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Configuration Control Work Permit

1

Introduction

All hardware required for radiation protection of persginat the APS is under the
administrative control of the APS. Prior to beginnimgrk on any Radiation Shielding
System (RSS) device a Work Request and a Configurationdldvibrk Permit (CCWP)
must be generated and approved. The CCWP describes the cfcojuek, acquires
documented authorization by the required personnel based wposkievel of the RSS
work (Per the policy on “Design, Installation, and iManance of Radiation Safety
Systems,”APS_118971phand certifies the affected systems have been place#nown
safe state by the APS Floor Coordinator or Main CorRadm (MCR) Operator before
the RSS work is to begin. The CCWP must be postdue ifvork is to take place on the
experimental floor or be available in the MCR for RS&kvon the accelerator. Upon
completion of the work, the required personnel atteshécstated execution of the work
and sign off.

The Integrated Content Management System (ICMS) caitiloeed to create, track and
approve the CCWP butshall be used as the final repository for all completed CQNP’

Procedure

Work Flow

This procedure describes the work flow and processing of a ECV the
commissioning, maintenance, diagnoses, repair, or &y atodification to any part of
an accelerator, beamline or front end RSS at the APS.
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2.2 The CCWP Process

Before a CCWP is created, the submitter verifies thatinformation needed to safely
perform and complete the RSS work is available. The €C be generated via the
Integrated Content Management System (ICMS). The CCW&tion process is started
by downloading the native CCWP Template WORD docunfemtn ICMS APS
1192911 The submitter will now complete the CCWP form bg\wpding the required
information describing the RSS work (location, devicefysttype of RSS device, risk
level, related Work Requests, and scope of work), and agpvwoa&flow of those
involved with the work. The RSS work covered by this permiimited to the defined
work scope, and any changes made to the work scope gulireeeither a modified or
new CCWP which will then require approval of the modifions made to the scope of
work.

If diagnostic work is required to define the scope of R&®k, then a troubleshooting
plan must be followed. Each APS group will be respoasibl defining their own
policy/guidelines for diagnosing/troubleshooting RSS companenhis troubleshooting
plan shall not include activities that have the potertbacompromise the protection
provided by the RSS. Troubleshooting/diagnosing is NOT derexl “work” and does
not require “approvals”, only authorization. Based uponfiieings of the diagnostic
work, the Work Description section of the CCWP cagntlbhe completed to identify the
scope of work for the repair of the RSS component/sysB=fore work begins on the
RSS component, verify the appropriate systems have beenedgednhibiting beam
propagation into the work area and the CCWP posted. wbhlk is then performed, the
system(s) validated and all work completion approvalsindda The Floor Coordinator
(for beamline and front ends) or MCR Operator (for kre#or systems) can then
authorize the RSS to return to service after verifyih@ @ WP specified validations are
completed, signed off, and the required personnel cehfytheir portion of the system
is ready to safely return to service. Systems mayeb®orarily brought on-line for
system validations (e.g., interlock testing, radiasarveys). NOTE: Per the following
procedure; “Posting a Beamline or Front End Configurationt©b Work Permit and
UES Type C Survey Information FormARS_141432pa FC can close out a CCWP
after the work is completed on a beamline or FE.

In the event that unscheduled RSS work occurs or thiéabiigy of the approvers is

limited, a hard copy of the CCWP can be created and epgrby signature and/or
verbally. When the work has been completed, all vatdatand closeout signatures will
be recorded on the CCWP. Soon after closeout of th&/RGhe hard copy of the
CCWP will be scanned, and entered into ICMS. Those wijave verbal approvals will

be required to electronically sign off on the scannediorrof the CCWP. Once all
electronic signatures have been received, the RSSE/REloge out the CCWP. If

verbal approval was given and the approver will not gieetednic approval, the matter
would be referred to management.
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2.3 RSS Work Performed By Beamline Personnel

2.4

Occasionally, beamline personnel request that they perfeork on an RSS device
either for convenience or because they possess speomaledge of the device. The
policy on “Design, Installation, and Maintenance of R&dn Safety Systems,”
APS_118971pallows for this circumstance. The steps listed bedball be followed to

safely enable this to occur:

1. Beamline Personnel notify the Floor Coordinator (FC}hef issue with the
RSS device and request to perform the work themselves.

2. Floor Coordinator notifies beamline personnel not to begy work until a
CCWP is posted.

3. FC requests beamline personnel provide, in writing
a. the scope of the work to be performed and
b. a procedure/checklist of the work.

4. Floor Coordinator sends the request along with the SOW and
procedure/checklist to the RSSE.

5. RSSE contacts the AES ADD-MIS and requests a memo raitigp the
beamline personnel to perform the work specified in theisheats provided
in 3. above.

6. RSSE creates a CCWP based on the documents providedalbod and
includes the ICMS # of the approveadthorization memo from 5. above.

7. FC posts the approved CCWP and notifies the beamline peisitvan work
can begin.

8. Beamline personnel perform the work under the oversighthefRSSE.
Should the scope of work change at any point in the psptiee work should
stop, the SOW and procedure/checklist modified, therppeeaed by the
AES ADD-MIS.

9. Validate work

10.Closeout CCWP

11. Archive all documentation in ICMS

The CCWP Form (see page 11 of this document)

Step 1 — Work Description This provides a general description of the work information
to be completed by the submitter (RSSE, responsibl@eagior the Group Leader). The
type of task will need to be identified in order to help idgrhe risk level associated
with the work. The risk level is determined by the cur®8S work policy To identify

the exact RSS device/system that will be worked am,stibmitter will need to list the
component type as well as the specific RSS devicedastiied by the RSS label
identification (if applicable).

Step 2 — Job Description/Work Approval: The submitter of the CCWP will enter a
detailed job description, work plan, approved drawings arydsafety/hazard issues in
the area noted. Each group involved in the work will hatleeethe Group Leader (GL),
GL designate or Responsible Engineer (depending on thiewisl defined in the current
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RSS policy) approve the CCWP before the work can bedfiran alternate approval
workflow is being utilized, mark the check box.

Step 3 — Authorization to Start: The RSSE, responsible engineer, Group Leader or GL
designate will approve this portion of the CCWP. Upos #pproval, it is understood
that all drawings, procedures, work plans, and an approvedt@tiaddecklist/procedure
are in place as well as verifying a pre-work briefing wesdd. The FC/MCR will
(determine) the station(s)/system(s) that will be reguto be enabled/disabled and also
(determine) if a beamline will be taken globally ofidi before the work is to begin. If
approving electronically, this will be accomplished by mgka note in the comments
box after approving the CCWP. After all approvals are at@l(electronic approvals) the
FC/MCR will print the CCWP and the approval workflowrfidCMS, and post it in its
required location. If the CCWP is going through the eayselectronically, E-mails will
be sent to all approvers, HP and other appropriate pelstmimform them the CCWP
has been “APPROVED FOR WORK”

Step 4 — Validations:When the work has been completed and each group hastece
their device/system validations, the CCWP will agagrrduted for approval. The GL or
RE will sign off attesting that their device/system Ihaen satisfactorily validated and
ready to be returned to service. If the CCWP is goinguiih the system electronically,
E-mails will be sent to all approvers, HP and appropmpetesonnel to inform them the
CCWP has advanced to the “WORK COMPLETE” status.

Step 5 — Validations CompletelUpon obtaining all validation signatures, the RSSE / RE
and the FC/MCR sign the CCWP attesting to the taskpletemess. If no survey is
required, the job is complete. Forward the CCWP to appropriate person to be
scanned into ICMS. The appropriate metadata requiredtéo #gre CCWP into ICMS
can be found opage 12 NOTE: Per the following procedure; “Posting a Beamdéine
Front End Configuration Control Work Permit and UES TypeS@vey Information
Form” (APS_141432pa FC can Close Out a CCWP after the work is coraglein a
beamline or FE.

Step 6 — Close Out / Radiological Survey&:his step is only for work performed on the
accelerator systemsAt this point, the CCWP is routed to OPS and Healijisies to
allow them to determine the need for a radiologicavesyr If so, HP will define the
criteria for the radiological survey, provide the infation to OPS who will then sign
and post the CCWP. Upon completion of the survey, th& BCSM and HP will sign-
off that the survey(s) were performed satisfactorilyl e system/component is ready to
return to service. The completed CCWP will then barretd to the RE/RSSE who will
then scan it and check it into ICMS.
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3 Documents/Records Created by this Procedure

The documents/records listed below will be createdearettecution of this procedure and
must be retained as indicated.

Description of Storage
Document/Record (include ID Location and Retention
number, if applicable) Custodian Medium Requirement
Configuration Control Work APS User ICMS, electronic| 5 years
Permit (CCWP) Safety
Officer

4 Feedback and Improvement

If you are using this procedure and have comments or suggegtex/ements for it,
please go to thAPS Policies and Procedures Comment Faorsubmit your input to a
Procedure Administrator. If you are reviewing this procedureorkflow, your input
must be entered in the comment box when you approegemt the procedure.

Instructions for execution-time modifications to a pgliwocedure can be found in the
following document: Field Modification of APS Policytitedure APS_140815p

" http://centraldocs.aps.anl.gov/icomment_form.php
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CCWP - Configuration Control Work Permit / ICMS # APS 1192911 Revision:11

Step 1 — Work Description

Requestor Date: Phone: Organizatien: Division Group UserID:

Proposed Start Date: ] Requin;g(;mthlon 62\?& Location of Work: - R 7

Task: [] Repait/Testing [] Maintenance/l-for-1 [] New/Modified Installation [ Labyrinth/Mini-Hutch Risk Level: [] Low [] Medium [ High
Component Type: [] Shutter/ACIS Stop [] Radiation Shielding [] PSS/ACIS [] RSS Other: RSS Label

Machine: O LINAC [ PAR [] Booster [] Zone F [] Storage Ring CJLEUTL - ] Front Ends [ Experimental Floor
WORK REQUEST #:

Step 2 —JOBTITLE:

Job Description: (work plrain,iaipprowd drawings, procedure/checklist references, etc.)

PROCEDURE/CHECKLIST #:

Polig

htur

MCR/CCSM: ) Other:

Step 3 — Authorization to Start. Information (drawings, specs, procedures, approval/validation checklist requirements, review committee recommendations
etc.) are adequate to safely complete work, requested work is consistent with an approved design, and a pre-work briefing has been held

(RSSE, Responsible Engineer) Date :
Stations Enabled: Stations Disabled: Global: [] On-line [] Off-line
MCR/Floor Coordinator: Date :

i Step 4 — Validations: Responsible Engineer indicates work has been completed, validated, all safety concerns have been resolved, and all appropﬁale records
have been updated.

Approval Signature Date Approval Signature Date
Safety Interlocks: Mechanical/Water:
Vacuum: Survey/Alignment:
RE/PS/Diag/CTL: MED:
Health Physics: ADD:

MCR/CCSM: Other o

_S“t“ep 5 — Validations complete: All work and validations compie(cd.

Other : Date:

Floor Coordinator / MCR : B ~ Date: )

RSSE / Responsible Engineer : Date:

Step 6 — Close Out. Type C Radiation Survey Required_:_]j Yes [] No Survey COI’ITE{)ECTE-U. (HI-T) _ - Date: |
Device/system ready to return to service, on-line status restored MCR/CCSM: Date:

Comments:

RETURN THE COMPLETED CCWP TO THE APPROPRIATE PERSON TO BE SCANNED INTO ICMS
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