
 

Computer Lab Committee 

 

1. Description of the Committee: (Write-up in around 100 words) 

The Committee for Computer Lab Management and Maintenance is 

responsible for overseeing the efficient operation and upkeep of the 

computer lab facilities. This committee ensures that all hardware, 

software, and network infrastructure are maintained to support 

academic and research activities effectively. Comprising members 

from the IT department, faculty, administrative staff, and lab 

technicians, the committee collaborates to establish procurement 

processes, manage maintenance schedules, and implement security 

protocols. It also addresses user needs, ensuring compliance with 

institutional policies and regulations. By fostering a collaborative 

environment, the committee aims to create a conducive and 

technologically advanced space for students, faculty, and 

researchers, promoting a seamless educational experience. 

2. Purpose of the Committee:  

The purpose of the Committee for Computer Lab Management and 

Maintenance is to ensure the optimal functioning and continuous 

improvement of the computer lab facilities. The committee is 

dedicated to: 

 

1. Overseeing the acquisition, maintenance, and upgrading of 

hardware, software, and network infrastructure to support academic 

and research needs. 

2. Establishing and enforcing policies and procedures for effective lab 

management, including security measures and compliance with 

institutional guidelines. 

3. Facilitating a collaborative environment where faculty, staff, and 

students can access reliable and up-to-date technological resources. 



 

4. Ensuring cost-effective and efficient procurement processes that 

provide value for money while meeting the lab's operational 

requirements. 

5. Promoting a safe, secure, and productive learning and research 

environment through proactive maintenance and timely issue 

resolution. 

 

By fulfilling these purposes, the committee aims to enhance the 

educational and research capabilities of the institution's computer 

lab. 

 

3. Objectives of the Committee: (In points) 

The objectives of the Committee for Computer Lab Management and 

Maintenance are: 

1. Ensure Technological Advancement: Keep the computer lab's 

hardware and software updated with the latest technology to enhance 

the educational and research experience. 

2. Optimize Resource Allocation: Oversee the procurement of 

equipment and software to ensure cost-effectiveness and value for 

money, while meeting the lab's needs. 

3. Maintain Infrastructure: Implement a proactive maintenance 

schedule to ensure the reliability and longevity of lab equipment and 

infrastructure, minimizing downtime and disruptions. 

4. Enhance Security: Develop and enforce robust security protocols 

to protect lab resources and data from potential threats and 

unauthorized access. 

5. Foster Compliance: Ensure all lab operations comply with 

institutional policies, legal regulations, and industry standards. 



 

6. Support Academic Goals: Align lab resources and activities with 

the institution's academic and research objectives, providing a 

conducive environment for learning and innovation. 

7. Promote User Support: Provide training and support for lab users, 

including students, faculty, and staff, to maximize the effective use 

of lab resources. 

8. Facilitate Effective Communication: Ensure clear and regular 

communication between lab users, IT staff, and administrative bodies 

to address needs and feedback promptly. 

By achieving these objectives, the committee aims to create a well-

managed, secure, and technologically advanced computer lab 

environment that supports the institution's educational mission. 

4. Committee Members/ Composition:  

S. No. Name of 

Faculty 

Designation Committee 

Designation 

1 Dr.Farhath Khan Director Chairperson  

2 Mr.Mahbub Khan Lab Technician In-Charge  

3 Dr.K.Sindhura Assistant Professor Member 

 

5. Roles and Responsibilities of Members: 

 

Roles and Responsibilities of Chairperson: 

 Leadership and Coordination: 

o Schedule, organize, and preside over committee meetings. 

o Set the agenda for meetings and ensure that all relevant topics 

are discussed. 

o Facilitate effective communication and collaboration among 

committee members. 

o Delegate tasks and responsibilities to committee members and 

oversee their completion. 



 

 Policy Development and Implementation: 

o Lead the development and review of policies and procedures 

related to the management and maintenance of the computer 

lab. 

o Ensure that all policies align with the institution’s goals, 

guidelines, and regulatory requirements. 

o Oversee the implementation of approved policies and 

procedures, ensuring consistency and compliance. 

 Strategic Planning: 

o Develop and implement strategic plans for the short-term and 

long-term improvement of the computer lab facilities and 

services. 

o Identify and prioritize key areas for investment, enhancement, 

and innovation in the lab. 

 Budget and Resource Management: 

o Work with the procurement officer and administrative staff to 

prepare and manage the budget for lab-related expenditures. 

o Ensure cost-effective allocation and utilization of resources, 

including hardware, software, and maintenance services. 

 Oversight and Accountability: 

o Monitor the progress and effectiveness of ongoing projects and 

initiatives within the lab. 

o Ensure that maintenance schedules, procurement processes, 

and security measures are followed diligently. 

o Review and approve major procurement decisions, 

maintenance activities, and policy changes. 

 Reporting and Communication: 

o Serve as the main point of contact between the committee and 

higher administration, faculty, and other stakeholders. 



 

o Provide regular updates and reports on the committee’s 

activities, achievements, and challenges to institutional 

leadership. 

o Communicate decisions, policies, and important information to 

lab users and other relevant parties. 

 Problem Resolution: 

o Address and resolve any conflicts or issues that arise within the 

committee or related to lab management. 

o Ensure that any concerns or feedback from lab users are 

addressed promptly and effectively. 

 Continuous Improvement: 

o Promote a culture of continuous improvement within the 

committee and the lab. 

o Encourage the adoption of best practices and innovative 

solutions to enhance the lab’s functionality and user 

experience. 

o Facilitate training and professional development opportunities 

for committee members and lab staff. 

Roles and Responsibilities of In-Charge: 

 

 Identify Needs: Assess the specific needs and requirements of 

the computer lab in consultation with faculty and staff. 

 Inventory Management: Maintain an accurate inventory of all 

lab equipment and software, ensuring all items are up-to-date 

and functional. 

 Technical Support: Provide immediate technical support to 

students, faculty, and staff, resolving hardware and software 

issues promptly. 



 

 Procurement Coordination: Collaborate with the procurement 

department to prepare and process purchase orders for lab 

equipment and supplies. 

 Installation and Setup: Oversee the installation, configuration, 

and regular updating of computer hardware, software, and 

networking equipment. 

 Maintenance: Perform routine maintenance tasks, including 

cleaning, inspection, and minor repairs of lab equipment to 

prevent issues and extend equipment lifespan. 

 Record Keeping: Create and maintain detailed records of all 

procurement transactions, maintenance activities, and 

compliance documentation for auditing and accountability 

purposes. 

 Compliance: Ensure all lab operations comply with institutional 

policies, financial regulations, and safety standards. 

 Training: Provide training and guidance to lab users on proper 

use and care of equipment and software. 

 Collaboration: Coordinate with IT staff and external contractors 

for specialized maintenance, repairs, and updates. 

 Security: Implement and monitor security measures to protect 

lab equipment and data from potential threats. 

 

 

Roles and Responsibilities of Members: 

 

 Curriculum Integration: Develop and implement curriculum that 

effectively incorporates the use of lab resources to enhance 

learning and research outcomes. 



 

 Student Support: Assist students with technical and academic 

issues related to lab activities, providing guidance and ensuring 

they can utilize lab resources effectively. 

 Feedback and Improvement: Gather feedback from students 

regarding their experiences in the lab and communicate this 

feedback to the committee for continual improvement. 

 Resource Planning: Work with the committee to identify 

necessary hardware and software that align with academic 

goals and help plan for future lab enhancements. 

 Policy Adherence: Ensure that students adhere to lab policies, 

including acceptable use policies and safety guidelines. 

 Collaboration: Collaborate with the lab technician and other 

faculty to plan and execute lab-based projects, research, and 

other academic activities. 

 Training and Workshops: Conduct training sessions and 

workshops for students and faculty to demonstrate the use of 

new technologies and software available in the lab. 

 Research Facilitation: Utilize lab resources to facilitate personal 

and student research projects, ensuring access to necessary 

tools and technologies. 

 Documentation: Maintain records of lab usage for academic 

purposes, including attendance, project progress, and student 

performance. 

 

6. Frequency of Meetings: 

The Computer Lab committee meets once per semester to review 

progress. 

 

7. Procedure: 

(Sequential steps for each of the activity carried out by the 

committee/cell and Flow Chart) 

Sequential Procedure for Managing the Computer Lab Committee 



 

Initiation and Planning  First Committee meetingAssessment and 

Needs 

AnalysisStrategic Planning Policy 

DevelopmentImplementationMaintenance and Monitoring-Evaluation 

and ReportingContinuous ImprovementRegular review and Meeting 

1. Initiation and Planning: 

   - Establish Committee: Form the Computer Lab Management and 

Maintenance Committee, ensuring representation from key stakeholders 

(IT, faculty, lab technicians, procurement, administration, and students). 

   - Define Objectives: Clearly outline the objectives, scope, and goals of 

the committee. 

   - Assign Roles: Designate roles and responsibilities for each committee 

member. 

2. First Committee Meeting: 

   - Introduction: Introduce all committee members and their roles. 

   - Review Objectives: Discuss and confirm the committee’s objectives 

and goals. 

   - Set Meeting Schedule: Establish a regular meeting schedule (e.g., 

monthly, quarterly). 

3. Assessment and Needs Analysis: 

   - Lab Review: Conduct a thorough review of the current computer lab 

facilities, equipment, and software. 

   - Needs Assessment: Identify the specific needs and requirements for 

the lab in consultation with faculty, students, and staff. 

   - Data Collection: Gather data on lab usage, equipment performance, 

and user feedback. 

 

4. Strategic Planning: 



 

   - Develop Plan: Create a strategic plan outlining the short-term and 

long-term goals for the lab, including upgrades, maintenance schedules, 

and resource allocation. 

   - Budget Planning: Prepare a budget to support the strategic plan, 

considering procurement, maintenance, and upgrade costs. 

 

5. Policy Development: 

   - Draft Policies: Develop policies for lab usage, maintenance, 

procurement, and security. 

   - Review and Approve: Present the policies to the committee for review 

and approval. 

   - Documentation: Document all approved policies and procedures. 

 

6. Implementation: 

   - Procurement: Initiate the procurement process for necessary 

hardware, software, and accessories. Collaborate with the procurement 

officer to evaluate and select vendors. 

   - Installation: Oversee the installation and configuration of new 

equipment and software, coordinating with the IT department. 

   - Training: Provide training sessions for lab users and staff on new 

equipment, software, and lab policies. 

 

7. Maintenance and Monitoring: 

   - Preventive Maintenance: Schedule and perform regular preventive 

maintenance on all lab equipment and software. 

   - Monitoring: Continuously monitor lab performance, security, and 

usage. 

   - Issue Resolution: Address and resolve any technical or operational 

issues promptly. 

 



 

8. Evaluation and Reporting: 

   - Progress Review: Regularly review the progress of the strategic plan 

and the effectiveness of implemented policies. 

   - User Feedback: Collect and analyze feedback from lab users to 

identify areas for improvement. 

   - Reporting: Prepare and present reports on lab performance, usage 

statistics, and committee activities to institutional leadership. 

9. Continuous Improvement: 

   - Assess and Update: Periodically assess the lab’s needs and update the 

strategic plan, policies, and procedures as necessary. 

   - Adopt Innovations: Encourage the adoption of new technologies and 

best practices to enhance the lab’s functionality and user experience. 

   - Professional Development: Provide ongoing training and development 

opportunities for committee members and lab staff. 

10. Regular Review and Meetings: 

    - Scheduled Meetings: Hold regular committee meetings to discuss 

ongoing activities, address issues, and plan future initiatives. 

    - Annual Review: Conduct an annual review of the committee’s work, 

achievements, and areas for improvement. 

 

By following this sequential procedure, the committee can ensure the 

effective management and continuous improvement of the computer lab, 

aligning with the institution’s educational and research goals. 


