Procedures and policies for maintaining classrooms

1. Facility Maintenance Procedures:
a. Regular Inspection and Maintenance:
o Schedule routine inspections of classrooms to identify any damages,
safety hazards, or maintenance issues.
o Promptly repair or replace faulty equipment, furniture, lighting etc

o Ensure cleanliness by regular cleaning of floors, desks, chairs, and
other surfaces.

b. Technology Maintenance:

o Maintain projectors, smartboards, and other instructional technology.
o Ensure that all equipment is in working condition and promptly address
any technical issues.
o Provide training for faculty and staff on the use of classroom
technology.
c. Accessibility Compliance:

o Ensure that classrooms are accessible to students with disabilities,
o Install ramps, elevators, and other accommodations as necessary.

o Provide accessible seating arrangements and assistive technologies.
2. Utilization Policies:

a. Class Scheduling:

o Establish a centralized system for class scheduling, room reservations,
and allocation of resources.

o Prioritize academic classes and ensure equitable access to classrooms
for all departments and programs.
o Reserve specific classrooms for specialized courses or activities that
require specific equipment or configurations.
b. Room Allocation:

o Allocate classrooms based on class size, instructional needs, and
technological requirements.

o Provide guidelines for faculty to request specific classrooms based on
teaching preferences or instructional methods.

o Allow for flexibility in room assignments to accommodate changes in
enrollment or course offerings.

o instructional materials, whiteboards, markers, and presentation tools.
d. Room Access and Security:

o Control access to classrooms to prevent unauthorized u
3. Usage Guidelines:
a. Classroom Conduct:
o Establish rules and guidelines for classroom conduct, including
expectations for student behavior, attendance, and participation.
o Enforce policies regarding punctuality, respect for others, and
academic integrity.
o Provide guidelines for faculty to create inclusive and en
environments.
b. Technology Use:
o Define policies for the use of technolo
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Encourage faculty to integrate technology into instruction effectively,
using it to enhance learning outcomes and student engagement.
Provide technical support and training for faculty and students on the

use of classroom technology.

c. Room Reservation and Usage:

[e]

o

Establish procedures for reserving classrooms for academic classes,

meetings, events, and extracurricular activities.

Prioritize academic use of classrooms during peak hours and limit non-
academic activities that may disrupt teaching and learning.

Require advance notice for room reservations and enforce cancellation

policies to optimize room utilization.

4. Communication and Feedback:

a. Communication Channels:
o Maintain regular communication with faculty, staff, and students

regarding classroom policies, procedures, and updates..

b. Feedback Mechanisms:

o

Solicit feedback from faculty, staff, and students regarding classroom
experiences, satisfaction with facilities, and suggestions for
improvement.

Conduct periodic surveys or focus groups to gather input on classroom
design, technology needs, and instructional support services.

Use feedback to inform decision-making and prioritize improvements to
classroom facilities and services.
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Procedures and policies for maintaining Library

1. Library Maintenance Procedures:
a. Physical Maintenance: o _
o Regular cleaning and upkeep of library facilities including floors,
shelves, fumniture, and study areas. .
o Periodic inspection for wear and tear, and prompt repair or replacement
of damaged items.
b. Technology Maintenance:
o Regular maintenance of library management systems, databases, and

online resources.
o Updating and upgrading of computer hardware, software, and network

infrastructure.
o Troubleshooting technical issues and providing timely support to users.
c. Collection Maintenance:
o Continuous assessment of the library collection to ensure relevance,
currency, and accuracy.
o Weeding out outdated or damaged materials and acquiring new
resources as per the curriculum and research needs.
o Cataloging, labeling, and shelving of materials according to standard
classification systems.
2. Library Utilization Policies:
a. Access and Membership:
o Define eligibility criteria for library membership including students,
faculty, staff, and external users.
o lIssue library cards or access credentials to authorized members.
o Specify borrowing privileges, loan periods, and renewal procedures.
b. Operating Hours:
o Establish regular operating hours and extended hours during peak
periods.
o Communicate library hours through various channels including website
signage, and social media.
c. Use of Facilities and Resources:
o Outline acceptable use policies for library facilities, equipment, and
resources.
o Enforce rules regarding noise levels, food and drink, and other
behaviors conducive to a conducive study environment.
o Provide guidelines for accessing and using electronic resources
databases, and online journals. '
d. Services and Support: -
o Offer reference services, research assistance, and information literacy
programs to help users navigate resources effectively.
o Provide interlibrary loan services for accessing materials not available
in the library.
o Facilitate document delivery and scanning services for electronic
resources.
e. Reservations and Group Study Rooms:

o Establish procedures for reserving study rooms, equipment, and other
library facilities.



o Define policies for group study room usage including maximum
occupancy, reservation limits, and duration of use.
f. Copyright Compliance:
o Educate users about copyright laws and fair use guidelines.
o Provide guidance on citing sources and obtaining permissions for
copyrighted materials.
. Security and Safety Policies:
a. Security Measures:
o Implement security measures such as surveillance cameras, alarm
systems, and access controls.
o Monitor entrances and exits to prevent theft and unauthorized access.
o Train staff and users on emergency procedures and evacuation
protocols.
b. Health and Safety:
o Ensure compliance with health and safety regulations regarding
seating arrangements, ventilation, and sanitation.
o Provide ergonomic furniture and equipment to promote user comfort
and prevent injuries.
o Conduct regular inspections for potential safety hazards and take
corrective actions as needed.

. Communication and Feedback:

a. Communication Channels:
o Maintain regular communication with library users through newsletters,
emails, and social media.
o Display signage and notices to inform users about library policies,
services, and events.
b. Feedback Mechanisms:
o Solicit feedback from library users through surveys, suggestion boxes,
and focus groups.
o Use feedback to improve services, collections, and facilities based on
user needs and preferences.
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ntaining sports facilities

Procedures and policies for mai

1. Facility Maintenance Procedures:

a. Regular Inspection and Maintenance: o .
o gSchedule routine inspections of sports facilities including fields, courts,

tracks, and equipment to identify any damage or safety hazards.. 3
o Promptly repair or replace damaged equipment, surfaces, or facilities
to prevent accidents and ensure safe usage.

b. Groundskeeping: s
o Implementa groundskeeping schedule for maintaining sports fields,

tracks, and outdoor facilities..

c. Equipment Maintenance: =L .
o Establish procedures for inspecting and maintaining sports equipment

such as goalposts, nets, balls, and fitness machines.
o Regularly clean and sanitize equipment to prevent the spread of germs
and ensure hygiene.
o Keep an inventory of equipment, and repair or replace items as
needed.
2. Utilization Policies:
a. Access and Membership:
o Define eligibility criteria for accessing sports facilities including
students, faculty, staff, alumni, and external users.
o lssue membership cards or access credentials to authorized users.
o Specify operating hours and any restrictions on facility usage.
b. Reservation System:
o Allocate time slots for organized sports events, classes, and open
recreation.
o Provide priority booking for college sports teams and scheduled
events.
c. Code of Conduct:
o Establish rules and regulations for behavior and conduct in sports
facilities.
o Prohibit activities that endanger the safety of participants or damage
the facilities.
o Enforce policies regarding appropriate attire, footwear, and
sportsmanship.
d. Training and Instruction:
o Oﬁgr instructional programs, workshops, and coaching sessions for
various sports and fitness activities.
o aPr:c;v;dnz gliagﬁgg ;:\ts;::lacr:%rjee;n:n%o:ches to oversee training sessions
‘ afety practices.
o Develop curriculum-based physical education courses to promote
health and wellness among students.
e. Intramural and Extramural Sports:
o Organize intramural sports leagues and tournaments for students,
s Coortinals axTamirat spate evonts Lot compotsisis e
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o Provide support for college sports teams including fundi :
and travel arrangements. ng funding, coaching,



3. Safety and Emergency Procedures :
a. Emergency Preparedness:

o

o

o

Develop emergency action plans for sports facilities, including
procedures for handling injuries, medical emergencies, and

evacuations.
Train staff and volunteers on emergency response protocols and first

aid/CPR techniques. _ ’ _
Install emergency communication systems and first aid stations in key

locations.

b. Safety Equipment and Protocol:

o]

o

Provide appropriate safety equipment such as first aid kits, AEDs )
(automated external defibrillators), and emergency contact information.
Educate users on safety protocols for each sport or activity, including
warm-up exercises, stretching, and injury prevention techniques.
Enforce rules regarding protective gear, such as helmets, pads, and
goggles, for high-risk sports.

Communication and Feedback:

a. Communication Channels:

o

o]

Maintain regular communication with users through newsletters,
websites, and social media platforms.

Display signage and notices to inform users about facility hours,
closures, and special events.

b. Feedback Mechanisms:

©

Establish channels for users to provide feedback and suggestions
regarding sports facilities, programs, and services.

Use feedback to improve facilities, address concerns, and enhance the
overall user experience.

Dr.L.PA
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Procedures and policies for maintaining computers

1. Facility Maintenance Procedures:

a. Hardware Maintenance: .
o Schedule regular inspections and maintenance of computer hardware

including desktops, laptops, servers, printers, and networking
equipment.
o Conduct routine cleaning and dusting to prevent overheating and
hardware failures.
o Ensure timely repair or replacement of faulty hardware components.
b. Software Maintenance:
o Implement a software update and patch management system to keep
operating systems, applications, and antivirus software up to date.
o Regularly scan for malware and viruses and take appropriate action to
remove them.
o Maintain licenses for all software applications and ensure compliance
with copyright laws.
c. Network Maintenance:
o Monitor network infrastructure to identify and address performance
issues, security vulnerabilities, and network congestion.
o Implement firewall and intrusion detection systems to protect against
unauthorized access and cyber attacks.
o Backup critical data regularly and establish disaster recovery plans.
2. Utilization Policies: '
a. Access Control:
o Define access levels and permissions for computer facilities based on
user roles and responsibilities.
o Require user authentication such as usernames and passwords for
accessing computers and network resources.
o Enforce policies regarding acceptable use, including prohibitions on
unauthorized access and software piracy.
b. Reservation System:
o Implement a reservation system for computer labs and workstations to
manage usage during peak hours.
o Allocate time slots for academic classes, workshops, and student
projects.
o Provide priority access for specific academic programs or research
projects.
c. Usage Guidelines:
o Establish rules and guidelines for computer usage, including
expectations for behavior, etiquette, and responsible use of resources.
o Prohibit activities that may disrupt network performance, compromise
security, or violate privacy rights.
o Educate users on data privacy, cybersecurity best practices, and
intellectual property rights.
3. Support and Assistance:
a. Technical Support Services:

o Establish a help desk or support center to provide technical assistance
and troubleshooting for computer-related issues.




Offer online tutorials, user manuals, and knowledge base articles to

address common problems and questions. _ '
o Provide onsite support for hardware repairs, software installations, and

configuration changes.

b. Training and Education: '
Offer training programs and workshops to enhance computer literacy

and proficiency among students, faculty, and staff.

o Provide specialized training for using engineering software
applications, programming languages, and simulation tools.

o Collaborate with academic departments to integrate technology into the

curriculum and promote digital literacy skills.

. Security and Compliance:

a. Security Measures:
o Implement access controls, encryption, and other security measures to

protect sensitive data and prevent unauthorized access.

o Enforce password policies, such as regular password changes and
complexity requirements, to strengthen authentication.

o Conduct security awareness training to educate users about common
threats, phishing scams, and social engineering tactics.

b. Compliance with Regulations:

o Ensure compliance with data protection regulations such as the
General Data Protection Regulation (GDPR) and the Family
Educational Rights and Privacy Act (FERPA).

o Adhere to industry standards and best practices for information
security, such as ISO/IEC 27001 and NIST Cybersecurity Framework.

o Conduct regular audits and assessments to verify compliance with
policies and regulations.

. Communication and Feedback:
a. Communication Channels:

o Maintain regular communication with users through email newsletters,
announcements, and social media updates.

o Provide a centralized platform such as a website or intranet portal for
accessing information about computer facilities, services, and policies.

b. Feedback Mechanisms:

o Solicit feedback from users through surveys, focus groups, and
suggestion boxes to identify areas for improvement.

o Acton feedback by addressing concerns, implementing suggestions,
and communicating changgs to the user community.

o
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Policies for maintaining laboratories in engineering college

1. Safety Policies and Procedures: N
Clearly defined safety protocols for all laboratory activities.

Mandatory safety training for students and staff.
Proper handling, storage, and disposal of hazardous materials.
Regular inspections of equipment and facilities to identify and mitigate
potential hazards.
o Emergency procedures for accidents, spills, or other safety incidents.
2. Equipment Maintenance Policies:
o Scheduled maintenance routines for all laboratory equipment.
o Calibration schedules for precise instruments.
o Prompt repair or replacement of malfunctioning equipment.
o Documentation of maintenance and repair activities.
3. Inventory Management:
o Inventory control system to track supplies, chemicals, and equipment.
o Regular audits to ensure accuracy of inventory records.
o Proper storage conditions for chemicals and materials.
o Guidelines for ordering and replenishing supplies.
4. Access and Authorization:
o Restricted access to laboratories to authorized personnel only.
o Clear guidelines for student access and supervision.
o Authorization process for using specialized equipment.
o Record keeping of personnel accessing the laboratories.
5. Data Management:
o Secure storage and backup of experimental data.
o Policies for data sharing and intellectual property protection.
o Compliance with data privacy regulations (if applicable).
6. Environmental Policies:
o Waste management protocols for proper disposal of laboratory waste.
o Recycling initiatives for appropriate materials.
o Energy conservation measures within laboratory facilities.
7. Laboratory Conduct:
o Guidelines for behavior and conduct within laboratories.
o Policies against food, drinks, and smoking inside laboratory areas.
o Respect for shared resources and cleanliness standards.
8. Ethical Considerations:
o Compliance with ethical standards for research and experimentation.
o Policies regarding plagiarism, data fabrication, and other academic
misconduct.
9. Training and Supervision:
o Adequate supervision of laboratory sessions by qualified staff.
o Provision of instructional materials and manuals for experiments.

o 0O 0o

o



o Ongoing professional development for laboratory staff.
10. Documentation and Reporting:
o Record keeping of laboratory activities, experiments, and results.
o Reporting mechanisms for incidents, accidents, or safety concerns.
o Documentation of student performance and participation in laboratory
work.
11. Quality Assurance:
o Regular quality assessments and evaluations of laboratory procedures.
o Feedback mechanisms for students and staff to improve laboratory
experiences.
o Continuous improvement initiatives based on feedback and assessment
results.

BASELIOS MATHEWS || COLLEGE OF ENGINEERING Bl
SASTHAMCOTTA, KOLLAM-580520 —



