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ROUTINE MAINTENANCE and SERVICE CALLS

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.

ROUTINE MAINTENANCE AND SERVICE CALLS

SITE ACCESS:
  
THE CAPITOL COMPLEX IS A PUBLIC FACILITY WITH LIMITED PARKING AND VARIOUS LEVELS OF SECURITY
· The Rare Collections Library is part of the State Library of Pennsylvania located in the Forum Building located on South Drive, adjacent to Soldiers and Sailors Memorial Park.
· The State Library, the RCL, and Forum Building are under the jurisdiction of the Capitol Police.
· There is limited parking and many security issues within the confines of the complex. Illegal parking and non-validated is not tolerated.  Once identified, illegally parked vehicles are subject to fines and towing.  

After the OCL has informed the “Contractor” of the need for a service call whether a maintenance call, emergency service call, or a routine service call, certain procedures must be followed so that the Contractor(s) and their vehicle(s) are not subject to removal from the site.  
· The Bureau of State Library Director or designee of the OCL will inform Capitol Police and DGS/FM control center, BO7, of the needed service call stating purpose of the required service to person receiving the call.
· The OCL Administrative Officer will secure an available parking space from DGS/FM for the Contractor to park their vehicle
· The OCL’s Administrator Officer or designee will call and inform the Contractor of the location of the parking space.
· After arriving, on the Capitol Complex, the Contractor will 
· Call and inform Capitol Police (telephone number to be supplied by Bureau of State Library Director or designee ) of the expected service call at the RCL.
· Call Department of General Services (DGS) Facilities Management (FM) (telephone number supplied by Bureau of State Library Director or designee) to inform Building Controls of the service call.
· After informing Capitol Police and DGS/FM of the service call and parking their vehicle the contractor will proceed directly to the OCL Administrative Offices for processing into the RCL.
· Contractor must follow SOP #10.02 for Facility Access.

Once the service call has been completed, the contractor will call Capitol Police and DGS/FM Building Controls informing them the service work has been completed.
· Once all work is completed the Contractor must report to the OCL Administrative Office to turn in reports and any necessary information required before leaving the site.
Always follow protocol, when in doubt ask the Bureau of State Library Director or OCL’s Administrative Officer  for clarification.
RCL/IMLS/ /JM/ALI	                      SOP 10.01	         11/17/2017
