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Objective:

SOPFORCAMPUSCLEANLINESS

Tokeepthecampuscleanandmaintainthehygiene.

Responsibilities:Sup
ervisorAdministrative
OfficerHousekeeping$

taff

1. ClassRoomCleaning

Priority | Task Frequency
1 Dustmoptile floors Daily
2 Disinfectdoorhandles(insideandout) Daily
3 Emptytrashreceptacle Daily
4 Straightenand cleanfurniture Daily
5 Cleanchalkboardsandchalktrays Daily
6 Spotmopfloor Daily
7 Dustmonitor/overheadprojector Daily
8 Check for burnedoutlights Daily
9 Dampmopfloorofclassroom Weekly
10 Wipeall horizontal surfaces, includingstudentdesks Weekly
11 Washtrashreceptacles Monthly
12 Dustlightfixturesandclock Monthly
2. LaboratoryCleaning:
Priority | Task Frequency
1 Dustmonptile floors Daily
2 Wetmoponfloors Daily
3 E)mptytrash/wastepot(Physical,chemicalandbiologicaltrashe Daily
S
4 Straightenand cleanfurniture Daily
5 Disinfectandcleanallsinksandfixtures Daily
6 Cleanallworkingsurfaces Daily
7 Dustingofmachine/equipment Daily
8 Spotcleanwalls, doors, jamsandwindows Weekly
9 Washtrashreceptaclesandsanitaryboxes Weekly
10 Cleaningofstudentslockers Monthly
11 Dustceilingandlightfixtures Monthly
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3. Corridor,Elevator&StaircaseCleaning:

Priority | Task Frequency
CleanStaircase Daily
2 Cleananddisinfectdrinkingfountain(s) Daily
3 Emptytrashreceptacle Weekly
4 Spotmopfloor Weekly
5 Grills Weekly
6 Spotcleandoors,windowsandwalls Weekly
7 Cleanallhorizontalsurfaces,windowsanddoorwalls Weekly
8 Cleanmatsandgridsunder mats(ifany) Quarterly
9 Vacuum all supplyandreturn airvents Quarterly
10 Dustceilingareaandlightfixtures Quarterly
4. OfficeCleaning:
Priority | Task Frequency
1 Emptytrashreceptacle Daily
2 Spotmopfloor& dustmop Daily
3 Dustmopandwetmopentirefloor Monthly
4 Wipedownwindowledges Monthly
5 Wetmonptilefloors Monthly
6 Dustceilingareaandlightfixtures Monthly
5. Restroom/StaffroomCleaning:
Priority | Task Frequency
1 Disinfectallsinksandfixtures Daily
2 Disinfectalltoilets,urinalsandfixtures Daily
3 Disinfectall doorandpartitionhandles Daily
4 Emptytrashandsanitaryreceptacles Daily
5 Replacetrashlinersandfilldispensers Daily
6 Cleanallhorizontalsurfaces Daily
7 Sweepandwetmop(disinfect)floors Daily
8 Cleanmirrors Daily
9 Spotcleanpartitions/graffiti Daily
10 Spotcleanwalls, doors, jamsandwindows Weekly
11 Washtrashreceptaclesandsanitaryboxes Weekly
12 CleanGrills Weekly
13 Dustceilingandlightfixtures Monthly
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6. EntranceandLobbyCleaning:

Priority | Task Frequency
1 Emptytrashreceptacle Daily
2 Dust mopfloorsand mats Daily
3 Dustallhorizontalsurfaces Daily
4 Spotmopfloors(wet) Daily
5 Disinfectdoorhandles(insideandout) Daily
6 Dustmopandwetmopentirearea Weekly
7 Cleanfloorgrills Monthly
8 Dustceilingareaandlightfixtures Monthly
9 Washtrashreceptacle Yearly
7. Garden/Loancleaning:
Priority | Task Frequency
1 Sweepallsurfacesincludingfootpath Daily
2 Collectionofstruckoffleaves,stemsetc. Daily
3 mptytrashreceptacle Daily
4 Cuttingofgrass,shrubs,herbsetc. Weekly
5 Pumpingofplantwaste Weekly
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SOPFORCLASSROOMMAINTENANCE

Objective:ToelaboratetheprocedureforMaintainingtheclassroom.

Responsibility:
e Supervisor
SystemAdmin

[ ]
e Alltheteaching/non-teachingstaffmembers
[ J

HeadsoftherespectiveDepartments

e Dean
Procedure:
Targetdays
Sl.Activities Responsibility
1. |Allotment department wise Dean 1stweekof June
of
classrooms.
2. |Allotmentofindividualclassrooms 1stweekof June
forrespectiveClassstudents HoDs
3. |Projectorscreensinclassrooms,ICTb SystemAdmin 1stweekof June
oardwithstylus
4. |Arrangement/Repair of Supervisor 2ndweekof]une
student’sDesksandteacher’sdesks/ta
bles.
5. Repair of existing Electrician 3rdweekof]une
electricaloutlets-
Lightbulbreplacement
6. [Ventilation/WindowTreatments Supervisor 3rdweekof]une
7. |Routine services ormaintenance Housekeepers Everyworkingday
8. [Keepingtheclassroomcleanandtidy StudentsandT Everyworkingday
eachingstaff
9. |Classroomsecuritywithlocksystem. Teachingt and non- [Everyworkingday
eachingm staff
embers.
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SOPFORLABORATORYMAINTENANCE

Objective:
The procedure is to establish a controlled method for Inspection/
calibration,MaintainingandUpgradingTeaching,AnalysisandResearchequipment.

Responsibility:

e HeadofDepartment

e Labcoordinator.

e TeachingAssistant(s).
e Labtechnician(s).

Procedure:
Sl.Activities Responsibility Target
days
Maintaintheteachingequipmentinventorylista
1 ndcalibrationscheduleandtoverifycalibrations TeachingAs 1st
/performancechecksineachlaboratory. sistant(s) weekofAp
ril
MaintaintheAnalyticalequipmentinventorylista
. . . . : d
5 ndcalibrationscheduleandtoverifycalibrations/ Labtechnician(s) 2n wejek
performancechecks of April
in each laboratory.
Teaching equipment that have. a local Teachingassistants
3 sponsorshould have an Annual Maintenance ndLab 3rdweekof
Contract(AMC) from the authorized local . April
Co-coordinators.
sponsor.
TheAMCshallberevisedandrenewedyearly.
The” Equlpm.ent Cahbr.atlon/Malnten.anc.e . Lab 4t week
4 | log"hastobefilledand signedand kept in filein : .
: _ 5 e coordinators.&H ofApril
HoDoffice andacopyinthe labcoordinator'soffice. oDs
Acopyoftheteachingequipmentmanualshallbeke Lab- 1st
> tinizft and/orh;ri cqompinthelab ’ Coordinator,Tea weekofMa
p by ' chingassistant(s)
. . nw . n d
6 Astickerwith Call.bratedondd/mm/yy shallbe Labtechnician(s) 2nd week
pastedontheequipment. ofMay
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Checkif thereisasoftwareprogramthatprovides  [Teachingas
added enhancements over an sistant(s)La
. . . : . 3rdweekof

7 | earlierversionand/orreplacingahardwaredevice [bCoordinato Ma

withthat one provides greater performance than [randHoD. y

anearliermodel,

Providingalistoftherequiredlabtoolsthatwillbe Teachingassistant(

. . . s)and/orlab 3rdweekof
8 |used in the next academic year, in order to technician(s),HOD |Ma
getthembeforetheduedate. ’ y
Maintaintheresearchequipmentinventorylistan
: : : : . "

9 dcalibrationscheduleandtoverifycalibrations/p Researcher(s) 4th week

erformancechecks ofMay

in each laboratory.

Unusedoroutofperformanceequipmentshouldbe

. . . . 4th week

10| markedwith astickerthattheequipment Labtechnician(s)

n . ” OfMﬁy

Outof serviceandnottouse”.

Proper formslikeequipment . .
11| listhastobemaintainedforconductinglabsboth Lab techn1c1.an(s) Everyworkingd

. . &Lab coordinator. fay

interandintradepartment.
12 Housekeeping register has to be Lab technician(s) Everyworkingd

maintainedforlaboratories. &LabCoordinator. fay

Page 233 of 245




