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	                 Weighing Scales Calibration Policy
                       Owner/ Department: Quality & Risk Management



	Brief
	The chargeable weight for shipments depends on the actual weight or the dimensional (volumetric) weight of the package — whichever is higher. It is critical for both the business and the customer that shipment weights are captured precisely and accurately. Therefore, all weighing scales used in operations must be monitored, validated, and calibrated regularly in accordance with this policy to ensure compliance with ISO 9001:2015 Clause 7.1.5 (Monitoring and Measuring Resources).

	Purpose
	This policy ensures that:
- All weights captured and billed for customer shipments are accurate, valid, and compliant with international standards.
- Calibration and verification processes are consistently applied across all operational areas.
- Compliance with ISO 9001:2015 requirements for control of monitoring and measuring resources (Clause 7.1.5) and documented information (Clause 7.5) is maintained.

	Scop
	This policy applies to all weighing scales used by SMSA across service centers, warehouses, and operational facilities throughout the Kingdom of Saudi Arabia and internationally.

	Responsibilities
	- The Quality & Risk Management (QRM) Department is responsible for overseeing calibration activities, maintaining records, and ensuring compliance.
- QRM Auditors are responsible for executing calibration checks, documenting results, and reporting any non-conformances.
- Operations Teams must support the availability of scales during audits and assist in taking corrective actions where needed.

Administration Department is responsible for:
- Managing maintenance contracts for weighing scales.
- Ensuring that service providers perform repairs and recalibrations according to contract terms.
- Maintaining accurate records of all maintenance activities.

	Guidelines
	Calibration Method
- QRM auditors shall use certified calibration weight units for all scale checks.
- Prior to calibration, a zero check must be performed.
- Calibration must be performed using the following certified weights:
  - 3 × 0.5 kg
  - 2 × 2.0 kg
  - 2 × 5.0 kg
  - 1 × 10.0 kg
- The auditor completes the physical calibration form (DOC#2803), documenting the results accurately.

Accuracy Verification
- Weights will be checked against a range from 0.5 kg up to 25 kg.
- The acceptable tolerance limit is ±0.10 kg (100 grams) across all weights.

Scales Not in Active Use
- Weighing scales that are not actively used for operational or billing purposes do not require calibration.
- During each calibration audit, QRM will identify and document which weighing scales are not actively in use.

Handling Failed or Damaged Scales
- Scales that fail validation will be marked "Failed Validation" and tagged "Out of Service."
- Non-conforming or damaged scales must be removed from service and returned to the Inventory Department for asset record updates.
- Repairs will be carried out through the Administration Department as per the maintenance contract. Disposal activities will be managed by the Inventory Department to ensure accurate record updates.

Maintenance Contracts for Heavy Scales (>500kg)
- All weighing scales exceeding 500 kg capacity must be covered under a maintenance and calibration contract with an accredited service provider.
- Annual external calibrations must be performed and certificates retained.

Government Calibration Inspections
- In countries where government authorities conduct mandatory calibration inspections, SMSA will fully cooperate and retain issued government calibration certificates.

Scale Standards
- SMSA uses both electronic digital and analog weighing scales that are manufactured in compliance with international standards.
- SMSA's weighing scale check/test weights comply with international calibration standards.
- Certain types of weighing scales may not require periodic calibration based on the manufacturer's recommendations, and such exceptions will be documented by QRM during audits.


	Records Management
	E-Audit System
- Calibration activities are recorded in SMSA’s E-Audit System (cloud-based platform).
- During calibration:
  - The auditor manually completes the Calibration Form (DOC#2803).
  - A photograph of the completed form is captured.
  - The photograph is uploaded into the E-Audit System as permanent documented information.
- Once uploaded and verified, the physical form is securely discarded.

Retention Period
- Calibration records stored in the E-Audit System shall be retained for a minimum of five (5) years.
- Beyond five years, records may continue to be stored based on SMSA's needs and cloud storage capacity.

	Reference Standards


	- ISO 9001:2015 Clause 7.1.5: Monitoring and Measuring Resources
- ISO 9001:2015 Clause 7.5: Documented Information
- OIML R76-1:2006: Non-Automatic Weighing Instruments
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