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Introduction

The Methodist College of Engineering and Technology operates as an extensive
infrastructure to deliver its teaching, learning, extra-curricular and research activities. The
Institute has an established system for maintenance and utilization of computers, classrooms,
equipment and laboratories. This document provides an outline on the allocation of

responsibilities to ensure effective use and maintenance of existing infrastructure facilities.

1. Maintenance of Physical Facilities

The physical facilities are maintained by the Care taker under the supervision of
Administrative Officer. The services of dedicated plumber, electrician, and System admin are

available round the clock in the campus. Electrician is responsible for the uninterrupted

power supply and maintenance of equipment like generator sets, general lighting, power

distribution system etc. Maintenance of campus upkeep and cleanliness is the responsibility

of the support staff exclusively appointed for this.

The care taker periodically monitor the maintenance and cleanliness of the
oms, students amenity

buildings,

classrooms, labs, furniture, campus ground, sports facilities, staff ro

areas, and cafeteria. The gardener takes care of the plantation and lawns.
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2. Mai i
intenance of Classrooms, Furniture and Laboratories

Classrooms with furniture, teaching aids and laboratories are maintained by the respective
department staff and attendants and supervised by the respective Head of the Department.
The laboratory assistants take care of their respective laboratories. The Heads of Departments
report to the administration periodically for all the maintenance works. Minor repairs are
registered in the office and are attended on priority basis. The Staff of respective department
monitor effective utilization of the laboratories. Students optimally utilize all classrooms

during the daylong working hours and are also mentored to upkeep the furniture.
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3. Maintenance and Utilisation of Library and Library Resources

The library staff members are responsible for the maintenance of the text books, journals and

other learning resources available in the Library. The following steps are taken.

» Proper maintenance of Accession registers and issue register.

» Log book to be properly maintained

» Latest copies of the journals/periodicals to be displayed

» 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.

» The systems in the digital library should be cleaned every day and maintained properly.

> Dusting of shelves and books should be taken up every day by the Library support staff.

» Proper pest management is to be done to minimize the problems caused by insects.

Repellants to be used to save materials from Rats.
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4. Maintenance of Lab Equipment

One faculty member is made the in-charge of each laboratory in all the departments. The lab
assistants / technicians in the respective labs and other service personnel are given
responsibility to maintain the equipment under their purview. Stock registers are maintained
by the respective laboratories. A register to report the service/repairs of instruments in the
labs is maintained. Breakages and repairs, if any, are reported to the Head of Department or
the faculty-in- charge by the lab assistant and suitable measures are taken for speedy repairs
of the equipment.

All major repairs are identified by the concerned Heads of the departments and external
expertise sought for maintenance of equipment wherever necessary with the permission of the
Principal. Maintenance contract (AMC) is sustained for maintenance of high end equipment

and high end servers, LCD projectors and computers.
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5. Maintenance of Sports and Games Facility

The sports equipment, fitness equipment, ground and various courts are supervised and
maintained by the Physical Director and the Sports Committee. Expensive equipments in the
fitness lab are maintained through Annual Maintenance Contract. Ground level maintenance
is done annually during vacation. Seasonal maintenance of all equipments and ground are

carried out regularly by the Physical Director with the help of support staff.
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6. Replacement of Equipment/ Electronics/Computers.

The maintenance comprises of the actions that are carried out to replace worn out assets. The
outdated electronics /computers are put on buy back as per norms and new items are

procured. The unwanted e-waste is disposed of through MOU with an outside organization.
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Status P P WOP :P P P P A A WO A P P P P - P WO iP P P P P P WO -iA P P P A P
InTime  :07:57 ${10:02 ;09:14 {17:07 :10:05 :10-07 :10-14 10:27 :10:00 i10:04 {10:34 :10:17 10:03 i09:56 {10:06 :09:56 i09:39 :09:57 10:01 i10:04 :09:23 10:02
.Duﬁ'xme 18:15 :18:35:18:12 18:08 :17:01 {16:34 . 17.00 :17:12 {17:15 17526 17:48 17:27 :17:17 i17:05 i17:04 {17:00 :16:49 17:25 :17:34 :17:27 1731
Total 10:17 :8:33 :8:58 :13:23 i8:03 :6:54 :6:20 :00:00 :00-00 :00:00 :00-00 6:33 i7:12 (711 :6:52 :i7:31 300:00 :7:24 :7:21 :i6:56 :7:08 :7:21 :6:52 :00:00 :00:00 i7:24 :7-30 :8.04 :00.00 :7-29

Apr 012024 To Apr 30 2024
Company: MCET ’
Department: EEE LAB

Printed On : Dec 20 2024 1121

Emp. Code: 307 Emp. Name: M.Kondal(EEE)

Stztus P P P P A P WO P A P A A A WO P P A P P P WO :P P P YiP iA A WO :A A
InTime :08:53 :09:47 :10:08 :09:54 09:57 09:39 10:06 09:55 :09:45 10:07 {09:58 i{10:08 10:01 :09:37 $10:41: {10:17

OutTime :17:18 $17:38 :17:03 :17:21 17:06 17:17 16:42 17:56 i17:10 16:31 i17:42 {17:01 19:10 {18:26 22:55;:13:35

Total 725 :7:48 :6:55 i7:27 :00:00 ;7:05 :00:00 ;7:34 :00:00 :6:36 :00:00 :00:00 :00:00 ;00:00 :8:01 :7:24 :00:00 :6-24 i7-44 6:52 :00:00 i9:09 :8:49 :12:14.:3:18 :00:00 ;00:00 :00:00 :00.00 :00:00
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Feb 01 2024 To Feb 28 2024

Company: MCET Printed On : Dec 20 2024 11:09
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Department: CSE LAB

Emp. Code: 520 Emp. Name: B.Sanjeevan

Status A P P WO iP P P P P A WO P P P P P P WO P P iP P A A WO P P P
InTime 09:39 ;08:48 08:46 {08:59 :09:05 :08:59 108-46 08:51 {09:04 {08:50 :08:55 ;08:50 109:28 09:37 :08:54 ;08:59 ;08:19 08:52 ;08:48 09:02
OutTime 16:05 {16:04 16:09 {17:52 i15:06 :16:03 ;16:39 16:19 {16:14 ;16:26 i16:13 :16:15 :16:26 16:46 117:00 117:51 i17:44 18:07 i18:28 :18:35
o=l {00:00 :6:26 :7:16 :00:00 i7:23 :8:53 16:01 {7:04 17:53 {0000 100:00 17:28 710 1736 716 1755 1668 T I06°00 1706 606 1653 1635 166:06 106°00 106°00 16:95 1940 1933

Mar 01 2024 To Mar 31 2024
Company: MCET Printed On : Dec 20 2024 11:10
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Department: CSE LAB .

Emp. Code: 520 Emp. Name: B.Sanjeevan

Saus P A WO P TP P P A A WO PP P PP P WO P A P P P P WO A T T T AT o
InTime 07:35 09:15 :08:44 :09:24 :09:35 09:28 :09:13 i09:18 :08:53 i{09:25 :08:47 09:28 09:19 {09:18 {09:40 {09:07 09:15 :09:10 :{09:09 0934
OufTime :17:10 16:17 :16:21 :16:08 :16:08 17:20 :16:07 :16:26 i16:16 :17:01 :16:40 12:28 16:15 :16:10 :16:13 :16:17 16:10 :16:11 :17:07 1644

Total 9:35 :00:00 :00:00 i7:02 :7:37 :6:44 :6:33 :00:00 :00:00 :00:00 i7:52 :6:54 :7-08 7:22 i7:36 i7:53 :00:00 i3:00 :00:00 i6:56 :6:52 :6:33 :7:10 :00:00 :00:00 :6:55 :7:01 :7-58 :00.00 :7-10 :00.C0
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Company: MCET Printed On : Dec 20 2024 11:08
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Department: ;| CSE LAB i i

Emp. Code: 520 Emp. Name: B.Sanjeevan ! i ;
Stztus P :iP P P A P WO iP A P A A A WO P P A P P P; WO iP P P P P A WO P ;iP
InTime :08:53 :08:45 :08:36 :08:57 08:57 09:01 09:00 08:56 :09:05 09:08 :08:42 i08:54 08:44 :08:47 08:53 i08:56 :09:04 09:04 :09:12
OutTime :16:12 {16:15 :16:09 :16:58 17:01 16:12 16:17 16:46 i17:03 16:11 i16:52 ;16:15 17:09 :16:34 {16:53 :16:45 i16:24 1712 {16:52
Total 7:19 (7:30 :7:33 :8:01 :00:00 i{8:04 :00:00 :{7:11 :00:00 :7:15 :00:00 :00:00 ;00:00 ;00:00 i7:49 :7:58 :00:00 i7:03 :8:10 :7-17 300.00 :8-25 7:47 i8:00 :7:49 :7:20 :00:00 :00:00 :8:06 ' i7:40
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~ Monthly Status Report (Basic Work Duration)

Feb 01 2024 To Feb 28 2024
company: MCET Printed On : Dec 20 2024 11:13
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Department: CSE LAB

Emp. Code: 567 Emp. Name: Mr. P. Raj Kumar

Status :P P P WO :P P P P P A WO P P B P P P WO :P P B P P P WOP :A P P
InTime  :08:57 :08:00 :08:59 09:06 :08:51 :09:06 :09:02 :08:57 09:02 :09:05 :08:59 :09:22 :09:34 :08:57 6664 {69 06 10850 08:56 109:02 :08:53 ;08:59 :09:07 :08:56 :09:08
OutTime :16:40 :16:08 :16:06 16:08 :17:52 :16:22 :16:24 :16:44 16:19 i16:14 i16:25 i16:13 i16:11 :16:26 16-46 :17:04 i17:51 i18:06 :18:03 :17:57 16:39 18:28 :18:35
Total i7:43 i7:08 :i7:07 :00:00 i7:02 :9:01 i7:16 i7:22 i7:47 :00:00

00:00 17:17 i7:09 i7:26 16:49 :6:37 i7:29 300:00 i7:42 i7:58 i9:01 :9:08 9:01 9:04 :7:40 :00:00 i9:32 :9:29

Mar 01 2024 To Mar 31 2024
Company: MCET ] Printed On : Dec 20 2024 11:14
Department CSE LAB

Emp. Code: 567 Emp. Name: Mr. P. Raj Kumar

Status P A WO :P P P P A A WO iP P P P P P WO A P P P P P WO A P P P A P WO
InTime  :07:35 09:03 :09:51 :09:05 :08:58 09:02 :09:03 :08:57 :09:00 :09:01 :08:57 06:09 709:04 :08:52 :09:44 :08:50 :09:02 09:14 :08:51 :08:33 os21
OutTime 317:10 16:17 :16:21 :16:08 :16:08 1721 7316:07 :16:26 :16:18 :17:02 ;16:40 16:05 :16-15 :16:02 :16:10 :16:17 15:00 :16:12 :17:07 16:44

Tol | 19:35 :00:00 300:00 :7:14 :6:30 :7:03 i7:10 :00:00 ;00:00 {00:00 i8:19 i7:04 :7:29 i7:18 i8:01 {7:43 5666 66:60 17701 753 1618 i7:20 i7:15 100:00 :00:00 5:46 :7:21 i8:34 00:00 723 :00:00

Apr 01 2024 To Apr 30 2024
Company: MCET : Printed On : Dec 20 2024 11:15

Department: CSE LAB

Emp. Code: 567 Emp. Name: Mr. P. Raj Kumar

Status P P P P A P WO P A P A A A WO P P A P P P WO P P P P P P WO :P P

iInTime :02:08 :09:11 :09:15 :08:59 09:04 09:07 09:39 09:03 :09:06 09:02 :08:42 :08:58 09:03 :09:01 :09:01 :09:05 :09:01 :09:05 09:01 :09:09

OufTime :16:12 :16:15 :16:10 :17:00 17:01 16:12 16:17 16:46 :17:03 16:08 :16:53 i16:05 17:10 i16:35 :16:53 :16:45 :16:24 :16:14 17:12 :16:52
otal 703 :7-04 655 :8:01 :00:00 :7:57 :00:00 i7:05 :00:00 }6:38 :00:00 :00:00 00-00 :00:00 :7-:42 :7:57 :00:00 :7:06 :8:11 i7:07 3:00:00 i8:07 :7:34 :7:52 i7:40 :i7:23 7:69 00:00 i8:11 :7:43
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Monthly Status Report (Basic Work Duration) o

Feb 012024 To Feb 292024

Company: MCET Printed On : Dec 20 2024 10:58
ans jnh le ]351 |4s |5M |sr |7w IaTn I9F
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Department: Cash salaries

Emp. Code: 973 Emp. Name: Srinivas (Gardener) :

Satus A P A WO AT A A P A A WO A P A AT WO P P P . iP 3P P iWOP P P A A
InTime 10:21 10:36 12:16 09:37 :11:06 {11:35 {10:04 {10:07 :10:39 i10:58 :10:14 {10:22 {10:47 :10:07 :10:12

OutTime 17:50 17:42 - i18:15 18:05 i17:48 15:56 §16:59 {17:57 ;18:06 {18:07 :17:46 i17:48 :18:26 ;17:38

Total 00:00 :7:29 100:00 $00:00 {00:00 {00:00 {0600 17:66 ™ 66:00 0000 ;00:00 100:00 (556 160:00 106:06 1655 6:42 :i00:00 {5:52 i6:52 i7:18 i7:08 i7:53 i7:24 i7:.01 8:19 i7:25 :00.00 :00.00

Mar 01 2024 To Mar 30 2024
Company: MCET

Printed On : Dec 20 2024 11:00
Department: Cash salaries
Emp. Code: 973 Emp. Name: Srinivas (Gardener) ‘
Status P P WO iP A A P A A WO P P A A A A WO A P P A A A WO A A A A A P
InTime  :08:34 :10:00 11:58 11:19 10:56 :10:42 10:18 110:37 , 132
OutTime :17-15 $17-22 1741 1719 1714 1651 17:36 {17:39 1755
[ Total B:41 :7:22 100:00 {5:13 :00:00 {00:00 {6:00 :00:00 ;00:00 00:00 16:18 16:06 100-00 100:00 100-00 00:00 100-00 (00:00 718 1705 H00:00 10000 100:00 10060 166:06 166:00 166°00 160:00 T00.00 63

Apr 01 2024 To Apr 30 2024
Company: MCET : : Printed On : Dec 20 2024 11:04
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Department: Cash salaries

Emp. Code: 973 Emp. Name: Srinivas (Gardener)

Status  :iA A LA A A A WO A A A A A A WO A A A A A A WO
InTime

OutTime } ;
Total 00:00 :00:00.00:00 $00:00 $00:00 ;00:00 {00:00 :00:00 :00:00 :00:00 00:00 ;00:00 ;00:00 :00:00 :00:00 :00:00 :00:00 :00:00 :00:00 :00:00 :00:00 :00-00 :00-00 :00:00 :00-00

17:56 :08:58
17:57
00:00 :00:00 00:00 :00:00 :9:01
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Feb 012024 To Feb 28 2024
Company: MCET

Printed On : Dec 20 2024 11220
lom ll‘l’h ﬁ‘ PE ]48 I.'tll FT IiW 8Th |oF w0s s Jizm 3T MW 15T JisF 175t |18S 16M 20T 21w j2T F St 8 M T w
Department  EEE LAB
Emp. Code: 307 Emp. Name: M.Kondal(EEE) R
o= ® w® °p WO PP 1P ! 13 P WO P P P P P Wo 1P 1P IP 1A 1P 1P WO 1P P
inTkme  110.12 0638 109:45 09:47710:11 |10:01 ;09:58 {09:55 111.08 10:04 |00:58 110:08 :10:09 §10:26 110:16 10:01 [09:42 110:11 10:09 09:57 10:18 11030 :10:50
OutTime 117.32 11836 11738 17:10 117:08 {17:52 118:46 1521 16:46 1738 |17-43 18:35 11717 11724 2230 11721 117:42 18,08 17:52. 1836 {1834 119:18
To=! 720 [11:56 [7:53 100:00 i7:28 16:57 7:7 1648 (9:26 |7:40 100,00 17:32 (145 [657 |827 1660 17:08 10000 11228 1735 1TAT 100,00 1785 1785 100°00 1617 i8:04 [828

Mar 01 2024 To Mar 30 2024
Company: MCET

Printed On : Dec 20 2024 11:20
Department:  EEE LAB

Emp. Code: 307 Emp. Name: M. Kondal(EEE)

[Se=s @ ® worir P P A A WO |A P P P P PP PP PP WO A P P P A P
inTeme  [07:57 [10:02 :09:14 {17.07 §10-05 {10.07 110°14 10:27 110-00 $10:04 110:34 110-17 10:03 109:56 110-06 §09:56 109-39 [09:57 10-01 {1004 {09:23 10:02
Outitne {18:15 11835 [18:12 18:08 (17:01 116:34 17:00 :17:12 [17:16 |17:26 117°48 17227 117:17 {17:05 [17-04 17:00 116:49 17:25 [17.34 {17:27 1731
[foml  {10:17 1833 (8:58 {1323 18103 [6:54 [6:20 (00-00 {00:00 [00:00 100:00 16:33 {7:12 711 1687 1731 10000 (724 1721 (656 1708 211683 00,00 (60006 1734 1730 1808 $00:00 ;729

Apr 012024 To Apr30 2024
Company: MCET ]

S Printed On : Dec 20 2024 1121
Department:  EEE LAS
Emp. Code: 307 Emp. Name: M.Kondal(EEE)
T N WO P AP IA A Wo P A P 1 iP__[WO 1P| PP _IA_JA WO |A A
inTene  {09:53 108,47 :10.08 09.54 [09:57 05739 16:06 105:65 (6545 16:07 j09:58 [16:08 10:01 109:37 {10:47: 110:17
OulTime 117:18 {1736 |17:03 {1721 17:06 717 16:42 17:10 1631 {17:42 17:01 16:10 118:26 :22.55, [13:35
Total {725 {7:48 :6:55 {7:27 [00:00 {7:05 100:00 {7:34 100.00 16:36 100:00 ]00:00 724 (06100 6724 1744 (652 {6660 16:09 a8 6060 100,00 $00:00 ;0%:00
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Feb 012024 To Feb 28 2024
Company: MCET Printed On : Dec 20 2024 11:09
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Department: CSE LAB

Emp. Code: s20 Emp. Name: B.Sanjeevan

Saws A PP WO PP PP P A WO | P PP ] P__wWo PP P IP 1A A WO |P P P

ATime 00,38 10848 08.46 {08:59 108.05 |08:56 {0846 08/51 §00:04 |08:50 106:56 06'50 ;0528 09:37 108:54 10659 106:19 08:52 {08:48 [09.02
OutTime 1605 116:04 16:09 {17:52 {15:06 116:03 116:38 16:10 116:14 :16:26 16:13 |16:15 11626 16:46 117:00 {17:51 (17:44 18:07 [18:28 {1835
foml  {00:00 :6:26 {7:16 00100 :7:23 [6:53 16:01 {7:04 17-53 10000 |00.00 1738 1710 1736 1796 153E 65 100:00 {7:09 [6:06 |8:52 [9:25 100:00 [00:00 {00:00 [6:15 (9:40 1933

Mar 01 2024 To Mar 31 2024

Company:  MCET Printed On : Dec 20 2024 11:10
‘a—m Tr lza lss | | 5 | B ™ |ar |os: l1os | ||27 | EEA 0 [5F [est J7s |1au Iwr' [5w [ [2F [=s s [=m ot | Fm EF Fes Fs |
Department CSE LAB

i L3

520 Emp. Name: B.Sanjeevan

A WO PP P A A WO P [P 1P P PP PP _IWO A [P P A P
0515 108:44 10024 105°35 oe;za"{bsna 0516 106:53 G318 [09:40 |08:07 09:15 109:10 0909 =
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Apr 012024 To Apr30 2024

Com :  MCET Printed On : Dec 20 2024 11:08
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Department: . CSE LAB i
Emp. Code: 520 Emp. Name: B.Sanjeevan ! '

Smws P . P P [P A P WO IP A P A A A WO P P A P P P, WO F ¥ TP T R ¥ P

inTime  [08:53 {0845 ;08:36 ;0857 08:57 08:01 05:00 55 09:05 109708 308:42 08:54 08:44 {08:47 108:53 108:56 109:04 0304 0512
OutTime ;16:12 [16:15 (1600 {16:58 17:01 16:12 617 17:63 1611 116:52 {1615 17:00 116/34 {16:63 |16:45 11694 1712 {16.52
Toml 17:49 {70 [7:33 (8:01 {00.00 {8.04 100:00 7.1 00.00 {7:15 100:00 100:00 §00:00 100.00 7:58"100:00 37:03 18190 17117 160,00 1625 |7:47 1800 {749 1730 {0000 [00.:00 508 1740
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Feb 012024 To Feb 28 2024

Printed On : Dec 20 2024 11:13

Emp. Name: Mr. P. Raj Kumar
o i i i P A PP P P iP ’
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Company: _MCET s Printed On - Dac 20 2024 11:14
Department:  CSE LAB
Emp. Code: 567 Emp. Name: Mr. P. Raj Kumar
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GARDENER

Feb 012024 To Feb 29 2024

Company: MCET Printed On : Dec 20 2024 10:58

Oays T |2F s Jas 5w 5T w 9F |10 18 Ji2m 37 J1aw s 6 175t [16s am T 1w 2w [23F fast |ss M [22W 2T
Dep Cash salari

Emp. Code: 973 Emp. Name: Srinivas (Gardener) .

Fes A P A WO R A TR P T T TR T A A P : i P IA
InTime 10:21 10:36 12:16 09:37 111:06 11135 110.04 £10:07 £10:39 $10-56 110:14 [10:22 110:47 110:07 110:12

OutTime 17:50 B 17:424 18:15 18:05 {17:48 1566 |16:59 17:57 {18:06 [18:07 17:48 {17:48 [18:26 |17:38
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Mar 01 2024 To Mar 30 2024
Company: MCET

Printed On : Dec 20 2024 11:00
Department:  Cash salanes
Emp. Code: 973 Emp. Name: Srinivas (Gardener) '
Smms PP WO P A 1A 1P A A WO P P TAT [A A A WO A P P IA A A WO A A WA A =&
InTime  {08:34 :10.00 11:58 11:19 1086 110:42 10:18 {10:37 1132
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Dep Cash salari

Emp. Code: 873 ; Emp. Name: Srinivas (Gardener) i
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