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Gian Jyoti Institute of Management and Technology (GJIMT) ensure optimal upkeep and
effective utilisation of all physical, academic, and support facilities through well-established

systems and procedures.

e Laboratories are maintained by lab assistants and IT staff who also manage inventory
and software updates. The students have to follow the Firewall Policy and the Rules

and Regulations for using the Computer.

e The library is managed by a qualified librarian who oversees book issuance, digital
access, and facility cleanliness. PG Students may borrow 3 books, and UG Students
may borrow 2 books for 7 days, and if required, the student may get the book reissued

further for 7 days. The faculty members can be issued 6 books for a semester.

e Sports facilities are supervised by Sports Coordinators, ensuring equipment is
maintained and activities are conducted safely. The Cricket Academy and Tennis
Academy are under the supervision of National Level Coaches. The time slot has to

be booked.

e Utilisation of all facilities is governed by a booking system and timetables, ensuring
fair and efficient access for all departments.
e Classrooms and academic spaces are allocated based on academic schedules prepared

each semester.

These policies are reviewed periodically to ensure alignment with institutional goals and

compliance with regulatory standards.
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Systems and Procedures for Maintenance and Utilisation of Facilities
1. Laboratories
Maintenance:
o Regular software updates and antivirus checks are done.
o Hardware servicing and replacement as needed.
e Backup of data and periodic IT audits.
Utilization:
o Computer labs are scheduled for classes and open hours for student use.
o User authentication and monitoring to ensure responsible usage.
e Technical support is available during working hours.
o Timetabled access for practical classes, supervised by faculty.
2. Library
Maintenance:
e Annual stock verification and adding new books on the recommendation of the Faculty.

e An attendance register is maintained for the students and faculty members who visit the

library.
Utilization:
e Access to e-resources via institutional login.
e Reading rooms and reference sections are monitored by the Librarian and the staff.

¢ Orientation sessions for new users.
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3. Sports Complex
Maintenance:
e Daily cleaning and inspection of indoor and outdoor facilities.

e Scheduled maintenance of equipment (e.g., gym machines, courts) takes place every

quarter
o Safety checks and prompt repair of damaged infrastructure.
e Aregister is maintained for the students who use the sports equipment.
Utilization:

o The Recreation room is available from 3:00 P.M.-5:00 P.M. from Monday to Saturday
and 2:00-5:00 P.M on Saturday.

o Organisation of inter-college tournaments.
4. Classrooms
Maintenance:
e Sweeping and Mopping is done every day to maintain the cleanliness in the classrooms.
o Routine inspection and repair of furniture, fixtures, and AV equipment.
o Ensuring adequate lighting, ventilation, and safety compliance.
o Air Conditioner Filters are cleaned every year before the onset of summer.
Utilization:
o Centralised timetable management for optimal room allocation.

o At the start of each semester, the class in charge ensures that the classrooms have all the
necessary facilities, such as LED Projectors and Class computers, in working condition.
Also each classroom has the Academic calendar and timetable displayed on the notice

boards in each room.

e Smart classrooms equipped with projectors and whiteboards are checked daily to ensure

that they are in working condition
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Rules and Regulations for the Library

Guidelines for Students:

The readers shall keep silent within the library premises

PG Students may borrow 3 books, and UG Students may borrow 2 books for 7 days,
and if required, they may get her/his book reissued further for 7 days

A fine for late submission of a book will be charged Rs 2/- per day for 7 days it will be
Rs. 5/- per day, and after one month, the student must submit in writing the reason for

the delay.

Periodical and project reports are not issued, but they can be studied/used for reference

in the library premises.
The librarian may recall any book at any time if the necessity for such a book arises.
Damaged & lost books will be charged or replaced by the borrower.

No reading material will not be allowed to be taken out of the library without the

permission of the Librarian

Personal Books, Mobile Phones or any kind of electronic products are not allowed in
the library. All Library users are required to deposit their personal belongings at the
property counter at their own risk. The Library is not responsible for any loss or damage
to the same. Taking of briefcases, bags, files, raincoats, umbrellas, etc., inside the library

is strictly forbidden.

Books removed from the shelves should be returned to their correct place. If you cannot
find the right place on the shelf, kindly return the book/s to the counter or leave them on

the reading tables after use.

Tearing off pages, marking in pencil or ink on the books is a serious offence. Students

are not permitted to take tea or snacks, etc., in the Library.
After reading, newspapers should be folded properly and kept in the designated place

Users are not allowed to take cuttings from newspapers. They can photo copy the

articles that are required
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e The borrower shall be responsible for any damage or loss caused to the Library
documents borrowed by him/her and shall be required to either replace such material
or pay the cost of the book.

e The Librarian reserves the right to suspend the membership of any member found

misbehaving, abusing the Library staff or behaving in an indecent manner
Guidelines for faculty and staff members:

e There is a separate procedure for issuing books to Faculty and staff members.

e Every faculty member has to shows his or her appointment letter to the librarian at
the time of their appointment. Then the librarian allots an account number to each
Faculty member in one register.

e 6 books can be issued for the semester and after semester he or she has to return
the books or get them reissued if required.

e Faculty members have the facility of getting their official copies photo stated in

Library free of cost and a separate record is maintained for that.
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STOCK VERIFICATION

e In our institution, stock verification is being done at the end of every year. The
librarian submitted the report to chairman .The payment of the books of missing titles
will be paid either by librarian or management themselves as per the discussion taken

by the chairman.

PROCESS OF DISCARDING THE BOOKS
e In Our Institutions, Discarding process is followed at the end of each session
e We Follow following Procedures for Discarding Books
(a) IDENTIFICATION
e GJIMT library Identify the Old/torn out Books.
e Identify the book which Unused for long times
e Identify the Outdated editions
(b) DISPOSAL & DISCARDING THE BOOKS
e After identification of such books a proper list is prepared & approval from competent
authority is obtained for discarding/ disposal off such books

e After getting necessary approvals same is discarded off in the presence of Director.
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Attendance Register for Students in the Library
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Guidelines for Digital Library
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GJIMT is a member of National Digital Library Of India
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DELNET DIGITAL KNOWLEDGE HUB

DELNET Resour www.delnet.in
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GJIMT has a subscription of DELNET DIGITAL KNOWLEDGE HUB
with Logln ID and Password
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DELNET subscription details
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Rules and Regulations for Computer Labs

9.

. Maintain Punctuality of time for lab work and assignment completion.

. Make an entry in the Logbook as soon as you enter the Laboratory.

. All the students should sit according to their roll numbers, starting from left to right.
. All the students are supposed to enter the terminal number in the logbook.

. Do not change the terminal on which you are working.

. Strictly follow the instructions given by the teacher/Lablnstructor.

. Handle Equipment with care.

. Turn off the machine once you are done using it.

Do not install/Remove any software on the system without permission.

10. Do not open any irrelevant Internet Sites on the lab computer.

11. Do not plug in external devices without scanning them for computer viruses.

FIREWALL POLICY

Students are expected to use the Campus network responsibly and adhere to the firewall

policy, which includes restrictions on access to inappropriate content, excessive bandwidth

usage, and unauthorized software. Any violation of this policy may result in disciplinary

action, including limited network access.
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FIREWALL POLICY

"Students are expected to use the campus network
responsibly and adhere to the firewall policy, which includes
restrictions on access to inappropriate content, excessive
bandwidth usage, and unauthorlzed software. Any vlolatlon
of this policy may , ing
limited network acce
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FIREWALL Policy Displayed on the Boards

AICTE Approved IKGPTU Affiliated | Phase 2, Mohali, Sector 54, Chandigarh 160055 | www.gjimt.ac.in



20"

of éxcellence in
education

@4 GIANJYOTI

Institute of Management
and Technology

Aspire. Achieve. Ascend

1. Maintain Punctuality of time for lab and also for works and

assignmentcompletion.

2. All the stud should sit ling to their roll numbers.

3 Computers and peripherals are not to be moved or reconfigured
without approval of lab incharge.

4. Strictly follow the instructions given by the teacher/lab instructor,

Do not Install/Remove any software on  system without
permission,

Do not open any irrelevant Internet Sites on computer.,

Do not plug in exi ¢ . y
external devices without scanning them for -
computer viruses,

8 Handle Peripherals with care

9. T
U ol the machine onee you are done using i,

)
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Do’s and Don’ts in Computer Lab

AICTE Approved IKGPTU Affiliated | Phase 2, Mohali, Sector 54, Chandigarh 160055 | www.gjimt.ac.in



@

%Y+

‘ears
of éxcellence in
education

GIANJYOTI

Institute of Management
and Technology

Aspire. Achieve. Ascend

371, Phase 2, Sector 54, Sahibzada Ajit Singh Nagar, Punjab 160055, India
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Altitude: 293m - Accuracy: 14m
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Computer Lab Register for students

AICTE Approved IKGPTU Affiliated | Phase 2, Mohali, Sector 54, Chandigarh 160055 | www.gjimt.ac.in



Institute of Management . ACCREDITED e
and Technology

Aspire. Achieve. Ascend

@ GIANIYOT! | @ NAAC 20"

asTeny
STOCK REGISTER ; STOCK.REGISTER a
(INWARD & ourwR?) s Maximm (INWARD & OUTWARD )
18 —_—t 19
o S /—/(’/ﬁaitg;/ " 7 hA:lFl)FARﬂ(‘LE : Mrzu
= Misioum.
» 3 — Ranas ont
= " 3l Ccmrrs | 1SSUED | DALANCE o PARTICULARS £l ouantiry
E PRIy = : sy wall REERTs [ issupp | paiance || R
> ; e 5 Nl ylultal )90 Fak e =
= 42N = IaF L 1IN |
e : 2 | Aol || Chaprielele o fyinder © 3l ¢ ¢ s
2 [ D ot 52 2 Fuper Sleve 7 fieta.
- = | e
[ e -
= i e = 2I3/35] UHProde Frinder YRo 4 lpseal| o ) NI P_‘::,Z’
C = LI L O e | = Yubeh ampembly |GsT
< [
[ saee
.ﬂ_: O o F IS — 9./ ::» Lju o Zak /- e G Cr
= [ - 2lour
gl | ISR e |
e men ] sl e TR IFE9 7 5 i e,
i = 3 o = e |
= i W - R e
7 — ¥4
Ef—jl : s :J:e::l Vioafer Qetl | so30/- [y || )4 ‘mf! 7
—] 5
=
] S I
D fa)
d d
P dSe e O 4 d Dzada A d ddd P ab ... dla
o
0.72470 0./260
QQ
)“ A de. £Zo0o A a 4
O 03/06 0 A
aptured by GPS Camera
43.98 &2 101.4

Consumables Reqister maintained by Computer Science
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Hardware Register maintained by Computer Science

Department
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Rules and Regulations for Indoor Gymnasium

« Always carry and display your valid identity card while using the facility

e Users must sign in and out in the register upon entry and exit.

e The use of the Gymnasium should be under the supervision of the Gym Instructor.

o Entry is allowed only in T-shirts and shorts/lowers are usually required.

e Shoes are compulsory; slippers, sandals, and leather shoes are not allowed

« Maintain silence and avoid making noise in the gymnasium.

« Smoking, alcohol, and chewing gum are strictly prohibited inside the gymnasium.

e Sanitise and wipe down equipment after use to prevent the spread of germs.

e Clean up after yourself, including spills and personal items. Do not leave towels or
trash behind

o Food and sugary drinks are usually not allowed; only water is permitted.

o Use equipment properly and return all weights, mats, and accessories to their
designated places after use.
Timings
3:00 P.M.-5:00 P.M. on Mondays to Fridays and 2:00 P.M. to 5:00 P.M. on
Saturday
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JUNIOR WING, GIAN JYOTI GLOBAL SCHOOL, Gian
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GPS Camera

JUNIOR WING, GIAN JYOTI GLOBAL SCHOOL, Gian
Jyoti Rd, Phase 2, Sector 54, Sahibzada Ajit Singh
Nagar, Punjab 160059, India

30.724266°, 76.726092°

Altitude: 287m - Accuracy: 22m
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Google

Rules to be followed for the Indoor Gym
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Timings of the Indoor Gymnasium
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Rules and Regulations for the Recreation Room.

o Only authorised users with a valid 1D issued by the Institute are allowed to enter.

o Users must sign in at the designated counter or with staff before using the facility

e Maintain a respectful and friendly environment; abusive language, disruptive
behaviour, or loud noise is not permitted.

o Users must comply with all instructions from staff and posted facility rules.

o All equipment (game boards, balls, etc.) must be returned in good condition before
leaving.

e Report any equipment malfunctions or damage to staff immediately.

o Intentional damage or theft of equipment will result in suspension of privileges and
may incur fines.

« Food and drinks are generally not allowed, except for water in closed containers.

e Incase of injury or emergency, notify staff immediately.

o The facility is not responsible for personal belongings; users should keep valuables
secure.
Timings:

e Observe posted hours of operation (3:00 P.M.-5:00 P.M. on Mondays to Fridays
and 2:00 P.M. -5:00 P.M. on Saturdays)
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Attendance Register

for Students in Recreation Room and

Gymnasium
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The Rules for Using the Recreation Room
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