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ADMIN OF WORK (SOP #10.02a)
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
THE RARE COLLECTIONS LIBRARY IS A CONTROLLED ACCESS FACILITY.

WORK ADMINISTRATION   
 These procedures are given as guidelines and may be elaborated on during a specific service call.

· The contractor’s personnel must report to the OCL Administrative Offices on the second floor of the Forum Building ( Room 201),  within one-half hour of the requested access start time.  Refer. To SOP # 10.02
· If the contractor’s personnel do not show up to meet the Bureau of State Library Director  or designated staff personnel within 2 hours of the scheduled start time, the Director will be required to document a “no show.”    
· The contractor’s personnel must have their photo ID security badges clearly visible at all times. 
· Any changes to the requested timeframe or shift breaks must be communicated to
the security escort and or the OCL Administrative Offices for coordination.
· The contractor’s personnel may not use office phones, faxes, copiers or any items in the accessed area under any circumstances.  All property found within accessed areas is considered off-limits.
· No-one is allowed to touch or handle any portion of the Library’s vast holding.  
· The Library’s collection, in-part or whole is completely off-limits and must not be handled in any way.  At all times protection of the collection is the first priority.
· All areas accessed must be returned to original condition by the contractor, including replacement of any items that may have been moved to perform work, and cleaning of dust or debris.  If spaces are not found to be in original condition, the contractor will be asked to return and fix the situation. 
· No tools or equipment may be left in the library’s spaces to perform work at a later date.
· Any maintenance issues encountered in an accessed area must be reported to the  State Library Bureau Director immediately before beginning work.
· Any problems or incidents occurring during the requested access time should be reported to the Administrative Offices immediately.  

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


ADMINISTRATION OF WORK (SOP #10.02a)
Routine Maintenance and Service Calls
Continued

PERSONAL BEHAVIOR
· Employees who violate the requirements and regulations established for the Capitol Complex and the Rare Collections Library may not be permitted future access to the site.
· The contractor is responsible for disseminating to its employees, all SOPs, special restrictions on personal behavior, and potential penalties for violations of non-conformance.
· All employees of the contractor are required to wear clean shirts, shoes and long pants at all times.  Refer. SOP #10.06. 
· When a contractor’s employees fail to wear proper attire they will be denied access to the Rare Collections Library. 
FRATERNIZATION
· There shall be no fraternization or private relationships of the contractor's employees with OCL/SL/RCL and Capitol Complex personnel.  This includes, but is not limited to, trading, bartering or receiving gifts, money, favors from the personnel of the OCL/SL/RCL and Capitol Complex personnel.
ALCOHOL AND CONTROLLED SUBSTANCES
· Alcoholic beverages and controlled substances shall not be carried, stored or consumed anywhere in the Capitol Complex, the Forum Building or the Rare Collections Library, nor left in any vehicle.
· Smoking is strictly prohibited in the Forum Building.
SEARCH
· Any person entering the Rare Collections Library and its ancillary area(s) is subject to a search of their person at any time.  
· While a person may refuse such a search, refusal may be cause for denial of further entrance.
ORIENTATION 
The Contractor agrees to provide an orientation program for its employees to review the security rules, regulations and SOPs for work being performed in the Capitol Complex and the RCL, so the contractor’s work force fully understands their responsibilities of working while in the RCL.














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