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Calibration of Equipment Procedure

1 PURPOSE & SCOPE

This procedure documents the key activities associated with the control, use and calibration of inspection
and test equipment utilised by the company.

2 RESPONSIBILITIES

The Operations Manager and project based personnel are responsible for the calibration of the
company’s equipment.

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

3 CALIBRATION PROCEDURE

The type and nature of equipment shall determine who shall perform the calibration as the company’s
Approved Supplier list.

Examples of organisations that can calibrate equipment are;

. A NATA registered laboratory
. An organisation qualified and experienced for the particular type of calibration

The equipment shall be calibrated to within the acceptance tolerances. The acceptance tolerances shall
be stated on the purchase order for equipment calibrated by outside organisations such as a NATA
registered laboratory.

Replaced or repaired equipment shall be calibrated or recalibrated before use.

Where practical, a calibration certificate shall accompany hired or purchased measuring and test
equipment. This shall be documented on the applicable purchase order and shall be verified. The
company’s QA representative shall be responsible for this check on delivery of the equipment or before

commencement of any works.

All calibrated equipment shall be labelled with a calibration sticker and the following information shall be
visible;

On the equipment;
e A unique number — indelibly engraved (serial number)

On the calibration sticker
e (Calibrated by due date

4 FREQUENCY OF CALIBRATION

The frequency of calibration and the acceptance tolerances of the company’s equipment shall be as per
the manufacturer’s recommendations.
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Calibration of Equipment Procedure

Where jigs, fixtures and templates are used as an aid to fabrication such as holding the item being
fabricated in place and the fabrication activity is fully inspected afterwards, there shall be no requirement
for calibration.

For fabrication activities which are not fully inspected the jigs, fixtures and templates shall be subject to
calibration.

The relevant manager shall amend the frequency of calibration of equipment based on:

e The manufacturer’s recommendations

The contract specifications

The frequency defined by NATA, Australian standards or statutory requirements
The frequency of use

The particular application

e Planned or random QC inspections

5 CALIBRATION REGISTER

A Calibration Register shall be maintained by the HR/HSE Administration Officer or appointed nominee to
monitor when equipment is due for calibration.

This register shall list;
e Equipment description
e Equipment ID number
e Previous calibration dates and calibration due dates
Prior to the calibration due date, the HSEQ Manager or appointed nominee shall arrange for the retrieval

of the equipment to be calibrated, its calibration, its return to the holder after calibration, and any
replacement equipment required during calibration.

6 STORAGE, HANDLING, TRANSPORT & USE

Equipment shall be stored in lockable cabinets where practicable and handled, transported and used with
care by authorised personnel such that;

e Itis not damaged
e |t does not suffer loss of accuracy and is safeguarded against unauthorised adjustment.

And in accordance with;

e Australian standards, where applicable
e Manufacturer’s recommendations

With the exception of equipment calibrated at the time of each use, equipment without a current
calibration sticker shall not be used for final inspection, measuring and testing.

The appointed nominee shall choose equipment for an inspection, measuring and testing task to suit the
specific Contract requirements. In general, equipment shall be chosen to have an accuracy of the order of
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Calibration of Equipment Procedure

magnitude, or greater than the tolerance required by the Contract and/or to the manufacturer’s
recommendation.

Where it is believed by that equipment has suffered a loss of accuracy or the calibration due date has
passed, the equipment shall be removed from service, tagged as non-conforming, repaired and re-
calibrated before being used again.

The appointed nominee shall review the results of any inspections, measurements or tests that were
performed using the inaccurate equipment to determine whether they should be repeated. They shall
document their findings and subsequent actions and these documents shall be filed.

7 EQUIPMENT SUPPLIED BY OTHERS

The Operations Manager shall ensure that all inspections, measuring and test equipment supplied to the
company by the client or a third party is calibrated at the time of use and that calibration certificates are
available, or have been sighted by an authorised representative.

8 CLIENT ACCESS TO CALIBRATION DATA

Calibration records and data shall be made available to the client upon approval by the Operations
Manager.

9 REFERENCED DOCUMENTATION

e (QMS-PR0O-040 Quality Control Overview

QMS-PR0O-038 Inspection & Test Plan (ITP)

QMS-PR0O-039 Records & MDR Package

QMS-PR0O-042 Non-conforming Products or Services
QMS-PR0O-026 — Authority and Responsibilities Procedure
e (QMS-REG-003 Calibrated Equipment Register

e QMS-FRM-013 Calibration Requirements
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