ECR Guidance

1)
Before an ECR can be initiated, a detailed preliminary design must be completed.

2) The RESPONSIBLE ENGINEER will complete Parts I and II of the ECR.  If the requestor is not the responsible engineer then the requestor will sign the ECR agreeing that the description of work is correct.  The RESPONSIBLE ENGINEER will then send a soft copy of the ECR to the Group Leader and also provide all support documentation (hard or soft copy) 

3) GROUP LEADER will then assign an ECR number and enter it into the ECR tracking system.  Status of the ECR can be viewed at the SIG web site. (put link here)
4) GROUP LEADER will then forward the soft copy of the ECR to the ADD and two qualified SIGroup representatives. They are tasked with determining a RISK LEVEL.  The risk level is determined by the consequence level (per appendix A of the Radiation Safety Policy) and the complexity level (as determined by the group).  All support documentation required for a more detailed analysis will be stored in the 1st floor ECR file cabinets and filed by ECR number.  After examining the design/changes, the 3 reviewers will forward their assessment of the risk level to the GL who assures there is a consensus.

5) This assigned risk level determines the level of review and the level of review is based on the following:

	RISK LEVEL
	REVIEW REQUIRED**

	HIGH
	Group Review * and RSPPC Review

	MEDIUM
	Group Review *

	LOW
	Engineer & Group Leader


*- The Group review will consist of a standing committee but could call on an Ad Hoc committee as required

** - A standing date (the 1st Wednesday of every month) is reserved for the group reviews.  Planning for these reviews is the responsibility of the responsible engineer and every effort shall be made to provide the ECR in a timely fashion to provide reviewers ample time to review material.

6) Once the reviews are held, approving authorities will sign ECR.

7) Group informational meeting can then be held.  Any comments can then be noted and addressed if necessary.

8) Submit WORK REQUEST

9) Perform the work

10) Perform the POST WORK REVIEW and complete Part IV of the ECR.

11) RESPONSIBLE ENGINEER shall sign off stating all procedures, drawings and reviews have been completed.  GL shall review all documentation, and verify validations/verifications have been completed and sign off.  ADD shall sign off

	ADVANCED PHOTON SOURCE

ACCELERATOR SYSTEMS DIVISION - SAFETY INTERLOCKS GROUP

	ENGINEERING CHANGE REQUEST (ECR)


Part I   (Change Request Checklist Task 2)
	SYSTEM(S) AFFECTED: 
	BEAMLINE(S) / MACHINE(S):


	REQUESTED BY:
	DATE REQUESTED:

	RESPONSIBLE ENGINEER
	DATE ASSIGNED

	IMPACT OF CHANGE (one or both):      [  ] Hardware      [  ] Software   (See attached SIG Change Request Checklist)

	TYPE OF CHANGE (One or both):           [  ] Functional     [  ] Remedial

	DESCRIPTION OF REQUESTED CHANGE (SPECIFICATIONS):



	RATIONALE & JUSTIFICATION FOR THE CHANGE:

	Requestor Review
	Date Reviewed

	Part II   (Change Request Checklist Task 2)

	ACTUAL CHANGES TO BE MADE (attach separate sheets as needed):



	DOCUMENTS / DRAWINGS AFFECTED (Include Document Titles, Numbers and Revision):

	VALIDATION STEPS OR PROCEDURE TO FOLLOW




	THE ECR NUMBER IS ASSIGNED BY THE ASD SI GROUP LEADER

	ECR number:


	                                  Assigned by:


	Date assigned:


Part III   (Change Request Checklist Task 6)
	THE FOLLOWING SECTION IS TO BE COMPLETED BY THE ASD SI GROUP LEADER

	RISK LEVEL (Circle One)          HIGH         MEDIUM         LOW        NONE

	RSPPC REVIEW REQUIRED:    [  ] YES     [  ] NO
	RSPPC REVIEW APPROVAL:

	ASD / ADD APPROVAL:

	GROUP LEADER APPROVAL:



	Part IV    (Change Request Checklist Task 10)

	POST WORK REVIEW COMPLETED BY RESPONSIBLE ENGINEER

	WAS PROJECT INSTALLED AS DESIGNED:    [  ] YES     [  ] NO

	IF NO, WERE CHANGES REVIEWED:    [  ] YES     [  ] NO
	BY WHO
	SIGNATURE

	ACTUAL CHANGES THAT WERE MADE (attach separate sheets as needed
PERSON THAT PERFORMED CHANGES

	DID CHANGE FUNCTION AS DESIGNED:    [  ] YES     [  ] NO    (see validation)

	IF NO, EXPLAIN



	READY FOR REVIEW  (SIGNATURE)

	Part V   (Change Request Checklist Task 13)

	FINAL SIGNATURES

(DOCUMENTATION, DRAWINGS AND REVIEWS COMPLETE)

	RESPONSIBLE ENGINEER                                                                                                    /                                 /

GROUP LEADER                                                                                                                     /                                 /
ASSOCIATE DIVISION DIRECTOR                                                                                         /                                 /
(If Required)



	FORWARED COMPLETED FORM TO THE ASD SI GROUP LEADER


Safety Interlocks Group

Change Request Checklist

(This checklist works in conjunction with the SIG-ECR)

System:


Responsible Engineer:

Scope of Work:

Risk Level: HIGH       MED       LOW        NONE
Review Level:      Group      ADD

(circle one)
(circle one)

	Task #
	Task Description
	Responsible

Person
	Date

Completed
	Initial to

Indicate

Completion
	Notes

	1
	Initial design complete 
	Resp. Engr
	
	
	

	2
	Initiate ECR  (ECR Part I & II)
	Resp. Engr
	
	
	ECR #

	3
	Risk Determination
	Concensus
	
	
	

	4
	Design review(s)
	Resp. Engr
	
	
	

	5
	Final Design and Documentation Complete
	Resp. Engr
	
	
	

	6
	Approvals  (ECR Part III)
	Group Leader
	
	
	

	7
	Group Information Meeting
	Resp. Engr
	
	
	

	8
	Submit Work Request
	Resp. Engr
	
	
	WR #

	9
	Perform Work
	
	
	
	

	10
	Post Work Checkout  (ECR Part IV)
	Resp. Engr
	
	
	

	11
	Internal Readiness Review and Checklist Complete for Operation
	Resp. Engr
	
	
	

	12
	ADD Readiness Review
	If Required
	
	
	

	13
	Close-out ECR, WR & Documentation

(ECR Part V)
	Resp. Engr / Group Leader
	
	
	

	14
	Ready for Operation
	Group Leader
	
	
	


Comments:

3

