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INTERNAL QUALITY ASSURANCE CELL

Maintenance POLICY

A Maintenance Policy for an affiliated engineering college outlines the guidelines and procedures to
ensure the proper functioning, safety, and cleanliness of college facilities and infrastructure. The policy
should cover aspects such as routine maintenance, emergency repairs, sustainability practices, and roles

and responsibilities of different stakeholders.

Maintenance Policy for Jaya Engineering College
The maintenance of infrastructure, equipment, and facilities at Jaya Engineering College is critical to
providing a safe, functional, and conducive environment for learning and research. This policy ensures
the upkeep and management of all facilities, covering routine maintenance, preventive measures,
emergency repairs, and sustainability initiatives. It applies to all departments, staff, and students of the
college.
1. Scope of Maintenance
The scope of this policy includes:
o Building Maintenance: Regular checks, cleaning, repairs, and upgrades of academic blocks,
laboratories, hostels, and other college buildings.
Electrical and Plumbing Maintenance: Ensuring the proper functioning of electrical systems,
lighting, power backups, water supply, and drainage systems.
IT and Equipment Maintenance: Ensuring the upkeep of computers, servers, projectors,
laboratory equipment, and other technology infrastructure.
Safety and Security Systems: Maintenance of security systems (CCTV, alarms, access controls)
and fire safety equipment.
Landscape and External Maintenance: Care of campus grounds, gardens, parking areas, and
external structures like fences, gates, etc.
2. Objectives
e To ensure the optimal functioning of all college facilities and equipment.

e To minimize downtime due to repairs and maintenance.




To ensure the safety and well-being of students, faculty, and staff through the maintenance of
safety equipment and facilities.
To ensure that maintenance work complies with environmental, health, and safety regulations.

To adopt sustainable and energy-efficient practices in maintenance activities.

3. Routine and Preventive Maintenance

Routine Maintenance: This includes daily checks and repairs of the college infrastructure such as
cleaning classrooms, laboratories, and office spaces, ensuring proper lighting, ventilation, and
functioning of common facilities (toilets and etc.).

Preventive Maintenance: Scheduled inspections and servicing of equipment, machinery, and
infrastructure to identify and fix potential issues before they disrupt services. This includes
servicing HVAC systems, checking the electrical grid, and inspecting water supply and plumbing

systems.

4. Roles and Responsibilities

Maintenance Department: Responsible for the overall planning and execution of maintenance
activities. The department will ensure that resources (skilled staff, tools, etc.) are available for
regular and emergency repairs.

Facility Manager: Oversees the routine maintenance activities, allocates tasks to the maintenance
staff, and ensures adherence to the maintenance schedule.

Students and Staff: Responsible for reporting any maintenance issues (e.g., malfunctioning
equipment, broken furniture) through the designated channels. They are also expected to handle
equipment and facilities responsibly.

Contractors/Vendors: For specialized maintenance (electrical repairs, plumbing), contractors or
external vendors may be hired. The maintenance department will ensure that they meet safety

standards and the quality of work 1s satisfactory.

5. Emergency Maintenance

Definition of Emergency: Any failure or breakdown that affects the safety, security, or academic

environment of the college (fire hazards, electrical failure, water leakage).
Procedure:

o Reporting: In case of an emergency, the issue must be immediately reported to the
maintenance department through the designated emergency channels (phone, email, or a
campus app).

Response Time: Emergency repairs will be prioritized and addressed within a specified
response time (24 hours for critical systems).
Documentation: All emergency repairs will be documented, including the nature of the

problem, actions taken, and resources used.

6. Maintenance of IT and Laboratory Equipment




Routine Checks: Regular checks and updates on computers, projectors, servers, and laboratory
equipment to ensure they are functioning optimally.

Upgrades: Periodic upgrading of IT systems, software, and hardware as needed to meet the
technological requirements of the curriculum.

Support Services: A dedicated IT support team to assist with technical issues faced by students,

faculty, and staff.

7. Sustainability and Energy Efficiency

Energy Management: Adoption of energy-efficient systems (LED lighting, solar panels) and
minimizing energy wastage through smart maintenance practices.

Water Conservation: Implementing water-saving measures like fixing leaks, installing water-
efficient faucets, and promoting responsible water use.

Waste Management: Ensuring proper disposal of waste and recycling of materials wherever
possible;

Green Building Practices: Maintenance should aim to support sustainability goals by adhering to

green building standards for new constructions and retrofitting older buildings.

8. Documentation and Record Keeping

Maintenance Logs: A detailed log will be maintained for each maintenance activity, including
dates, 1issues identified, actions taken, and materials used. This ensures transparency and
accountability.

Inventory Records: Maintain an inventory of tools, equipment, and materials used for
maintenance and repairs to ensure timely restocking and availability.

Annual Maintenance Report: An annual review of all maintenance activities will be submitted

to the administration for review. This report will include recommendations for improvements,

budget allocation, and plans for future upgrades.

9. Safety and Compliance

Adherence to Regulations: All maintenance work must comply with local, state, and national
safety regulations and standards.

Training: The maintenance staff will receive periodic training in safety protocols, handling
hazardous materials, and using maintenance tools and equipment safely.

Emergency Drills: Regular safety drills (fire, earthquake, etc.) will be conducted, and

maintenance of emergency exits, fire extinguishers, and alarms will be ensured.

10. Review and Improvement

The maintenance policy will be reviewed periodically (annually) by the administration to ensure
its effectiveness and relevance. Feedback from students, faculty, and staff will be considered to

improve maintenance practices.
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