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MATRIC ID: 

7.1.2 The Institution has facilities and initiatives for 
1. Alternative Source of Energy and Energy Conservation measures 
2. Management of the various types of degradable and non-degradable waste 
3. Water Conservation 
4. Green Campus Initiatives 
5. Disabled- friendly, barer free environment 
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HANDBOOK OF 

    INSTITUTIONAL USAGE AND     

      MAINTENANCE POLIC 

Policy Details: 

 Marangi Mahavidyalaya has established systems and procedures for 

maintaining and utilizing Physical, Academic and support facilities for regular 

maintenance and periodic replenishment of essential facilities. 

 The College policy is to have effective mechanism for the upkeep of the 

infrastructure and other facilities as to have optimum utilization of the facilities in 

order to have effective college functioning.       

  

Purpose of this policy: 

 This policy is intended to help Management, staff, and students to 

understand importance of Infrastructure maintenance and procedures followed for 

the same. Effective Maintenance of infrastructure can: 

 Contribute to an organization's instructional effectiveness and financial 

well-being. 

 Improve the cleanliness, orderliness, and safety of an education 

organization's facilities 

 reduce the operational costs and life cycle cost of a building 

 Help staff deal with limited resources by identifying facilities priorities 

proactively rather than reactively 

 Extend the useful life of buildings 

 Increase energy effliciency and help the environment 

Systems for Maintenance and Utilization: 

 Budget provisions are made for new as well as old facilities, repairs and 

maintenance. Library budget is also made available every year.  

 

 



 

 Establishment/repairs and maintenance committee is formed. Principal is the 

chairperson.  

 College Development Committee is also formed for overall planning and 

development of college.  

 Departmental requirements for new purchases and maintenance of old is 

collected every year and approved in the College Development Committee 

meeting. 

 Stakeholders’ suggestions are also considered. 

 Office interprets and analyses the requirement on the basis of necessity, 

urgency, available funds and budget is given to each Department. 

 Depending on availability of funds, requirements are fulfilled by 

establishment committee under guidance of Principal. 

 The Heads of Departments of the college takes a periodical review of repairs 

and maintenance requirements of their respective Departments. 

Maintenance of Physical Facilities: 

 The physical facilities are maintained by the Institution's Centralized 

Administrative Department, which comprises Maintenance Supervisor and 

Electrician. The services of electricians and computer analysts are available during 

working hours in the campus. Electrician is responsible for the uninterrupted 

power supply and maintenance of equipment like generator sets, general lighting, 

power distribution system, solar panels etc. Maintenance of water plumbing plants, 

sewage and drainage is undertaken by maintenance supervisor with the helpof 

plumbing contractor. The complaints can be registered through maintenance 

department by letter/mail/ orally. The Maintenance Supervisor with a team of 

Housekeeping supervisor monitors the maintenance and cleanliness of the 

buildings, classrooms, labs, furniture, campus ground, Gymkhana (sports 

facilities), cabins, conference rooms, staff rooms, student's amenity areas, cafeteria 

and Library. Housekeeping services are outsourced on annual contract basis and  

 

 

 



 

are made available during day time in all days. Transport facilities are monitored  

by the maintenance supervisor and his support staf. Annual contract shall be given 

to Bus service provider every year in the beginning of the academic year. 

 

 

Allocation of Classrooms: 

 The Classrooms are allocated to every Department by the Principal on the 

advise of the Chief Co-ordinator and Routine Committee Convener at the eve of 

every Academic Year. The Master Time table is prepared for proper utilization of 

the classroom space. 

 

Maintenance of Classrooms, Classrooms Furniture and Laboratories:  

 Classroom with furniture, teaching aids and laboratories are maintained by 

the respective department staff and attendants and supervised by the 

Department/Institutions. The Heads of the Departments periodically report to the 

principal for all the maintenance works. Minor repairs are registered in a ledger 

maintained in the office and are attended on priority basis. Staff of respective 

department monitor effective utilization of the computer and Education 

laboratories. Students and respective Head of the departments optimally utilize all 

classrooms during the daylong working hours and are also mentored to upkeep the 

furniture. 

 

Stationery Allocation Policy of College: 

 Office Stationery is an important part of regular functioning of academic 

institution. The College has Staff Welfare Committee which is responsible for 

proper allocation of stationery amongst teaching staff. The Committee maintains 

records in case of allocation of any stationery item to any department/ committee. 

 

Maintenance and Utilization 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. 

The following steps need to be taken: 

 Bound volumes are not to be sorted out from their fore edges, as this process 

weakens the binding. 

 Shelves should not be fully packed. Huge volumes need to be kept flat. 

 

 

 



 

 

 Dust should not be allowed to deposit on the documents because the 

collection of dust causes staining of documents and promote chemical and 

biological problems. Cleaning and using vacuum should be done regularly 

and carefully. 

 Proper pest management is done to minimize the problems caused by 

insects. Borax or common salt is used to prevent cockroaches. Sodium 

fluoride is applied to bound volumes to save them from silverfishes. DDT or  

gammaxine powder over the affected area can help in removal of termites or 

white ants. 

 Proper cleaning, fumigation and exposure to sunlight to the documents are 

done to reduce the effect of insects in the library. 

 Repellants are used to save materials from Rats. For said process help of 

maintain ace supervisor can be taken 

Maintenance and Utilization of Seminar Halls and Auditorium:  

 Conference rooms and auditorium are under the purview of the and the 

cleanliness is taken care of by the housekeeping team. Effective utilization of 

Conference rooms and auditorium for organizing academic meetings, seminars, 

and conferences is made. For accessing the facilities, the organizing faculty/staff 

member submits an application to the principal through Heads and the date of 

event is registered and the halls are accessed on priority basis. 

 

Maintenance and Repair of Physical Infrastructure: 

 Maintenance Supervisor and his team Adhoc Maintenance Regular 

Maintenance Reviewing the entries in the repair request Register White washing, 

Painting and Pest control Submission to authorities for Approval Receive approval 

Work carried out Getting verified by the concerned Department Issue of Work 

Completion Certificate. 

 

Procedures for maintaining and utilization: 

 The cleaning and the maintenance of the classrooms are done by the non-

teaching staff as per cleaning schedule which is monitored by head of the 

department. 

 



 

 The college has adequate number of computers with IT facilities maintained 

by Computer Maintenance Service Provider.’ – Computer Hub, Golaghat, 

Assam. .  

 The college website is maintained regularly by website provider- All in One 

Solution, Golaghat, Assam. 

 Maintenance of electrical equipments is regularly done through various 

service agencies visit on call basis.  

 Rain Water harvesting system helps in the maintenance of the garden as well 

as to clean Girls’ toilet. 

 All other facilities like sports facility, health care, water supply, toilet 

cleaning, parking facility etc. are also maintained on regular basis. 

 

 

 

 (Yugal Jyoti Borah)     (Dr. Mamoni Mahanta) 
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Policy Document 

     on  

Providing Financial Support to the Teachers for Attending                                                               

Conference/Workshop 

 

Marangi Mahavidyalaya firmly believes in empowering the faculty by encouraging them to 

attend various seminars, conferences and workshops. 

Objectives: 

 To encourage the teaching staff for the presentation of research paper in 

National/International Seminars, workshop etc. 

 To support the teaching staff to avail opportunity for discussing the novel development, 

the emerging challenges, future perspectives in their field of interest. 

 To support teaching staff to promote teaching .learning, research extension activities 

and governance through participation in conference and workshop. 

 To enhance their academic credential in line with expectations. 

Scope of Financial Support: 

The faculties are provided with financial support for professional development activities like: 

 Participating in the seminars, workshops and conferences. 

 Publishing research papers in reputed journals. 

 All the full time teachers can avail the financial support.  

Forms of Financial Support 

The financial support to the teachers can be provided for:  
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 Registration fees for seminars, workshops and conferences. 

 Travelling and accommodation allowances in case of outstation seminars, workshops 

and conferences. 

 Membership fee of professional bodies. 

 Enrolment for Professional Development  course. 

 

Procedures for applying and Approval: 

1. Teachers are deputed for, workshops or conferences by the department. The Head of 

the department should submit an application to the Principal regarding the teacher’s 

participation, their registration fees and any allowances, if applicable. After the approval 

by the Principal funds are released for the same by the Account section. 

2. Only one teacher in a department would be deputed to attend 

seminar/workshop/conference etc. 

3. In case, the fee is paid by the teacher, the amount is reimbursed after following proper 

application and approval procedure. 

4. The teachers should submit the relevant receipts an a copy of Participating Certificate to 

the Accounts section for their record. 
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Policy Document on E-Governance  

 

As a higher education institution Marangi Mahavidyalaya has been trying to initiate to facilitate ICT in all 

the necessary parts of the College i.e. admition, examination, library, official documentation etc. 

through which manual documentation would like to be minimised. The workflow within different 

sections or departments should be automated to enable efficient governance in the College in order to 

serve all the stakeholders. 

 

A- ICT is used to automate, transfer, and analyze the data or information in the college administration 

for all the purposes of Admissions,  Examination, result, students year wise data , attendance etc.  

 

B- The Central Library of the College is targeted to be a  automated one and as a part of it SOUL, and 

INFLINET services are provided to meet the same.         

C- The Accounts is greatly benefitted with the use of e-governance while handling the pay rolls, 

salaries, balance of payments etc. particularly aligned with the Govt. policy of digital payments in 

the institutions for better accountability and transparency.                                 

                                 

D- The College has been trying to meet together the stakeholders of the college- students, teaching 

staff, non-teaching staff, alumni under the umbrella of e-governance without space and time 

constraints.  

 

E- In order to promote the use of ICT for the purpose of e-governance the administrative staff is 

trained, and their capacity-building is taken up regularly to use the products and services of e-

governance at the college.  

 

 

 

Principal In-Charge 

 

 



 

2. Bills for the purchase of equipments for the facilities  

Bill of the equipments of water harvesting project 
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Declaration regarding Bill of Purchasing equipment required by the Matric : 

 

It is hereby declared that the equipments produced in the SSR e,i, Water 

Harvesting, Solar Panel, Dustbin, Vermi Compost Project etc. are donated items. The list 

of .donators are mentioned below: 

Item Donated by 

1. Solar Street Light Numaligarh Refinery Limite 

2. Vermi compost Project Non-Teaching Staff, Marangi Mahavidyalaya 

3. Dustbin Teaching Staff 

4. Rain Water Facility Taeching Staff 

 

 

Principal In-Charge   

 

 

 

 

 

 

 



 

3. Circular and Report 

Circular of 100 Hours Swaccha Bharat Mission 2018 

 

 



 

 



 

 

 

 



 

 

 



 

 

 

 



 

 

 



 

Circular of CMIPP 
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Brief Report of the Facilities   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 



 

 

                                


