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TYVEK SUIT (SOP #10.06)
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

TYVEK SUIT:
Although there is a requirement of the contract to wear clean clothing the RCL job-site, the nature of maintenance contract work will result in some soiling of technician(s) clothing.  Therefore, in order to minimize contamination of the RCL spaces the contractor is required to wear a Tyvek suit based on the following stipulations.

· Dependent on the areas which will be entered, the level of security, and required dress, regardless of work being performed, the contractor is to wear a new, clean, Tyvek suit and booties.
· All areas where collections are housed.
· Rare Book Vault, RCL Reading Room, Archivist Office, Exhibit Hall, Rare Newspaper Repository, and the Work Area 

· No Tyvek suit and booties are required for servicing DH-1, DH-2, DH-4, DH-5, DH-6, and DH-7
· However, DH-3, AHU-3 and AHU-4 will require a Tyvek suit and booties.
· Any Tyvek Suit worn outside the physical confines of the RCL may not be used in the RCL
· Contractor is to minimize all sources of dirt generation and/or dirt generating activities while servicing equipment in the RCL.  
· If portions of the work required can be done outside the RCL they should be; and then brought into the space, in component form. for completion and/or assembly
· Contractor must clean up all dirt generated during the service call including finger/hand prints.
· All parts, tools and equipment must be cleaned before entering the RCL area
· Refer to SOP #10.04 for clean procedures




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