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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

ACCESS:
  
THE RCL IS A PUBLIC FACILITY AND ITS HOLDINGS ARE FOR THE USE OF THE PUBLIC.
· The collections held in the RCL are extremely rare and in some cases the last known copy, access must be controlled for protection from physical damage and possible theft.  
· Because these collections are fragile due to age, the preservation-based environments in which they are kept, are by their very nature, delicate and must be constantly monitored and maintained.  
· This not only helps with the protection of the collections from a security point of view but it also helps with preservation of the collections from unwarranted stresses  by non-controlled activities which take place at the  physical, chemical, mechanical and even the molecular level. 

THE RARE COLLECTIONS LIBRARY IS A CONTROLLED ACCESS FACILITY.
· The primary mandate of the Library is the preservation of its collections as well as the use and access to the collections.
· By maintaining control of who and what as well as  when something enters the RCL, the environmental parameters in which the collections reside can be better maintained in an affordable and sustainable manner, assuring the collections survival for generations to come.
· Every time the collections are handled, accessed or conditions in which they reside are altered, the collections are damaged in some manner.  
· Management of the collections requires the elimination of such unwarranted damage.
· Once a maintenance contractor has been summoned for a service call, following the access procedures into the library are extremely important in order that:
· That no inadvertent damage is done to the collections
· That timely access is granted so the reason for the service call can be eliminated as quickly as possible
Always follow protocol, when in doubt ask the Bureau of State Library Director or OCL’s Administrative Officer  for clarification.
FACILITY ACCESS OVERVIEW (SOP #10.02)
Routine Maintenance and Service Calls
Continued

· All contractors must report to the OCL Administrative Offices on the second floor of the Forum Building ( Room 201), or a representative before entering the RCL area or any support areas to the RCL.
· Contractor(s) will be escorted to work area by Library staff.  
· At no time is it permissible to enter the RCL space without a Library escort.
· At no time are any of the collections to be touched, disturbed or moved by the contractor.
· Contractor must inform Capitol Police and DGS/FM and OCL when entering and leaving the RCL premises.  Refer to SOP 10.01.
· In the event a contractor has been identified entering the RCL without following established protocols for entering the facility
· The contractor maybe escorted from the facility by the Capitol Police
· Dependent on the Capitol Police’s report, charges may be pursued.
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