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4.4.2. There are established systems and procedures for maintaining and utilizing physical,
academic and support facilities-laboratory, library, sports complex, computers, classrooms
etc.

The Yash Institute of Pharmacy has implemented systems and procedures for maintaining
and utilizing its physical, academic, and support facilities in alignment with the ISO 9001:2015
International Standards. These standards ensure effective management practices, continuous
improvement, and optimal utilization of resources, enhancing the quality of education and
infrastructure. These formats comply with ISO 9001:2015 standards and ensure proper

documentation, monitoring, and evaluation of all processes.

The Academic and Administration Maintenance Policy ensures that Yash Institute of Pharmacy
operates efficiently, maintaining high standards in education delivery and administrative
operations. This policy reflects the institute’s dedication to creating a sustainable and student-

friendly environment.

These formats help ensure systematic documentation, traceability, and quality control.
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4.4.2. There are established systems and procedures for maintaining and utilizing physical,
academic and support facilities-laboratory, library, sports complex, computers, classrooms

etc.

Maintaining System of Laboratories

ACAD /PR / 18 Dlaintcnance of laboratorics
|T?..-.w.: 00 Date: 01.01.2020 | Clause: 7.1.3,8.5.4 | FPage: 01/ 01 |
| Obhjective | To enswwe working / healthy conditions of equipments, |
I Inpul I Lab equipment. Equipiment manuaal |
Sr.No Activity Responsibility Documented
- Information
A Faquipments and instruments
ol Codify the lab equipment centrally for all labs. Store keeper General Equipiment
Stock Register
0z ITandover equipment to concered department Store keeper General Equipiment
Stk Registen
03 FReceived Instnunents | Bquipments are eutered i Lab Asst. Equipment Stock
departmental stock 1=gister Register of
Diepartment
04 Dreterimine the frequency and parameters for preventive Laly Asst. Maintenance Record
maimenance of equipment,
03 Carry ontl the maintenance as per plan and mamtain record Lab Assi Maintenance Record
of maintenance work carried out. Also mamtain record of
repan S replacement cammied out during mantenance.
06 In case of breakdown., mforms stores and repair the fault Lab Asst. Maintenance Record
intemally and 7 or with the help from external agoney.
o7 MMaintain record of maintenance carmried ont. Iab Asst. Maintenance Record
08 At the end of Academmc year coll=ct the data related (o Lab Asst and Corrective Action
breakdowns, identify major and  or repetitive failuce, subject Incharge Report
analvze and initiste necessary actions o elininate
recunence.
B Consumables and glasswares
ol Maimmtain consumable stock register in each laboratory Lab Asst consumable stock
vegister, Department
Glassware stock
register
0z Tssue the materinl o practicals and aintain record Taly Ansl, consmwmable stock
register, Glassware
stock registen
03 I case of reak down of glasswares record 11 i Student Lab Asst. Studewut brealkage
breakage formnm, Glassware stock register. form. Glassware
stock register
o4 Update consumable stock register weekly as per issuc, Lab Asst. consumable stock
nusage and breakage. register
o5 “Ar the ond of ALY, verify astock ve physical gquanuity and Lab Asst. Aamuaal phy sical
calculate the requirements for next ALY verification report
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Output Equipment maintained in good working condition.
Process Monitoring 1. Plan Vs Actual of Preventive Maintenance
& Measurement 2. MNo. of Repetitive Breakdown problems

List of documents and records under PR14 Maintenance of Laboratories:

Department Equipment /Chemical/GlasswareStock Register

ACAD-PR14-FOO1

Instrument ! Equipment log book

ACAD-PR14-FOOZ

Student glassware issue register

ACAD-PR 14-F003

Master List of Assets Requiring Maintenance

ACAD-PR14-F004

Routine Cleaning and Maintenance Plan

ACAD-PR14-F0O05

Equippment Cleanining and Maintenance log

ACAD-PR14-FO06

Annual lab swock verificaton report

ACATD-PR14-FOO7

Job Card (Work Order)

ACAD-PR 14-FO08

TDaily consumption register

ACAD-PR 14-FO0O9

S0P format

ACAD-PR14-FO10

Instrument /! Equipment fitness of purpose record

ACAD-PR14-FO11

Daintenance Formats (From Admin Manual)

Maintenance Request Note (MRN)

ADMN-PR19-FOO 1

Maintenance Request Hegister

ADMN-PR 19-FOOZ

Master list of formats

OMR-DI-16
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4.4.2. There are established systems and procedures for maintaining and utilizing physical,

academic and support facilities-laboratory, library, sports complex, computers, classrooms
etc.

Maintaining System of Library

[Acan /rr /B8 | Book Circulation

| Rev.: 00 Date: 01.01.2020 1 Clause: 5.5.4 I FPuage: 01/ 02 |

| Objective | To define a process for issue and return of library books |

| tmput | Awvailability of books, statf. admitted stadents |
=it Activity Responsibility Documented

No Information

A Tssue of Tdentity Cacd

1= werity the admission receipt of the student. Office

2 Issnie card 1o the stident duly atamnped and signed with photo of O ffice Ielentity carcl
stuclent pasted o il

=3 Tusue of Borrowers cord

(2] ] Serity the ndin o receipt of the stuadent Librarian

02 | Tssue card to the shudent duly stamped and signed with photo of Tilararian Bortowers card
mrtudeint pasted on it

= Boolk circulation to students

01 Raise vequirenient of the book to library stall Stvde -—

oz Search for the book laoupgh SOUL sollWware. Librarian —

03 wive the Borrowers Card to the counter. Stuadent =5

(a5 BAake necessary enivies on the book card and Library Software. Libwrarian Boole Card. library

sofiware
Qs Receive the Books om the siudents within stpulated tine Librarinn —

(max. 7 dawvs for 1ext book and 1 dav for reference book — only
o1 saTirdayd

06 Werily the condition of books retamned by the student Talbaanan, —-—
Tibrary
S iemclanl
07 Make necessary enries on the book card and Library Software, Librarian Book Card. library
st are
08 In case book returned is not in condition, take actions. Libaarian, -
Libaary ThC,
Frincipal
o In case, books are not refumed in stipulated time period. collect Libwrarian —
Re 5 per day for the number of days delayed in remrning a
ook
10 During issuance of MNo Dues certificate at the tine of leaving Librarian —

the colloge by the nsers cither throungh book replacement or
book cost callecTion,

n Roolc circulation to Staflf memibess

o1 Rooise reguireanent of the book 1o library stall Stial I =
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02 | Search for the book through SOUL software. Librarian —
03 | Make entries in Staff Bomrower card & Library Software. Librarian Staff Borrower
card
ACAD /PR/B3 | Book Circulation [
Rev.: 00 Date: 01.01.2020 I Clause: 8.5.4 [ Page: 02/ 02 |
Sr. Activity Responsibility Documented
No Information
04 | Receive the Books at the end of semester or earlier. update the Librarian -
record.
853 Verity the condition ot books returned. Librarian ==
06 | Make necessary entries in Staff Borower card & Library Librarian Staff Borrower
Soltwate, card, library
software recond
o7 In case DOOK renuned is not in condition, @ke acions. Libiarian, -
Library I/C.
Principal
Output Bools circnlated among staff and stadent
Process Monitoring |\, ber of events of non availability of books due to already issued to someone
& NMeasurement

List of documents and records under PR22 Book Circulation

Bomower's cand
Book Card

Library software record

ACAD-PR22-FOOL
ACAD-PR2I-FOO2
ACAD-PR2I-FOO3
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[ACAD /PR/ES | Periodical Subscription & Circulation |
| Rev.: 00 Date: 01.01.2020 | Clause: 8.4, 8.5.4 | Page: 01/ 01 |
| Objective | To define a process for subscription and circulation of Periodicals |
l Tupuil I Requirements fom siall/ students, syllabus, AICTE Requitements |
S Activity Responsibility Documented
No Information
01 Receive the requirement from HOD and / or faculty members. Librarian —
0z Propare a list of periodicals to be subscribed. Get approval Librarian List of pariodicals
from the Principal. to be subscribed
03 Forward the list of periodicals 1o be subscribed 1o the Timst Librarian Forwarding Letter
Office
04 | Receive the periodicals from the vendor / publisher. Librarian —
05 | Emnter the details in Periodical register. Librarian Periodical register
06 | Put Library stamp. Stack it on the shelf. Peon —
07 | Peniodical are available omly for library reading. cannot be - -
allowed to take outside the Library.
Output Subscribed periodical
FProcess Monitoring ; 2o :
R 1) Number of periodicals subscribed

Docaunents and records inder PR23 periodical subscription and cirenlation

List of periodicals to be subscribed ACAD-PR23-FOO1
Forwarding letier 10 tust office ACAD-PRI3-FO02
Periodicals Register ACAD-PR23-FO03
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[ Acan / Prr B8 | Book Prescovation
| Rev.: 00 Date: 01.01.2020 | Clause: 8.5.4 | Page: 01/ 01 |
| Objective | To define a process for preservation of library books |
[ Input I Awvailable books, journals, periodicals in library |
S Activity Responsibility Documented
No Informartion
o1 Identify the book location — subjject wise, Labararian -
oz Ensure that library showcease is closed every time so as to avoid Peon -
the dust acommnlation
03 Carry out the dusting everyday. Peon -—
Stock Verification
Carry out stock verification after every three vears. Libranan
2 erify for Librarian Stock verification
& MNumnber of books against accession register. report
= Condition of Books.
3 Tdentily munber ol books Tost, domumaged and weeded out. Lilrrarian Stock verilication
Forward the repo1t to higher authoriry for fimther actions. report
Quiput Well preserved books at identified location
Epocass HIonitoring Mumber of lost, damaged and weeded our books
& Measurement
Documents and records imder PR25 Book Preservation
Annual Stock verification report (Library books) ACAD-PR25-FOO1
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Maintaining System of Computers

wation Process

[ :?"'I"cu\' | ey watablhial doecirnen o] process For aoanageeree ot of coarnpmiters Do ane Aol so o e |

[ Input | c Clomputers. (ficial software. Broadband intemet connection efc. |

Lolan 1 et
S Mo Prrocess Flow 2 osponsibility ::;ral-:“ "'l <

Furchase of computers and soffwae

at Recive requitement fon hardware o
respective subject lencher / Inb inchmge

software fromn Hardware

SSoltware

Storekesper requiTement
applicaticns
o= Forward 1he requireinent of conpuier ancd solwaie S e REeDEE ™
specifications 1o office =
CES Forawnard the the tequirenseat ol cougouater  and Accountant =
BodTue are speeo o otlons o st oo Faiiucipal
[I=1 Release PO} fa the supplier as per directions of Accountant Purc hase order
oA ing Trirector or tnist office. Princijal
0s ert receipt of the purchascd iTeims and maintain —

records of reccipt of marchased items i the porchases
LepEis e

Nlaintenance of computer and other dedicated
sasmmprmabes »y s dcses P coguelpaees st J ot wese i

06 Ensure tat all compuiers and compurer sysiems -
dedicated for cqumpiment / instnnments are dnstec andd Laly assistant
rnainrainecl il
o= Perform preventive and breakdoan maintenance of -

Storekeopiern

T.CT puojectors, Prigters, Scanmers and Networking Lals assisizanl
ecpuipa e
[ A lop book of computer ¢ L0013 projestor Connpuater /Lol
Lab assistant projectonr log hook
1 BAaintain record  in laboratory  equipneent siock -
TeEISTOLn  Periomnnl aanmal slock ChHeck  and  prepaiw Lav e
Anmial Stock Yerfication Reposrt.
11 Generale RMMaintenance Request MNMote (MED)  in case Lab assistant’ =
of major breakdown or complaint. probleoms of any Subriect LFcs
equiprients i chine Lab L'c, Office
Superintendent
12 The call gets attended by outside experts to reaolve CHfice b
e poreslalear st it
13 Wired nerwork maintenance is deone when a NS 18 Oflice —
Teceivel superintendent
14 Sofbware updating is done as mudl when necessary. T Lab ascistant’ —

case  of omputers  dedicated  fo  instruaments S

Subject ol

oy
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Rev. 00 DL 01.01.2020 Clause: 851, 7.1.3 Page 2 of2
equipmuents.  enswre  that  sofltware  application is Lab e, OiTice
updated during AMC visit. Superintendent
15 Ensure all computers and machinery are identified Store L'e/ Lab -
with Asser tag / labels Ire
16 Shut dovmn the computers / equipment / LCD projector Lab assistant/ -
wiien 1ot in use, Subyject e/
Lab I'c. Office
Superintendent
General
17 Imsmall and update antiviris soltware 1o protect the Monthly checklist
computer systein Office for cotputer
superintendent systemn
maintenance
18 Provide UPS for each compuer sysiein. Check baltery Lab assistan, =
backup of each UPS system. Get the battery of UPS | Lab I/c / Office
replaced in case of backup failure, Superintendent
19 Train the smidents and employees about proper : -
y i
handling of the computer sysieins. Subject Lc
20 ‘l'ake data back up as and when necessary. Lab assistant. -
Lab I/c / Office
Supermtendent
21 Maintain CDs / Pen drives / Keys of all purchased Office Software CDs
computer systems and software in a folder snperintendent folder
: Timely procurement and maintenance of computer hardware and
R {Eul software
. : 1) Number of computer hardware and software failure events
Trocess Monitoring & 2) Mumber of LOD projector fathre cvents.
MMeasurement

Documents and Records under PR17 Computer system administration

Records/Formats
Hardware/ Software requiremeant specifications ADMMN-PR17-FOO1
Maonthly checklist of computer systems maintenance ADMN-PR17-FOO2
Software CDs Folder (External Documeant) with license ADMMN-FR17-EDOL
keys and passwords

Computer log book ADNMN-PR17-FOO3
LCD Projectar log book ADMMN-PR17-FO04
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4.4.2. There are established systems and procedures for maintaining and utilizing physical,
academic and support facilities-laboratory, library, sports complex, computers, classrooms

etc.

Maintaining System of Environment

) Di. 01.01.2020

Environment for operation of processes
Clause: 7.1.4

Page L of 3

ot To define the procechus fo ensare cleanliness, safety and proper enviromment
bjective fu -ati £l :
noecossary for operation of the jpwocossos,
Input  Infrastriachure Facilities, Oorganization re o re ments
::_:; Process Flow Responsibility Documenied Informatlon
A Classroom / Laboratory Environment
a1 Allocate the responsibilities to  monitor Principal -
housekeeping and hygiene in the deparmimnent.
oz In clnas TooTn ensuTe the following Office Checkliat for classroom
environment: Superintendent enrvironment
a Cleanliness
T Proper ventilation
c. Proper ilhumimation
[ Comfortable Seating AarTangement
o3 In Labuoratory, cusiue e Following — Lab In-chanse, Clhiccklist Lo laboratory
. Clesnliness Acttendants environent
. Proper ventilation
[ =% Propesr Elloeniie ooy
ol Comforiable Seating Anangement
e Fire Extinguisher
| o Firsl Aidd Box
B Fire and Salety
(L2} Select the adequate twpe of fire extinguisher for HOMD & Lab ==
the laboratrories. Technician
05 Ensure that these fire extinguishers are kept at Lab Assistant List of fircfighting
roper location. Aldso ensiwe that each fire BRI e T
extingmisher is identified with its statis ie.
refilling date and next due and identification
label is visible.
06 Omnce in tlwee months, ensure the status of the Lab Assistant -
fire extingusher and get the fire extingmusher
telilled as vecuuired.
07 Get  the exnnguishers flled Gom authorzed | Storekeeper Fire extinguishers refill
agencies and update the dare of next refill on receipts
list of fire extinguishers
08 Ensure that filled date and next due date sticker | Storekeeper =
is pasted on five extinguisher
o0 Arrange fire and safoty training for ataff and | Staff Training Staff training record
stdents Cell I'c
10 Prepare and maintain a list of saff trained for | Prmeoipal L.ist of staff trained for
fire fighting equpiment fire fighting eguipiment
o Cleaning and honsekeeping
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Environment for operation of processes

Clause: 7.1.4 Page 2 of 3
11 Laboraories and conuunon passages are 0 be Housekeeping -—
cleaned once in a day with both brooming and Agency /
moping. Classtooms are o be swept at least Sweeper
once in a day.
12 Supervise the work carried out by the Laboratory Housekeeping Fecord
housekeeping person. Verify the completion of Assistant
the work done and sign on the housekeeping
record. If found un-satisfactory, report to the
Office superintendent and get the area cleaned.
13 Periodically check the above parameters of HoD & Staff Work Enviromment
wiork enviromment. Record.
14 | Inform to concern authority for necessary -t -
action in case of discrepancies.
D Sanitary napkin  vending machine /
incinevator
18 Install sanitary napkin vending machine and | Principal =
incinerator in Ladies” common room
16 | Assign responsibility of sanitary napkin | Principal ==
vending machine and sanitary napkin
incinerator to a senior lady staff
17 Inspect and refill sanitary napkin vending | Sr. lady staff Sanitary napkin vending
machine every week machine inspection and
refill checklist
18 | Inspect sanitary napkin incinerator every week St lady staff Sanitary napkin
mcinerator mspection
checlklist
19 | In case of breakdown or problems in operations | Sr. lady staff Sanitary napkin vending
of sanitary mnapkin vending machine / machine maintenance
incinerator, inform the Principal and Office record. Sanitary napkin
superintendent. Amrange for maintenance of the incinerator maintenance
machine(s) record.
Output Healthy work enviromment in College and safety 1s ensured
1) Number of housekeeping Nonconformities (SHE/CRK)
2) MNumber of incidences of non-availability of fire extinguishers in
case of fire (SHE/CRE)
Process Monitoring & 3) Mumber of incidences of out of date fire extinguishers (SHILS
Measurement CREK).
4) rumber of incidences of non availability of sanitary pads / vending
machine failures (SHEK)
53 Mumber of incidences of sanitary pads incinerator failiwes (SITE)
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List of docnments and records under PR21 Honsekeeping and safety

Monthly classrooimn / laboratory work enviuonment checklist ADNMMN-FRZ1-FOUI
Daily toilet honsekeeping checklist ADMN-PR21-FOO02
Weekly sanitary napkin vending machine/incinerator inspection / ADMMN-PRZ1-FOO3
refill record

Master list of asseis requuring maintenance (From ACAD-PR 14) ACAD-PR14-FO04
Roufine cleamng and mamtenance plan (From ACAD-PR14) ACAD-PR14-F0O05
Equippment cleaning and maintenance log (From ACAD-PR14) ACAD-PR14-F006
Fire extinzuisher refill receipis flle (External Document) ADMMN-PRZ1-EIDN0O1
Tag / sticker on fire extinguisher showing last refilling and next ADMMN-PR2Z1-ED0OO2
refilling dates

List of safety / firefighting equupment ADMN-PR21-F004
LEmergency contact munbers ADMN-PRZ21-FO05
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