CAL Training checklist for MTest and MCenter Beamlines (updated 14-June-2019)
V20190614.0
The Controlled Access Leader (CAL) is the only person who is allowed to call the MCR and request a Controlled Access.  (Anyone can request an Open Access.)  
(This training based on PPD Policy 033 - CONTROLLED ACCESS AT FERMILAB TEST BEAM FACILITY. See PPD DocDB https://ppd-docdbcert.fnal.gov/cgi-bin/cert/ListBy?topicid=334 .)
To request Keys: 
1. It is often helpful to fill out information on the paper "CONTROLLED ACCESS RWP SIGN-IN SHEET" before calling the MCR.  Asking to see ID while doing this is a good practice but not required.
2. Everyone should review the RWP (radiation work permit) and sign the controlled access sheet.
3. Check that everyone entering on the access has a dosimeter badge.
4. Call the MCR (x3721) from the key tree and tell Operator you would like to make access at (area name on key tree).
5. Operator will put you on hold for two minutes while they disable the beam and walk across the room to unlock the key tree; the light will turn green.  When Operator picks up phone again, start by identifying yourself and saying that you will be the CAL.
6. To open the key tree, push on the green button, while pulling the door open.
7. Remove a key from the key tree by turning it and then pulling it out.
8. Read the 4-digit key number (also called the bar code) to the Operator on the phone.
9. Tell them the ID number of the person you are handing the key to, including letter (see responsibilities, below).
10. If you did not already do this (see step 1), write the ID number and key number for each person along with the date and time of the access in the RWP Sign-In Sheet. This must be done every time you access the key tree. Make sure everyone signs the sheet.
11. One key must stay in the key tree in case of emergencies.  
12. AT NO TIME should a controlled access key be taken out of Meson Detector Building.
13. As long as you do not need to request beam on, you may go in and out of enclosure without returning keys. You might, for example, want to do this if you are repairing a piece of equipment. DO NOT forget the two person rule – a single person may not remain in enclosure during a controlled access. 
To Return Keys
1. Anything that has been in the actual beam should be frisked when removed from enclosure.
2. Call the MCR, following the instructions from above to open the key tree.
3. Tell them the key number of each key as you place it back in the box.
4. Insure ALL the keys in the key tree are turned, or the MCR will not be able to establish the beam






A CAL’s responsibilities include:
· Every person going into the enclosure, or found within the enclosure, has a key to that enclosure on their person.
· Before going into the enclosure, have everyone hold out and inspect keys per your training. Make sure the keys all match - i.e. are all the same color.
· If someone is found inside enclosure without a key IMMEDIATELY drop interlocks, and call MCR x3721. (even if it’s just that they accidentally left their key in the bathroom, or electronics room)
· Insure ID number given to MCR matches the person who actually receives the key
· If a problem with training emerges, do not fight the MCR, just call Mandy or JJ or Evan.
· When an access is in progress, at least 2 people must be in the enclosure. 
· Log the access every single time the key tree is accessed. Everyone receiving a key must sign the “RWP SIGN-IN SHEET”.
· Ensure everyone has a dosimeter badge properly assigned to her/him.
If any of the above things should go wrong, for ANY reason, IMMEDIATELY
1. Drop Interlocks.
2. Call MCR x3721, and explain what happened.
If Interlocks are dropped by accident just call MCR and tell them what happened.  Once the interlocks are dropped (for any reason, accidentally or on purpose), a secure must be requested – even if the MCR calls you!  Make sure it is clear when talking on the phone with MCR whether you want a secure immediately, or if you will call later to request a secure.  If a secure is requested “now” but MCR cannot immediately fulfill request, and you want to continue to access while waiting for them, be SURE this is clear before hanging up the phone.  

A “practice gate” is located going into the work room next to Todd’s office. The interlocks are not connected to the MCR and you can use this gate anytime. Remove the two practice keys and enter the office and close and latch the door. On this practice gate ONLY, the keys can be used in the “RESET” lock to secure the interlocks. Once this is done, you can practice going into and out of the gate.  It is HIGHLY RECOMMENDED that anyone who has never done a controlled access, use the practice gate first.
As a CAL you are NOT required to participate in the access, but you must supervise it, and you must be the one on the phone with MCR.

Specific to MC7:
· Rad Fence must be kept locked while in controlled access.
· Frisker is located at entrance to MC6 enclosure.
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