
  

Maintenance Policy 
 

1) Introduction 

The Institute has an established system for maintenance and utilization of computers, 

classrooms, equipment and laboratories in the campus. This document provides a management 

framework and an outline on the allocation of responsibilities to ensure effective use and 

maintenance of existing infrastructure facilities. 

2) Maintenance of Physical Facilities 

Infrastructure coordinator shall look after the maintenance of physical infrastructural 

facilities. The services of plumbers, electricians, gardener, carpenter and computer technician 

are available in the campus. Support staff of the institute do the day-to-day cleaning and 

maintenance work. 

Housekeeping services are outsourced on annual contract basis and are made available 

during day time in all days. The Housekeeping Supervisor monitors the maintenance and 

cleanliness of the buildings, classrooms, labs, furniture, campus ground, sports facilities etc.  

The Institute’s campus is under 24/7 CCTV surveillance. Security guards are appointed in 

two shifts round the clock to maintain the security of the entire campus. For security, external 

agency is appointed by the Zeal Education Society.  

3) Maintenance of Classrooms, Furniture  

Classrooms with furniture, teaching aids are maintained by the respective department staff 

and attendants and supervised by the class coordinator. Emergency maintenance repairs are 

attended on priority basis.  The Institute prepares daily time-table for the class-rooms, laboratories, 

tutorial room and other physical facilities, where the appropriate utilization of the available 

physical infrastructure is planned and executed. 

4) Maintenance and Utilization of Library and Library Resources 
The library staff is taking care and handling the library books, journals and other learning 

resources; particularly processing, shelving and conveyance of documents. By the housekeeping staff 

members cleaning done regularly and carefully. Library Software Maintenance: The Library 

Automation Software “Autolib” is maintained on regular basis by Akash Infotech. 

5) Maintenance and Utilization of Seminar Halls 

Effective utilization of seminar halls for organizing academic meetings, seminars, 

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

member submits the requirement through the email and hall is made available on the date of event 

on priority basis. Seminar halls cleanliness is taken care of by the housekeeping team. 

6) Maintenance of Computer and Accessories 

The college has adequate number of the computers with internet connections. 

Computer maintenance and peripheral repairs, replacements are either carried by technical 

support staff or by the outsourced suppliers. 
 

 

 

 



 

 

 

 

 

 

 

 

7) Maintenance of Sports and Gymnasium Facility 

The sports equipments, ground and various courts in campus are supervised by the 

Physical Director and maintained by the supporting staff. Gymnasium equipments are maintained 

by the gym instructor and supporting staff.   

8) Maintenance of other amenities 

Air conditioners, water coolers, aqua guard, Lift, Firefighting equipments, CCTV, ERP 

maintenance is outsourced to the external agency.  

9) Day to Day Emergency Maintenance 

Day to day maintenance includes daily running repairs, like replacing light bulbs, repairing 

water leakages - leaking water pipes, taps, valves and cisterns, cleaning blocked drains, 

repairing locks and door handles and other minor repairs that necessitate day to day maintenance 

checks are taken care of by the respective supportive staff.   

 
Guidelines for the maintenance of physical infrastructure: 

1. Prepare the routine and preventive maintenance schedule 

2. Execute the maintenance schedule with the support of supportive staff 

3. Emergency maintenance shall be completed on priority basis 

4. The consolidated report of the yearly maintenance shall be prepared and submitted to 
authorities. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 
 

Infrastructure Maintenance Flow Chart 
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4.4.1 Maintenance & Cleanliness of Infrastructure 

 

Cleanliness of Infrastructure 

 

 

 

 

 



 

Repair & maintenance of IT facility 

 

 

 

 

 



 

 

Repair & Maintenance of Battery Back up   

 

 

                                                                                       

 



 

 

Repair & Maintenance of XROX Machine   

 

 

 

 



 

Washroom Cleaning 

 

 

 

 

 



 

 

Maintaining & Cleaning of Ground 

 

 

 

 

 

 

 



 

Gardening  

 

 

 

 

 



 

 

Cleanliness of Floor 

 

 

 

 

 



 

 

Maintenance & Cleanliness of Water Cooler

 

 

 

 

 



 

 

Maintenance & Cleanliness of Tables 

 

 

 

 



 

 

Maintenance & Cleanliness of Classroom 

 

 

 









Dr. Madhavi Shamkuwar <madhavi.shamkuwar@zealeducation.com>

CSM Auditorium Booking for MBA/MCA Induction Program
2 messages

Vikrant Nangare <vikrant.nangare@zealeducation.com> Fri, Aug 11, 2023 at 9:35 AM
To: Viraj Barge <viraj.barge@zealeducation.com>
Cc: Pandurang Patil <pandurang.patil@zealeducation.com>, "Dr. Madhavi Shamkuwar" <madhavi.shamkuwar@zealeducation.com>

Dear Sir,
ZGMI Organising Induction Program for MBA & MCA Students. For this, we want to book the CSM Auditorium. Requesting to you
please allow us to use the auditorium as per the following schedule. 

Sr.No Date Day
1 21 August 2023 Full Day

2 22 August 2023 Full Day

3 23 August 2023 Full Day

4 24 August 2023 Full Day

5 28 August 2023 2nd Half Day

6 29 August 2023 2nd Half Day

7 5 September 2023 Full Day

8 6 September 2023 Full Day

9 7 September 2023 Full Day

With Regards from,

Name: Prof. Vikrant Nangare
                                                 
Mob. No: 9158417471

Designation : Assistant Professor
 
Mail id: vikrant.nangare@zealeducation.com

www.zealeducation.com

Reduce, Reuse and Recycle. Go GREEN and please consider our environment before printing this email.

********************** Disclaimer ***********************

This e-mail contains PRIVILEGED AND CONFIDENTIAL INFORMATION intended solely for the use of the addressee(s). If you are not the intended Recipient, please notify the sender by e-mail and delete the original  message. Further, you are
not to copy, disclose, or distribution of this E-mail or its contents to any other person and any such actions are unlawful. This e-mail may contain viruses. Zeal Education Society has taken every reasonable

precaution to minimize this risk, but is not liable for any Damage you may sustain as a result of any virus in this e-mail. You should carry out your own virus checks before opening the e-mail or attachment. Zeal Education Society reserves the
right to monitor and review the content of all messages sent to or from this e-mail address. Messages sent to or from this e-mail address may be stored on the Zeal Education Society e-mail system.

 *********-ZEAL EDUCATION SOCIETY-********

-End of Disclaimer-

Ashutosh Joshi <ashutosh.joshi@zealeducation.com> Wed, Aug 16, 2023 at 8:57 AM
To: Vikrant Nangare <vikrant.nangare@zealeducation.com>
Cc: Viraj Barge <viraj.barge@zealeducation.com>, Pandurang Patil <pandurang.patil@zealeducation.com>, "Dr. Madhavi Shamkuwar" <madhavi.shamkuwar@zealeducation.com>

Sir, 

CSMA is booked as per the request 

Sr No Date  Particulars  Time From  Time To  Faculty  Department  Contact Details  Sound System Required  Projector Required 

  8/21/2023 ZGMI - Induction Program 08.00 am  05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

  8/23/2023 ZGMI - Induction Program 08.00 am  05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

  8/24/2023 ZGMI - Induction Program 08.00 am  05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

  8/28/2023 ZGMI - Induction Program 01.00 pm 05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

  8/29/2023 ZGMI - Induction Program 01.00 pm 05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

Sr No Date  Particulars  Time From  Time To  Faculty  Department  Contact Details  Sound System Required  Projector Required 

  9/5/2023 ZGMI - Induction Program 08.00 am 05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

  9/6/2023 ZGMI - Induction Program 08.00 am 05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

  9/7/2023 ZGMI - Induction Program 08.00 am 05.00 pm  Prof.Vikrant Nangare  ZGMI 9158417471 Yes Yes

Please acknowledge and confirm 

Thanks and Regards 

Ashutosh A Joshi 
Institute Training Coordinator 
Department of Training and Placement , ZCOER
Mobile : +91 92847 92714 / 90490 02876 
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Ashutosh.Joshi@zealeducation.com / CDP.ZES@zealeducation.com 

On Fri, Aug 11, 2023 at 9:39 AM Vikrant Nangare <vikrant.nangare@zealeducation.com> wrote:
[Quoted text hidden]
[Quoted text hidden]
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