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SECURITY SYNOPSIS (SOP #10.03)
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.  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.
ROUTINE MAINTENANCE AND SERVICE CALLS 
SECURITY:
For the protection and preservation of the holdings within the Rare Collections Library there are several levels of security incorporated into the physical confines of the facility.   For the well-being of the collections these security features and required procedures must be adhered to so that no unwarranted harm can come to the collection(s).
· All contractors must meet Department of General Services’ (DGS) security protocols for work performed at the Capitol Complex as managed by the Capitol Police. 
· Reference Capitol Police Badging Requirements.
· Part of the requirements is a standard background check and processing fee.
· The Capitol Police solely determine if badging is required
· Without a badge there can be no access.
· The Bureau of State Library Director and the OCL’s Administrative Officer  determine what level of access to the RCL will be granted via the security badge issued by the Capitol Police.
ALARMS:
Incorporated into the design of the RCL are various levels of electronic security devices and alarms.
· Alarms range from lock-down, audible, visual, and silent and may or may not relate directly to the equipment being serviced and area(s) in which the contractor may be required to work.
· The contractor will be made aware of alarms which relate directly to the services being provided and the areas in which the services will be performed.
· Some alarms, in areas where equipment is to be serviced, may be deactivated.
· Other alarms directly and/or in-directly associated with service work may remain active.
· At no time, during a service call are physical barriers (locks) to be deactivated or removed; they will remain in place and must be managed so as to function as intended during the duration of the service call.
· If an area is under lock, it must remain under lock during service calls
· It is of the utmost importance that all security protocols are followed so as not to trip alarms unknowingly.
· In the event an alarm is activated inadvertently the Administrative Offices (AO or Bureau Director) must be informed immediately.
Always follow protocol, when in doubt ask the Bureau of State Library Director or OCL’s Administrative Officer  for clarification.
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