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CONTROLLED ACCESS AT FERMILAB TEST BEAM FACILITY 
PPD Policy 033-v02 
 
 
Purpose 
Controlled Access procedures allow trained individuals to enter an interlocked beam enclosure for 
short periods of time to perform work without breaking the enclosure interlocks.  Because the 
interlocks remain unbroken, beam can be restored without the requirement of a time-consuming 
Search and Secure by the Main Control Room (MCR) operators.  Because no inspection of the area 
occurs after a Controlled Access takes place, it is essential for all access participants to adhere to the 
Controlled Access policy.   
 
This procedure pertains to Controlled Accesses which are performed in the Particle Physics Division 
(PPD) Fermilab Test Beam Facility.  It exists in conjunction with the Fermilab Controlled Access 
procedures described in the Fermilab Radiological Control Manual (FRCM) Articles 337, 653, 1003, 
and 1004 as well as the Fermilab Controlled Access Training (FN000311/CR/01). 
 
 
Definitions 
FTBF - Fermilab Test Beam Facility at Meson West including the MTest and 

MCenter beamlines and enclosures. 
 
FTBF Facility Coordinator - A Fermilab Employee tasked with the oversight of the Fermilab Test 

Beam Facility (FTBF).  Within this document, responsibilities may be 
delegated to deputy facility coordinators. 

 
Controlled Access Checkpoint –  The combination of a barrier, key tree and two Controlled Access 

key panels which are connected to the beam interlock system. 
 
Controlled Access Leader –  An on-site Fermilab Employee or Visitor, knowledgeable in the 

process of conducting Controlled Accesses, trained and tasked with 
coordinating all aspects of a Controlled Access.  

 
Experiment - Within this document, an experiment at FTBF is generally any group 

operating under an approved Fermilab Technical Scope of Work. 
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Policy 
In addition to the Controlled Access policies described in FRCM Articles 337, 653, 1003, and 1004 
and the Fermilab Controlled Access training, FTBF Controlled Accesses require the presence of a 
Controlled Access Leader, supplemental training, and a local key log. 
 
Controlled Access Leaders (CALs) 
 
The CAL will coordinate and manage all aspects of the controlled access, including communication 
with the Main Control Room (MCR); requesting, distributing and replacing keys in the key tree; and 
verifying the exit of each Controlled Access participant. The CAL must be on-site during the 
Controlled Access. 
 
CALs at the FTBF must be added to a list by the FTBF Facility Coordinator prior to conducting a 
Controlled Access. The FTBF CAL list is then submitted to the Accelerator Division’s (AD) 
Operations Department.  The FTBF CAL list shall be kept current.  The FTBF CAL list shall indicate 
the expected duration of the CAL’s service.     
 
Training Requirements 
 
Prior to serving as a CAL at FTBF, one must receive facility-specific training from the Facility 
Coordinator.  Training covers the responsibilities of the site specific procedures and a step-by-step 
walkthrough of the Controlled Access procedures. 
 
In addition to the training requirements prescribed by the Fermilab Controlled Access procedures 
(Radiological Worker Training and Controlled Access Training), anyone making an FTBF Controlled 
Access must also attend Controlled Access Practical Factors Training.  The Controlled Access 
Practical Factors Training module is located on the west side of FTBF.  This training may be provided 
by the FTBF Facility Coordinator, the PPD Radiation Safety Officer (RSO) or designee. Training may 
also be done by an existing Controlled Access Leader. 
 
PROCEDURE 
 

1. Prior to each Controlled Access: 
 

• All participants confirm proper dosimetry. 
• The CAL calls the MCR to provide the operator with the names and ID number of 

each participant and the number of keys which will be removed from the key tree. 
• The CAL opens the key tree to remove and distribute one key to each participant.  

One key must remain within the key tree for use in the case of an emergency. 
• The CAL has each person receiving a key review the RWP and sign the access sheet. 
• The CAL closes the key tree door and verifies its security. 

 
2. During each Controlled Access: 
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• Once the above preparations are complete, the CAL informs participants that access 

can begin. Access to the controlled area and conduct during the access are achieved 
by the methods prescribed in the Fermilab Controlled Access Training. 

• The CAL oversees the Controlled Access and remains in the area for the entire 
duration. The CAL can be a participant of the Controlled Access. 

• The two-person rule is maintained at all times.  Under no circumstances can one 
entrant remain alone within the enclosure regardless of the length of time or 
proximity of others to the enclosure boundary. 

• All participants maintain control of individual keys.  This particular item is of the 
utmost importance; there are no exceptions to the rule which requires each 
participant to keep the assigned key with them at all times. 

 
3. After each Controlled Access: 

 
• Exit from the controlled area is achieved by the methods prescribed in the Fermilab 

Controlled Access Training.   
• The CAL confirms final exit by all participants. 
• The CAL contacts the MCR to confirm the completed Controlled Access and requests 

access to the key tree. 
• The CAL collects individual keys from each participant and returns them to the key 

tree. 
 
Responsibilities 
PPD Division Head 

• Assigning a Facility Coordinator. 
 
FTBF Facility Coordinator  

• Interacting with the Spokesperson or Run Coordinator of each experiment to determine the 
run conditions of the experiment and the list of experimenters who will make Controlled 
Accesses. 

• Maintaining a list of CALs for each experiment. 
• Conducting a meeting with the experiment Spokesperson or Run Coordinator and each CAL 

to discuss individual responsibilities. 
• Providing and documenting the completion of facility-specific training to each CAL. 
• Providing the AD Operations Group with an updated list of approved CALs. 
• Serving as a CAL if the experiment cannot provide one. 
• Communicating procedure updates and other information regarding conditions/hazards in the 

controlled access area. 
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Controlled Access Leader  
• Completing all applicable training described above. 
• Directing all aspects of each Controlled Access which includes: 

o Confirming proper use of dosimetry badges by each experimenter wishing to make 
Controlled Accesses. 

o Communicating with the Main Control Room (MCR). 
o Requesting, distributing and replacing keys in the key tree. 
o Verifying that each experimenter has read the RWP and signed the access sheet. 
o Conducting the Controlled Access in accordance with this procedure, the FRCM and 

FN000311 – Fermilab Controlled Access Training. 
o Verifying the exit of each Controlled Access participant 

 
Controlled Access Participant  

• Completing all required training described above. 
• Discussing the Controlled Access scenario with the CAL prior to the access. 
• Conducting the Controlled Access in accordance with the FRCM and FN000311 – Fermilab 

Controlled Access Training 
 

Authorities 
• Fermilab Radiological Control Manual Articles 337, 653, 1003, 1004 
• Fermilab Controlled Access Training (FN000311/CR/01) 

 
Owner 
Responsibility for reviewing, updating, and communicating changes to this policy rests with the 
Fermilab Test Beam Facility manager. 
 
Review Cycle 
This policy is to be reviewed every three years. 
 
 
Revision History 

Version Date Author Notes 
v01 02/26/2013 N. Duff Complete overhaul of PPD-ESH-015 
v02 5/22/2019 JJ Schmidt Update and make specific to only FTBF. 
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