
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. 

Institute has well defined system for maintenance and utilization of Physical, Academic and 

Support facilities. Physical, Academic and Support facilities are maintained by Campus 

Administrator, Principal, Dean-Admin, Civil Engineer, Librarian, Physical Director, System 

Administrator & Supporting Staff members. 

There are college level committees that look after the various aspects of the utilization and 

maintenance of the physical, academic and support facilities.  

Once the Calendar of Events is prepared in the beginning of the semester, the time-table for 

each section of every semester is prepared allotting the classrooms and the laboratories. This 

facilitates the optimum usage of resources (academic as well as general). Certain laboratories 

and workshops are required to be shared and utilized as common facilities. Such facilities are 

shared by different departments.  

Adequate budget provisions are made regularly for maintenance. 

General Maintenance: 

Maintenance of civil works is needed for getting uninterrupted services which facilitate 

smooth and efficient functioning of the institution. The maintenance of civil works include 

 Maintaining cleanliness in the class rooms, labs and workshops. 

 Maintaining cleanliness and sanitation in the campus. 

 Repair of frequently damaging components like window glasses, plumbing components,    

sanitary ware, floor tiles, doors, classrooms, benches, boards, furniture, faculty rooms 

etc., 

 Internal roads maintenance. 

 Water supply and over head/underground water tank maintenance. 

 Periodic painting and white washing of building and labs. 

Procedure for Maintenance: 

 A request from the Maintenance Committee comprising the problem, through HOD, AO   

and the Principal, has to be received by the Campus Administrator. 

 As per the stock availability and as per the priority of the problem, Campus Administrator 

will assign the works to the concerned persons.  

 If any material is required to be purchased, concerned dept HOD will initiate the request to 

Principal, after getting the approval from the Principal for purchase of the same. Quotations 

will be collected from different vendors, based on the quotations, comparative statement is 

prepared, it is submitted to Principal & Campus Administrator for final negotiations. After 



that purchase order is prepared and payment made as per the terms and conditions given in 

the purchase order. 

 If the cost of the requirement exceeds Rs.10,000/-, approval must be obtained from the 

Management. 

 On receiving the material, the complaint will be addressed. 

Central Library: 

Procurement and stocking of books. The order list shall be prepared on the basis of 

suggestions of the faculty based on the revised syllabus of the JNTUH. The list / purchase 

order shall be forwarded to the Principal for approval who makes necessary changes, after 

that purchase order forwarded to management for financial approval. After sanctioning the 

budget, it is forwarded to Librarian for procurement. The books are received by librarian 

from the supplier. An inspection is carried out by librarian to check quantity, Title, Author, 

etc, as per the invoice. The books received by the librarian are entered in the Library 

Accession Register (AR) & in the Library System. After the completion of Accession, due 

date slip, numbering shall be pasted on internal Title Page of the Book. During the summer 

vacation annual stock verification is done by the library committee headed by Dean-Library. 

Maintenance of Sports and Games Facility:  

The Sports equipment and gymnasium is maintained by the Physical Director. The sports 

facilities like Volley ball court, throw ball court and basketball court are inspected regularly 

for any net damage. Regular markings of the court and ground maintenance is done. The gym 

and other equipment servicing are taken up as and when required under the supervision of the 

Physical Director 

Maintenance of Computers: 

Network Administrator and his support staff maintain the facilities including computers and 

servers, printers, projectors. The keyboards and mouse and other necessary peripherals are 

replaced as and when required. The annual maintenance includes the required software 

installation, antivirus and up gradation Campus Wi-Fi is maintained. 

 
Classrooms, Tutorial Rooms and Seminar Halls & ICT Facilities: 

Class rooms along with LCD projectors, furniture, tube lights and fans are inspected regularly 

by attendants and department staff. If any damage is found immediately it is reported to the 

Head of the Department. The Head of the Department report the issue to the maintenance 

supervisor for further action. The laboratory staff take care of equipment regularly and report 

if any damage occurs to the respective Head of the Department. The calibration of the 

laboratory equipment is done at the end of each academic year. 
 

 

 

 



House Keeping & Cleanliness: 

 All class rooms, tutorial rooms, laboratories, library, faculty hall, department office, 

Seminar halls, Auditorium, Indoor Sports Complex, Student’s Common rooms and toilets, 

Hostel rooms, Mess, Kitchen are cleaned daily.  Housekeeping record is maintained by 

Security Officer & Supervisor. 

 Cleanliness in the campus is monitored and recorded along with observations if any. 

Based on this, suitable actions are initiated if required in consultation with Principal and 

the same is recorded. 

 

 

  
 






















































