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Maintenance Policies 

Preamble 

Dr. S.R Chandrasekhar Institute of Speech and Hearing owns and operates an extensive 

infrastructure to deliver its clinical, teaching, learning and research programmes. The IQAC 

Team of Dr. S.R Chandrasekhar Institute of Speech and Hearing has prepared   the Standard 

Operating Procedure in line with the Institution policy for Quality Monitoring and Quality 

Improvement. This document provides a management framework and an outline on the 

allocation of responsibilities to ensure effective use and maintenance of existing 

infrastructure facilities. 

SCOPE 

This document describes the SOP for maintenance of all facilities located in the campus of 

Dr. S.R Chandrasekhar Institute of Speech and Hearing, Bangalore 

1. Maintenance of Physical Facilities 

The Physical facilities shall be maintained by the institution’s Administrator section 

comprising Administrator/System Manager and Network Admin. The maintenance staffs 

comprises of Plumbers, Electricians, and housekeeping. They are available round the clock 

in the Campus. Administrator shall be responsible for the uninterrupted power supply and 

maintenance of equipment like generator sets, general lighting, power distribution system, 

solar panel etc. Maintenance of Water Plumbing Plants, Sewage and Drainage is undertaken 

by support staff.   

The Administrator with a team of members shall monitor the maintenance and Cleanliness 

of the buildings, classrooms, labs, furniture, campus ground, sports facilities, staff lounge, 

students amenity areas, cafeteria and hostel buildings, Housekeeping services shall be made 

available during day time in all days. 

Transport facilities shall be monitored and maintained by the Transport I/C and the support 

staff. Annual maintenance of all vehicles shall be done promptly at the end of the academic 

year. Computer Analysts are also part of administration department and are available during 

work hours and offline hours, whenever needed.  



3 
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2. Maintenance of Computers/UPS 

The following procedures shall be adapted for maintenance of computer facilities. 

● An agreement has been made with central   IT department, Dr. S.R Chandrasekhar 

Institute of Speech and Hearing , to maintain the   IT infrastructure of the campus 

● The Internal  Service Provider (ISP) will deploy one full-time person in the campus to 

check all the equipment’s and take necessary actions 

● The Internal  Service Provider (ISP) will ensure timely replacement of any parts as 

necessary  

Flow chart of the process: 
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3. Maintenance of classrooms 

● DR. S.R Chandrasekhar Institute of Speech and Hearing housekeeping department 

shall be responsible for cleaning of classrooms on daily basis 

● The cleanliness shall be supervised by cleaning supervisor 

● Classrooms with furniture, teaching aids are checked routinely by the maintenance 

staff and reported to the administrator.  

● Any problem in the class room shall be reported to the Principal & Administrator 

● Institution Administrator shall report to the Management Committee of the Institute for 

appropriate measures to be taken to correct the problem. 

● Students shall optimally utilize all classroom during the daylong working hours and 

shall be mentored to upkeep the furniture. 

● Practical are conducted at the clinical facility of the respective departments and 

supervised by the respective Head of the Department. The department faculty, clinical 

supervisors shall take care of equipment in their respective department.  

 

The Heads of Department shall report to the administration periodically for all the 

maintenance works. troubleshooting and daily checks are carried out by student 

clinicians and clinical supervisors. Minor repairs are registered in a ledger maintained 

in the office and must be attended on priority basis. 

4.Maintenance and utilisation of Library and Library Resources 

The library staff shall be 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. 
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● Magnetic disc or documents containing disc(s) should not be kept open or near any 

magnetic or electric equipment, therefore, tape recorders, air-conditioners, etc. Such 

materials should be kept in a dust-free, temperature and humidity controlled room. 

 

● Proper pest management must be done to minimize the problems caused by insects. 

Borax or common salt must be used to prevent cockroaches. Sodium fluoride must 

be applied to bound volumes to save them from silverfishes. Proper cleaning, 

fumigation and exposure to sunlight to the documents shall be done to reduce the 

effect of insects in the library. 

 

● Repellents shall be used to save materials from rats. 

 

 

5. Maintenance of indoor sports  

● The indoor sports shall be maintained by the sports committee/SASH committee 

of the institute monitored by the Institute sports committee. 

● Interim maintenance must be performed as and when required. 

● The purchase requests shall be forwarded to the Principal, Administrator and 

Management committee of the Institution, upon approval purchase takes place. 

● The condemned sports equipment’s must be discarded after the inspection from 

the committee. 
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Flow chart of the process:  
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6. Maintenance of restrooms 

● The institute classrooms on daily basic must be done by the sweepers and cleaning 

staff appointed by the Dr. S.R Chandrasekhar Institute of Speech and Hearing 

● The Administrator and the cleaning supervisor of the institution shall supervise and 

review the status of the cleanliness. 

● Any breakage of the restroom fitting must be reported to the Administrator for the 

replacement. 

● Appropriate boards must be displayed for proper usage of the restroom facilities and 

to maintain cleanliness. 

 

7. Maintenance of Electrical Facilities 

● Electrical facilities shall be maintained by maintenance department of Dr. S.R 

Chandrasekhar Institute of Speech and Hearing 

● The details are as follows: Control room. Dr. S.R Chandrasekhar Institute of Speech 

and Hearing, Bangalore . 

 

Role & Responsibilities of Electrician 

Position Overview  

Electricians must install Wires, fuses and several other electrical components in 

offices, departments, hostels. They also must install voice, data and video wiring 

depending on their individual work settings.  

 

Job Description for Electrician 

● Answer calls for electrical repairing work and enquire into nature of the problem. 

● Take notes so that the problem can be understood properly. 

● Ask questions to determine severity of electrical problem. 
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● Choose an array of tool and materials according to the repair work that needs to be 

done. 

● Read and interpret blueprints and building schematics to understand how an electrical 

issue needs to be dealt with. 

● Follow architectural drawings to determine installation of wiring systems. 

● Perform a number of duties to ensure proper maintenance and testing of wiring 

systems. 

● Replace faulty wires and parts and ensure that the new ones are tested and confirmed 

it to be fault free.  

● Inspect electrical systems and components to determine condition and identify needed 

repairs. 

● Ensure that both preventive and general maintenance tasks are carried out. 

● Install a variety of electrical system components such as lighting, alarms, switches, 

circuits and street signs. 

● Identify hazards or defects in electrical system by performing periodic inspections. 

  

Types of AC using in Institute: 

1. Duct able AC 

2. Split AC 

Below mentioned work are done by out sourced Operator and Mechanic: 

● Monthly once will clean the filter, AC grill and Cooling coil. 

●  will clean the condenser coil through Air blower. 

● Cheek the wiring lines on every month. 

● Checking AC gas through manifold gauge. 

● Applying the grease to motor & other parts regularly. 

● Maintaining all AC temperature at 24 degrees except Dept. Of  Hearing Studies and 

Dept. Of Speech Language Studies  

● Dept of Hearing studies  AC temperature  will be at 20 to 22 degree  

● All the AC parts cleaning through water pump on once in three month 

● Yearly 12 times filter service and 4 times water service  
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● Painting work yearly once for rustproof AC parts 

● will check the serviced AC AMPS performance through Digital meter 

● Dept. Of Hearing studies and Dept. Of Speech Language studies lab validation will be 

done once in  six months and certificated. 

Safety equipment’s & procedure: 

● Operators and mechanic must be wearing safety dress 

● Safety belt should be worn by operators when doing outdoor unit service work 

● Operators and mechanic should  use safety shoe while working on motor/ generator 

● Handle the safety equipment carefully 

● Gloves wearing are must  

● Must be wearing only off hand shirt  

● Avoid wearing Jewells while working on motor/ generator or electrical work 

●  Safety glass shield for face should be worn on necessity 

● Should use ear protector to avoid exposure to loud sounds when working with 

generator. 

 

8. Maintenance of UPS facilities 

● The equipment are    outsourced to External Service provider (ESP) 

● They will do periodical check-up of all UPS  systems used in every department 

● They will also ensure no break downs of UPS during working hours. 

 

9. Maintenance of Diesel Generator facilities 

Maintenance of DG sets are   outsourced to External Service Provider (ESP) 

 

Diesel Generator Maintenance work: 

1. Diesel Generator and surround area must be in clean. 

2. We should keep away the materials which will catch fire easily  

3. Engine oil and Filter must be changed every 300 hours of usage 

4. Change Air filter once in 1000 hours of usage 

5. Yearly once  service the engine   
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6. Remove and clean the Radiator yearly once 

7. Check the Engine Silence daily 

DG Operator rules: 

1. DG operator duty assigned to maintenance staff on rotation.  

2. All the operators should use safety equipment  

3. When going on leave, inform the supervisor/ admin beforehand and handover work to 

next person. 

4. Check the generator battery condition on every day  

5. Check the sink or wire and cable daily 

6. Check the lubrication oil measures 

7. Check the belt quality 

8. Check diesel hose valve daily 

9. Air filter must be maintaining without any problem 

10. Check the battery charger any time 

 

10. Maintenance of water management system 

● The water management system is maintained by maintenance department of 

Dr.S.R.  Chandrasekhar Institute of Speech and Hearing 

● The maintenance staff will be check periodically water sump, water tank and 

pump function in a day.  

● adequate water supply to clinical services, student’s hostel and college 

buildings are ensured.  

● Administrative office staff will alert the administrator of any changes in 

Bangalore city water supply schedule or interruption. 

● Administrator will take appropriate action like, purchase of water from private 

water distributors to meet the requirement.  
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11. Maintenance of RO plants 

● The RO plant is maintained by Dr.S.R. R Chandrasekhar Institute of Speech and 

Hearing 

● There is a big RO plant at top of Institute main building  to take care of hygienic water 

facilities to patients, attendees and staff of Dr.S.R. Chandrasekhar Institute of Speech 

and Hearing 

● In addition, there are multiple number of small RO units in every department for their 

water needs 

12. Herbal Garden &Landscape 

● Herbal Garden and Landscape are maintained by maintenance department of Dr.S.R. 

Chandrasekhar Institute of Speech and Hearing 

● There are herbal plants maintained by maintenance department of Dr.S.R. 

Chandrasekhar Institute of Speech and Hearing since 2017 

13. Solid waste management 

● Solid Waste management is outsourced to External Service Provider(ESP) 

recognized by  BBMP . 

14. Maintenance of Elevator Facilities 

Maintenance of Elevator facilities by Dr.S.R. Chandrasekhar Institute of Speech and Hearing, 

Bangalore. 

 Every elevator will put in to an AMC directly to the Original Equipment Manufacturer (OME), 

However, the following safety norms and other procedures are trained by staff on duty 

● Safety Guidelines for servicing, Maintenance and use of Lifts 

● These guidelines are applicable to installation, commissioning, examination, 

maintenance, repair 

● Original equipment manufacturer (OEM) or a Contractor Authorized by OEM , only 

trained qualified and skilled persons shall be allowed to carry out lift maintenance. 
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● Prior to carrying out any lift maintenance works, proper risk assessment shall be 

conducted by OME/ESP 

● The specific safety practices and recommendations made by manufacturer of the lift 

strictly adhered 

● Works tasks shall only be commenced when all the safety precautions are in place. 

The status of the work and the effectiveness of the safety precautions shall be closely 

monitored and regularly reviewed. During any lift maintenance works, no passengers 

will be allowed to stay in the lift 

● Adequate lighting for the works shall be provided to workers working in a lift shaft 

● Emergency lighting or a battery torch shall be provided or made available to workers 

for use in the event of power failure or sudden failure of the normal lighting 

● It is required to attend to the failure of any emergency device of a lift within 4 hours 

from the time when it has knowledge of the failure. Till that time power of the lift must 

be switched off and it must be kept out of operation 

● A guideline for safe lift operation  and use should be provided inside the lift cabin/car 

help the users 

● All lifts shall be inspected and certified by life inspector and competent persons under 

the inspector of factories act and relevant state rules as per the defined frequency. 

● Periodic inspection of lift shall be done by competent persons as per manufacturer 

guidelines 

● Safety accessories should be provided and maintained inside a lift cabin/car 

a.Telephone for emergency call b. Emergency light c. Telephone numbers  to contact 

during emergency d. certificate provided by lift inspector/Institute inspector e. carrying 

capacity in KGs/No. of passenger 

● Safe Operating Procedure (SOP) given by the OME Shall be followed for taking 

control of lift 

 

15. Maintenance of ICT Facilities 

● Maintenance of audio and Visual Services, CCTV cameras and tele communications 

is managed by System Manager Dr.S.R Chandrasekhar Institute of Speech and 

Hearing , Bangalore 
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● In institute the computer centre and its support staff maintain the ICT facilities 

including computers and servers and the Institute has computer Infrastructure 

Maintenance Cell  (CIMC). The annual maintenance includes the required software 

installation, antivirus and up gradation. To minimise e-waste, electronic gadgets like 

projectors, Printers, photocopiers are serviced and reused.  Campus WI-FI is 

maintained by  computer Infrastructure Maintenance Cell  (CIMC). 

 

16. Maintenance of Security 

● Security is outsourced to a security agency 

 

17. Maintenance of Fire Extinguishing Equipment 

● The equipment  maintenance is outsourced to External Service Provider (ESP) 

 

● Fire safety norms and procedures are circulated to staff of Dr.S.R Chandrasekhar 

Institute of Speech and Hearing  for preparedness 

● Information Booklet on fire safety and hygiene is enclosed 

 

18.Reprographic service 

● Reprographic facility is provided in the library 

● Maintenance of the reprographic machine is provided by manufacturer of the facility  

 

19. Pest control 

● Pest control is conducted on a regular basis, in collaboration with an external agency 

 

 

 

 

20. Dry and wet waste management 
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● The Institution has placed separate bins to collect dry and wet waste in different parts 

of the Institute. 

● The Institution has appointed BBMP to collect the dry wet waste from the bins located 

in the campus and dump the waste  in Municipal bins , on a daily basis. 

Disposal of used mask. 

● Remove the mask by using appropriate technique (i.e. do not touch the front but 

remove the lace from behind). 

● After removal clean hands by using an alcohol-based hand rub or soap and water . 

● Replace masks with a new clean, dry mask as soon as they become humid 

● Do not re-use single-use masks; 

● Discard single-use masks after each use and dispose of them immediately upon 

removal. 

● Bins for used masks are provided at all floors. 

 

21. E- Waste Management 

● The Institution has a designated storage space for temporarily storing all electronic 

waste 

● The Institution has appointed  BBMP to collect the e-waste, quarterly. 

 

22. Sports facilities and Gym 

Sports ground, and Gym in the Institute is maintained and supervised by the Administrator 

and also by maintenance department of Dr.S.R Chandrasekhar Institute of Speech and 

Hearing 

The sports equipment, fitness equipment, ground and various courts in main of the Institute 

and Off campus of the Institute are supervised and maintained by the Administrator. 
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 Expensive equipment in the fitness lab are maintained through annual maintenance 

contract.  Ground level maintenance is done annually during vacation in addition to the 

seasonal maintenance done in once in every three months. Grounds men, vendors of sports 

goods and students of physical education jointly maintain the sport equipment. Seasonal 

maintenance of all equipment and ground are carried out regularly by the physical education 

students as a part of their curriculum. Gymnasium and playground are supervised and 

maintained by Administrator. 

23. Maintenance and utilisation of seminar halls and auditorium 

Seminar halls and auditoria are under the purview of the system admin and the cleanliness 

is taken care of by the housekeeping team. Effective utilisation of seminar halls and 

auditorium for organising academic meeting ,seminars ,conferences and cultural events is 

made for accessing the facilities, the organising faculty/staff members submits a from 

available with Administrator through HOD and  the date of event is registered and the halls 

are accessed on priority basis. 

24. Maintenances of Institute Cleanliness: Cleaning of the Institute area in both 

Institute including the Academic and Administrative building is performed daily in the morning 

before the regular classes begin with the help of the outsourced housekeeping team. Toilets 

are cleaned thrice every day. The whole campus area is maintained by the housekeeping 

supervisor who will be reporting the completion of work to the Administrator. 

 

 

 

 

 



17 
 

 

 

 

                                            

 

 

 

 

Housekeeping 
Supervisor 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

25.COVID-19 Precautionary measures  
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STANDARD OPERATING PROCEDURE  
 

As per Government orders, children below 10 years and adults above 60 years will not 
be seen till further orders from the Government.  
Clinical services will be available from 10.00 am to 4.00 pm (Monday to Saturday)  
All clients will be seen on appointment basis only 
 
 

 
 
 

 

 

 

 

 

 

GATE 
Vehicles to be parked outside the gate 
Thermal Scanner to check temperature. 
Only persons with mask will be allowed inside 
With one client only one care taker will be allowed 
Clients have to get their own water bottles and edibles as needed. 

 
Registration desk 

 
 
 
 
Use of  Alcohol Based Sanitizer 
Only two clients will be allowed near the registration desk for the same at one time. 
Along with registration,clients need to fill a self declaration form regarding their contact 

details, place of  residence, travel history and any contact with COVID-19. 
 
 
 
 

 
Waiting area 

Seating Arrangement to be followed as per Social distancing norms 
 
Respective Departments 

Respective Department SOPs to be followed for Assessment and Management  
 
Consultants and Feedback 

Clients will meet the consultants for the final counselling. 
Feedback will be collected by the PRO   
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Department of Hearing Studies - Standard Operating Procedure 
 

A) All to follow the below points strictly: 
 1. Social distancing  
2. Mask  
 3. Sanitization.  
 4. Thermal screening at the entrance. 
 
 B) Mask to be worn at all times and measures of sanitization to be done at fixed intervals of 
time along with  thermal screening can be strictly implemented and monitored for staff, 
patients as well as their accompanying persons. 
 
C) Steps to be followed at the instrument level:  
● After each patient is tested in the audiometric rooms, a minimum of 15 minutes gap 

needs to be given and the room to be ventilated fully. 
● After each test, sanitization of ear phones and other ear related accessories/toys 

should be well sanitised. No lacunae in this are tolerated.  
●  ACs can be switched on for fixed intervals of time at an optimum temperature of 24-

30 degree Celsius however not during patient test. As this will limit the patients being 
tested for longer time, only minimal tests should be used to aid clinical diagnosis. 

● All hearing aids needs to be cleaned (sanitise) after each trial/ UV sanitization. 
● Disposable hand gloves needs to be used with each patient 

 
D) Research or academic interest tests can be done only in interesting patients on staggered 
basis. 
 
E) Appointment scheduling:  
● All audiological services will be provided only on appointment basis. 
● Case history ( Maximum details to be taken over call) 
F) An announcement along with text can be displayed in the TV near the waiting room to 
clients on the importance of Social distancing, need for frequent hand wash and importance 
of wearing Masks. 
 
G) Postpone infant screening at different hospitals for some time till the hospital is open to 
do so. 
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Department of Speech and Language Studies - Standard Operating 
Procedure  
 
A) All to follow the below points strictly: 
 1. Social distancing  
 2. Mask  
 3. Sanitization.  
 4. Thermal screening at the entrance. 
 
 B) Mask to be worn at all times and measures of sanitization to be done at fixed intervals of 
time along with  thermal screening can be strictly implemented and monitored for staff, 
patients as well as their accompanying persons. 
 
 
C) Speech Diagnostics 

● Cases will be called for assessment on appointment basis to avoid overcrowding. 
● Seating arrangements are to be made to ascertain social distancing. 
● In order to minimize contact time with clients, Parents will be asked to get video 

records of their interaction with the child.  
● Reports will be made short & given immediately to avoid waiting time or will be sent 

by email. 
● Toys & materials will be sanitized after every use.  
● Only 1 parent will be allowed to accompany the child for assessment. 

 
 
D) Speech therapy 

● No waiting of parents /care takers within therapy area.  
● Only 1 therapist will be permitted within the room. Any observers will view from outside 

through observation window. 
● Clients will not be made to wait for therapy session, next session will resume only after 

the 1st client and the caretaker have left the department.  
● Toys & materials will be sanitized after every use.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Psychology Department/Physiotherapy- Standard Operating Procedures  



21 
 

 
1) All staff and patients follow strictly   

● Social distancing  
● wearing of mask  
● Sanitization  

2) Assessments are done on appointment;  
 
3) Only parent or primary caregiver to accompany the client.  
 
4) Disposable hand gloves will be used with each patient  
 
5) All stationery will be sanitized pre and post assessment.  
 
6) All rooms, tables, chairs, tables wiped with spirit after each assessment.  
 
7) Online Therapy is conducted for children.  
 
8) Physiotherapy room and instruments will be sanitized after each   
    assessment, doors will be kept open.  
 

Psychology Department/Physiotherapy-Standard Operating Procedures   
 
1) All staff and patients follow strictly   

● Social distancing  
● wearing of mask  
● Sanitization  

 
2) Assessments are done on appointment;  

3) Only parent or primary caregiver to accompany the client.  

4) Disposable hand gloves will be used with each patient  

5) All stationery will be sanitized pre and post assessment.  

6) All rooms, tables, chairs, tables wiped with spirit after each assessment.  

7) Therapy will resume for children below 10 years of age.  

8) Physiotherapy room and instruments will be sanitized after each assessment, doors will 

be kept open.  
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Support staff - Housekeeping & Maintenance  

SL.NO. NAME DESIGNATION 

1 Ms. Mary  J Cleaning supervisor 

2 Ms. Shanthamma Maid servant  

3 Ms. Komala. T Maid servant 

4 Ms. Sarala Maid servant 

5 Ms.Khadar Bi Maid servant  

6 Ms. Ranjani Maid servant 

7 Ms. Lakshmi.C Maid servant 

8 Ms. Priya Maid servant 

9 Ms. Suguna Maid servant 

10 Ms. Bisna  Maid servant 

11 Ms.Priya Bilage Maid servant 

12 Mr.Prakash Attender 

13 Mr.Manoj kumar Attender 

14 Mr. Mani Vasu Attender  

15 Mr.Pundalik Attender  

16 
Mr.Mubarak attender cum 

carpenter 

17 Ms.Shakeela attender 

18 Ms.Lakshmi M  
attender  

19 Ms.Manjula attender  

20 
Ms.Lokanath Attender  

 

 






















































































































































































































































