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STANDARD OPERATING PROCEDURE FOR

L RATORIES
Setting up New Lab/ Purchase of New Equipment

e HOD and Faculty in charge of Lab have to prepared the list of new equipment
that are to be purchased (based on the KTU syllabus)

» Consolidated list of equipment along with approximate cost is submitted to
principal and management for Approval

« After getting approval, 3 vendors are invited with their quotation’s on above
mentioned equipment and comparative statement of 3 vendors regarding the
same is made and submitted to purchase committee

« After negotiation/ scrutinizing, purchase committee Wwill finalize the
vendor/supplier and issue purchase order of the same

o The supplier has to install the purchased equipment and also give demo class to
lab instructor and Lab in charge about its operation and maintenance

Utilization of Lab

e Faculty in charge of the Lab has to prepare the list of experiments and schedule
their conduct

e Faculty in charge and Lab instructor will provide necessary instruction for
conducting the Lab

« All the major details related to equipment/deyvices/ machines are maintained in
stock register of the respective Lab

Maintenance

e All Laboratories are maintained periodically by Faculty in charge, Lab
instructor/ IT SPOC
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STANDARD OPERATING PROCEDURE FOR COMPUTER

CENTER LAB USAGE BY STUDENTS DURING CLASS HOURS

1. St‘_ldent(s) shall produce a permission letter signed by Principal and HQD for
using CC Lab during class hours, Permission letter should clearly mention the

count and the list of students.
2. Ifmore than 5 students from the same class want to use the CC labs they should

be accompanied by the faculty/lab in charge from the department with a

permission letter signed by the Principal and HOD. :
3. Student(s) should enter their name and time (In & Out) in the lab Register book.

4. The IT Service Desk shall convey the same to the System Administrator and

allow them to sit in the lab, -
5. The II‘ Service Desk should scan the permission letter and email it to' the
Executive Director and System Administrator. Email Subject should be "Lab

Usage by Students during Class Hours - Sem/ Dept" s
6. Mobile, Laptop, Bags, Chewing gum, food, or drinks are not allowed inside the

computer lab.
7. Student(s) are requested to switch off the fans in their lab if no one else is

available in the lab when they exit.

Maintenance of PCs

1. Every department ( academic as well as administrative ) in the college has been

assigned with a point of contact known as IT Spoc.

If there are any issues with the PCs in the classrooms / labs / staff rooms /

seminar halls / department libraries, the concerned department should first

contact their respective IT Spoc

IT-SPOC shall try their level best to resolye the issue by themselves. If IT-Spoc

fails to resolve they shall escalate the issue to the CC Team if it cannot be

resolved from their end.

4. Once escalated the CC team will inspect the issue within 24-48 working hours. If
the issue should be resolved on an emergency basis the concerned IT Spoc may
contact the System Administrator and inform the urgency.

5. For hardware level issue CC Team will contact the respective AMC vendor. On
emergency cases, if the necessary hardware is available CC Team will try to

%,

resolve the issue.

NOTE:

o If the issue is with the PC of staff room or hod room or in any
administrative area then the concerned IT Spoc must attend the issue
within 15 minutes and take all necessary steps to resolve the issue as soon
as possible. If any stanglby 1s required IT Spoc may _\(les,ca;a}\tghthe issue and
contact the CC Team directly, get the stand b9farrj‘c}J gegbl,w'zjé»tﬁeisgﬁ-\‘é._ﬁ\‘fmr {ANKAL
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