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1.
Objective
The purpose of this procedure is to ensure the accuracy and reliability of measuring or testing equipment is maintained and fit for use. 
2.
Scope

This procedure is applicable to the measuring or testing equipment in NREB Headquarters only.

3.
Definition
CALIBRATION is a process to determine the relations between values indicated by equipment against a standard or reference material.
ACCURACY is the closeness of agreement between a test result and the accepted reference value.

CORRECTIVE ACTION is the action taken to eliminate the causes of an existing nonconformity, defect or other undesirable situation in order to prevent recurrence.

ASSET OFFICER is a person who is responsible in the control and management of asset in NREB.
“Pegawai Penerima” is a person who is responsible to receive asset from Asset Officer.
OFFICER-IN-CHARGE is a person who is assigned to perform specific duties and functions.
4.
Abbreviation
(1) NREB
-
Natural Resources and Environment Board
(2) OIC
-
Officer-in-charge
(3) BOS
-
Board of Survey
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5.
Details of Procedure

A. Traceability to Equipment(s) and Relevant Instruction Manuals
	No.
	Action


	Responsibility

	a.
	Receive In-situ equipment from Asset Officer. 

	Pegawai Penerima 

	b.
	Keep the equipment safe and secure in locked cabinet together with equipment calibration record and relevant instruction manual(s).

	OIC


B. Calibration Procedure for Measuring or Testing Equipment
	No.
	Action


	Responsibility

	a.
	Perform calibrations before use or at least once a month in accordance to the requirements in the instruction manuals and record the reading in the Calibration Record Form (Appendix II).

Notes:

If the reading is not within the specification during the process of calibration, send the equipment to the Asset Officer for further action (Refer to Procedure 5C- Corrective Action).
	OIC


	b.
	Upon completion of calibration process, keep the equipment safe and secure in locked cabinet to prevent deterioration and damage in accordance to the requirements in the instruction manual.


	OIC


Notes: Where internal calibration cannot be performed, the equipment shall be sent to qualified person or organization to perform the calibration.
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C.      Corrective Action

	No.
	Action
	Responsibility



	a.
	Decide on the corrective actions for equipment which is found to be out of calibration:

· Send the equipment to the supplier if the equipment can still be repaired; or 

· Recommend for disposal if it is beyond repair.


	Asset Officer

	b.
	Recalibrate after being repaired.


	OIC


7.
Quality Records
	No.
	Name of Record
	Retention Time
	Location



	a.


	KEW. PA 13


	7 years

	20th Floor 

(Administration, Human Resource & Finance Section),



	b.


	KEW. PA 14

	
	

	c.
	Calibration Record Form

	5 years
	18th Floor 

(Compliance and Enforcement Section)




8.
Appendices

i Appendix I
 -
Flow Chart for Calibration of Equipment 
a. Traceability to  Equipment and Relevant Instruction Manuals

b. Calibration Procedure for Measuring or Testing Equipment 

c. Corrective Action

ii Appendix II
-
Calibration Record Form
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