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CRITERION 4 - INFRASTUCTURE AND LEARNING RESOURCES

4.4.2 - There are established systems and procedures for maintaining and utilizing
Physical, academic and support facilities - Laboratory, Library, Sports, Complex,
Computers and Class rooms etc.
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MAINTENANCE POLICY

The college has established transparent procedures for the utilization and maintenance of
allphysical,academic support facilities.There are well defined policies for Purchase
andMaintenance of facilities.The Laboratories and Library have a detailed SOP aiding the
variousprocesses in their daily transactions.The Management allocates budget every year for the
repairand maintenance of the college infrastructure facilities with respect to the requirements
everyyear.The Purchase or the Replacement of the equipment’s is based on the inputs from
variousstakeholders like students and staff through feedback,maintenance books and suggestion
boxes.The requirement for facility upgradatioraddition is discussed at different forums of

Managing council members and College maintenance coordinators meeting with the Principal.
Policy for Maintenance of Physical Facility

»  The college maintenance committee oversee the maintenance of the College

e The committee headed by Principal with co-convener,who in turn monitors thework of the
support staffs

e The teachers and the students report infrastructural malfunctions through thecomplaint
registers kept in the Administration office.

e  The complaint registered are followed up and rectified by in-house maintenance staff

e The supervisor takes care of electrical,plumbing,carpentry or any other related
maintenance work of the campus.

e The College has a full time electrician to handle day-10-day issues of malfunction ofthe
electrical equipment.

e  The gardener maintains the landscape campus gardens

e The College security operations are supervised by security officers provide

securitythroughout the College campus round the clock. ATTESTED
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Scrap Disposal Maintenance Policy

The scrap management is done at the institute level. The Institute follows the policieslaid
by the Management for disposal of damaged items.The Management strongly insists infollowing

the policy of reduce-reuse-recycle.The condemned items are examined for if they canbe reused

before discarded as scrap.
Policies of Maintenance Academic &Support Facilities:

. All the departments submits the requirements for library, laboratory etc., at the end every
academic year.The requirements list the purchases to be made for the next academic year.

. All purchases and service prescriptions are handled by the Department by inviting
quotations.Once the purchase is approved by the management and places the order.

. The quotations are prepared by the departments and are presented before Principal for
deliberations.It is further presented to Management for final approval.Once sanctioned, it is
forwarded for the Purchase.

e  Upon receipt of the delivery,it is verified with the invoices and receipt Note is made.An
entry is made in the Stock Register.

* All the invoices are forwarded to the Accounts Department for the final settlement
withPurchase order

e  The Maintenance committee and Heads of the Department is in charge of
propermaintenance and upkeep of the Infrastructure.A maintenance register is maintained
byeach respective laboratories

e  The computers,Wi-Fi facilities in classrooms,LAN connectivity is maintained andupgraded

regularly the IT team.IT team maintains the contracts with the supplies of ICT based
instrumentation and up gradation of hardware and software’s. ATTESTED
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. Issues related to Computers,Servers,and Printers.Networking and System security

identifiedby Lab Technicians are reported to IT coordinator through HOD and the support

teamwill clear the issues.

Tenure of the Committee:

The Committee will hold responsibilities for a term of three consecutive academic years.

Periodicity of the meeting:

The Committee will meet atleast twice in an academic year to review the maintenance

Activities.

ATTESTED.
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Date : 11.8.2023

Minutes of the Meeting of the Sengunthar Arts and Science College Maintenance
Committee held on Monday, 11 August 2023, at 4.45 Pm in Placement cell.
AGENDA

* Review of Previous Meeting.

¢ To Discuss the requirements of Electrical maintenance.

¢ Plan major annual events in the college, such as annual day, sports events, cultural events
etcH

¢ To Ensure regular maintenance of the building, equipment's of the institute.
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Date:31.1.2024

Minutes of the meeting of the Sengunthar Arts and Science College Maintenance
Committee held on Wednesday 31 January 2024, at 1.30 Pm in Placement cell.

AGENDA

¢ Review of Previous Meeting

e Plan for the major purchase requirement for this academic year after pandemic period
e To discuss the requirements of chemicals and laboratory things.

e To discuss on Safety and Security.
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MINUTES OF MEETING

¢ The Work Completion of Last meeting was discussed.
e The Co convenor assured various departments asking requirements will becompletion on
priority basis within a month.

® The Safety &Security Coordinator was instructed to ensure all the staffs andstudents

wearing mask compulsory in the college campus.
% PRINCIPAL
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