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Ohbjective:

To provide a healthy campus atmosphere ensuning cleanliness and hygiene.
Responsibilities:

The Bursar

Administrative Officer
Housekeeping Stafl

1. Clasas Moom Cleaning and Rlaintenance

Objective: To elaborate the procedure for Maintaining the class room.

Procedure:

» The attender of respective department and cleaning staff will fulfill the requiremenis
of ¢classroom maintenance on regular basis.

# The cleanliness is overseen by administrative officer of S1. Thomas College
{Autonomoua), Thrssur and the Purchoze and Maintenance commiticc.

#  The issues related to class room maintenance has to be reponted 1o the Adminisirator
through HOD.
#  The Bursar has to confirm appropriate corrective measures are taken.

5L Activities Responsibility
I Allotment of department wize classrooms Rursar

2 Allotment of individual classrooms for respective Class students  Bursar
3 Projector sereens in classrooms, ICT board with stylus HODVSystem Admin

4 Arrangement/Repair of student’s desks and teacher’s desksftables. Bursar/ Admimistrative
aflicer

5 Repair of existing electnical outlets- Light bulb replacement Bursar/Administrative
officer

[ Fouting services or mamtenance Burzar! Administrativa
alficer
Students, Teaching
Siaff members and
Housekeeping Stalls
Mon- Teaching stafl
- members.
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Priority | Task Frequency
1 Monping off the dust {rom the (loors Daily

2 Decontaminating glass or metal surfaces Daily

3 Emptying trash receptacle Daily

4 Ordering and arranging of lurniture Daily

5 E‘Iaan'mg writing board and chalk trav Daily

[ Spot mnpping om floors Draily

7 Momitor/ overhead projector dusting Daily

B LUhecking ol elecine services Liaily

9 Damp mopping of classroom floors Weekly

10 Disinfecting student desks and all other honzontal Weekly

surfaces,

11 | Washing of trash containers | Monthly
12 Dust luminaires, and clocks Monthly

2. Laboratory Cleaning and Maintenance:
Objective:

The procedure is to establish a controlled method for Inspection/ calibration,
Maintaining and Upgrading Teaching, Analysis and Research equipment.

Procedure:

» Lahoratory atienders are responsible for regular maintenance of laboratories.
¢ The maintenance of high-priced equipment and machineries in the laboralories are

e fovined by well-traioes] teclmical sialls,

 Power backup sysitem {(UPS) and power generators are nstalled to prodect the
laboratory devices from the issues related (o the brownouts and blackouts of

alarfrirmy

i
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SL Activities Responsibility
Maintain teaching equipment inventory list and calibration
1 schedule and to verify calibrations nerformance checks in each Lahb Assistant
laboratory,

2 Maintain he Analytical equipment inventory list and calibration
achednle and to ver v calihratona/nerformance checks Tah Assisiant
in each laboratory.

Teaching equipment having Annual Maintenance Contract { AMC)

3 chould be revigad and reneued saarls Lab Assistant
ljhe “i:;quq:rment_{:a]ﬁ:lr.atmn.-“['-'![alntenance log hfis io be filled and Lab Coordinator &
4 signed and kept in file in HoD» office and a copy in the lab HOD
coordinator's office,
& eper il the teaching aquipment mannal chall ha bapi in el and/ .
3 or hard copy in the lab. Lab Coordinator
‘Check if there is a software program that provides added
':'I nnhﬂnrnn‘u:niq awvar an Fl!'vll'liFlr '|.I'FIIT|=.IJ'I|I'I Rﬂl“}‘ﬂr Tﬂl\lﬂl"il‘lg a I'IS!T-I']WFII‘F' Lﬂh j_'|'_|5|_'r|_:|c||;:|[

device with that one provides greaier performance than an earher
mode]

Providing a list of the required lab tools that will be wsed in the

nexi academic vear, in order to get them before the due date. Lk Instructor

'Mainiain the research equipment inventory list and calibration
b schedule and to verifv calibrations‘performance checks Lab Coordinator
{in each laboratory.

Unused or out of performance equipment should be marked with a

? sticker that the eguipment “Out of service and not o use”™, Lab Assistant
Proper forms hike equuipment lisi bas o be sesintaimed for .
10 conducting labs both inter and intra department. Lab Assistant
11 Housekeeping register has to be maintained for laboratories. Lab Coordinator
=
el
Principal
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Priority | Task Frequency
1 Dust mopping on floors Daily
2 Wel mopping on Toors Daily
Empiving ol lrash’ wasie pot Lanly
4 Straightening and cleaning of furniture Daily
5 Sterilizing and sanitizing ofequipment and fixtures Daily
ch Cleaning ol working surfaces Draily
7 Dusting of machine’ equipment Daily
] Spot cleaning of walls, doors, windows and jams Weekly
o Cleansing of trash bins and sanitary boxes Weaakly
14 Cleaning of students” cabins honthly
11 Ceiling and light fixtures dusting Maonthly
3. Office Cleaning:
Priority | Task Frequency
1 Empiy refuse receptacle Daily
2 Diast ooogr Niles, cabinsts and calzins Craily
3 Dusi and wet mop entire floor Monthly
4 Swill out window sills Monthly
5 Wiat map Aoors with tile Monthlsy
[ Buff light fixtures and brush ceiling area Monthly
4. Mestroom’ Staffroorm Cleaming:
Priority | Task Fregquency
1 Cleansing of all sinks Diaily
a Drecontaminating of all fixtures, teilets and urinals Draily
3 Disinfecting of doors and partition holders Draily
4 Emptying of dust bins and sanitary repositories Draily
5 Replacing of garbage baps and filling of dispensers Maily
4] Horizontal surfaces” cleaning Draily
7 Sweeping and disinfecting on floors Dhaily
| Buffing mirrors Daily |
LNEN | Cleaning of Grills, ceiling and light fixtures Weekly
10 T“'::ﬁ Spot cleaning of walls, doors, windows and jams Weekly
I j'l Cleansing of trash bins and sanitary wnw " Weekly
f’:—,-r_
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=  Tha houeskesping ctallz duly appointad by the managemant have been antrusiad
with the responsibility of maintaining the campus clean and hygienic.

= The cleaning of corridors, Laboratories, washrooms, rest rooms, pathways edc are
performed ndhenng io the stricl scheduls mssigned by the Bursar,

# The maintenance of cleanliness of the campus will be supervised by the
administrative officer,

5.1. Entrance and Fover Cleaning;:

Priority | Task Freguency
I Emptying trash container Draily

2 Drust nvorpping on Nooes and isats Diaily

3 Cleaning horizontal surfaces Daily

4 Spot mopping on Moors (wet) Daily

5 I'Ileinl'nr!irlg daor handlas Tily

f Dust and wel mopping of entire_area Weekly

7 Cleaning foor grills Monthly

8 Dusting light fixtures and ceiling area Maonthly

9 Washing trash containers Monthly

5.1 Garden/Loan cleaning;

Priority | Task Frequency

1 Sweeping ol every surface of huildinE. and vard Daily

] Callection of Tall ofT leaves . siems etc Maily

1 Emptying trash containers Dianly

4 Watering plants Diaily

5 Cutting of grass, herbs, shrubs, etc. Weekly

Principal
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6. Hostel :

Hostel cleanliness and maintenance is the responsibility of the hoste] inmaites

=  Group study can be done cither 1 Beaz 1lall or in Boading Noom betvweon B3 TR
and 1030 P.M. Mo group study is allowed in rooms.

= [nmaies are expected to have mess from the hostel itself; skipping food can be done
only with the approval of the Warden.

» Choice for vegetarian / Mon-vepetarnan food is given on the semester. Avoiding
selecied items has 1o be informed in the office, sufficiently earlier.

&  The menu is set for a semester; however, the Warden may sugeest changes in the menu
10 keep the monthly tae within a reasonable level.

= Moeals or extras will not be served to the rooms of the members.

=« Sick diet can be provided (o the members under the advice of Medical Oficer, with the
permission of the Warden, subject to constraints of the hostel,

# The students proceeding on vacation‘holidavs may leave behind their personal
belongings in the hostels ull they returm. All such amicles must be packed, properly
labelled and entrusted to the Office Manager of hostel for sale custody, after ohiaining
a receipt for the same. These receipts should be surrendered when the articles are
claimed, While every efTort will bBe made bo ace the articles are kept safely the hostcls
authorities are not responsible for any loss or damage caused. Students are therefore
advised not to leave behind any costly items in the hostels when they go sway on
vacation/holidays,

# It is compulsory that every student should vacate his'her rooin before proceeding on
vacation and surrender the room 1o the Office Manager. If any room is found locked.
the hosiel authorities have the RIGHT TO BEEAK OPEM THE SAME and the cost of
e dannazge will Le wlhias el o the ieapouiive atudsis,

#  Hostel Furniture shall mot be removed from one room 1o another umder any
circumstances. Stedenis are responsible for the care of fumniture and fwings in their
respective rooms, The cost of fumiture and fitings will be recovered [rom them in case
of any damage ar loss along with the fine of Bs 10O00/-,

»  All the rooms, deors and windows should be kept neat and tidy, A fne of Fs 2000 will
be levied for disfiguring of doors, glass panels, Fumiture and walls of rooms from the
resident(s) of the room in addition (o the amount needed for repairing and repainting
the akaone

= A Collective fine of Rz 2000 /~will be collected from the residents of the respective
wings/Tloors for disfiguring Veranda®s and Bathrooms in addition te the amount needed
for repairing the above.

The complaints about hostel have to be submitted (o the Warden,
The inmaies are obliged to follow strictly the hostel schedule framed by the hostel
authorities from time o me.
%E."-'"L“TD""U# Tlhre poepracativnn of mesals and e clheanliness of e hitchen and visnsils will e the
ponsibility of the kifchen staffl
cleanliness of the individual rooms of the hu:sln:—:lv.'_i_;ﬂ:jbe done by the inmates of the

o
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# The cleaning of hostel office and verandas will be the responsibility of the
housekeeping stafis dulv appointed by the hostel management.
* The office assistant will supervise the cleanliness and hygiene of the hostel facilities.

Schedule of Cleaning and Maintenance:

Priority | Task Frequency
1 Empuying wrash conainer Craily
2 Dust mopping on floors and mats Daily
3 Cleaning honzontal surfaces Daily
1 Ei:l-al m-nppi.ng on {loors {(wel) Erailly
5 Dismfecting door handles Daily
f Dust and wet mopping of entire area Weekly
7 Cleaning foor prills Weekly
B Dusting light fixtures and ceiling area Weekly
G Washing trash containers Weekly
Y
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