RARE COLLECTIONS LIBRARY (RCL)
STANDARD OPERATING PROCEDURE (SOP #10.07)
NON-EMERGENCY AND EMERGENCY
 SERVICE CALLS for the RCLs
DEHUMIDIFICATION EQUIPMENT
Standard Operating Procedures (SOPs) have been instituted at the RCL to insure uniform control, protection and preservation of the rare collections housed in the Rare Collections Library.  All SOPs must be followed, only two exceptions are allowed:

· By counter instructions which are written, dated, signed by the Bureau of State Library Director, Office of Commonwealth Libraries and co-signed by the Deputy Secretary of Commonwealth Libraries.

· Because of a catastrophic emergency situation

· A full report must be submitted post emergency documenting reasons and conditions, signed and dated by the contractor and the Bureau of State Library Director, Office of Commonwealth Libraries (OCL) or designated personnel.
SERVICE CALL:

· Whenever it is established that one of the RCL dehumidification units is not performing as required, the State Library Bureau Director will need to determine if the on-site maintenance Contractor will need to be called in for a service call.

· Once it is established that the on-site maintenance Contractor will be required, the Capitol Police and DGS/FM will be informed a service contractor is being called on-site to perform maintenance work for dehumidification equipment required for the RCL.

· The State Library Bureau Director or designated staff member  will inform the Capitol Police and DGS/FM of the name(s) of service contractor(s) and the expected duration time of the required service call.
· After the State Library Bureau Director or designated staff member has informed the on-site Contractor of the need for service and where to park their vehicle(s) the Contractor(s) will have to:
· Follow the SOP #10.01 for contacting the Capitol Police, DGS/FM and the  OCL Administrative Offices.
· Contractor will need to follow SOP #10.02 for all access and work protocols within the confines of the RCL. 

· The on-site Service Contractor will need to determine why the offending unit(s) is or is not functioning properly and if the emergency 24-hour dehumidification contractor must be called.
BACK-UP DEHUMIDIFICATION:
· If the area(s) being serviced by the dehumidification equipment in question are unable to maintain the proper set points for R/H:

The OCL will have to install back-up dehumidification equipment to assist in supporting the area being serviced by the equipment in question.  This should be done as soon as the issue(s) is identified.  
Always follow protocol, when in doubt ask the Bureau of State Library Director or OCL’s Administrative Officer for clarification.

STANDARD OPERATING PROCEDURE (SOP #10.07)
Non-Emergency and Emergency

 Service Calls for
Dehumidification Equipment
· If the area(s) being serviced by the dehumidification equipment in question are able to maintain the R/H parameters for the particular area then the OCL will need to stage the back-up equipment in the areas affected, ready in case the (R/H) environmental parameters should deteriorate:
Dehumidification Equipment

Areas Serviced by Equipment (Codes Below) 
· DH-1



  

RNR
· DH-2



   

RNR, WA, RBV, ExH, RR, AO

· DH-3



   

Interstitial Space
· DH-4





WA
· DH-5, DH-6 and DH-7

   

RBV
· For routine maintenance back-up equipment should be in place and staged 24 hours prior to the scheduled service as a preventative measure in case of unforeseen problems.
· Per standard operating procedure, while a contractor is working on environmental systems, no personnel, including library staff will be permitted in the affected areas.
· In the event the contractor is not able to correct the problem and must leave the site for parts and or additional assistance all back-up equipment for the affected areas should be turned on and the area(s) affected locked down.

RECOVERY:

· Until environmental conditions (R/H set points for the affected area(s)) have stabilized and have been maintained for at least four (4) hours, all backup dehumidification equipment will be maintained in place.  

· Once the areas have been stabilized and maintained for at least four (4) hours, and only then, the OCL will remove the backup equipment from the areas affected and properly store it for future use.
RNR – RCL Newspapers Repository
WA – RCL Work Room

RBV – Rare Books Vault

ExH – RCL Exhibit Hall

RR – RCL Reading Room

AO – RCL Archivist’s Office
Always follow protocol, when in doubt ask the Bureau of State Library Director or OCL’s Administrative Officer for clarification.
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