl activities, pla1, qrouncl. ctc.

4.4.2. RESPONSIBILIT\': I\'lC. or') reconmcnclation of thc Faculty- in-charge (FIC) of'
Sports and games will be responsible'lbr taliins appropriatc measlrres.

;1.'1.3. Studcnt Comr-r-ron ro()nrs. sports conrpler are nraintained uncler the srrpervisiorr of
thc' Aclm in istrator.

-{.5. Clategor,v V: Central Facilities ,\caclentic and Ceneral

4.-5.1. S(IOPE: It incltrcles all Lrtilitund r.,'. iee erltril'rrnerrt or installations.

'+.5.2. RESPONSIBILI'l-Y: All central thcilities are under the ciirect control of thc
I)rirrcipal, ri'ho is responsiblc ftrr sLrpelvisin-s thcir Lrtilization and functioning rvith the
lrelp of relevant comn'rittees l offrcials.

4.5.-1.'Trvo categorics of Clentral tacilities alc'(a) Acaderlic facilities ancl (b) Institute
firnctional laciIities /CeneraI lirciIities.

4.5.3. I . (a) Academic l:'acilities

Allconlptrters and peripherals shall be rraintainccl centrallr,. Location ancl utilization u,ise
tltcr at'e norlnally undet'thc clal'- to - da\ supcn,ision of thc users / user departnrcnt /
scctiott. On receipt o[' contplailtl tl]e centreil conrputcr inaintenance rvill lttcld thc
probletlt artd repair thetr. Replacenrort neecls approval fiorn Director / Principal.

:1.-5.3.2. Photo copiers are also Ilaintained under tlre supervision of the Aclministrator..

4.5.i.3. VirtuaI Infrastrucrrrres

T'he expensivc and vital l'irtLral irrll'astrLrctules of the institr-rte. such as, Wi-Fi ancl internet
fircilities. differertt sotiu are 's. r,irtual laboratories and virtual class roLrns. lvill be

ffi



nrilintained by thc cctt-t-tputer ntaintenance Section. gLriclecl b1, Institute IT Policy. Websitc
shall be maintainecl bv a Facultl'- \\teb-Adnrinistratrir assisted by few other faculty anC

stafl. E-inputs (and inputs in harcl copies) shall be reccived fiom institute - authorizecl

llcrsons Iike IIODs, Acaclellic Clommittce Convener. Librarian, Administrator. etc. Ior
uploacling and rnaking thc u'ebsite Lrpdatecl u,ith authentic inforrnation. E-journals and

otlrer similar lacilities shall be rraintainecl b1 the Librarian underthe direct supervision ol
thc Cf hairperson. Librarv Comr-r'rittee.

1.5.3.1. (b) General Facilities

Tclcplronc- air conclitirrncls. clr-\atol'" lrrc sal'ety s),steut. diesel generatot sct. purnp -
rrotor set. etc. shall be maintairrecl uncler the clircct controI of the Principal assistecl by the
Aclministrator. Some of thesc items arc usuallv coverecl under AMC.

5. I)ocumcntation

5.l. Stock Registers

All eclLripment, itrstrunrents^ saclgets. assets" snrall or big items. corrsurnables, etc. are
rc'cluired to tre trandatorilr taltclt irrto rcspective stocl< registers immediately after their
delivcn'by the suppliers / procLtremerrt. rvherein thc fbllon,ing entries rvill Lrc nraclc: (a)
classifled serial no. (b) pLrrchase order no. and date. 1c) description of items. (d)
lllatlufaclurer. (e) cost" (l) clate ol accprisition. (g) testirrg with satisfaction (whcn
applicable). (h) calibration ot'stanclarclization clate. (i) Iocation. (j) renrarks / observations
(sLrch as. AMC details or repair l)'ccluenc-i statlrs). (l<) signatures of the authorizecl
persolls like facultl'. HOD,'section in-chalgc (SICI). Stocl< Rcgisters are to be l<ept irr the
cltstodv of'the HOD r'SlC'ancl procluccrl belbre the Audit Contrnittcc llrr stock
rclillcatiort rvhen askecl fbr.

5.2. tJtilization Registers

AII costly ecluiprnetrt lirr inter disciplinarv Lrse or general purpose itcnrs like Audig
Visual equipntent. must be recorclecl in a separatc register fbr keeping an infbnnation
aboLrt its utilization.'lhe'IIOD i SIC r,r,ill be responsible lbr maintenance of such recorcls.
It ttill hclp the Manzrsct.nent lor firtLrre plannin{ as resards procLlreurelrt of iclentical
((luil)r)l('il1 or rlcr ice.

-5.3. Enrpanelling o1'Repair ancl Serv icc Pror,,iclers

Irtstitute Management lil<es to go fbr AN4C. as a policy'r-natter, cluring the purchase stage
itsell. HODs / SICs / Adrrirristralor. {lre advised to erlpanel service proviclers r,vho are
reaclv to tzthc up.iobs ol't'epair artcl servicing ol'cclLripllent r-rnder consideration.



6. Audit and Assessment

6.1. Irrternal ALrdit / Stocl< Vcriflcation

A Managetnettt constitLttctl cor.t.tniittee heaclecJ br a qualifiecl Auditoru,ill carry out stock
ol asset Verification of thc institute errer)'tvro \/curs. The respective depar.trrent or section
ri'ill be associated u,itlt thc team clLrring tlic corrrrittee's visit.'l'he cornrnittee lvill not
orlll take stock of the assets. bLrt also exarriine thcir el'l'cctive Lrtilization and functional
corrclitions, Stock veriflcation in central librarr, is to bc cione annually.

6.2. \\ilitc otF Colnmittee

\\'rite off Comntittees tvill consist ol- a BOG nominee (a seuior. l-acult_r.y as the
Chairpersorr" IIOD / SlCl o1'concet'necl clepaltmcnt i section as a mernber. Aclrninistrator
as a rllember. and olle extcnral specialist. On rcceipt o1'report front the HOD / SIC about
irreparabilitv and nolr-litnctionin-s ol icllc eqLriprnent or iterns, the Committee ri,ill
eratnine / test the itern. ancl recor.r'unend to the institute fbr taking clccisions about their
disposal. i1'lbund uttscn'iceable. The proceclure uill be recorcled ancl kept Lrncler tle
crtstoclt"of the Principal n'ith copies.to respcctire HOD / SICI. Obsoletc equipnretrt everr
thoLrgh l'uttctional can be clisposecl o1'l'in a sirrilar nranncr. BOG shall be inlorrned about
uriting off of items.
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