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4.4.2 There are established systems and
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Maintenance Policy



Maintenance and Usage Policy

The campus holds well established standard systems and procedures for maintaining the

physical, academic and support facilities that are governed by the supervision of faculty in-

charges. They ensure the various aspects of utilization and maintenance of the physical,

academic and support facilities such as maintenance of buildings, laboratories, classrooms,

library, computers, etc.

The proper function of computers in the computer lab is ensured in every semester by the

lab-in-charge and minor repairs such as installing replacement parts are carried out by him

as and when needed. When there is a major repair work, the maintenance request gets

approved by the principal for outsourcing maintenance service.

Ll

Building and equipment
All the buildings are cleaned by housekeepers daily.
All the buildings are mopped by housekeepers weekly twice.

Any required repair work is intimated to the Estate Manager. He gets permission from
principal and rectifies the problem.

The air conditioners, furniture, Projector and PA system are inspected once in a month
for repair. If any maintenance is required, it is noted and the Estate Manager rectifies
the problem.

Library
The maintenance of the library is done by the library staff.
A wutilization register is used for maintaining the library usage
The library stock is periodically maintained.

The library staff will list down the new books to be installed in the library and on
the permission from Principal and approval from management it is updated in the

library.
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Computer Lab
The general maintenance procedures followed in the computer lab is as follows.

1. Stock verification is verified by the Head of the Department.

2. Old and outdated computers are discarded by standard procedure.

9%}

Proper functioning of computers in the lab is ensured in every semester by the lab-in-

charge.

>

Breakage or repair if any, are reported to the principal by lab in-charge and
appropriate measures are to be taken for quick functioning of the equipment.

All the computers are installed with required software at the start of every semester.
Set up weekly updates or automatic updates for computer software
Hard disc clean-up and defragmentation utility are done in every system regularly

All computers are checked for applications at the start of semester

e AR

Frequent maintenance of computers, printer toner filling etc are done for every 6
months or as when required.

10.Students are given proper instructions to work with the computer efficiently.

RO Water Maintenance
1. The RO service provider replaces all filters every 6-9 months or in a maximum of 12
months.

2. Replacing RO membrane is done every 24-36 months depending on the usage.
3. Sanitization of the water tanks is done every year.
Vehicle Maintenance
1. The driver checks the tyre pressure at the start.
2. Thedriver inspects the light bulbs throughout the vehicle.

3. The cleaner wipes and clean the seats with a damp rag or cloth.

Sports and Gym Maintenance
Indoor and Outdoor Games Equipment, playground and Gym are maintained by the Estate

Manager and housekeepers of the college. The damaged Sports materials are immediately

replaced with new ones.

1. The grounds are marked periodically.

2. The gym equipment are cleaned and serviced regularly.
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Types of maintenance:
The following types of maintenance is followed in Happy Valley Business School

Daily Maintenance:

1.

2.
3.

4,

All the floors and outside building is cleaned by housekeeping.

Lab-Incharge checks the working condition ofthe systems on daily basis.
Everyday cleaning of computer and work tables are done by the lab-in-charge.

Library books are arranged in order.

Weekly Maintenance

1.
2.

Floor mopping of labs are done twice a week by housekeeping.
The proper working of all the systems checked in the computer lab with the help of the

lab-in-charge and corrective measures are carried out.

Monthly Maintenance:

1.

The monthly maintenance report is maintained for all the laboratories by the concerned
lab-in-charge.
Once in three months UPS in charge checks the water level, voltage level and backup

ofthe UPS.

Yearly Maintenance

1.

Scrap items in the laboratories are identified with the concerned of the lab In-
charge and HOD.
After decision by the principal the scrap items are given away as e-waste to the

vendor (new system supplier).

Preventive Maintenance:

1.
2.

The working conditions of the computers are periodically checked.

The students are given instruction in handling the computers before and during the
experiments.

Laboratory manual is given to the students which include list of computers and the
procedure of doing the experiments.
Stock register is maintained in laboratories and audits are conducted by stock

verification committee to check the availability and working of the computers.
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Breakdown Maintenance:
1. Minor repairs are carried out by the lab technicians. When a major repair occurs, service
report is obtained from industry person. Approval for service of equipment is obtained

from concerned in charges.
2. Service register is maintained in each laboratory.

3. Breakdown maintenance of the personal computer is done by the concerned in charge.
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Supporting documents
for
Maintenance
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Happy Valley \

BUSINESS SCHOOL
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Maintenance Request Form

Equipment Location Repair

Computer

Printer

Projector

Air-conditioner

Gym Equipment

RO Plant

Fire Extinguisher

Civil work

Plumbing

Electrical
Other:

£ .
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Maintenance Request Form

Equipment

Location

Repair

Computer

Printer

Projector

Air-conditioner

Gym Equipment

RO Plant

Fire Extinguisher

Civil work

Plumbing

Electrical

Other:

Type of repair:

Requested by
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Maintenance Request Form

Equipment

Location

Repair

Computer

Printer

Projector

Air-conditioner

Gym Equipment

RO Plant

Fire Extinguisher

Civil work

Plumbing

Electrical

Other:

Type of repair:

Requested by
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BUSINESS SCHOOL

Maintenance Request Form

Equipment

Location

Repair

Computer

Printer

Projector

Air-conditioner

Gym Equipment

RO Plant

Fire Extinguisher

Civil work

Plumbing

Electrical

Other:

Type of repair:

Requested by

Page 11 of 21




Utilization Policy



Happy Valley\

BUSINESS SCHOOL
/&JWWO mo&f

Library Usage Policy:

10.
11.
12.
13.

14.
15.

16.

17.

18.

Silence is to be strictly observed.

. Except loose sheets, other personal belongings must be kept outside the library

. Users are requested to avoid talking or discussion which will disturb others. Reading

halls are meant for individual study only.

Care must be taken to see that the library walls, furniture and reading materials are not
spoiled/damaged/soiled in any way.

Chairs and tables should not be disturbed from their position.

Books and bound volumes should be handled with great care. please avoid keeping the
volumes open on the table by putting with their faces down or inserting notebooks or
pencils in between the pages and closing them. Pages must not be folded to serve as
bookmarks.

Mutilation and disfiguring of pages of library materials by ink or pencil marks are
prohibited.

Defects found in the books and bound volumes taken out for reading or borrowing
should be brought immediately to the notice of the librarian.

Books loaned should be protected from rain, dust, insects, etc.

Students can borrow books on all working days before 05.00 p.m.

Strict silence should be observed in the library

While entering the library the users should wear their identity card.

They should leave their personal belongings on the rack provided and should sign the
library gate register.

Books borrowed should be returmed on or before the due date.

If the book is not in a good condition, the matter must be brought to the notice of the
librarian immediately.

Students are allowed to renew the borrowed books for a further period of 15days
provided no other student has requested for those books.

If students lost the library books, the same to be informed to the librarian immediately.
The users should replace the lost ones with new books.
Mobile phones are strictly prohibited.

P

‘NG~
A

r. T. BINA

PRINCIPAL

HAPPY VALLEY BUSINES SCHOOL,
Ve!anthavalam Roaua, verappanur,

Pic.ianur Post, Coimoatore - 641 105,

\
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Supporting documents
for
Utilization
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Dr. T. BINA Page 16 of 21
Principal
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