
Procedures and Policies 

Procedures and policies for maintaining and utilizing physical, academic and support facilities- 

laboratory, library, sports complex, computers and classrooms etc.  D.D Auto College keonjhar has 

set up established procedures and policies for maintaining and utilizing physical, academic and 

support facilities - laboratory, library, sports complex, computers, classrooms etc. Maintenance of 

library: For maintenances of library infra-structure and facilities the library committee and 

administration have been given the responsibility to purchase, procure books, manuscripts and 

other materials, as per the recommendations received from the departments of the colleges. The 

departments of the colleges have a good stock of texts and references in their departmental 

libraries. For enriching of the library, the committee procures some good publications from national 

and international publishers. The library committee organises reading sessions and competitions 

among students and teachers, appeals to and organises students, teachers, alumni, guardians to 

donate books. Maintenance of the laboratory: The laboratory equipments, specimens, and other 

necessary chemicals are purchased by the office of the principal and purchase committee as per the 

requirements of the teaching departments of the college. The Science students of the college as well 

as those of five associate schools are taught and trained about the use and maintenance of 

laboratory items. Maintenance of the sport facilities: Students’ union sport secretary and his/her 

advisor takes the responsibilities of the maintenances of the sport facilities. The necessary goods 

and sports articles are purchased by the office of the principal as per the recommendations of the 

sport secretary and the advisor of the Student Union of the college. The college authority purchases 

them by calling quotations from the reputed sport outlets. Periodically necessary steps have taken 

by the authority to develop the sport activities of the students. A pavilion has also been made for the 

students within the campus, so that the students can enjoy the events of sports week, organised in 

the college. Some of the sports items are kept in boys’/girls’ common rooms/ union room and given 

out for use of students under the monitoring of the Sports cum common room secretaries. Students 

with excellence and achievements are publicly felicitated and also supported financially to the 

extent possible. Maintenance of Computers and IT facilities: The office of the principal decides about 

purchasing necessary IT equipments as per recommendations received from the departments of the 

colleges and the administrative office of the college. IT facilities are maintained by computer skilled 

personnel of the college and they also take the responsibilities of periodic up-gradations of the IT 

resources. The IT facilities are taken stock of by the administrations and they are modified or 

changed whenever necessary. There is an ICT cell in the college which looks after the maintenance of 

the computers and facilities. Few part-time employees are also entrusted with use and maintenance 

of these facilities. Classroom facilities: The maintenance of classrooms is a regular exercise. The 

cleanliness of classrooms is ensured by a group of Grade -IV workers and sweepers. 


