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Maintenance Policv

Maintenance: -

a

[4aintenance rs defined as a process jn i&hich u/orking condrtion of overall
inkastructure includrng buirdings. equrpment, machrnery. erelkicar gadgets and air
other fsciirties are maintarned at the optimum rever as to give mlxirium output.
l"/a ntenance is normally done throrgh repair partiar iepracement or totar
replacentent Foilowjng is the signlficance of ntatntenance ooltcv:. [.larnienarce poltcy ensures that facilittes are always in reaOy and reliabte

conoriion
o This rn tJrn. ensLrres that there are no sudden and frequent breakdowns

resultrng rn Cisruption of academrc and non-acadentic activltjes. Tlr s also ensures that the Unrversity is able to respond to any su.jden
req utreilelt as well

' [''larntenance poricv ensures that equipment are al,u.iays calibrated to provide
g ocd-q ual ty ser',/tce

' Nralntenance policy ensures that costs are always controlled.. A proper 
_ 
mainle na nce policy_ iS necessarrly required so that the safety of

students. faculty and o .rer staff is never cortpronlised

Obiective: -

ln a.coriarce \r,ith re above stated canon. SGT University seeks to put in piace a
Standard Operaiing procedure (SOp) for maintenance encompasstng matters
pertarning to cleanjiness upkeep of University buiidings. p.remises arrd ma-intenance
of facilities such as vrater erectricity and infristructu16 ro'ensrre crean and hygienic
vJorkrng envircnment and for rongevity of our assets and rnfrastructur;. The
emphasrs rs cn the quality and eff,ciency of services. Further. due care has been
taken to ensure that the practices and procedures should be i,npretr,entable at the
Univei-sity and alsc provraJe for accorrntabiljty

There is a full-fledged Maintenance section to ex.cute the procedure efficientry in a
time bcund ntanner
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Res ponsibiliti es of Maintena rice section:-

The main responsrbrlrhes of the Section include but are not limited to the following: -

a

1

2

3
4.

6
7
I
o

10
11

12

Provide a haalthy and safe livrng envrronment for the conduct of university

;;;l;;.il; ;uld mainty inclu"de safe buildlngs' hassle-free lrft operations'

fire water tanks and t re equip-m!il' 
"t"tt'itity 

itments g.adqets wiring and

operatrng equionrent, , , .oniiiio-n ng ;u 'pment 
ano its litments' clean and

oortable ab teste'l 3rrnh ng water-il;;; 
fn" 6r,rlo ng and iis servrces on dailv basrs'

[,4arrttainrng lalvns and gardens

l\,4aintaining sports frelds.
lvlaintenanie ol ICT Systemifaci lities

Ivlaintenance of Transport facilities

ivlaintenance of CCTVS and Bto-metric devlces'

nlaintenance of Hostels. Hospital and Restdences'

l,4aintenance of Renewable Energy System'

l,4arntarn hygrenic environment'
Renovationi anO modifications tn the workplaces'

Prevent ftre and other accroents'due to faulty electric Gonnections switches and

pLugs and electrlc applianc"t-anJ 'tso 
provrde fire warning systems in the

y,iil,i,'iiT"" and hearthy conditions in pranr. equipmenr and machinerv in the

lln versilv and enslrre sale storage/Llse of sJbstances

;;;;;;;i"l;;ir-atter suitaure and sufficient assessmenl of risk

i" pri i. pf..". a mechanrsm- for perrodrc 'ntp":t]:? -:l^tl" 
electric gadgets'

.*itlnli pirg, and other equiprnenl In use.to prevent Jrre/accident

ii '[p.i 
i-i,.",lralely all concerned and take actrons as desired of hrm to

control and extinguish anr- outbreak of fire'

To ensure that plant ano'equipm"nt are periodrcally serviced and kept

cperationallY fit.
i!l[i".-trbc* for buildings environment, fire compliances, sewage etc- 

..

l,4arntaining all relevant recordt anJooc'ments including the inventory cf all the

nrachlnes equlpment ard gadgets

20 Any other matter as assigned by lhe Management

IJ

14
15

trf,

17

18
1S
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The oLreratrons comprlse Illstructlons and proce,sses for the followirlgi -

;. 
-T-#;;i,;;;^d 

responsrbrlttres of the Head/G'M Facrlities & Admin

B. Documents needed to be maintained

;. ;;; P;";;;t to rect rv/resolve the maintenance complains

A, Duties and Responsibilities of the Head/G'M Facilities & Admin'

The Section shall rrrork ,no"itn* oii"tt supervision and control of the Head/G M'

Facilities and Admin.
Tne Head/G [,4 Facrlltles and Acln]in has the overall responsibility of overseeing

the nraintenance op"r"uonr'-oi irre University in order to keep the premises fully

.ul. unJ op.r"tlonal to the iatrsfaction of oui stuclents facr-'lty and staff
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B Documents to be maintained
1. The Sectlon is responsible to rnaintain the fotlowing documents

,a) llaster lrst of dccuments
in j Li.t ot ua1o, electrrcal and other equipment held

(c) Preventive L,{arntenance History-all Equipment

iO) Oartv recoro of maintenance complaints and breakdowns resolved

i"i st"'ft 
-r,i,t 

lssue Register of all durable and non-durable items hetd on

charge
(f) Rec;rd of firancial/other approvals given by the competent auihority

(g) Matenal lndent Requlsition

{h) Purchase orders
(rJ Health and Safety PolicY.
(l) Fire Fightrng Policy
i'r.1 ritus t6r ua,ious HUDA approvals. building designs and sanctions'

il) NOC file Pertalnrng to all NOCS.
(m)Water testing lab record flle
in) Electflcity File of Educate lndla Society
(ol Electricity and water bills file.
(Pi TelePhone bills file
iqi ,Any'otner fileifcrm which the Head/Gl\'4 Facilities anci Admin' nray ccnsider

itessentialtomaintaininordertoensUretransparencyoftherecelptand
exPenses sYStem.

(r) SOP on functioning of Maintenance Section.

a

o

c, Procedure to Rectify and Resolve complaints'

I Stepl - Any complaint regarcllng a deficiency in periodic maintenance

servrces or a breakdown r':oticed in some Department of the University or its

collegei instrtute or by any individual user. is to be sent by the cornplalnant

prefeiably by e-mail to the section at the designated e-mail address or over

ih" t"l.phon" as well. The staff receiving the complaint normally forr"r'ards a

.o;-ry o{ the sar]]e to the HeadlGM Facilities and Admin sJllo io turn gets it

reccrced
A!.art fronr tnts the HousekeepinE Horticulture, and Engineering staff during

therr ccntinuous daily rounds may notice deficiencies and shall record their

n]arntenance comptiintls, directly in the [/laintenance Register' Emergent

co'l'plaintswouldilereportedtotheHeadlGlvlFacilitiesandAdmlnontheir
nrooile phone number oT by meeting h m ln person. Hoslels shall maintain

l,'larnle.lance Re,qisters at ihelr respective hostels The maintenance staff

shal, vrsrt and attJnd to their ccmplalnts n srtu Ihis practice is being followed

satrsfactorilY.

11. Step 2-The Head/GM Factlittes and Adman on entry of complarnt. shall

a locate priorit'/ and the concerned resource person for rectlfying the

, ;::If-Tte Headlclil sha I ensure that the complainant is inforrned regarding

the,/r'cfK execlted on telephoneiby email The er]try to this effect shall be
p.lade on the regrster enCorsing signature date and tinTe of completlon.

h\
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Step 4- The Head/Gl\4 shall make due endorsement of itern used and
pirrchased in hrs records and keep the stock regrster uc-dated all the time
Step 5. The Headicll shall put up the Maintenance Register to the Registrar
every fortnrght lvrth a summary of (a) Number of Conlplaints received (b,l

C.n]plaints lesol.,.ed {c) Complaints pend,ng niilh reasons The Registrar may
iiren for,.i",ard tl.re regrster wrth his remar'ks to the higher authoriries for their
pejusal and any further crrectlon as deen]ed fit ln this regard.
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