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STEAM SHUT-DOWN (SOP #10.09)
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, SERVICE AND EMERGENCY CALLS

STEAM SHUT-DOWN:
  
The steam supply to the RCL is a vital importance to operation the mechanical equipment utilized for the control of the various environments established for the preservation of the library’s holdings.
· The loss of steam can be categorized into (3) three primary groups  –
· Catastrophic loss of the steam supply to the building as supplied by NRG
· Localized loss of steam to the RCL either in the Steam Room at the supply valve on the branch line for the RCL or somewhere down line from the valve prior to the distribution of the RCL equipment
· Loss of the steam supply to a specific piece of equipment 
· The intentional control loss of steam at the valve for maintenance
· Unintentional loss due to equipment failure
During a control shut-down of the steam supply equipment in the RCL for maintenance and/or service -

· The Office of Commonwealth Libraries Deputy Secretary’s Office must be informed of the planned shut-down prior to the actual shut-down taking place. 
· This must include approximate start and end times of the shut-down.
· During a shut-down, no one will be permitted access in areas associated with the RCL.  
· If a shut-down is delayed either at the beginning or ending times, the Bureau of State Library Director or OCL’s Administrative Officer must be notified.
· After the shut-down is completed, the Bureau of State Library Director will determine if space conditions are acceptable.
· If space conditions are not acceptable or the systems are not working properly, the Contractor must take appropriate actions.
· The OCL must put into place planned back-up procedures prior to and during a steam shut-down
· Refer. SOP # 10.07
· Until environmental conditions stabilize and have been maintained for at least four (4) hours, all backup protocols must be maintained.  
· Once this condition has been met, and only then, the OCL will remove backup systems. 
Always follow protocol, when in doubt the Bureau of State Library Director or OCL’s Administrative Officer for clarification.
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