
Procedure and policies for maintenance   

 

 There is a systemic procedure for the purchase as wells as maintenance 

of infrastructure facilities.  

 

 Doranda college has well established system and procedure for the 

maintenance and the utilization of physical and academic support 

facilities.  

The physical facilities including laboratories, class rooms, library and 

sports complexes etc. are made fully utilized by the students.  

 

LaboratoryMaintenance : 

 

The responsibility to maintain the departmental labs is taken care by 

lab technician / Lab attendants / lab in charge with the advice of HODs. 

The record of maintaining stock account is maintained by the Lab 

assistant / store keeper/ Supervised by HODs. of the concerned 

departments. Periodic maintenance of Laboratories & equipment’s 

as follows: 

• Cleaning of Labs everyday 

• Checking of personal protection equipment. 

• Restock hand washing stations. 

• Maintenance of emergency station. 

• Cleaning of all lab equipment’s upon wash. 

• Cleaning of glass equipment’s as routine work.  

• Disposal of broken glasses. 

• The calibration, repair and the periodic maintenance of the 

expensive equipment’s are done by the supplier of the respective 

equipment with help of experts. 

• The microscopes are cleaned and repaired time to time by the 

concerned department.    

• Special features such as clean labs, fuming cup board and research 

labs required special service time to time.  

• There is a systematic disposal of the bio degradable, chemical and 

e – waste.  

 

             The requisition for lab equipment’s and consumable items 

raised by the   HOD’s to the Principal office in the proper way.  



               Depending on the budget allocation & availability of the 

fund by the HRD, state Govt. or RUSA the requirements are 

fulfilled after following the purchase procedure.  

 

The flow chart of purchase and maintenance of Laboratory 

facilities Principal IQACCoordinator, Bursar, HOD’s Lab 

Assistant Store keeper, Electrician / expert …… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Library Maintenance 

 

Library is maintained by the librarian and associated staff of the 

library. Library in-charge is responsible for the maintenance of library 

resources.  

Maintenance of Library is done by continuous maintaining of the stack 

room, displaying of new periodicals and journals on the display rack 

and arrangement of the books and periodical on the shelves after use. 

All the books are placed in order and shelves, stack rooms and 

computers are regularly cleaned and monitored by assigned 

housekeeping staff. There is a proper process of conservation and   

preservation of books. 

The periodicals damaged and torn books have to be bound. The old 

and obsolete documents damaged which are no longer in use are 

withdrawn from stocks. Physical care of book is done for their 

protection from sunlight, dust, insects, moisture and heat.    

The maintenance system involves number of task  on  daily basis by 

the concerned staff like shelving and re- shelving, keeping books and 
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materials in order and maintaining cleanliness in the shelves and stack 

rooms, supervision of the collection, conservation and preservation of 

materials including repairs and binding , stocktaking and weeding and 

security of library material.   

        For displaying periodicals usually display racks are used 

which are step type and inclined type. The requisition for new books, 

periodical and journals raised by HOD’s of different departments to 

the Principal office in proper way. Depending upon the budget 

allocation by either HRD, state Government or RUSA, the 

requirements are fulfilled by the Principal after following the proper 

purchase procedure. 

                 In the year 2015-16 onwards INFLIBNET available in the 

library. Students are motivated to use INFLIBNET. 

  For students ID card is used for issuing books from library. 

 

Flow diagram of purchase and maintenance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sports Complex Maintenance 

 

         The sports department is very active and encourage the 

students to participate in various sports in the college. Sports facilities 

such as cricket, Football, Volleyball, kabaddi, hockey are available for 

the students and they practice the same on nearest ground of Mecon 

and JAP as college do not have its own playground yet. Management 

support the infrastructure development and maintenance of sports 

facilities separately. For sports physical director/ Prof-in-charge 
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educate the students. The marker of the department makes the play 

field ready for the students, by making the ground. Maintenance of 

sports ground and infrastructure development the college has a well  

established system and a procedure which invokes the sports Prof-in-

charge, IQAC coordinator , Bursar and the Principal.  

 

Flow chart of maintenance of sport facility: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Classrooms maintenance: 

 

       

Classrooms and other infrastructure maintenances various things like 

classroom cleaning, plumbing, electrical, furniture repair and other is 

done as and when required. Non-teaching staff is employed to 

maintain classrooms hygiene, cleanliness and infrastructure on the 

campus so as to provided good learning environment. Classrooms, 

Staff rooms, Conference hall and laboratories etc. are cleaned and 

maintained regularly by non-teaching staff like sweepers. Washrooms 

and rest rooms are well maintained by  sweepers. 

         The principal and Bursar allots duties for non-teaching 

staffs. Workers are supervised by the supervisor.  Dustbins are placed 

in every room.  

         The classrooms, conference hall and furniture facilities are 

made available for University Exams, Government and Non-

Governmental examinations on sundays. For any need of the 

department regarding infrastructure, they give a letter to the Principal 
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which are to be resolved. Separate repair works and electrical works 

we have own electrician and plumber. They can carry out electrical 

repairs. Our plumber used to maintain plumbing and repair works and 

maintain rain water harvesting system.    

 

Flow chart of maintenance of classrooms and other infrastructure 

facilities- 
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