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Process: 4.2.4 Records Control
Process Owner: Quality Engineer
Process Description: To define the policy and procedures established to control records created by the operation of the PCB Load & Torque, Inc. laboratories and support functions..

Associated Documents: ISO9001,  ISO17025, PCB Level I and II Procedures.
4.2.4 Records Control
4.2.4.1 Control of Calibration Records

1) The laboratories have established and maintain procedures for identification, collection, indexing, access, filing, storage, maintenance and disposal of quality and technical records. Quality records shall include reports from internal audits and management reviews as well as records of corrective and preventative actions.

2) All records must be legible and must be stored and retained in such a way that they are readily retrievable in facilities that provide a suitable environment to prevent damage or deterioration and to prevent loss. Retention times of records are established.  All records are to be held secure and in confidence.

3) The laboratories have procedures to protect and back-up records stored electronically and to prevent unauthorized access to or amendment to these records. A PDF scan of all calibration certificates is saved on the Network R: drive for added security retention in the event of catastrophic computer failure. 
4.2.4.2  Technical records

1) The laboratories retain records of original observations, derived data and sufficient information to establish an audit trail, calibration records, staff records and a copy of each test report or calibration report issued, for a defined period. The records for each test or calibration contain sufficient information to facilitate, if possible, identification of factors affecting the uncertainty and to enable the test or calibration to be repeated under conditions as close to as possible to the original. The records include the identity of personnel responsible for performance of the test and/or calibration and checking of results. Observations, data and calculations are recorded at the time they are made and are identifiable to the specific task.

2) When mistakes occur in records, each mistake must be crossed out, not erased, made illegible or deleted and the correct value entered alongside. All such alterations to records are to be signed or initialed by the person making the correction. In cases of records stored electronically, equivalent measures are to be taken to avoid loss or change of original data.
4.2.4.3  Other Records

1) Other records that require control will be processed according to process map QA11 – Identification and Control of Records.
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