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ROCEDURE

Control of Monitoring and Measuring Devices
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Control of Monitoring and Measuring Devices Procedure

1 PURPOSE

The objective of this procedure is to ensure that all measuring and test equipment within Reay Services
Group is suitably maintained and capable of providing accurate measurement or test results.

2 SCOPE

This procedure applies to all measuring and test equipment used to verify measurements.

3 DEFINITIONS

Calibration: The process of comparing, checking, verifying and/or adjusting equipment or instruments
against a reference instrument or standard to ensure a required accuracy is obtained.

Company / the Company: Refers to Reay Services Group and associated entities.

Equipment: Instrument, equipment, devices and associated jigs, templates and fixtures.

Functional Manager: Shall refer to Site Managers or Supervisors responsible for the overall management
of a particular location or area.

Persons: Nominated by title, shall refer to them or their delegate.

Product: Materials, goods, items and or services.

Supplier: Organisation(s) or persons subcontracted to supply products or services.

System: Quality, Safety and Environmental Management Systems.

4 RESPONSIBILITIES

All Company employees and contractors are responsible for complying with the requirements of this
procedure.

Refer to QMS-PR0O-026 — Authority and Responsibilities Procedure for further details.
5 PROCEDURE
5.1 Calibration Services

The HSEQ function will be responsible for the development and maintenance of calibration records for
equipment calibrated.

Each Functional Manager shall ensure that the equipment in their areas is sent for calibration when due.
Original Calibration Certificates are maintained and ensures that the calibration schedule is complied
with. A listing of Equipment Due for Calibration shall be given to Functional Managers as required.

Criteria for measure and test equipment to be calibrated are as per Australian Standards, manufacturer’s
recommendations, or by risk assessment. Appropriately qualified external service providers shall
calibrate equipment.

5.2 Calibration Equipment Selection

All personnel involved in the sourcing and purchasing of inspection measure and test equipment, which
may be required to be calibrated equipment, are ensure that the equipment is of adequate quality, design
and have suitable functional characteristics.

5.3 Status and Labelling
All equipment owned by the company shall be registered on the asset register and allocated an asset
number, which is marked on each item of equipment.

5.4 Calibration Standards

Whenever possible the equipment should be calibrated against relevant Australian Standard or
International Standard and if does not exist than to the equipment manufacturers specifications.
Calibration will be per the calibration register QMS-REG-003.
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Control of Monitoring and Measuring Devices Procedure

If equipment is found to be out of calibration at a scheduled check, the relevant Functional Manager will
assess the previous measurements taken using that piece of equipment to ensure that the effect of the
situation is fully understood and, if necessary, corrective action shall be initiated and recorded on the
Corrective and Preventative Action Register QMS-REG-001.

5.5 Protection during Handling, Maintenance and Storage

It is the responsibility of the Functional Manager or Responsible Person to handle, store, and send
equipment (and be protected from damage - carry box’s to be in good order) to ensure its continued and
effective operation and security between calibrations.

5.6 Unrepairable/Unserviceable Equipment

All equipment that is deemed unrepairable/unserviceable either due to damage or failing to meet
calibration acceptance criteria will be clearly identified as unserviceable and properly disposed of in order
to prevent accidental use.

5.7 Calibration Records

The HSEQ System Administrator is responsible for ensuring that all equipment calibrated has all
associated Calibration Reports created including the unique Report number, equipment's description and
identification, assigned calibration period, calibration results.

5.8 Customer / Client Test Equipment

Site personnel shall ensure that they comply with customer requirements for use of customer supplied
equipment. Non-conforming, damaged, out of service equipment shall be reported immediately to the
customer.

5.9 Competency

To ensure accurate operation and to safeguard from adjustment that may invalidate results all personnel
who operate measuring and monitoring equipment shall ensure they comply with the manufacturer’s
specification for use.

6 REFERENCE DOCUMENTATION
QMS-REG-001 Corrective and Preventative Action Register
QMS-REG-003 Calibration and Monitoring Register
QMS-PR0O-026 — Authority and Responsibilities Procedure
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