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Policy on Maintenance and Utilization of Physical, 
Academic, and Support Facilities 

1. Purpose 

The purpose of this policy is to ensure the effective maintenance and optimal 
utilization of physical, academic, and support facilities such as laboratories, libraries, 
sports complexes, computers, and classrooms at Jeevandeep Law College. This will 
enhance the academic environment, ensuring a productive and well-maintained space 
for students, faculty, and staff. 

2. Scope 

This policy applies to all physical, academic, and support facilities of Jeevandeep Law 
College, including but not limited to: 

• Classrooms 
• Library 
• Computer labs 
• Sports complex 
• Auditorium 
• Common areas 
• Faculty rooms 
• Administrative offices 
• Washrooms 

3. Systems for Maintenance 

3.1 General Maintenance Committee 

Jeevandeep Law College has established a General Maintenance Committee (GMC) 
responsible for overseeing the maintenance of all facilities. The committee is 
composed of: 

• Principal (Chairperson) 
• Administrative Officer (Secretary) 
• Faculty representatives (1 members) 
• Student representatives (1 members) 

The GMC meets periodically to review maintenance issues, create action plans, and 
report on progress to the management committee. 

3.2 Regular Inspections 
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• Monthly Inspections: The GMC will conduct monthly inspections of all 
physical and academic facilities to ensure they are in good condition. Any 
repair or replacement needs will be reported immediately. 

• Annual Maintenance Review: An annual review of facilities is conducted by 
the GMC in collaboration with external auditors to assess the long-term 
maintenance needs and allocate resources. 

3.3 Maintenance Log 

A maintenance log is maintained for every facility, detailing: 

• Date of maintenance or repair 
• Type of issue addressed 
• Person responsible for the repair 
• Status of the facility post-repair This log will be reviewed by the GMC 

quarterly. 

4. Utilization Procedures 

4.1 Classrooms and Seminar Halls 

• Resource Allocation: Classrooms are equipped with necessary teaching aids 
(projectors, whiteboards, etc.), and any additional resources required should 
be requested through the administrative office. 

4.2 Library 

• Library Hours: The library is open from 9 AM to 6 PM on weekdays. Students 
and faculty are encouraged to make full use of the resources available. 

• Digital Access: Digital resources such as e-books, legal databases, and online 
journals are accessible 24/7 through the college's digital library portal. 

• Borrowing Rules: Students and faculty must adhere to the library borrowing 
policy, which sets a limit on the number of books issued at one time and the 
return timeline. 

4.3 Computer Laboratories 

• Access: Computer labs are accessible to students during designated hours. The 
IT department manages scheduling and ensures systems are functional. 

• Software Maintenance: The IT team is responsible for regular updates and 
software installations. Requests for specific software needed for academic 
purposes must be submitted to the IT department in advance. 

4.4 Gymkhana 
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• Access Hours: The sports complex is available from 7 AM to 6 PM for students 
and faculty. Organized sports events must be booked in advance with the 
sports coordinator. 

• Equipment Maintenance: All sports equipment is maintained regularly by 
the support staff. Any damaged equipment should be reported immediately for 
repair or replacement. 

5. Outsourcing and External Vendors 

The college may outsource maintenance tasks such as plumbing, electrical work, and 
landscaping to external vendors. The selection of vendors is carried out through a 
transparent bidding process, and contracts are awarded based on quality and cost-
efficiency. 

6. Emergency Maintenance 

In case of an emergency (e.g., electrical failure, flooding, structural damage), the 
administrative officer must immediately contact the relevant support staff or external 
vendors to address the issue. A record of emergency repairs is maintained separately. 

7. Review and Feedback 

The policy will be reviewed annually by the GMC and feedback will be sought from 
students, faculty, and staff to continuously improve the utilization and maintenance 
of the college facilities. Suggestions can be submitted via the college’s official portal 
or in writing to the administrative office. 

8. Compliance and Enforcement 

All staff, students, and faculty are expected to comply with this policy. Any breach of 
this policy will be dealt with through the appropriate disciplinary measures as 
outlined in the college’s code of conduct. 
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