
 

 

 

Procedures and Policies for 
Academic and Support Facilities

Complex, Computers
 
Rajiv Gandhi Memorial Govt. College Joginder
policies for maintaining and utilizing physical, academic and support facilities 
library, sports complex, computers, classrooms etc. 
1. Maintenance of the Laboratories:chemicals are purchased by the office of the requirements of the concerned departments of the science streams of the college (Botany, Chemistry, Physics, Zoology, Geography and Computer Sciences)purchases and record maintenance of Science Laboratories are done by the Senior Lecture Assistance (SLA) or Junior Lecture Assistance (JLA) with the consent of Head of the concerned Department.  Record of maintenance account is maintained by lab technicians, Lab In charge and supervised by HODs of the concerned departments

and trained about the proper Laboratory attendants.  
2. Maintenance of Library: For Librarian, library committee and administration have been given the responsibility to purchase, procure books, manuscripts and other materials, as per the recommendations received from the concerned departments of the colleges. of texts and references in their departmental procures some good publications from national and international publisherssoftware. The library committee March each year and appeals to students, teachers, alumni, guardians to donate books. teachers, students donate their books. 

 The requirement and list of books is taken from the concerned depainvolved in the process. The finalized list of required books is duly approved and signed by the Principal.  
 Suggestion box is installed inside the reading room to take users feedback. Their continuous feedback helps a lot in introduc
 To ensure return of books, ‘no dues’ from the library is mandatory for students before appearing in exam.  

olicies for Maintaining and Utilizing 
Support Facilities- Laboratory, Library, Sports 

Complex, Computers and Classrooms etc.
Govt. College Joginder Nagar has a set of established procedures and 

policies for maintaining and utilizing physical, academic and support facilities 
library, sports complex, computers, classrooms etc.  

Maintenance of the Laboratories: The laboratory equipments, specimens, and other necessary chemicals are purchased by the office of the Principal and Purchase Committee as per the requirements of the concerned departments of the science streams of the college (Botany, Zoology, Geography and Computer Sciences) through proper channelpurchases and record maintenance of Science Laboratories are done by the Senior Lecture Assistance (SLA) or Junior Lecture Assistance (JLA) with the consent of Head of the concerned Record of maintenance account is maintained by lab technicians, Lab In charge and supervised by HODs of the concerned departments. The Science students of the college are taught 
proper use and maintenance of laboratory items by the teachers and 

For the maintenances of library infra-structure and facilities the library committee and administration have been given the responsibility to purchase, procure books, manuscripts and other materials, as per the recommendations received from the departments of the colleges. Some of the departments of the collegesof texts and references in their departmental libraries. For enriching of the library, the committee procures some good publications from national and international publishers The library committee organizes reading sessions, stock verification in the month of appeals to students, teachers, alumni, guardians to donate books. teachers, students donate their books. 
The requirement and list of books is taken from the concerned departments and HOD’s are involved in the process. The finalized list of required books is duly approved and signed by 
Suggestion box is installed inside the reading room to take users feedback. Their continuous feedback helps a lot in introducing new ideas regarding library enrichment. To ensure return of books, ‘no dues’ from the library is mandatory for students before 
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 Other issues such as weeding out of old titles, schedule of issue/ return of books etc. are chalked out / resolved by the library committee
 The maintenance of the reading room and stock verification of library books is done regularly by library staff.  

3. Maintenance of the Sport committee advise and takes the responsibilities of the maintenances of the sport facilities. The necessary goods and sports articles are purchased by the office of recommendations of the sport secretary and the advisor of the Student Union of college authority purchases them by calling quotations from the reputed sport outlets. Periodically necessary steps have taken by the authority to develop the sport activities of the students. A Gymkhana has also been made for the studentsphysical exercise to keep themselves fit for their sportssports items and various sports equipments, sportscommittee every year in the month of Mach. 
4. Maintenance of Computers and IT purchasing necessary IT equipments as per recommendations received from the departments of the colleges and the administrative office of the college. IT facilities are maintained by computer science department or responsibilities of periodic up-gradations of the IT resources. The IT facilities are taken the administrations and they are modified or changed whenever necessary. There is an ICT cell in the college which looks after the maintenance Few part-time employees are also entrusted wi 
5. Classroom Facilities: The maintenance of classrooms is a regular exercise. The cleanliness of classrooms is ensured by a group of every semester or year, it is ensured that all the classrooms have adequate desks, benches. The fans and electrical appliances are checked wherever requirements are foundare reviewed of the requirements 
6. The Purchase and Developmentafter approval from the Principal. There are projectors in as many as eight classrooms, besides smart classrooms.   
7. The IQAC Committee: The internal quality of the institution is adhered by the peer Cell, UGC Cell, RUSA Cell etc.   
8. Student support and Welfare:and welfare of the students. Various sub committees are in the college to support services, student welfare and to meet their needs. The principal is the chairperson of all sub committees students union. There is also a canteen committee for maintenances of the college canteen and to ensure the healthy and hygienic food for the students as well as the other members of the college. 

Other issues such as weeding out of old titles, schedule of issue/ return of books etc. are out / resolved by the library committee.  The maintenance of the reading room and stock verification of library books is done  
port Facilities: Sports in-charge, students’ uniontakes the responsibilities of the maintenances of the sport facilities. The necessary goods and sports articles are purchased by the office of the Principalrecommendations of the sport secretary and the advisor of the Student Union of college authority purchases them by calling quotations from the reputed sport outlets. Periodically necessary steps have taken by the authority to develop the sport activities of the students. A has also been made for the students within the campus, so that the students can physical exercise to keep themselves fit for their sports. Sports in-charge maintain all the records of sports items and various sports equipments, sports-kit, items etc. and all the stock is verified bycommittee every year in the month of Mach. 

Maintenance of Computers and IT Facilities: The office of the principal decides about purchasing necessary IT equipments as per recommendations received from the departments of the ative office of the college. IT facilities are maintained by computer science department or computer skilled personnel of the college and they also take the gradations of the IT resources. The IT facilities are taken the administrations and they are modified or changed whenever necessary. There is an ICT cell in the college which looks after the maintenance as well as the records of the computers and facilities. time employees are also entrusted with use and maintenance of these facilities.
The maintenance of classrooms is a regular exercise. The cleanliness of classrooms is ensured by a group of Class -IV workers and sweepers. After the admission process in is ensured that all the classrooms have adequate desks, benches. The fans and electrical appliances are checked wherever requirements are found. The purchase of the requirements periodically.  

and Development Committee: The purchase committee makes the purchases after approval from the Principal. There are projectors in as many as eight classrooms, besides 

internal quality of the institution is adhered by the peer 

Student support and Welfare: In the college campus, there is a good environment for the benefit and welfare of the students. Various sub committees are in the college to support services, student welfare and to meet their needs. The principal is the chairperson of all sub committees nion. There is also a canteen committee for maintenances of the college canteen and to ensure the healthy and hygienic food for the students as well as the other members of the college. 
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Other issues such as weeding out of old titles, schedule of issue/ return of books etc. are 
The maintenance of the reading room and stock verification of library books is done 

tudents’ union, sports purchase takes the responsibilities of the maintenances of the sport facilities. The the Principal as per the recommendations of the sport secretary and the advisor of the Student Union of the college. The college authority purchases them by calling quotations from the reputed sport outlets. Periodically necessary steps have taken by the authority to develop the sport activities of the students. A within the campus, so that the students can do some charge maintain all the records of kit, items etc. and all the stock is verified by the 

The office of the principal decides about purchasing necessary IT equipments as per recommendations received from the departments of the ative office of the college. IT facilities are maintained by HOD of computer skilled personnel of the college and they also take the gradations of the IT resources. The IT facilities are taken stock of by the administrations and they are modified or changed whenever necessary. There is an ICT cell in of the computers and facilities. th use and maintenance of these facilities.  
The maintenance of classrooms is a regular exercise. The cleanliness of IV workers and sweepers. After the admission process in is ensured that all the classrooms have adequate desks, benches. The fans he purchase committees 

makes the purchases after approval from the Principal. There are projectors in as many as eight classrooms, besides 

internal quality of the institution is adhered by the peer teams of IQAC 

In the college campus, there is a good environment for the benefit and welfare of the students. Various sub committees are in the college to support services, student welfare and to meet their needs. The principal is the chairperson of all sub committees besides the nion. There is also a canteen committee for maintenances of the college canteen and to ensure the healthy and hygienic food for the students as well as the other members of the college.  



 

 

 
 
 

 
9. The “GC JNR” Mobile App also plays a vital role in providing academic support 

information to the students.  
 

10.  Additionally: 
 There is a lab instructor in every department, who maintains the stock register by physically 

verifying the items round the year. 
 Department wise annual stock verification is done by concerned Head of the Department. 
 Regular maintenance of Computer Laboratory equipment’s 

along with Laboratory attendant and they are headed by the faculty in
 Regular cleaning of water tanks, proper garbage disposal, pest control, landscaping and 

maintenance of lawns is done by Institute concern Employees. 
 College campus maintenance is monitored through regular inspection. 
 Upkeep all facilities and cleanliness of environment 
 Outsourcing is done for maintenance and repairing of IT infrastructure such as computers, 

internet facilities including Wi
 Updating of software’s is done by lab assistants. 
 Outsourcing is done for the maintenan
 Regular maintenance of the water
 

11.  The important notices regarding admissions,
Fees related queries, NCC/NSS/Rover Ranger enrollment forms, sports events, cultural events 
notification are also updated on the institutional website periodically

also plays a vital role in providing academic support 

There is a lab instructor in every department, who maintains the stock register by physically 
verifying the items round the year.  

e annual stock verification is done by concerned Head of the Department. 
Regular maintenance of Computer Laboratory equipment’s is done by Laboratory Assistant 
along with Laboratory attendant and they are headed by the faculty in-

of water tanks, proper garbage disposal, pest control, landscaping and 
maintenance of lawns is done by Institute concern Employees.  
College campus maintenance is monitored through regular inspection.  
Upkeep all facilities and cleanliness of environment by NCC/NSS/RR volunteers.
Outsourcing is done for maintenance and repairing of IT infrastructure such as computers, 
internet facilities including Wi-Fi and broadband.  
Updating of software’s is done by lab assistants.  
Outsourcing is done for the maintenance of wooden, furniture, electrification, and plumbing. 
Regular maintenance of the water-cooler and water purifier is done regularly.

regarding admissions, academic calendars, exam- notifications, results and 
NCC/NSS/Rover Ranger enrollment forms, sports events, cultural events 

also updated on the institutional website periodically.  
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