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WesTrac Document Number FTT NAT PRC 0032
Next Review Date 1s May 2023
Document Owner National Procurement Manager

TESTING, INSPECTIONS AND CALIBRATIONS - SCOPE OF
WORK

01 Describe the work to be performed

e Test, certify and repair tooling and systems on WesTrac sites in accordance with relevant government,
Worksafe and ISO standards

e Provide documentation and records for all items tested, including recommendations for repair/replacement
To comply with ISO 9001:2008
All other requirements per the Principal Scope of Works

02 Extra requirements to the Pre-Qualification

o All testing equipment to be used in the process to be calibrated
e All other requirements per the Principal Scope of Works

03 Other Scopes of Work required or relevant to this task

e Use of hand and power tools
e Use of mobile plant
o Use of lifting equipment on site

04 Inductions required & DMS policies and procedures required for this Scope of Work

e Calibration Policy (POL-WA-SER-0001)
e Electrical Equipment Procedure (PCD-NAT-HSEQ-0130)

05 Describe who supplies the materials

e The decision as to who is providing hardware and materials is to be clarified at the time the purchase order is
raised, between the contracting company and the requisitioner

e The contracting company is to provide all tools necessary to complete the works

o WesTrac may, at its discretion, provide consumables or tooling that it deems necessary to complete the task

06 Describe how the work will be measured

e The contracting company will be measured against safety, quality, velocity, cost and people-based metrics.
e The relevant WesTrac department will conduct reviews, feedback sessions and other performance
management tools it deems necessary

07 Describe at what point will the work be accepted

e The contracting company is to provide WesTrac a Service Entry Sheet, maintenance report, commissioning
report or similar outlining works and testing completed

e The completed works will be tested and verified complete by both the contracting company and WesTrac

e The services as requested in the purchase order will be deemed to be delivered by WesTrac

e Acceptance will also be in accordance with WesTrac’s Terms & Conditions or Standing Offer

¢ Any large discrepancies in cost to be scrutinised between both parties
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CALIBRATION POLICY

1 Purpose

This policy shall apply to the control of monitoring and measuring equipment that affects the conformity and quality of
the product. It shall apply to company and personally owned equipment used for business purposes.

2 Scope

This policy outlines the requirements for the control of monitoring and measuring equipment and applies to all
entities within WesTrac WA. All employees; permanent, casual or contract must ensure compliance. It also applies
on WesTrac or Customer Sites.

3 Policy Statements
Inspection, monitoring and measuring equipment shall be calibrated at specified intervals, using at least one of the

following approved reference standards;

o Certified as being calibrated by an authorised organisation and traceable to a national or international
standard (e.g. NATA).

e Comparison to a calibrated standard as described in point above.
e Comparison to an accepted physical constant value.

Equipment may be adjusted or readjusted as necessary to ensure valid results.

The WesTrac Calibration Department shall maintain a schedule of types of equipment that need calibrating at
defined intervals. These intervals shall be reviewed from time to time, taking account of calibration results, changes
in technology, and any risk to control of a quality-critical product characteristic.

Each item of inspection, monitoring and measuring equipment shall have a calibration label attached, which will
show its calibration status. The label shall display the following;

e The calibrating authority or Calibration Officer’s identification.

e The date of the calibration expiry.

e The item’s unique identification number.
If the attachment of the calibration label directly on the equipment is impractical or impossible, the label shall be

placed on the equipment's case. The calibration details can be referenced via the use of the WesTrac tooling
identification number. This information can be found on the DBS program MNTTSINV.

All equipment without a calibration label shall be treated as being in a non-conforming state and shall not be used for
proving that measurements meet specified requirements.

Records of the inspection results will be recorded on the suitable inspection record sheet or external vendor supplied
certificate and shall contain:

e The calibration date.

e A description of the equipment and the part number if applicable.

e The tooling identification number.

e The equipment's range.

e The results of the calibration test.

e The next required calibration date.

e The Calibration Officer number or external vendor's name and relevant order number (if applicable).

Records of calibration will be entered on the calibration register on DBS. An equipment calibration schedule is
updated daily and available in Power Bl and contains:

e The tooling identification number.
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e A description of the equipment and the part number if applicable.
o A reference to the calibration procedure.

e The location of the equipment.

e The last inspection date.

e Book out status.

Equipment calibration record sheets will be archived electronically, indexed by the tooling identification number.
3.1 Storage and Handling

Employees and departments shall be responsible for ensuring that all inspection, measuring and test equipment under
their control is stored, handled and used in such a manner as to afford the maximum protection. They shall ensure that all
equipment is, whenever and wherever possible:

e Stored in a dry environment and housed in a protective case.
e Handled with care and operated by suitably trained personnel only.
e Be protected from damage and deterioration during handling, maintenance, use and storage.

3.2 Non-Conforming Equipment

Any monitoring and measuring equipment shall be considered non-conforming and have a Detailed Non-
Conformance Tag (FTT-NAT-SER-0092) applied if one or more of the following is evident:

e The equipment is out of calibration date.

e The equipment is suspected of being out of calibration due to abnormal readings.
e The equipment is damaged or dropped.

e lllegible or missing calibration label or identification markings.

3.3 Failed Calibration

If possible, the equipment shall be adjusted or readjusted as necessary to ensure valid results. The equipment shall
be retested, and the relevant calibration test form will be completed with the results.

If adjustment is not possible or repair uneconomical the failed tooling will be removed from service and a non-
conformance tag fitted. The relevant calibration test form will be completed with the failure results and identified as
“failed”.

The respective store shall be notified when equipment is found not to conform to requirements, using the Calibration
Failure Report (FTT-NAT-CAL-0039). The supervisor and serviceperson who owns the tooling must review and
ascertain if rework is required on any work inspected or carried out with the non-conforming equipment. Records
shall be maintained and archived.

4 Responsibilities

All employees and contractors are to ensure that equipment is stored and handled correctly, inspected, and in
calibration date prior to use. Personally owned equipment shall be identified with the employee’s name prior to
presenting for calibration. It is the responsibility of all employees to ensure the tooling under their control is calibrated
before the expiry date. A non-conformance tag will be fitted to any equipment that has passed its expiry date or is
suspected of being inaccurate or faulty. It shall immediately be removed from service and escalated to the Workshop
Supervisor.

Personal tools that ordinarily would require calibration, but are not in use, shall be removed from site to eliminate
possibility of error as well as unnecessary calibration. If for some reason that is not possible, or if the tool is not used
for accurate work, a ‘diagnostic purposes only’ sticker shall be applied and the tool’s usage controlled by the owner.

The Workshop Supervisor is required to ensure employees follow the WesTrac Quality Assurance tooling calibration
requirements at commencement of employment. The Workshop Supervisor shall inform the Calibration Department
when a permanent employee or contractor is transferred or employment is terminated, or when equipment has been
removed from service. This will enable the record maintenance of equipment on the calibration register.
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The Workshop Supervisor is to ensure the equipment calibration schedule is communicated weekly and the process
is adhered to for the delivery of equipment to the calibration room.

The Calibration Officer shall be responsible for the inspection of all measuring and test equipment within a controlled
environment, and is responsible for selecting the most suitable test equipment for the product, type of inspection /
test that is to be performed. Information will be sourced from the relevant service literature or manufacturers
operating manual. The Calibration Officer shall record the results on the suitable inspection record sheet and
maintain the calibration register, including the deleting of calibration records relating to staff that are no longer
employed by WesTrac.

Management reviews performance periodically and implements process improvements to reduce calibration non-
conformances.

5 Reporting

The Power Bl tooling Calibration daily report next calibration details is updated every 24 hours and shall be run and
displayed weekly by each store.

The Calibration Report shall show calibrations becoming due within 30 days, and tools overdue by duration. This is
published to all stores and branches within Service Operations. Performance is monitored by Service Operations
Management and by the Calibration Department, who follow-up on causes of performance deviations. From time-to-
time, as required, the performance trend is analysed by Service Operations or Business Improvement.

Although our target for non-conforming tools has to be zero, it is recognised that in a system with many opportunities
for error there may be an occasional lag. Our aim is to remedy such instances rapidly, continually reducing
opportunities for process failure in order to reach our target.

6 Further Information

All employees and contractors who require further information or need clarification of anything contained in this
Policy should contact their manager/supervisor or the calibration department.

Breaches of this policy by WesTrac employees or contractors may result in disciplinary action, for example, if after
due explanation of calibration policy, tools are found in the possession of an employee that are out of calibration date
and without a non-conformance tag or ‘diagnostic purposes only’ sticker.

Supervisors shall be held accountable for the accuracy of the calibration register for their area, and for local
adherence to policy. Periodic toolbox audits or other means shall be used to ensure that uncalibrated tools are not
on the premises, and that the root causes of system failures are addressed. See Personal Tooling Calibration Audit
Form (FTT-NAT-SER-0162).

The WesTrac Counselling and Disciplinary Policy (POL-NAT-HR-0003) and Counselling and Disciplinary Procedure
(PCD- NAT-HR-0039) apply.

7 Accountabilities

Compliance to Policy All Employees and Contractors

Implementation & Review Workshop Supervisor, Area and Regional Managers

Approval of Policy Service Operations Manager

Monitoring WesTrac Management,

Interpretation and Advice Calibration Staff
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This Policy should be read in conjunction with the following internal documents (i.e. internal documents such as
policies, procedures, forms).

Document Number Title

POL-NAT-HR-0003 Counselling and Disciplinary Policy

PCD- NAT-HR-0039 Counselling and Disciplinary Procedure
PRO-WA-SER-0001 Tooling Movement Process to Calibration Room and Return
FTT-NAT-CAL-002 Calibration Failure and Retest

FTT-NAT-CAL-0037 Calibrated Sticker — WTK00240 (QD030)
FTT-NAT-CAL-0039 Calibration Failure Report

FTT-NAT-SER-0092 Non Conformance — Do Not Despatch Tag
FTT-WA-SER-0027 Tooling Calibration Matrix

FTT-NAT-SER-0162 Personal Tooling Calibration Audit Form

This policy should be read in conjunction with the following legislative or compliance guidelines (if required):

Title Description

The following outlines the reporting requirements related to this policy:

Reporting Requirement Reporting Body Frequency
Power Bl — Tool Calibration Daily Report Workshop Supervisor Weekly
9 Definitions and Abbreviations

The following definitions and abbreviations are used throughout this Policy:

Term Definition
S . The time period between the calibration of a device and the next required
Calibration Life . )
calibration check.
DBS Dealer Business System
NATA National Association of Test Authorities.

10 Document Amendment History
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ELECTRICAL EQUIPMENT PROCEDURE

1 Purpose

To provide a standard to ensure that all electrical equipment is correctly installed, tested, tagged and accessible only
to those authorised to do so, to prevent harm to people and damage to equipment.

2 Scope

All WesTrac workers are covered by this procedure whilst working on WesTrac sites or under WesTrac direction.
3 Procedure

3.1 Life Saving Commitment Requirement

Life Saving Commitments provide absolute clarity on expectations to manage fatal risks and prevent someone from
being seriously injured or killed. Electricity potentially has the risk to cause a fatal event and as such is one of
WesTrac’s Life Saving Commitments. The Electricity Life Saving Commitment outlines:

| will always ensure electrical hazards are understood and controlled before starting work.

The Electricity Life Saving Commitment is non-negotiable and any breaches of the
commitment will initiate a full investigation process with disciplinary action as
required. For specific information on Life Saving Commitments refer to the Life
Saving Commitment Policy (POL-NAT-HSEQ-0100).

3.2 Testing and Tagging

e Electrical inspections must be carried out on all new installations and when
changes are made to existing installations.

e All portable electrical equipment must have an inspection tag attached with
the date of last and next test.

o Where practicable planning is required to ensure that all electrical equipment in use is tested and tagged prior

to expiry.

A two week grace period for the expiry of the testing of equipment is authorised across WesTrac sites.

All new office equipment need not be tagged until the next scheduled test and tag service.

Equipment may be tested and tagged up to 4 weeks in advance.

Inspections are to be carried out by a licensed electrical worker. Refer to_Minimum Test/Inspection and

Taqging Requirements Procedure (PCD-NAT-HSEQ-00162) for specific instructions on electrical testing and

tagging.

e To conform to section 5.2 (p.25) of AS 1674.2 Safety in welding and allied processes - Electrical. Refer to the
Electrical Equipment Checklist - Quarterly and the Welding Machines and Accessories Checklist.

3.3 Flame Proof Equipment

e In designated hazardous areas, including paint and flammable liquid stores, vehicle maintenance pits, spray
booths and battery rooms all electrical equipment used must be suitable for the class of hazard involved and
be maintained in effective condition by suitably qualified persons.

o Alicensed electrical worker must inspect the equipment every six months and the results must be recorded
using the Flame Proof Equipment 6 Monthly Inspection Checklist

e All hazardous areas where electrical equipment is used must be suitably demarcated with notices displayed.
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3.4 Distribution Boards

e Legends and information listing the circuits supplied by each board must be kept current. A copy of this
information must be located on the inside of the cabinet door.

e The source of supply to each distribution board must be identified and displayed on the exterior of the cabinet
door

3.5 Residual Current Devices

e All 240v general purpose outlets must be protected by RCD’s rated at 30mA tripping current.

e Testing of RCD’s on mine sites must be done monthly and at all other locations annually. Refer to the
Residual Current Device (RCD) Annual Inspection Checklist

e The testing equipment used by the contractor must be calibrated annually at an approved NATA certified
laboratory.

e Where RCD’s protect multiple sockets, outlets must be tested in rotation, with only one outlet to be tested at
each inspection. The outlet tested must be identified in the register.

e All portable RCD’s must be tripped before each use.

4 Responsibilities
The below outlines key accountabilities for different roles in compliance with this procedure:

Area Managers:
e Ensure that flexible cables are installed correctly and comply with AS 3000:2018 Electrical installations.
e Ensure that all RCD’s are tested regularly in accordance with AS 3760:2010 using approved testing devices
that measure tripping time of the RCD is performed by a licensed electrical contractor
e Ensure that all electrical equipment is tested and tagged as per the frequencies listed in section 3 above.
Ensure that the test results are recorded in an appropriate register
Ensure that results of tests on mine sites are cross referenced in the Electrical Log Book
Ensure that all electrical installations meet AS 3000:2018 Electrical installations.
Ensure that equipment is maintained in a safe condition

Coordinators:

e Ensure that all portable (plug in) equipment under their control is permanently marked with an identification
number.

e Ensure that portable (plug in) electrical equipment is inspected regularly and the results recorded

e Ensure that all portable (plug in) appliances under their control are accessible for testing and that portable
appliances and leads are placed at a designated test area within a timetable agreed with the electrical
contractor

e Ensure that all extension leads used outside office area must be heavy duty (refer AS 3000)

e Ensure all electrical power boards are controlled with RCD.

All Workers:

e Ensure that equipment without a current inspection tag is not to be used. It must be tagged with an ‘Out of
Service tag’ and placed in a quarantine area (i.e. Tool store) Attempts to notify the electrical contractor to
come and inspect and tag the equipment must be made.

e Where adapters are used to reticulate power to portable (plug in) equipment, ensure that such devices are not
placed upon desk tops or work bench tops.

e Ensure power boards and double adaptors are not overloaded / overused
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5 Reporting

Monitoring for compliance to this procedure will be completed through Inductions (WesTrac, New Starter and Work
Area), Inspections using the Hand Tool Checklist (service workers only), Safety Interactions , Audits, Workplace
Inspections, and through Contractor Management.

6 Further Information

All workers who require further information or need clarification of anything contained in this Policy should contact your
WesTrac Supervisor or Area/Branch Manager.

7 Accountabilities

Compliance to Procedure All Workers

Implementation & Review Electrician and HSEQ Business Partner
Approval of Procedure GM - Safety, Security, Risk

Monitoring WesTrac Management

Interpretation and Advice Electrician and HSE Business Partner

8 Related Documents

This Procedure should be read in conjunction with the following internal documents (i.e. internal documents such as
policies, procedures, forms).

Document Number Title

PCD-NAT-HSEQ-0167 Prohibited and Controlled Items Register
PCD-NAT-HSEQ-0162 Minimum Test/Inspection and Tagging Requirements
FTT-NAT-HSEQ-0212 Welding Machines and Accessories Checklist
FTT-NAT-HSEQ-0213 Electrical Equipment Checklist - Quarterly
FTT-NAT-HSEQ-0150 Safety Colour Coding — Sign Template
FTT-NAT-HSEQ-0214 Flame Proof Equipment 6 Monthly Inspection Checklist
FTT-NAT-HSEQ-0207 Residual Current Device (RCD) Annual Inspection Checklist

This Procedure should be read in conjunction with the following legislative or compliance guidelines (if required):

Title Description
Occupational Safety and Health Act 1984 OHS Act for WA
(WA)

Mine Safety and Inspection Act 1994 (WA) Mining OHS Act for WA
Work Health and Safety Act (NSW) 2011 OHS Act for NSW

Work Health and Safety Act (ACT) 2011 OHS Act for ACT
AS/NZS 3760 In-service safety inspection and testing of electrical equipment
AS/NZS 3000 Electrical installations (Australian/New Zealand Wiring Rules)
AS 1674.2 Safety in welding and allied processes - Electrical
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9 Definitions and Abbreviations
The following definitions and abbreviations are used throughout this Procedure:

Term Definition

Portable (plug in) All electrically operated equipment that is primarily designed to be connected to the 240v,
415v power supply by a socket outlet, plug and flexible cable. Portable (plug in) equipment
can be grouped into four areas:

e Portable Equipment such as extension leads, lap top computers (used in a
hostile environment), hand held tools

¢ Welding machines includes portable and fixed machines including diesel and
petrol powered standalone units.

e Stationary equipment includes equipment such as water coolers, heaters,
refrigerators, workshop and crib room appliances, three phase pumps and motors
are usually fixed while in service but are easily re locatable.

Office equipment includes computers, facsimile machines, modems, printers, copiers,
power supplies and leads where appliances are not subject constant flexing of the power
supply cord. Extension leads and multiple outlet power boards not subject to constant
flexing may be classified as office equipment.

Hostile Environment A 'hostile operating environment' is a term used to describe an environment where
electrical equipment is exposed to operating conditions that are likely to result in
damage to the equipment or a reduction in its expected life span.

This includes conditions that involve exposing the electrical equipment to moisture, heat,
vibration, mechanical damage, corrosive chemicals and dust.

Examples include wet or dusty areas, outdoors, workplaces that use corrosive
substances, commercial kitchens, and manufacturing environments.

At WesTrac all workshop, warehouse and yard areas are classed as a “hostile
operating environment”.

Worker Refers to any person that carries out work in any capacity for Westrac. A worker includes;
direct employees, contractors, subcontractors, labour hire, apprentices or trainees and
volunteers.

10 Document Amendment History

Revision Date Description FrEpEnEe RETEEE | AV

By By By
1.0 24/05/13  Procedure re-drafted to new format BM MC CG
20 06/03/14 Clar|f|c_at|on of no grace period. Life Saving BM MC BG/GH
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3.0 02/05/14  Updated error in document in section 3.2 BM BM BG/GH
4.0 6/10/14 Testing and Tagging updated GH BG/GH BG/GH
50 02/04/15 Updated office electrical equipment to 5 yearly MM BG/GH KB

requirement
Reference Prohibited and Controlled Items and
el 26/06/18 Equipment Register PCD-WA-HSEQ-0001 €S AD KB

Updated reference to the Australian Standards

7.0 07/09/18 to make it 2018. NT CS KB
8.0 25/01/19  Review of frequency of testing and tagging JT JT GH
9.0 28/02/19  Grammatical error fixed. No content change. JT DC DC
Updated document reference — Prohibited and
A 05/03/19 Controlled Items Register from PCD-WA-HSEQ- DC DC DC
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