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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.
EMPLOYEE IDENTIFICATION:

CRIMINAL RECORD CHECK
The Contractor must obtain a criminal record check for all of its employees who will be required to enter the Forum Building (ForB) as part of the maintenance contract.
·  The criminal record check must be requested from the Pennsylvania State Police by completing a "REQUEST FOR CRIMINAL RECORD CHECK" FORM and submitting it to the Pennsylvania State Police.
·  The Contractors is responsible for costs incurred with the record check including any processing fee for all of their employees who will be required to enter the Forum Building as part of the maintenance contract.
· The forms must be obtained directly from the Pennsylvania State Police.
· If the Criminal Record Check discloses a criminal record for an employee of the Contractor, the Contractor shall not allow the employee access to the ForB/RCL unless with written authorization by the OCL.

PERSONNEL IDENTIFICATION
All employees of the Contractors must obtain a photo identification badge from the Capitol Police prior to entering the ForB/RCL to begin work under the maintenance contract.  
· Photo identification badges must be worn at all times the employee is on the premises.
· The Contractor must contact the Administrative Office of the OCL 717-783-4173 to coordinate an appointment to obtain photo identification badges for their employees.  
· Prior to scheduling the photo identification badge appointment the Contractor must submit the required Pennsylvania State Police responses to the PA Bureau of Police and Safety for review and approval and a copy for the OCL.
· Beginning April 1, 2008 there will be a $10.00 fee for a photo identification badge or a $20.00 fee for a photo identification access badge.  
· All fees must be paid before a badge will be issued.  
· Payment for badges will be in the form of a check or money order made payable to the Comm. of PA. 
· Each employee will be provided with a single identification badge by the Capitol Police. 
· All photo identification badges must be returned at end of the maintenance contract or employee participation under the contract or upon employee dismissal.  
· The Contractor is responsible for paying the replacement/lost badge fee for any badge not returned by its employees at the completion of the project.  
· All employees shall display Capitol Complex issued Contractor photo ID at all times.
· All employees must report to the OCL Administrative Offices prior to performing any work under the maintenance contract.
· A list of all employees who are expected to be working on site shall be delivered to the Bureau of State Library Director and the OCL Administrative Officer and kept up to date as the contract progresses.  
Always follow protocol, when in doubt ask the Bureau of State Library Director or OCL’s Administrative Officer for clarification.
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