MAINTENANCE POLICY

L ObjeCtiVe

2 Scope

To establish a structured
mfrastmcture.

uninterrupted g

and sustainable approach for the maintenance of physical
laboratory equipment, IT resources, utilities, and other assets to ensure

cademic and administrative operations.

This policy applies to the maintenance of:

Academic buildings (classrooms, labs, libraries)
Administrative offices

Hostel and residential areas

IT infrastructure

Electrical and mechanical systems
Water supply and sanitation

Green campus and landscaping,

3. Types of Maintenance

a. Preventive Maintenance

Scheduled inspections and routine servicing of equipment (AC units, lab instruments,

computers).

Regular campus cleaning, plumbing, and electrical system checks.

Scheduled painting, minor repair works, and structural checks.

b. Corrective Maintenance

Immediate repairs in response to complaints or breakdowns.

Fast-tracking of issues affecting safety or academic operations.



¢. Annual Maintenance Contracts (AMCs)

e For specialized equipment (e.g., CNC machines, elevators, computer systems).

e Clearly defined service-level agreements (SLAs) with vendors.

4. Roles and Responsibilities

Role Responsibility

Department Heads Maintain departmental assets, report issues.
Lab In-charge Regular checking and calibration of lab equipment.

.. Maintain IT infrastructure, ensure network
System Administrator e

availability.

Housekeeping Staff Daily cleaning and upkeep of common areas.
Electricians / Plumbers / Assigned for regular and emergency maintenance
Technicians g g gency -

5. Maintenance Schedule

« Daily: Cleaning of classrooms, labs, washrooms, and offices.
« Weekly: Inspection of electrical fixtures, plumbing, and general campus condition.
« Monthly: Equipment servicing, furniture condition review.

« Annually: Campus painting, infrastructure safety checks, deep cleaning of water tanks.

7. Documentation and Record-Keeping

e Logbooks for lab and equipment usage and maintenance.
e AMC service reports and vendor invoices.

e Maintenance schedules and completed task records.
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