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Standard Operating Procedurcs (SOPs)

Housckecping (Classrooms, Staffrooms, Laboratorles, Hostels and Restrooms,)

+  Sweep the classroom floor, clean the classroom door.

o Clean classroom and restroom walls using wet mop or $ponge.
+ Scrub and finish the platform, clean the bird droppings

s+ Scrub and finish the toilet bowl, rim, ring, and hinge.

«  Wipe the mirror.

+ Replace amenities such as toilet roll, toilet block,

« Replace the dustbin liner,

« Open restroom ventilation.

« Keep the classroom door open after cleaning.

« Report any damage spotted to the supervisor.

« Spray walls, railings

«  Scrub and Wipe down rocking or sitting chairs and table

« Clean the door tracks appeared on the floor.

+ Sweep the Laboratory floor.

« Put appropriate signboard near it.

Clean the lift using the appropriate cleaning liquid according to the wall material

of the lift cabin,
Briefing the staff about the routine or special event preparation before the staff

turns up their sleeves,

Assigning routine duties / changed duties to the housekeeping staff.

+ Collecting work reports from staff,

« Check-updating it to the floor supervisor.

Handling key cabinet that contains the keys of all floors’ master keys and
housekeeping store keys.

« Maintaining various records of forms and registers.

To maintain overall cleanliness of the entire classroom at all times.

To perform cleanliness duties most efficiently and effectively.

« To use good quality, safe cleaning equipment and chemicals.

« To control pests,
To take care of the furniture, fittings, and fixtures of the entire classrooms.
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SOPs for Keeping the Garden

« Water the plants regularly according to the season and requirement of the
plants; generally early morning.

« Remove the weed and fall leaves daily.

+ Keep the gardening tools clean and safe.

+ Report any damage or requirement of tools or plants to the public area
supervisor.

o Keep the lawn grass in healthy condition by periodic cutting with the help of
scarifying machine.

« Keep any artificial waterfalls or artificial water body clean.

« Fertilizing the plants as per the schedule.

SOPs for Cleaning Parking Area
« Control the ventilation.
« Control pollutant discharges occurring from broken drainage or water
systems of the hotel. )
« Remove fine-grained sediment particles on parking floor.
« (Clean the area near lift.
« Hard-sweep the parking floor using street sweeping equipment,
« Collect and dispose the debris appropriately.
« Bringing presence of any unusual debris to the notice of public area

supervisor.

SOPs for Cleaning the Hostel Area.
« Collect all the cleaning equipment and dining area keys.
o Switch on all the electric lamps.
» Open all the drapes and blinds for letting in the natural light.
» Observer the entire area to plan the work.
+ Align all the chairs away from the table to make room for cleaning.
» Clean the carpet area, using vacuum cleaner.
» Remove any food stains from the carpet using appropriate cleaner.
o If there is no carpet on the floor, sweep and mop it.
o Dust all the furniture in the dining area.
» Polish the furniture if required.
» Using a feather duster, dust all the pictures, paintings, artworks, and corners.
» Clean and disinfect the telephone devices.
» Polish metal, glass, and wood items if required,
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Clean the mirrors and windows by wiping them with wet sponge.

If requirement of maintenance is spotted, consult engineering department.
If any guest items are found then deposit it with housekeeping control desk.
Collect all dirty table linens and replace with the fresh ones.

Return the keys to the security department,

Record in the housekeeping register.

SOPs for Solar Street Lights

It is expected that, the product should last to a minimum of three years and

" has 1000 charging cycles.

One Standalone Solar Street light provides illumination to an average of 16
households the approximate distance between two poles is set at 100 meters
interval

A solar street light with an LED lamp of 10W covers a 50 meter radius area of
illumination |
Batteries may be placed under ground, ground, middle of the pole and top of
the pole, while Top of the pole and underground are the most common
practices

Care should be taken not to erect the street lights on grounds where flooding,
water logging, drainage, water diversions, road sides, trails, etc. are frequent
Solar Street Lights should not be installed at any Shadow of trees, houses, etc.

SOPs for electrical equipment maintenance

After identifying any problem related to electrical equipment, a requisition
letter through concerned Head should be sent to the Director. Director will
give the instruction to faculty in-charge to take up the work.

In-charge will instruct concerned Electrician to carry out the work.

If the work is beyond ability of electrician or if it requires, help from outside
experts will be taken

The electrician after completing the work, will report to the faculty in-charge

SOPs for Civil maintenance

Any general maintenance related problem is lodged in the designated register
available with AQ.

AQ categorizes the received complaint and identifies the problem,

He carries out the inspection as necessitated.

He initiates the action by deploying the concerned personal to attend the
problem
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« Any material or parts required will be sought for approval of Director.
« If the work involves more finandal support, quotations are invited from the
vendors and best quote is selected for execution.

« The plumbing and sanitations refated problems are en-routed through

Maintenance Supenvsor.
SOPs for aperation of RO Plant

« Open the valve of Raw Water before starting RO plant.

« Switch ON the RO Water System Panel.

« Start the raw water supply pump. Back wash the sand filter about 10-15
minute and then back wash closed. Back wash the carbon filter about 10 - 15
minute and then back wash closad.

« Open the all valve of supply for drain the water.

« And after 5-minute, high-pressure pumps ON.

« Start the Anti scalant dosing during preparation of RO water.

« RO Water prepared about 500 litand then OFF the RO system.

« Msintain the record of log book of RO Water Systam.

« Note: If RO water is not used within 48 Hours (2 Days) then drain the RO

water & sanitize the tank.
SOPs for Firefighting System and Fire Extinguisher

« Smoke only in designated areas. Extinguish matches, tobacco products and
plzce them in approved cantainers.

« Close containers of flammable liquids when not in use.

« Only operate equipment’s that you have been trained on. Before operating
new equipment, read the instructions carefully.

« In czse of emergency evacuation, do not panic or run. Do not use elevators.

Use the staircase to evacuate and stand in the safe assembly area till

instructed by the site EHSS coordinator or security supervisor to resume work

In case you spot fire first, inform the site EHSS supervisor or security and

sound the emergency alarm
Follow the precautions issued by the local government in case of earthquake

or other natural disasters
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SOPs for rainwater harvesting

* Inspect and clean the water collection area and storage tank, checking for any
obvious signs of leakage or contamination.

* Ensure the outlet/tap and overflow pipe are clean and functioning

» [nsure protective screens are in good condition.

» Il present, ensure the inspection port lid is in place, locked, and in good
condition,

* Inspect, clean and check functionality of the filter box

+ Inspect, clean and check functionality of the first flush system,
+ Inspect and clean gutters.

* Perform detailed inspections of the roof, guttering and storage tank (and tank
support base) for obvious signs of damage or failure.

» Check sediment levels within the storage tank and if necessary, drain, clean
and disinfect the tank (e.g. batch chlorine disinfection).
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