Control of Monitoring & Measuring Devices



Purpose:
To provide instructions for assuring the proper calibration and maintenance of measuring and test equipment.
Scope:
All measuring devices and test equipment used to evaluate product and ensure product conformity to specified requirements.
Procedure:
1.
All gauges received will be checked for accuracy prior to use. Each gauge will be measured according to the design of the gauge.

2.          All gauges used to verify accept/reject dimensions on products must be logged into the gauge history file (Microsoft Access Calibration History) and tagged with a calibration tag.

3.          Each gauge (per applicable) will require the following information to be entered in the Calibration History File:

A. Gauge Number – Received from mold number (In-House) or a gauge number from the sequential number on the Calibration History File.



B. Gauge Name – Name of gauge.


C. Purchase Date – Date of purchase.


D. Manufacturer – Name of manufacturer.


E. Serial Number – Serial number of gauges.

F. Calibration Schedule – Quality Engineer will schedule based upon sensitivity of the gauge.



G. Calibration Date – Date gauge was calibrated.


H. Calibration Expires – Date gauge calibration will expire.


I.  Gauge location – Location where the gauge will be kept.


J.  Comments – Special calibration instructions.


K. Calibration Instructions – Instructions on how to calibrate the gauge.


L. Specifications – Upper and lower spec limits. 



M. Actual Reading – Calibration reading of the gauge.


N. Correction – List any repairs, DMR, and changes performed for the gauge.

O. Calibration History – Date, initial of quality representative completing calibration, and actual reading.  

4.          
All gauges will be calibrated per Microsoft Access Calibration History procedures and will require any gauge discovered out of calibration reported immediately to Quality. A Discrepant Material Report (DMR) shall be initiated through IQMS MRB Gauge or Measuring Equipment Failures. This would include the instance of dropping or damaging a gauge; a DMR will be initiated to safeguard from adjustments, damage, or deterioration that would invalidate the calibration status and subsequent measurement results.
5.
The Quality Manager is then responsible for analyzing the potential impact on the product and take appropriate action up to and including recall of suspect product. Disposition will be indicated through the IQMS MRB Gauge or Measuring Equipment Failures workflow. 
6.
All gauges can be used up to and including the calibration due date. The gauge, if in use, should then be turned into Quality to be recalibrated.
7.
Gauge equipment used for production will be stored in the Quality Lab and may only be issued by a Quality Representative.
8.
To calibrate gauges, use primary standards traceable to the National Bureau of Standards or other approved certifying agency. The gauge may be calibrated in-house or may be sent to a certified commercial or government laboratory.
9.        
Calibration due dates will be checked by the Calibration table each month by a Quality Representative.
10.
Copies of the outside vendor’s current certification shall be kept on file. The expiration date will be entered in the Gauge History File. The expiration date of the certification shall be verified before using the outside agency.
11.
The Calibration Procedure Section of the Gauge history file will either contain an in-house calibration procedure or state that the gauge requires an outside agency, and the history file will list the vendor’s name and the certification they carry.
12.
If an outside agency is used, Metro will require that they submit in writing if the gauge was out of tolerance before the calibration was performed.
13.
Records will be maintained by the Quality Department for the life of the gauge.
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