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Introduction

The Dharmsinh Desai University Maintenance Policy and Procedure Manual provides
the policies and procedures for systematic operations to be performed from time to time 1n
maintenance of all Infrastructure. The Standard Operating Procedure should follow In
Maintenance of Infra related to Academics, Research, sports and administrative areas in the
[nstitution. It also provides guidelines to follow to administer these policies.

DDU will keep all Maintenance policies current and relevant. Therefore, from time to

time it will be necessary to modify and amend some sections of the policies and procedures, or

to add new procedures.

MAINTENANCE POLICY GOALS

The inclusion of the following goals should help a Facility formulate a successful operation

and

maintenance of institute program:

1. Perform maintenance on a periodic basis.

7 Provide functional facilities that (a) meet the University's requirements; (b) have an

environmentally acceptable atmosphere for students, faculty, and {taff; and (c) ensure the

health and safety of all personnel.
3. Identify potential problems early within the context of the preventive maintenance system

so that corrective action may be planned, included in the budget cycle, and completed 1n a

timely manner.
4. Follow an orderly program so that administrative costs are minimized and the workload for

personnel is maintained at a relatively constant level.

5 Conserve energy and resources by ensuring maximum operating efficiency of energy

consuming equipment and systems.
6. Maintain credible relations with users by providing well-maintained facilities and

information on preventive maintenance activities.

7. Identify and implement possible improvements that will reduce costs, improve service, and

result in more efficient operation.
Any suggestions, recommendations or feedback on the policies and procedures

specified in this manual are welcome and will be incorporated in next revision after thorough

review by stakeholders.
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In order to provide a safe, healthful, and secure environment, the University requires the use

of two types of maintenance: preventive, and break down.

1. Preventive Maintenance Policy

7 Breakdown Maintenance Policy

Preventive Maintenance Policy

Preventive maintenance is maintenance that 1s regularly performed on a piece of
equipment that it provides periodic inspection, adjustment, minor repair, lubrication, reporting,
and data recording necessary to minimize building equipment and utility system breakdown
and maximize system and equipment efficiency. It is performed while the equipment 18 still
working so that it does not break down unexpectedly. Preventive maintenance will be taking
care by In-house staff only for most of the places.

DDU takes the help of outsourcing for the equipment like elevators, copier machines,
Air Conditioners etc which are under annual haintenance. Preventive maintenance requires for
Classrooms, Tutorial rooms, Conterence Halls, Laboratories, Research Centers, Center of

Excellence. Library, Sports facility, and Computers elct

Purpose of the Policy
This policy provides guidelines for the maintenance of physical, academic and support

facilities of the university to ensure that not to break down unexpectedly. Preventive
Maintenance Program Procedures are designed to fulfill the needs of the Facility. The purpose
of the program is to produce cost savings by:

« Reducing the downtime of critical systems and equipment.

. Extending the life of facilities and equipment.

» Improving equipment reliability.

« Ensuring proper equipment operation.

- Improving the overall appearance of facilities.

Procedures
Maintenance of Classrooms and Tutorial Rooms

Classrooms and Tutorial rooms with furmture and teaching aids are maintained by the

respective department staff and attendants and supervised by the respective Head of the
Department. The Heads of Departments report to the administration periodically for all the

maintenance works. Students optimally utilize all classrooms during the daylong working
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hours and are also mentored to upkeep the furniture. The following services are in work force

for upkeeping of classrooms and tutorial rooms.

Service Frequency Responsible Authority
S No | Service Frequency Responsible
Authority
1 | Cleaning of Classrooms, and Chalkboards Daily Attender
D Floors dust mop, wet mop, High and low dusting Daily Attender
L Emptying wastebaskets Daily Attender
4 Removing of unwanted circulars from Notice Daily Attender
Boards
IFS | Working condition of computer system, projector, Daily Technician

and projector screen

Maintenance of Laboratories, Research Centers(RC) and Center of Excellences(CoE)

The respective faculty members, staff, lab assistants and other service personnel are
given
responsibility to maintain the equipments under their purview. Stock registers, asset registers,

log books, tools and plant registers are maintained by the respective laboratories to report

entries and defects arising for rectification. All major repairs are identified and external

expertise sought for maintenance of equipment wherever necessary with the permission of the

Registrar.

Standard operating procedures for all high end equipments are made available to the

er in the log books and are responsible for the safe handling of the
are reported to the Head of Department or the faculty

users. In campus users regist

equipments. Breakage and repair 1f any,
in charge as the case may be and suitable measures are taken for speedy functioning of the

equipment. Breakage of glasswarc intended for use by students and scholars is entered in the

breakage register and charges levied based on the cost of the equipment payable by the students

at the end of the year and by the research scholars at the culmination of the course programme.
The condemned/obsolete items are discarded by procedure after getting the report of

the IMF and the same is entered in the stock register. Annual maintenance contract (AMC) 1s

sustained for maintenance of high end equipments and high end servers and computers. The
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following services are in work force for upkeeping of Laboratories, Research Centers and

Center of Excellence.

S No | Service Frequency | Responsible |
Authority 4
1 Cleaning of Laboratories/RC/CoE, and Daily Lab Technician
| Chalkboards 4
D Floors dust mop, wet mop, High and low dusting Daily [.ab Technician |
3 Emptying wastebaskets Daily Lab Technician
4 Working condition of equipment in Daily Lab Technician |

laboratory/RC/CoE

Maintenance of Conference Halls, Seminar Halls and Auditoriums

Conference halls, Seminar halls and auditoriums are under the various departments.
Cleanliness is taken care of by the housekeeping team. Effective utilisation of classrooms,
seminar halls and auditoriums for organising academic meetings, seminars, conferences, and
cultural events is made. For accessing the facilities, the organising faculty/staff member
submits a request form, through HOD and the date of event is registered. Then the halls are

accessed on priority basis. The following services are in work force for upkeeping of

Conference halls, Seminar Halls and Auditoriums.

S No | Service Frequency | Responsible Authority
1 Cleaning of Conference Halls\ Seminar Halls\ Daily Attender
Auditoriums &
2 Floors dust mop, wet mop, High and low dusting | Daily Attender
3 Emptying wastebaskets Daily Attender
| 4 Working condition of PA system, Computer Daily Technician

system, projector, and projector screen

Maintenance and Utilisation of Library and Library Resources
The library staff is clearly instructed in the care and handling of library documents, particularly

during processing, shelving and conveyance of documents.
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