
 

 

Maintenance Policies and Procedures  

 

There are established systems and procedures followed in the college for maintaining and 

utilizing physical, academic and support facilities - laboratory, library, sports complex, 

computers, classrooms etc.  

The College has an established system for the effective and proper maintenance of equipments, 

infrastructure and properties of the institution.   

DBCL campus is a self-sufficient one from maintenance viewpoint. There is an Industrial 

training Institute, Engineering Institute, Management institute as well as a Marine Academy to 

support the college by sharing of resources and in maintaining its assets and general upkeep of 

the college. Adequate personnel are employed in the campus for the purpose of upkeep of the 

maintenance of physical facilities relating to computer laboratories, carpentry, plumbing, air 

conditioning and electrical and electronic equipments including solar panels, gardening, 

buildings, transport etc. Appropriate measures are taken by the Campus administrator for the 

effective maintenance of sports facilities.  

The Campus Council discusses and reviews all the major renovation and maintenance works 

of land and buildings in the campus. The Campus administrator is in charge of upkeep of 

campus physical facilities and the Central Accounts Section of the campus.   

The college management is responsible for all the maintenance activities in the campus with 

adequate support from sister institutions. In financial year 2019-20, at huge investment, the 

firefighting system of all buildings in the campus with appropriate safety measures (including 

fire sprinklers system, emergency exit etc.) has been totally revamped as per latest guidelines 

of Municipal Corporation.   

College has an efficient office to monitor the maintenance of physical equipments and other 

facilities of the college. The maintenance of the classrooms and college library is carried out 

by the college administrative wing, which keeps the stock register and maintenance report of 

the classrooms. Floors are allotted to individual employees for regular upkeep of class rooms, 

Library and labs. Annual Maintenance Contract service are also in place for selected services 

like CCTV system, water coolers, fire extinguishers etc. The campus has appointed an 

electrician who with the help of students of Industrial training Institute of the campus handles 

all electrical maintenance regularly. Electrical and carpentry works are carried out during non-

instructional days/hours.  



 

 

Security personnel appointed for campus as a whole; every floor, library, labs, utility rooms 

and the entire campus are fully covered with CCTV system and maintenance of the same is 

taken care by the common workforce of the campus.   

A computer lab assistant from the Campus Server room is stationed at the college and he is 

responsible for maintaining the laboratories, in concurrence with the Head of the department 

and Principal. The Department Council will propose and review all the major woks pertaining 

to renovation and maintenance of the lab.  

Types of Maintenance carried out in Department of Hospitality Studies:  

Given the nature of Programme offered and the huge investment made on electronic 

Equipments, Kitchen equipments and Natural Gas equipments etc., regular maintenance 

policies and procedures are in place under the supervision of the Department Head. The 

Department practices different types of maintenance works to increase the uptime of its assets 

and utility of their facilities. Students are also trained for maintaining the kitchens and 

accessories.  

Separate complaint registers are maintained for various services. Regular cleaning of college 

floors, classrooms, laboratories, equipment, and restrooms are being done by the housekeeping 

team. Stock verification of all labs and other facilities is done at the end of every year by the 

staff members from other department. Periodical check-up of equipment is carried out as per 

schedule by the chefs and lab faculty. Selected services like refilling of fire extinguishers have 

been given on contract.   

Based on budgetary allotment, availability of resources, level of combined experience, and 

maintenance goals, the following maintenance types are used.   

Preventive Scheduled maintenance: Scheduled maintenance includes work that is scheduled 

on a calendar for completion. The most common type of scheduled maintenance is calendar 

based preventive maintenance tasks. Hospitality Studies – schedules maintenance tasks based 

on time rather than actual conditions. The time for preventive maintenance is scheduled half 

yearly and yearly depending on usage of the facilities or equipment. Fire extinguishers are 

checked every 2 months and refilled every year in the month of March.  

Maintenance carried out in November just before the exams: PCI, Gas-Ranges burner deep 

cleaning, checking valves and knobs, plumbing, refrigerators, Air conditioners, ovens, 

planetary mixers and water coolers.  

Maintenance carried out in May after the exams: In addition to above, during vacations, 

maintenance of plumbing, painting, carpentry, polishing and lockers are carried out.  



 

 

Condition-based maintenance: Condition-based maintenance (CBM) is done when 

hazardous conditions are spotted. It is written in a job requisition book and then followed up 

with the respective vendor. For e.g., Water drains clogged or Gas knobs broken etc.  

Planned maintenance: Planned maintenance is work that’s prepared for in advance of it taking 

place. For e.g., Painting of Audio-Visual room or restaurant is done before interviews or events. 

This is also done for lighting which is checked from time to time.  

Routine maintenance: Routine maintenance is a form of time-based maintenance for smaller 

tasks (i.e., cleaning) performed at higher frequencies (hourly, daily) and for larger tasks (i.e., 

inspections) performed at lower frequencies (weekly, monthly, annually). Additionally, regular 

maintenance is performed by peons and other staff members while routine preventive 

maintenance is performed by technicians.  

Emergency maintenance: Emergency maintenance occurs when an equipment requires 

immediate attention in order to keep a facility operational or safe. This is the most reactive and 

intrusive type of maintenance as it pulls technicians away from other jobs and lowers schedule 

compliance. In extreme circumstances, emergency maintenance can set us back days depending 

on the scope of the repair, available parts, and the equipment’s level of importance. 

Maintenance of Computer Laboratories: Maintenance of computers is taken care by an in-

house Campus Central Service Server Room of Don Bosco Institute of Technology. Preventive 

maintenance and breakdown maintenance procedure is followed. Installation of antivirus and 

firewall ensure that the software and system are secured.  
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