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CLEAN REQUIREMENTS (SOP #10.04)

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.  There are only two exceptions which allow an SOP to be altered:
· 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.
CLEAN:
The long-term preservation of the historic collections held within the RCL is dependent on the preservation-based environments for their continued existence as well as the individual components which comprise the collection(s).
· The established preservation-based environments created for these collection(s) are independent of each other, the building and the Complex 
· Maintaining these environments are highly dependent, to a large extent, as the type and how any interaction takes place within them.
· From a preservation perspective, the less intervention there is into the holding areas of the collections, the better it is for the collection(s).
· The various systems which maintain the environments will achieve their respective design parameters for the particular environment, achieving a state of equilibrium with the immobile collections.
· Any intrusions into the spaces will upset the state of equilibrium until the various systems are able to bring the environments back to the individual operating parameters.  Since the collections are open to research use, intrusions cannot be eliminated but, through careful adherence to standards, the impact can be minimized.
· Impurities in the air, dirt, contaminate carried in on the clothing of staff, patrons and services personal are the primary reasons for the deterioration of the environments, short of system failure.
PROCEDURE:
By following simple “clean” procedures, the adverse impact of intrusions into the confines of the RCL can be minimized, however they cannot be eliminated.
· Failure to adhere to these simple procedures places a greater strain on the environmental systems.
· At all times, minimize carry-in and carry-out.
· Coordinate tasks so as to eliminate unnecessary intrusions into the RCL.
· After every intrusion, areas visited must be cleaned.
· MSDS sheets are required for any substances taken into the various environments of the RCL or any of its ancillary spaces.
· The Bureau of State Library Director or designated staff member will determine if a substance is acceptable.
· MSDS sheets must be turned into the OCL Administrative Offices prior to admission of substance to the RCL
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· Preferably only (0) zero VOC off-gassing materials will be allowed and/or used in the RCL, its ancillary spaces, and the various systems which maintain it.
· If a (0) zero VOC compliant material cannot be identified a certified low VOC compliant material/substance may need to be used.
· Low VOC materials are readily available.
· Note: Not all low VOC compliant materials are the same

“CLEAN” REQUIREMENTS OF PERSONAL AND MATERIALS TAKEN INTO THE RCL

· Wash face and hands prior to entering.
· Do not wear exterior clothing (Coats, ECT) into the RCL
· All clothing worn must be clean, no one should be allow to enter from the gym or another worksite
· Scrape/wipe off shoes before entering
· Wear “Booties”
· Do not wear perfume or any other type of scent.
· All tools and equipment must be wiped down with appropriate cleaners and allowed to air dry prior to taking into the RCL
· No smoking immediately prior to entering the RCL.  
· . 
· Wear clean Tyvek suites – maintenance personal
· Wear clean smocks – Library Staff and escorted patrons
· When appropriate, wear Hairnets and/or Tyvek caps
· When required, wear the appropriate type of gloves
· After any work is performed in the RCL, time must be allowed in the day to clean-up the area(s) that were used.
· Only use HEPA Vacuums that have been cleaned prior to use
· Never clean a vacuum or remove its filters in the confines of the RCL.

By minimizing the amount of contaminants entering the RCL, less of a demand will be placed on the RCL’s environmental systems and the longer those systems will be able to perform without maintenance. 
  
· A typical person walking from another building in the Complex to the Forum Building will accumulate tens of thousands of air borne contaminates, dirt, fungi, ETC on their clothing and bodies, too small to be seen.  
· Think before entering.   
· Common sense and standard courtesy go a long way in preservation!





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