
 

Procedures and Policies for Maintaining and 

Utilizing Physical Facility 
 

The physical, academic and support facilities like classrooms, laboratories, seminar 

halls, amphitheater, library, sports center, computers, transport, hostel, etc., are 

well maintained by the GCEM facility management team. Several persons were 

involved in the maintenance of buildings, furniture, electricity, generator, 

transport. A separate register is maintained for the activities and periodical 

services. Gardeners and housekeeping staff keep the campus clean. 

 

Class Rooms and Laboratories 

The readiness of classrooms and laboratories is ensured at the beginning of each 

semester for its cleanliness and the sufficient number of the dual desk is kept ready 

for students.  

1. The periodical visit will be done for other facilities like fans, tube lights, 

etc., by the facility management team and any kind of repair works will be 

undertaken immediately. 

2. Do’s and don’ts are displayed for all the labs. & periodic servicing of 

equipment/instruments is carried out.  

3. Safety precautions like first aid kit, Fire extinguisher are kept in place.  

4. Students are instructed to follow the safety precautions in the laboratory as 

described. Fire extinguishers are available on each floor with a fire alarm 

facility.  
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5. First aid box is available exclusive for chemistry and environmental 

engineering laboratory where chemicals are handled. 

6. Lab manuals are available in all the laboratories for student’s reference.  

7. The student's logbook is maintained at the entry.  

8. The stock register is maintained in the laboratory.  

9. Stock verification is done at the end of each semester.  

10. The issues/shortfalls identified during the stock verification will be 

addressed in time. 

 

  



Sports Complex 

The sports facilities are maintained by the physical education department.  

1. Cricket, football, badminton, table tennis, indoor cricket, etc has to be 

booked well in advance for the optimal usage of facilities.  

2. The logbook is available for utilizing the facility and material required for 

the activity. A stock register and an issue register are maintained to ensure 

proper handling of the sports items.  

3. Stock verification of the sports items is conducted at the beginning of each 

semester.  

4. Regular maintenance of the play area is conducted under the supervision of 

the Physical education director.  

5. CCTV is available in all sports area to assure the safety and minimize any 

illegal activity. 

Library 

Physical verification of books is done at the end of the semester to check whether 

the books are in good quality and numbers. Stock verification reports are filed in a 

separate file. Torn books and missing books will be replaced after getting approval 

from the head of the institute. All the documents related to the library are well 

maintained in separate files with tags on it. The new book list will be displayed on 

the library notice board. Student’s entry and exit are being monitored by the 

register. The issue of books is verified at the exit of the library. 

  



Computers 

Computers are well maintained by the IT department. Software requirements as per 

the scheme are prepared and sent to the IT department and it will be kept ready for 

use well in advance before the commencement of classes. Any issues related to 

software and hardware are rectified on high priority bases. Obsolete hardware is 

discarded and it is replaced by new devices whenever needed. 

 

Others 

Site engineer is available within the campus to take care of the extension activity 

and maintenance work in the building. The cleanliness of the academic and 

administrative area is maintained by housekeeping staff. Adequate facilities are 

available to cater to the needs of physically challenged people. Some of the basic 

infrastructure facilities available for the differently-abled are: 

1. Elevators in every block 

2. Ramps with handrails at the entrance of the buildings. 

3. Wheelchair 


