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This Quality System was prepared by a Joint QA Technical Committee of representatives from
the Industry from Master Builders Association Inc. (MBA) and Davis Langdon Australia (DLA).
It was approved on behalf of Master Builders Association In¢ on 31 December 1996 and on
behalf of Davis Langdon Australia on 31 December 1996. It was published on 1 February
1897.

The following interests are represented on the Joint QA Technical Commitiee:

Master Builders Australia inc. Construction House 217 Northboumne Ave, Tumer, ACT 2601
Phone: (062) 49 1433

Master Builders Association of Victoria 332 Albert Street, East Melbourne VIC 3002
Phone: (03) 9411 4555

Master Builders of Queensland 417 - 419 Wickham Terrace Brishane, QLD 4000
Phone: (07) 3831 7033

Master Builders Association of NSW 55 Holt Street Surry Hills NSW 2010
Phone; {02) 9281 3511

Master Builders Association of South Australia 47 South Terrace Adelaide SA 5000
Phone: (08) 211 7466

Master Builders Association of WA 35 - 37 Havelock Street West Perth, WA 6005
Phone: (09) 322 :}3 '

Master Builders Association of Tasmania 59 SahGyBay Hobart, TAS 7000
Phone: (03) 6223 23

Master Builders Assoc. of Newcastle 165 Lambron Rd Hunter Rgﬁion Mail Centre Newcastle
NSW 2310 Phone: (049) 52 6877 {—

Territary Construction Association PO Box 37121 Winnellie, NT 0821
Phone: (089) 81 9666

Davis Langdon Australia 78-81 Franklin Street, Melboume Vic. éOOO
Phone: (03) 9663 4925

Review of Quality System. To keep abreast of progress in the building industry, this Quality
System is subject to periodic review and is kept up to date by the issue of amendments or new
editions as necessary. It is important therefore that users ensure that they are in possession
of the latest edition, and any amendments thereto.

Full details of all amendments and related publications will be found in the MBA Inc. Library;
this information is supplemented by the newsletters from MBA Inc., which subseribing
members receive, and which give details of new publications, new editions, amendments, and
withdrawals.

Suggestions for improvements to the Quality System, addressed to the head office of MBA
Inc. are welcomed. Notification of any inaccuracy or ambiguity found should be made without
delay in order that the matter may be investigated and appropriate action taken,

The MBA Inc. Library also has available USER GUIDES for assisting in the understanding of

. quality assurance in general and this quality system in particular. Training programs to

facilitate implementation are also available by contacting the Training Managers at your local
MBA office.



HB/MBA 1SO 9003:1994

Master Builders
Association Standard

House Builders Quality System
PART A: Manual for Quality
Assurance in final inspections
and tests

o

First published in Australia as @
HB/MBA ISO 9003:1994 in ebruaf

1997
L2

PUBLISHED JOINTLY BY:

MASTER BUILDERS AUSTRALIA Inc.
332 Albert Street

East Melboume, 3002

Victoria

DAVIS LANGDON AUSTRALIA

79-81 Franklin Street

Melbourne, 3000
Victoria

For Contact:

Master Builders Australia Inc.
Construction House

217 Northbourne Ave,

Turmmer ACT 2601

Phone: (062) 49 1433

Davis Langdon Australia
79-81 Franklin Street
Melbourne, 3002

Phone: (03) 9663 4925



PREFACE

This Quality System was prepared by a Joint QA Technical Committee of representatives from Indstry from
Master Builders Association Inc. (MBA) and David Langdon Australia. It supersedes previous MBA Manuals now
declared obsolescent, withdrawal to take effect on 1 February 1997.

The Quality System comprises Part A: Manual and Part B: Checklists. Together Part A and Part B comprise the

quality system elements, procedures and forms to comply with 1SO 8003:1994. The Quality System is designed

for house builders to provide themn with the documents which;

» verify compliance with their customers specification at handover

e« meet the Australian Standards AS/NZS SO 8003:1994 Quality Systems - Model for quality assurance in final
inspection and test.

e Part A: Manual and Part B: Checklists are available separately or together.

QA CERTIFICATION

This Quality System has been assessed for the Master Builders Association by their Certification Body - “DLIQ
Certification Services”. (DLIQ Certification No 2122). The DLIQ Document Review verifies this Quality System
has compliance with the Australian and Intemational Standard 1SO 9003:1994 (greater than 90% compliance
rating for house builders).

Purchasing this Quality System does not automatically provide house builders with certification to 1SO 9003:1994
unless they can demonstrate their effective implementation. Certification audits will be done by the Master
Builders DLIQ registered QA Auditors. They will carry out audits for each house buiider on site as appropriate to
achieve third party “five star” certification for the Certification Body. Applications for QA Certification are available
from your local MBA office.

“y
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AGREEMENT &% .

This Quality System is sold and the customer agrees to purchase and use it on the foillowing conditions:

1. Davis Langdon Australia Pty Lid (DLA) and Master Builders Association Inc {MBA) owns full copyright in all
documentation and materials that make up the Quality System.

2. The customer shall not make any copy of any part of the Quality System or its contents in any form or by any means

whatsover and shall not sell, reproduce or otherwise use the Quality System outside the customer's own operations
,and activities. The forms in Part B of the Qualtiy System may be copied or customised to suit each job and

specification.

4. Without limiting any obligations of the customer, the customer may make modifications to the Quality System to the

extent that they are open for modification.

5. Any right given to the customer under this agreement shall not be transferred, rented, leased, sold or otherwise
disposed of to any other person or company.

6. DLA and MBA warrant that the document substantially meets the requirements of quality assurance for house
builders. All defects are to be reported and claimed within the same 60 days from purchase. Notwithstanding any other
condition of this agreement, any express or implied warranty given by DLA/MBA will not apply if any defect is caused by
accident, misapplication, abuse, negligence, ignorance and or inability to use the Quality System and the customer
agrees that the maximum liability in any case whatsover shall be limited to the actual price paid by the customer for the
Quality System.

7. All Quality Systems are subject to copy control provisions and bear a unique identifier. Unauthorised copies will be
ineligible for Certification,
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Foreword

The Master Builders movement is Australia’s cldest industry association.
Founded in the eary 1870s in Melboume, Sydney and Newcastle, its
primary role is to promote the viewpoints and interests of the building and
construction industry.

Today the MBA’s membership consists of large national, international,
domestic (housing) and commercial builders and contractors through to
smaller local subcontracting firms. Memberships for the MBA movement
represents 85 per cent of all sectors of the building industry. The MBA has
offices throughout Australia.

Qur key aim is to increase the professionalism of the industry, by ensuring
that our members are better skilled, advised and informed.

To assist in achieving this aim, the MBA movement provides services to
members in a broad range of areas including contracts, industriai refations,

technical matters, building inspections, insurance, training quality
assurance and occupational health and safet@\'

R

In this way the MBD continuously improves 10 gjg_hio‘ge and service the
industry in general and its members in particular. vy N

Davis Langdon Australia (DLA) is part of a worldwide Eonsultancy
providing services to the engineering, mining, building and construction-
related industries. The firm has five offices in Australia Hobart, Melbourne,
Sydney, Brisbane, Perth and a further 52 offices throughout Asia, the
United Kingdom, Europe and the Middle East.

Davis Langdon Australia is part of the worldwide organisation, Davis
Langdon and Seah Intemnational thereby add to its local resources the
immense strength of a truly intemational building and construction
consulting group.

Davis Langdon Australia’s services include:
+ Construction Cost Consulting and Quantity Surveying

+ Project Risk Management and Project Management Services
+ Quality Management Services
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Introduction

<
Part B: Checklists are the forms which are used on each job to varify and
rovide glei that the specified requirements have been met, The
quality system Part A Manual is compieted with business details and the
biank forms of Part B2% opied, used and signed off for each job. If
necessary they are added to or changed to suit the job and to o
business needs, They show the job is to specification,

This conformance at finaj inspection and test is finally verified by signing =3
off the ITP’s prior to handover.

Note: The quality system requireme ts addressed in this manuaj are

complimentary to the conditions of 2 coutract and any contract

specificaion and drawings. Thegq are bas n the level of complexity of

house buiiding, aniees knowledge, skills ‘arldi qualitications and the
)

requirements for registered house builders™

This quaiity system is used in its current form, but f_éfc"o\stomised by adding
or deleting any details for specific contractual situations. The quality system
{Parts A and B) are effectively implemented to demonstrate compliance
with 1ISO9003: 1994 including external and third party audits,
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.

HOUSE BUILDERS/MASTER BUILDERS

Quality System - Manual for Quality Assurance in final

inspections and tests

1 Scope

General

We build houses in accordance with the drawings
and specifications of clients. Our clients are mostly
private individuals building a new home on their own
fand or renovating an existing home. We can also
build speculative housing, kit homes and mobile
homes to sell to the public. Some of the work is
subcontracted to others.

The main things we do are:

O prepare and sign a contract with the client
after discussing what they want

O appiy for permits as required

[ purchase the materials required for the work

O organise sub contractors quotes and work

[J carry out the work and get progress payments

O get all certificates signed off when required

O clean up the site

[T hand the house over to the client only when we
have the job finished properly.

v Tick as applicable

We also: :

= tell the client that the quality of our work is very
important for them and for us

= make sure everything is right as shown on the
drawings and specifications

» watch any sub contractors so that their work is
right

If we find anything wrong we fix it straight away.

This Quality Manual sets out how we do this and is in
accordance with the Australian Standard AS/NZS
ISO 9003 : 1994 - Quality Systems - Model for
quality assurance in final inspections and tests.

(1ISO 8003:1994 clause 1 refers)

Details of the builder

.....................................................................................

.....................................................................................

Name of Builder: ........ccoocuveeemeeemenennn. ACN: e
SIGNALUFEL ...v.oreccrceecmrent st e v rss e seses e,

Contractof$ All Risk Policy No.............. Date: ............
Workcover Registration No: ..., Date: ............
(Optional) @
DLIQ Third Pa lity Assurance

Certification No: AN eecvnnn.. Expiry Date..............
to Australian Standar;as S/NZS IS0 9003:1994

Public Liagz\ NO! ieeterrreeenenane Expiry Date: ..........

Other Details about our Business

» What locations we usually work in;

* Cur main types of work i;cfude:

* Other types of work (eg. landscaping etc.)
* The usual range of house prices;

(ISO 9003:1994 clause 2 refers)

Definitions

For the purpose of this Manual the definitions given

in 1ISO 8402 apply. ,
(SO 8003:1994 clause 3 refers)

© COPYRIGHT
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2 Quality system requirements

Management responsibility

Quality policy Organisation

We know that quality is important for our clients. * Responsibility and authority
We make sure that they always get what they
asked us to provide and that it is “as shown” on the
drawings and the specifications.

-—
- it}

4 ~,
The inspections and tests we carry out ensure that /7 \
our work is correct and to the standards required. i The Client ;
\\ I"

N .

Our aims are to: Teers
» build houses in accordance with the :
( " client’s contract with us
-- ® have no mistakes on the job

« make sure all materials are correctly
ordered and do not have to be changed
or retumed

= check everything is right as we do the work
and before handing it to the client.

My Building
Business

= The Builder

" |nspectors
/Supearvisors

» Quality Assurance

Person

Note: These may be

Anyone involved in our business or jobs is told of @

this quality policy and that they are responsible for L\ @lthe one parson
doing their work properly. @_
We assure the quality of our work by following our ! @‘ ,:‘r"'—"“\.\
quality system which is in accordance with the ,' Our J-;E : ! kY
Australian Standards AS/NZS {SO 9003 : 1994 for i Employees e | Suppliers and }
Final Inspection. AN Vg ™, { Consultants ;
A ot ; \ h /
e { subcontractors i -
i andTrades | AT -
v (Various)
 SigNed: oo Date: ..ececreeernnne Mo ’_/'
(' 7 (The Builder) e

@ COPYRIGHT
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Organisation continued

* Resources

No., of
ltem | Trade No. of available
= People Employees Sub -
contractors
| Carryz?ut3 Authorises 1 WManagement/Adminisirafion
o
Mspection Handovar Z COpervision
Person Qualification/ On-golng | Fal | Trade Jt%u Jd roreman
Experisnce Cllent 4 Consultants
Building | Building Practitioner/ - 5 EXcavaton
Practitioner/ | Registered House v v I R
House Builder 6 Concreting
builder .
Ine BuTder | fs geciced by T ’ Larpentry framing
an T
Mana% clﬂgm v v v v 8 Carpentry Tixing
& quality ] Brickwork/Blockwork
assurance
Derson T 10 PlimBing and draifiage
.fgg;iy e e Con T Plasterer
i v - - -
Schools/Industries 12 TeCHET
Specialis} experience/ 13 Hoofing
speciais | Jliicalionstosut |, | - |- & g
§ As gecided oy IS Vinvland (&,
" aeglors business and at least > tnyl and Larpet
( others Syearsrelevantfade | v v v - 10 Glazier
experience
Flumetéing 17 PZinting
ans orlms) 18 tandscaping
Supervisors AT 19 FEREg
Sub- Trade . i
conbractor Schogls/industries/G | + v - -
fSupoliers | ontrolling Bodies il
* =  Final Certificate is only signed when THE BUILDER has 22 (&
verified that all work conformis to the drawings and to speciffed
requirements and the ITP's are signed off. 23 N N
ubcontracicrs and suppliers quality assurance is controlled 24
gJUhe BUILDER if they have ?1?: qualﬂy agurance See Vi \U)
RCHASING - section 4 /,\(5)
20
I
27
8
28
3U
Nofe: Inspection and :fis Plans for each trade are i cfuded at-bask
of-tis-decument, i+ qm’ B_Lz_q ]mffo‘:_,wm-

O

= Management representative

The person responsible to ensure that the
requirements of this Quality System Paris A and B
and relatled procedures are Iimplemented and
maintained in accordance with SO 9003 : 1994 is:

Name: ......ccvevmvccerrneens retrerrrrrr e
(Signature)}

Position: Builders Quality Assurance Person

The above person has the authority 1o carry out
quality assurance audits to make sure the quality
assurance and 1SO 9003 : 1994 requirements are
estabiished, implemented and maintained and to
report on the performance and effectiveness of the
quality system to the builder.

Builder: Add trades or cross out as appropriate.

» Management review

At least once a vear, the quality system is
comprehensively reviewed by the management of our
business to evaluate the system's effectiveness and
continuing suitability for jobs undertaken. This review
takes into consideration audit reports, customer
feedback, nenconformance and corrective actions. As
a result the quality system is changed to reflect
improvements to the system, our building aclivities and
to introduce new technology.

We always help to minimise waste of material and
labour to ensure we get the quality right. Records of
meetings and actions taken are kept.

© CCPYRIGHT



" Quality System

We document and maintain this quality system Part A
and B as a means of assuring that product conforms
to specified requirements.

Our system is based on the training and experience of
the people we have in our business and our
subcontractors. Detailed procedures are only provided
where the people deing the work are untrained or the
work involved is complicated. Our quality system
comprises:;

PART A: Quality Assurance Manual

This outlines the business and how our Quality
Assurance System works. It cross references the
inspection and test plans and our procedure/fforms.

PART B: Checklists
( ie checklists include:

Inspection & Test Plans (ITP’s)

These plan the inspections and any tests we do for
each stage of the work. They are signed off as the

job progresses. Diary notes and any other records
kept are noted on the ITP’s.

Note: The ITP is also the foundation of the Quality

Plan for each project. It is prepared before the start of
each job. There is one for each type of work or trade.
These ITP's idernitify the items of work to be done, the
standard of work for each and what order is to be
followed. It also includes the inspections and tests
required as set out in the client's specifications and
drawings. When all our gquality assurance and
inspections are done the ITP’s are signed off to show
that everything has been finally inspected and is OK.
They also include any inspections and tests to be
done by subcontractors, suppliers and authorities. We

( Yow the ITP using good trade practice and the best
widustry standards. Instructions are given by us to fix
things up immediately if they are wrong. Completed
ITP’s, all Procedure Forms and records are kept to
show to clients that the work is right and is in
accordance with the specification.

Quality Assurance Procedure Forms

These provide details and instructions on the main
quality assurance things we do. The forms are set up
so that we always do these activities the same way.
They also show who does what. They also show our
signatures which are evidence that the client's
specified quality requirements were met, They are
completed for every job as they are but can be
changed if the job requires additional or different
requirements. We use the ones that are needed for
each job. (form PF11).

HB/MBA IS0 9003:1994

Work Instructions for each ITP

These provide specific details on how to carry out an
inspection on a test and how an activity is performed.
Trade based instructions are included on the back of
the iTP's. Others may be written on the Job
Development Actions Form PF10. Work instructions
may include any manufacturers’ and suppliers’ work

_ instructions for our plant/equipment etc.)

= Our quality system also includes for each job:

Copies of Relevant Regulations and Australian
Standards

We keep copies of documents which we have to
comply with regulations, standards, codes of practice
and other industry requirements.

Client’s Drawings and Specifications

Copies of drawings and specifications are signed by
the client and by us and are used on the project and
for subcontractors’ quotes. We control and file these
drawings. Ali revisions are kept.

Contracts
Original contract documents are signed by the client
and by us. These are also filed.

Permits / Approvals

Permit and approvals are signed, dated and on receipt
are retained as part of the approval for the job. They
are kept for each job including any revisions.

Filing System _
Woe file and keep records of all our business details
and qualf fscords and ITP’s for each job using the
Filing Sy

il C)jadure Formm PF1.
Quality Plans

The ITP's are our qla t{/ plans. These are detailed for
each trade we do on a job We sign them off when the
work is finally correct.

If the standard ITP’s do not fit the job we alter them or -
write new ones up. Where a client requires a specific
quality plan we prepare one to comply with the
specification for each job.

NOTE: Quality system procedures

For the purposes of compliance with I1SO 9003:1994,
the range and detail of the procedures that form part
of the quality system are based upon the complexity of
the work, the methods used, and the skills and training
needed by our personnel involved in carrying out the
activity. They are included in PART B.

Reference:
(1SO 8003:1994 Clause 4.2 refers)

©® COPYRIGHT
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3 Contract review

Client's documents are reviewed and, when
considered necessary, discussed with the client prior
to quoting to make sure that:

= they adequately describe the quote
requirements;

= all information necessary for the quote is
available;

= the site is satisfactory and that services are
available;

« we have the capacity to build the house in the
location within the prescribed time

Contracts are prepared and are reviewed before
giving them to the client, to make sure that:

v the contract fully addresses the client's order and
specification requirements and is commercially
viable

= everything is included in the contract documents;

= all diiferences are resclved before signing the
contract.

All variations to the contract are recorded. Details
are given to those involved in the change. Records of
contract reviews and variations are kept on the job
file.

References:

Review of Contracts by Builder - Procedure Form
No. PF 4.

(IS0 9003:1994 clause 4.3 refers)

4 Design control (Not applicable)

The scope of this Quality System does not include
design control.
Reference: (ISO 9003:1994 Clause 4.4 refers)

5 Document and data controi

Any document which affects the quality of the work,
eg. drawings, specifications and contracts, copies of
codes and standards etc., and which might be
subject to revision during the course of a job are
controlled to make sure that they are current. These
are mainly drawings, specifications and contracts.
They are:

» listed, showing the current revision status (form
PF5 & PF7)

s authorised for use and issued by the builder
where required;

= readily available where they are needed for doing
the work

= withdrawn if out of date, this includes removing
obsolete documents and noting them superseded
if they are kept for historical or legal purposes.

are to be

Changes to any of these important documents are
controlled by the Builder to ensure that changes are
only done by the responsible person.

We make sure that changes are clearly identified on
the drawings and the specifications. Revised
documents are updated on the lists and, once
revisions are thoroughly reviewed, they are
authorised for issue. All revised documents are
issued with a covering Document Transmittal (PF6).

References:

List of Documents and Data We Control - Procedure
Form No. PF5

Document Transmittal - Procedure Form PF8,

(1ISO 9003:1994 4.5 refers)

6 Purchasing

Where subcontractors and suppliers services are
required for a job, quotes are requested verbally or
by fax from preferred suppliers. We state the work
o be performed including the quality needed. This is
mainly confirmed using our Purchase Order Form. A
Transmittal form PF6 is also attached to all contract
documents we send them eg drawings and
specifications.  Subcontractors and suppliers ate
selected on the price, experience, capability to carry
out the work and on how they will satisfy the quality
requirements of the job. Our inspections and tests of
their work are included on our job specific
inspections and test plans. We check all of their
work as set out in the Purchase Order. We may
include an Inspection and Test Plan in their Purchase
Order for Zg}r to be completed by them. Their ITP's
che /; to each of their Progress Claims.

References: -

Purchase order - Procedure Form PF3
Document Transmittal - Procedure Form PF6
{180 9003:1994 clause 4.6 refers)

7 Control of customer-supplied product

Where the client provides items (such as any specific
products they want built into the job} we inspect them
far correctness and quality. However, our inspection
does not absolve the client of the responsibility to
provide acceptable items. Any faults are reporied to
the client. We also may handle, store and deliver
them for the client. All of the necessary checks are
included on our job inspections and tests plans. We
accept responsibility for items once they are built in
and inspected as OK. We follow manufacturer's
instructions and good practices for their incorporation
in the work.

©® COPYRIGHT
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- References:
Inspection and Test Plan-Procedure Form PF11
(1SO 9003:1994 clause 4.7 refers)

—_——
8 Product identification and traceability

A job number register is established for each project
Everything related to a job is registered with a number
to assist in monitoring costs and quality. The number
is recorded on all applicable documents and quality
records associated with the job. We may also mark up
drawings showing the location of items on a job with
the item reference number.

References:
List of Jobs - Procedure Form No. PF8
(1SO 9003:1994 clause 4.8 refers)

9 Process control (Not applicable)
(...e scope of this Quality System does not include
process control.

Reference:
(ISO 9003:1994 clause 4.9 refers)

Inspection and testing

As part of quality planning the key quality inspections
and tests for each job are itemised on the Inspection
and Test Plan (ITP). Inspections are carried out and
fests followed in accordance with the specifications.
Our ITP is the Quality Plan.

The ITP identifies the records of inspections and tests
that are necessary to be kept to verify the quality of the
work meets specifications. They include details of the:

* inspections and tests on receipt from clients,
( ‘ibcontractors and suppliers

*inspections and tests carried out by us
during the work including those carried out
by subcontractors and suppliers

» verification that defects are satisfactorily
completed

» inspections and tests on final completion to
verify that all specified requirements have been
met, {pricr to handover).

Any special tests which are to be carried out by
laboratories are carried out by registered NATA testing
organisations.

The ITP forms provide a record of the inspections and
tests undertaken. They also cross reference to the
relevant guality inspection records such as survey
results and any test results. These record the
evidence of conformance to specified requirements.
TPs Include relevant subcontractors’ /suppliers
records. The ITF forms identify the people responsible
for the inspection and tests and for verifying
conformance with specification.

HB/MBA 150 9003:1994

Details of what is to be inspected or tested according
to the ITP are listed. The Work Instructions are
provided at the back of each [TP or special
procedures or work instructions may be used for
compticated works.

The sequence of items on the iTP also designate the
status of inspection and tests being carried out on the
job. When each of these are complete the ITP's are
signed off. Any work which does not conform is listed
on the Nonconformance Report and reformed in the
ITP.

References: _
Inspection & Test Plan Procedure Form No. PF11,
(1ISO 9003:1994 clause 4.10 refers)

11 Control of inspection, measuring and test
equipment

We do not use any inspection, measuring or test
equipment to verify the conformance of the finished
house, We do however use instruments such as
dumpy levels, spirit levels and tapes throughout the
building of the house which are calibrated to industry
requirements. We ensure these are maintained in
good working order to ensure ongoing reliable
performance and accurate results. Equipment is
selected to suit the accuracy of its intended application
and usage is restricted to its range of accuracy. it is
used by trained people in a safe and proper way.

if this egquipment is found out of calibration it is
repaired hy A authorised [aboratory or replaced.
Before we uSE the instruments, they are checked as

necessary td‘&%@ey are OK.

References: @ P
(1SC 9003:1994 clause 4.11 }'aejfgrs)

12 Inspection and test status

All work inspected is signed off on the ITP as the work
progresses. We monitor that no work is carried out
until the previous inspection points have been
satisfactorily achieved.

The status requirements for inspection and tests are
as detalled in the Inspection and Test Plans’.

Reference:
(IS0 9003:1934 clause 4.12 refers)

13 Control of nonconforming product

We carry out our woik in a way that prevenis things

from going wrong. However we recognise that

exceptions may occur from time 1o time in our

business or on a job. We report all of these ona
Nonconformance Report.

@ COPYRIGHT
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They are discussed with the person concemed. They
include items on the defects list.

We take full responsibility for taking action
immediately on anything wrong and to control work
that does not conform to specified requirements.
Where this affects the quality of the final job we place
that part of the work on hold until it is fixed up. This
includes sub contractors work. If the proposed
action involves a change from the client's
requirement they are consulted before proceeding.
Those involved in the work are notified. Records of
nonconformance are kept and the effectiveness of
the action taken is monitored. When they are fixed
they are re-inspected and noted on the
Nonconformance report.  This prevents defects
being included in our work when handed over to the
client.

References:
C Nonconformance Raport - Procedure Form No. PF9.
(1SO 9003:1994 clause 4.13 refers)

14 Corrective action

We aim to prevent anything from going wrong by our
initiative, experience and foresight.

We also identify anything which needs corrective
action or improvement. Significant items are
recorded and investigated to determine the root of
the problem. This includes complaints from the
clients and complaints we have with our suppliers.
The items are resolved according to the size and risk
involved. We regularly review action taken to make
sure they have improved our business. Records of
corrective action items are included in the Job Daily
Report (Diary Note).

_ Reference:

“Yob Daily Report (Diary Note) - Procedure Form No.
PF2.
(1SO 9003:1994 clause 4.14 refers)

15 Handling, storage, packaging,
preservation and delivery

The requirements for handling, storage, packaging
presentation and delivery relates to the resuit of our
final building works at handover. No procedures are
required.

Reference:
(ISO 9003:1994 clause 4.15 refers)

16 Control of quality records

Records are kept to demonstrate that our work is
correct. These are always readable and kept in a
filing system for the business. Records of quality for
each job including relevant sub-contract records are
referenced to the job and maintained to show the
conformance to specified requirements.

The records include all contracts, specifications,
drawings, test results and our completed procedure
forms. Quality audit reports and management
reviews are also kept. These records may be
provided to the client for observation to show that
their specified requirements have been achieved,
Job records are retained for seven years or as
otherwise agreed with the client.

References:
Job Filing System - Procedure Form No. PF1.
(1SO 9003:1994 clause 4.16 refers)

17 Internal quality audits

To ensure that the system procedures and technical
procedures are operating effectively, we conduct
independent intemal quality audits. This is done
regularly on some current or recently-compieted jobs.
Additional intemal job audits are conducted if
specified by the client. The audit results are put into
a diary and Nonconformance Reports raised if
necessary. These are discussed with the person
concerned and timely action is taken. Follow up
verification audits are taken if required for each
nonconformance.

References:

Audit Report - Procedure Form No. PF&.
Nonconformance Report - Precedure Form No. F9.
(1SO 9003:1994 clause 4.17 refers)

18 Training

All of our personnel are briefed on their specific roles
and responsibilities with regard to our Quality System
inspection and testing. Training needs are identified
and trainjng. is provided when necessary, to ensure
that all @F&bnqel have the specific skills and/or
qualifications [fo~perform their work and carry out
inspection an -‘te_éting'\

Records of employee:training and qualifications are
kept. e~

Reference:

(1SO 8003:1994 clause 4.18 refers)

19 Servicing (Not Applicable)

The scope of this Quality System does not includ
servicing. :

Reference:
(1ISO 9003:1994 clause 4.19 Refers)

20 Statistical techniques (not applicable)

The requirements of statistical control are not used
for house building and are omitted accordingly.

Reference:
(1SO 9003:1994 clause 4.20 refers)

® COPYRIGHT
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PART B: CHECKLISTS

List of Inspection and Test Plans

(TP 1
ITP 2
TP 3
ITE 4
ITP &
ITP 6
TP 7
ITP 8
TP S
TP 10
iTP 11
TP 12
ITP 13
iTP 14
ITP 15

Note:

Description

Site Works and Excavation
Concretor
Brickwork/Blockwork/Masonry
Prefabricated Framing
Carpentry — Framing
Carpentry ~ General
Joinery/Metalwork

Roofing

Plastering

Painter

Floor and Wall Finishes
Glazing

Plumbing

Electrical

External Works

Work Instructions are on the back of each ITP.

List of Procedures / Forﬁ?’s g
=

PF1
PF2
PF3
PF4
PF5
PF6
PF7
PF8
PF9
PF10
PF11

Description

Job filing system

Job daily report

Purchase order

Review of contracts by builder

List of documents and data we control
Muiti purpose - transmittal, instruction, etc.
Drawing register and transmittal

List of jobs

List of nonconformance

Job development actions

Inspection and test plan (blank form for copy and
use as new ITP's or changes to existing ones)

© COPYRIGHT
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This Quality System was prepared by a Joint QA Technical Committee of representatives from
the Industry from Master Builders Association Inc. (MBA) and Davis Langdon Australia (DLA).
It was approved on behalf of Master Builders Association Inc on 31 December 1996 and on
behalf of Davis Langdon Australia on 31 December 1996. It was published on 1 February
1997.

The following interests are represented on the Joint QA Technical Committee:

Master Builders Australia inc. Construction House 217 Norlhboum'e Ave, Tumer, ACT 2601
Phone: (062) 49 1433

Master Builders Association of Victoria 332 Albert Street, East Melbourne VIC 3002
Phone: (03) 9411 4555

Master Builders of Queensland 417 - 419 Wickham Terrace Brishane, QLD 4000
Phone: (07) 3831 7033

Master Builders Association of NSW 55 Holt Street Surry Hills NSW 2010
Phone: (02) 9281 3513\

o _
Master Builders Association of South Australiafé?igouth Terrace Adelaide SA 5000
Phone: (08) 2{1\7_356\6

Master Builders Association of WA 35 - STSig\Jelock Street West Perth, WA 8005
Phone: (09) 322 5133

Master Builders Association of Tasmania 59 Sandy Bay Hobart, TAS 7000
Phone: (03) 6223 2377

Master Builders Assoc. of Newcastle 165 Lambron Rd Hunter Region Mail Centre Newcastle
NSW 2310 Phone: (049) 52 6877

Territory Construction Association PO Box 37121 Winnellie, NT 0821
Phone: (089) 81 9666

Davis Langdon Australia 79-81 Franklin Street, Melbourne Vic. 3000
Phone: (03) 9663 4925

Review of Quality System. To keep abreast of progress in the building industry, this Quality
System is subject to periodic review and is kept up to date by the issue of amendments or new
editions as necessary. It is important therefore that users ensure that they are in possession
of the latest edition, and any amendments thereto.

Full details of all amendments and related publications will be found in the MBA Inc. Library;
this information is supplemented by the newsleiters from MBA Inc., which subscribing
members receive, and which give details of new publications, new editions, amendments, and
withdrawals,

Suggestions for improvements to the Quality System, addressed o the head office of MBA
Inc. are welcomed. Notification of any inaccuracy or ambiguity found should be made without
delay in order that the matter may be investigated and appropriate action taken.

The MBA Inc. Library also has available USER GUIDES for assisting in the understanding of
quality assurance in general and this quality system in particular. Training programs to
facilitate implementation are also available by contacting the Training Managers at your local
MBA office.
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PREFACE

This Quality System was prepared by a Joint QA Technical Committee of representatives from Indstry from
Master Builders Association Inc. (MBA) and David Langdon Australia. It supersedes previous MBA Manuals now
declared obsclescent, withdrawal to take effect on 1 February 1987,

The Quality System comprises Part A: Manual and Part B: Checklists. Together Part A and Part B comprise the

quality system elements, procedures and forms to comply with 1SO 9003:1924. The Quality System is designed

for house builders to provide them with the documents which;

« verify compliance with their customers specification at handover

« meet the Australian Standards AS/NZS [SO 9003:1994 Quality Systems - Mode! for quality assurance in
final inspection and test.

e Part A: Manual and Part B: Checklists are available separately or together.

QA CERTIFICATION

This Quality System has been assessed for the Master Builders Association by their Certification Body - “DLIG
Certification Services”. (DLIQ Certification No 2122). The DLIQ Document Review verifies this Quality System
has compliance with the Australian and International Standard 1SO 9003;1994 (greater than 90% compliance
rating for house builders). ﬁ

Purchasing this Quality System does not automatically provdg, i’l\use builders with certification to 18O
9003:1994 unless they can demonstrate their effective Implemen \tJaanemf‘cat:on audits will be done by the
Master Builders DLIQ registered QA Auditors. They will carry ou ‘Audits for each house builder on sie as
appropriate to achieve third party “five star” certification for the Certification Body. Applications for QA
Certification are available from your local MBA office.

AGREEMENT
This Quality System is sold and the customer agrees to purchase and use it on the following conditions:

1. Davis Langdon Australia Pty Ltd (DLA) znd Master Builders Association inc (MBA) owns full copyright in all
documentation and materials that make up the Quality System.

2. The customer shall not make any copy of any part of the Quality System or its contents in any form or by any
means whatsover and shall not sell, reproduce or otherwise use the Quality Systern ouiside the customer's own
operations and activities. The forms in Part B of the Qualtiy System may be copied or customised to suit each job and
specification,

4. Without limiting any obligations of the customer, the customer may make modifications to the Quality System to the
extent that they are open for medification.

5. Any right given to the customer under this agreement shall not be transferred, rented, leased, sold or otherwise
disposed of to any other person or company.

5. DLA and MBA warrant that the document substantially meets the requirements of quality assurance for house
buitders. All defects are o be reported and claimed within the same 60 days from purchase. Notwithstanding any
other condition of this agreement, any express or implied warranty given by DLA/MBA will not apply if any defect is
caused by accident, misapplication, abuse, negligence, ighorance and or inability fo use the Quality System and the
customer agrees that the maximum liability in any case whatsover shall be limited to the actual price paid by the
customer for the Quality System.

7. All Quality Systems are subject to copy control provisions and bear a unique identifier. Unauthorised copies will be
ineligible for Certification.
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CONTENTS OF

QUALITY SYSTEM
Page
FOTEWOPRH ... eer e s remer e s e ae e s sace s ser s e v rananans 1
IPITOAUGCHION ovvvevreeeersrenrermeaesssressessosssrsmessesemsesssmsemsssessesessossessoessessseseseees 2
PART A: MANUAL ..o crramenenes {see separate document)
PART B: CHECKLISTS .....oocceicireeemrcrecrassanrssessrsssssnsvassssssesanes —_— 4

List of Inspection and Test Plans

ITP1  Site Works and excavation
ITP2  Concretor

{ITP3  Brickwork/Blockwork/Masonry
ITP 4  Prefabricated Framing

ITP5  Carpentry ~ Framin \\

ITP 6  Carentry — Genggﬁgj\,
ITP7 Joinery/Metalwp& N
TP 8  Roofing )
ITP9  Plastering ')
[TP10 Painter e

TP 11 Floor and Wall Finishes

ITP 12 Glazing

ITP 13 Plumbing

iTP 14 Electrical

ITP15 External Works

Note:  Work Instructions are on the back of each ITP.

List of Proceduregyf Forms

PF1 Job filing system
PF2 Job daily report
PF3 Purchase order

PF4 Review of contracts by builder

PF5 List of documents and data we control
PF6 Mutti purpose - transmittal, instruction, ete.
PF7 Drawing register and transmittai

PF8 List of jobs

PF9 List of nonconformance

PF10  Job development actions
PF11 Inspection and test plan (blank form for copy and
use as new |TP’s or changes to existing ones)

Note:  All ITP's and Forms are copied so that they are consistent for
every job. This cuts the cost of quality and provides better
quality assurance for our clients, suppliers and subcontractors.
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Foreword

The Master Builders movement is Australia’s oldest industry association.
Founded in the early 1870s in Melbourne, Sydney and Newcastle, its
primary role is to promote the viewpoints and interests of the building and
construction industry.

Today the MBA's membership consists of large national, international,
domestic (housing) and commercial builders and contractors through to
smaller local subcontracting firms. Memberships for the MBA movement
represents 95 per cent of all sectors of the building industry. The MBA has
offices throughout Australia.

Our key aim is to increase the professionalism of the industry, by ensuring
that our members are better skilled, advised q\i\nformed.

N\
To assist in achieving this aim, the B\A povement provides services to
members in a broad range of areastring uglngak:ontracts, industrial relations,
technical matters, building inspé‘ct'ﬁns',‘ insurance, training quality
assurance and occupational heaith and-safety.
In this way the MBD continuously improves to promote and service the
industry in general and its members in particular,

Davis Langdon Australia (DLA) is part of a worldwide consultancy
providing services to the engineering, mining, building and construction-
related industries. The firm has five offices in Australia Hobart, Melbourne,
Sydney, Brisbane, Perth and a further 52 offices throughout Asia, the
United Kingdom, Europe and the Middie East.

Davis Langdon Australia is part of the worldwide organisation, Davis
Langdon and Seah Intemational thereby add to its local resources the
immense strength of a truly international building and gonstruction
consulting group.

Davis Langdon Australia's services include:
» Construction Cost Consulting and Quantity Surveying

» Project Risk Management and Project Management Services
« Quality Management Services
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Introduction

This Quality System is for house builders and is designed to comply with the
quality system requirements of the [ntemational Standard AS/NZS ISO
9003:1994. It is for use by the house building business for quality assurance
purposes. Part A: Manual sets out the gquality systemrequirement for
assuring that quality meets specified requirements.
a

Part B: Checklists are the forms which are used on each job to verify and
providé Guidance that the specified requirements have been met. The quality
systemn Part A: Manual is completed with businesscdetaiis and the blank

forms of Part B are copied, used and signed ofyé\r\é%ch job. If necessary

they are added to or changed to suit the job rfgﬁ\eto our- business needs,
They show the job is to specification. 6\(

This conformance at final inspection and test j§)finally verified by signing off
the [TP's prior to handover. ~

Note: The quality system requirements addressed in this manual are
complimentary to the conditions of a contract and any contract specificaion
and drawings. These are based on the level of complexity of house building
and our knowledge, skills and qualifications and the  requirements for
registered house builders,

This quality system is used in its current form, but is customised by adding
or deleting any details for specific contractual situations. The quality system
(Parts A and B) are effectively implemented to demonstrate compliance with
18C8003:1994 including external and third party audits.
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WIO1 Site Works and Excavation

1. Prior to commencement on the job a licensed surveyor must be employed to ascertain
the set out points for the building and datum levels if applicable. ' If survey pegs are
already located ensure they are the ones defining the property you are building on.
Survey drawings and the like should be retained as records.

2, The site should be cleared to allow construction or excavation to commence.

3. Establish site services and amenities as required and available water — power, sewer,
loading, sheds, toilets etc. &

4.  The bulk excavation should be carefully done @ yels being checked to ensure that
only the correct excavation is done. The ] Ne finished bench levelling should be
recorded in a diary,

If fill is required it must be compacted in layers as specified in the engineers
specification (usually 150 mym). Compaction testing must be carried out if specified by
an authorised tester and the results retained.
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WI02 Concrete Inspection

L.

10.

Ensure set out lines and levels are adequate. The initial lines and levels should be
provided by a plan established by a Licenced Surveyor.

A detailed excavation should be set out correctly from the existing datum lines. Detailed
excavation should be to a depth and width as required from the structural drawings. If
required the council or other regulatory body should be given the opportunity to inspect
these excavations. If the authorities do inspect ensure that records are kept in your diary
of the day of inspection and precisely what was inspected by whom and the outcomes of
the inspection.

Install termite barrier/treatment to specifications - obtain certificate/approval from
authorised installation body.

Check the formwork installation for line, level and rebates; setdowns, voids, inserts,
services, conduits. (NB: for suspended slabs 6 work to approved design).

Check waterproof membrane for comp,le il .especially around penetrations,
thickenings and edge beams.

Ensure reinforcement installed to detail
* type and size;

* laps and support;

» cover for bottom and top.

Ensure all -

»  plumbing inserts etc. instailed - tape ends;

»  electrical conduits in place - tape ends;

» any other penetrations setdowns and inserts are in the correct location.

Pre pour inspection.

s ensure all above inspections complete;

* enter time and date of inspection in diary or site memo. Include names of personnel
involved.

Concrete pour inspections

= check concrete delivery dockets prior to placement to ensure correct strength, slump
etc;

»  retain delivery dockets;

= arrange for testing if specified;

»  ensure the correct finishes are known and identified on the areas poured;

» ensure the levels are within the allowable tolerances;

» mark up on the drawing the areas poured and initial and date adjacent on the drawing
or make a diary entry recording area poured detailing inspection personnel if required.

Ensure the slab is cured as required for at least seven days.
Ensure all formwork stripped and removed, the area Jeft clean, including penetrations,
setdowns inserts, membrane etc,
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WI03 Brickwork/Blockwork/Masonry

The specification should indicate what samples are required for approval. These may
include the type of bricks, colour of bricks, type of jointing, colour of mortar and the
like. All these must be agreed with the client prior to commencing any brickwork. A
sample panel of brickwork may be required. Approval must be obtained from the client
and either form part of the contract or should be confirmed in writing to the client.

From the survey pegs ensure that the set-out is correct. Ensure that the bricklayer is
working to the correct line and levels that are requirgd to comply with the drawings.

The masonry should be inspected as w @s with walls checked for their .
straightness, plumb, with the correct ti @ roof courses, lintels, sills, openings,
vents, tie rods etc. As walls or areas a%p ¢ted mark up the drawing, sign and date
the areas of walls inspected. This may B&’in areas or the whole house at the end of
construction, Alternatively enter details in your diary.

The brickwork should be cleaned to the specified requirements and when this is done an
entry into the diary should be made. :
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WI04 Pre-fabricated Frames - Metal/Timber

L.

Shop drawings for these should be prepared by the sub-contractor/supplier. These need to
be checked by the various concerned people such as engineers, certainly the builder, to
ensure that they conform to the architectural and structural drawings especially the
dimensions and will suit the project. These drawings should be stamped or signed for
construction by either/or the builder and sub-contractor. A signed copy of these drawings
should be kept,

The sub-contractor should supply a delivery docket with the frames when delivered to the
site. Obtain the delivery docket as evidence that the frames have been manufactured in
accordance with the approved shop drawings.

Ensure that the set out for the walls and/or roo %ect to the agreed survey lines.
Erection of the panels should proceed with@j ion ensuring:

* frames are inserted at the correct ce&?

* frames are in line, level, plumb;

* frames are adequately braced and secured in position with fixings as required.

Mark up the shop drawing, sign and date it to indicate that frames, their installation and
their connections are all complete and in accordance with the shop drawings.

PRRTIECT N FEPTIREY L A
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WI05

Carpentry Framing Inspection

The design of timber framing may be part of the contract documents. If so ensure that
these are adequate as the work proceeds. If any framing does require design it should be
done in accordance with the right timber framing code and if necessary seek engineers
approval. Any computations or work to do with the design to any members should be
maintained. The computations etc, stamped by the building permit must be maintained.

Ensure that all works are set out in accordance with the established survey.
The sub floor framing should be inspected to ensure that:

the stump hole excavation is to the required depth and diameter;

the correct stumps are installed with adequate concrete base;

stumps are backfilled and if bracing is required adequate and correct bracing installed;
bearers and joists installed to the correct line and level, trimmed and correct
allowances made for walls and the like;

= if sheet flooring is installed at this stage ensure that it is installed to manufacturers
requirements. All edges must be supported adequate:

The records for carpentry framing will be marlq@p the drawings when areas are
inspected and found to comply. These should b&(sig: gnqd and dated. Alternatively diary
entries may be made to provide records of msp\ecuons "These will be the records for all
carpentry framing inspections. )

Wall framing to be inspected to ensure that:

» the set out is in accordance with the survey drawings to provide the correct lines and
levels for the project;

» walls should be constructed with the correct studs, centres, bracing, beams, lintels etc
as approved design;

» frames should be checked for plumb, level and straightness;

» ensure all openings are in the correct location and to the right size.

The roof framing should be checked to ensure the:

* the correct pitch and shape of the roof is set out;

= the comect sizes, supports, connections of the timber members are used;

= ridges, hips, valleys are installed as required;

= eaves and fascias are to the right size and line;

= battens if required, trimming to sky lights, openings and the like are installed.

Ceiling framing to be checked to ensure the correct size of members and the centres are
correct.

If termite treatment is to be installed this must be done at an appropriate time when the
under floor area is clean of debris and the area treated will not be disturbed after
treatment. On completion of the termite treatment ensure that a certificate is obtained
from the applicator to provide evidence that the treatment has been installed zmd complies
with the Australian Standard.
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WI06 Carpentry/General

10.

11

12.

The records for all the carpentry items in general will be the marked drawings,
schedules which are signed and. dated or a diary entry to indicate compliance of the
particular unit with the drawings and specifications.

The windows schedule may be part of the original contract. If this is to ensure that the
supplier is given all appropriate details. If not ensure that the correct type, size,
material, finishes etc of the windows is agreed with the client and confirm their approval
in writing to the client.

The door and hardware schedule should also be agreed with the client if it is not already
part of the contract. Ensure the comrect types of doors and frames, the sizes, the
materials to be made of, hardware to be used and the like, prior to commencement.
Again, confirm in writing to the client their approval.

If external cladding is to be installed ensure that it is the right type, installed in

accordance with any specific details on the dra@\rings. Sarking or other membranes

should be installed behind the cladding. Wirdi W and door frames may be installed

before or after the cladding depending on e etails and flashing required. Ensure

whatever method used that the installliﬁti@ 1l withstand moisture penetration. On

completion inspect all cladding to e s\lgfe\completeness and water tightness of the

building. N/

Inspect the doors and windows after installation to ensure that:

= the units are plumb and in line;

= flashings are installed to detail to ensure water tight openings;

*  if sealant or the like is required this is installed at the appropriate time to render the
opening waterproof.

Floorboards if specified should be inspected to ensure they are installed to industry
standards which ensures they are clamped and nailed, either exposed or secret nailing,
If any sisalation or insulation under the floorboards ensure that this is installed.

Ensure external trims such as facias, barges, soffit linings are installed according to the
drawings.

Intermal doors should be inspected to ensure they comply with the drawings, schedule
and specification and they are operable.

Ensure that skirtings, architraves, pelmets or other trims are installed to detail with
mitred corners and the like to all openings requiring that detail.

Ensure internal timber linings are installed to the areas specified with correct trimmings
and the like.

Ensure that insulation is installed to wall cavities with the correct R value installation
used. Ensure that there are no gaps to allow air penetration.

Insulation to the ceiling must be checked similarly to ensure the correct R value
insulation is used and there are no gaps in the installation of the insulation.

Window and door glazing must be checked by the installer to ensure glass complies with
the Australian Standard. A certificate of compliance should be sought and gained from
the glazier.
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WI07 Metalwork/Joinery

Shop drawings should be obtained and reviewed to ensure that the correct sizes, finishes,
fittings and fixtures etc are included and the shop drawings are approved by the builder
and the client (if required) prior to commencement of construction.

When installed ensure that the kitchen, bathroom robes and other joinery is installed to the
correct details. Trims and the like should be inspected to ensure there are no gaps. All
joinery should be inspected to ensure that it is operable, Metalwork should be inspected
to ensure it is secure, welds ground/filled, all finishes as specified and protective
coverings installed/removed as required. The records for this will be diary notes or
drawings marked up to show the installation is co

lies with the detailed design and that

Built in joinery should be inspected to ensure{{{ &
it is operable. g

Internal stairs should be inspected to ensure that they comply with regulations and details
for the stair construction. Goings and risers should be in compliance with regulations.
Banisters and hand rails should be checked for compliance.
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WI08 Roofing

The evidence of compliance will be diary notes/marked up drawings.

1. The gutters and sumps should be checked to ensure their comect type and size, fixed
securely and sealed. Also ensure that they are to fall and drain properly.

Again the evidence of compliance will be marked up drawings and/or diary notes to
_indicate these inspections have been made and the installation complies with the drawings
and specification.

2. Inspect all the valleys and under flashes to ensure they are installed properly, lapped and
sealed to provide a water tight flashing.

3. Sarking and insulation should be installed if required to detail. Lap sarking and ensure
there are no gaps in the insulation.

4, a) Installation of roof tiles should be in accord% with manufacturers specification.
Ensure that battens are installed to the t™¢entres, Ensure that the tiles are
installed and secured as required, the zno gaps, no leaks, no cracked tiles
installed. @

b) For metal deck or corrugated metal roofs ensure that they are installed to the
manufacturers specification with screw fixings as prescribed.

For both types of roofs ensure that the correct method of tying the roof down complies
with the terrain category specified.

5. Ensure that ridges and flashings are installed according to details. Ensure there are no
leaks, all lapping is correct and all joints are sealed as required.

For tiled roofs ensure pointing to ridges, gable etc. are to colour and complete.

6. Ensure that the correct type and size of downpipes are installed and secured with positive
laps and connected to the storm water system.
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WI09 The Plasterer

The evidence of compliance will be marked up drawings and/or diary notes for all
inspections for the plasterer.

1. Insulation should be installed to specification ensuring a tight fit between studs, rafters
etc. No gaps should be evident.

2. Wall linings should be inspected to ensure the correct installation with corner angles and
the like installed. Ensure all joints are sanded smooth, ready for painting, WR board to
wet areas, flashed and sealed to manufactures details.

3. Ceiling linings should be inspected to ensure all joints are completed, filled and sanded
off.

4. Comnices and mouldings should be inspected to ensutd the correct types are installed to the
details necessary, all mitre cuts filled and the ar%e teady for painting.

5. Internal solid plastering should be check e that the correct thickness of plaster
was installed, the correct angles used for ¢ s and the finish is flat and straight.

6. External render should be inspected to ensure that it is installed to the areas as required, to
the depth as required with all ex angles, trims etc as required.
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WIi0 Painter

1.

A colour schedule must be agreed with the client prior to commencing on the paint work.
The colours, types of paint, locations of different paints, colours must be agreed with the
client. The agreed schedule should be approved by the client and confirmation given in
writing to the client.

If necessary sample panels may be prepared and agreed prior to commencement.

The external paint work to walls, windows, doors, trims should be inspected to ensure
that:

preparation satisfactory eg. masking, filling, sanding;

there are no runs, no splashes, no oversprays;

priming coats, undercoats and top coats are completed to the specification and/or the
manufacturers instruction;

correct paint work in the correct location as per the schedule;

masking etc. removed and area left clean.

Intemal painting to walls, ceilings, windows, doors, trims should be inspected to ensure

that: xﬁ\
’/‘Jv,\sanding;

preparation satisfactory eg. masking, ﬁll%

there are no runs visible in the paint Worky

there are no splashes or overspray gn

priming coats, undercoats and top ats are completed to the specification and/or the
manufacturers instruction;

all masking and protective materials should be removed and cleaned away;

correct paint to the schedule applied.

Wall paper should be inspected on completion to ensure that:

It is installed to the manufactures recommendations;
The joints are vertical and no gaps are visible;
Trimming to openings, skirting and cornices is satisfactory.
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WI11 Floor & Wall Finishes

1.

Finishes schedule must be approved and agreed with the client prior to starting. Colours,
types of materials, precise locations and junction details should be agreed. Confirmation
must be given to the client of acceptance of the finishes schedule. Supply samples as
necessary to achieve acceptance.

Wall tiles should be inspected to ensure that:

the correct glue is being used;

flashings installed if required;

there are no drummy tiles evident;
grouting has been installed and cleaned up;
the areas is left clean,

Floor tiles should be checked to ensure that:

the correct adhesive is used;

there are no drummy areas of flooring under the tiles;

tiles are grouted and left clean; _

any shower outlets or floorwastes are cleaned out to ensure no grout or glue is washed
down into the drain

Vinyl sheet or tiling should be inspected to ensure that:

* the correct underlay is installed if required to manufacturers recommendations;
" the vinyl is laid to the required areas with joints welded as appropriate and skirtings
installed.

If silicone or mastic sealant is to be installed it should be inspe.ctf:‘d to ensure that the areas
are watertight and no gaps are evident. Clean up including e@ess sgalant.

If parquetry or cork specified these should be -s(\ed to manufacturers and/or
specification recommendations over the floor as requﬁg@ Check to ensure that all cuts,
mitres edging and the like are carried out in accordance with the plan.

Ensure the timing for sanding and sealing is done to ensure the job is done in a suitable
environment eg. no tradesmen, no dust etc. Sanding and sealing any floor boards,
parquetry or cork must be done in accordance with the manufacturers and/or specification
recommendations. Ensure that the areas are finished as required, all protection removed
and the floor left to cure for the minimum period recommended.

Install carpet and ensure that all edges are secured, all trims and naplocks are installed to
the required specification.
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WI12 Glazing

L.

Glazing to external windows and doors may have been covered under the Carpenter
General with the supply of the windows and doors. Any further glazing required must be
done in accordance with the Australian Standards. A Certificate of supplied by the glazier
to verify that the correct glass has been installed. ﬁ

Shower screens and doors must be inspecte > that they are the correct type and
e

colours and details as the plan. They must b d4and operable.
Ensure mirrors installed are to detail, they are secured and sealed as required.

Clean all glass surfaces internally and externally and all mirrors.
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WI13 Plumbing

1.

2&3

10.

Ensure that the schedule of fixtures and fittings to be used throughout the house are
agreed with the client. This includes the colours, types, locations and the like of all
units. Confirmation in writing must be given to the client of approval of the schedule of
fixtures and fittings.

Ensure authority applications are made as required and receipt filed.

Stormwater and sewer drains. The installation of stormwater and sewer drains should
be inspected to ensure that:

= they are to the correct line required;

» the excavation are to the correct lines and falls as required;

* bedding materia! and the correct pipes are installed to falls;

= backfill installed as required especially under driveways and the like;

= sewer drains are tested to ensure they comply with regulatory requirements;

= connection to outlets is made;

* allowance for connections into the house are completed.

Underground water and gas services should be run from the meters into the house in
accordance with regulatory requirements. Excavation depths and backfill material shall
be in accordance with the regulations and site requirements.

The rough in of services, ie, sewer, hot water, cold water gas within the structure

should be inspected to ensure that:

= correct materials are used for all services;

= falls are maintained in all the sewer pipewo;r(%@

* hot water, cold water and gas pipework is ifistalléd o the right sizes and to
regulations; N2

= all services are clipped and secured to the structure to ensure a solid installation;

= pressure tests are carried out on the services as required,

* record the results of pressure tests carried out in diary notes or other entries — record
the type of test and pressures recorded.

The installation of fixtures should be checked to ensure that they are installed to the
manufacturers recomumendations and/or the drawings and specification for the project.

Fitting off the sewer, hot water, cold water and gas within the structure should be
checked to ensure that all the correct fittings are connected in accordance with
regulations and manufacturers recommendations. Purge the systems and ensure all
fittings and appliances are operative.

External cold water and other services required should be inspected to ensure that they
are in the right location and they are operative.

Maintenance manuals, as-built drawings, gnarantees must be submitted on completion
of the job. These must be checked prior to handing over to the client to ensure that
drawings are complete and indicate the precise location of services and that the manuals
provide any brochures and guarantees for all the fixtures as installed in the house.

Authority inspection and approvals should be included in this handover.

If a heating system is to be included this must be checked to ensure that it is installed to
specification, working and the maintenance manuals are available for the owner.
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WIi4 Electrical

All wiring, rough in should be chegked to ensure that it complies with the drawingg,
Specifications and regulations,

The electrica] outlets shovi!\rd@ &) d off and inspected to cosure that the circujts are
Operative and all outlets WOLK JVOIt meter and amp meter testing shoulq be carried oy 45
required by the electrician. Ciftuits should be identifieq on the switchboard,

The maintenance manuals and as-hyj drawings must be submitted and reviewed for
completeness Prior to hand over to the client, This hand over should include the
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WI15 Externai Works

1.

On completion clear away all debris.

External structures shouid be constructed using the appropriate ITP’s tq control the
process if necessary €g. ITP HOI1 - Site works and excavation
ITP HO2 —Concretor
ITP HO3 - Brickwork etc.

Alternatively inspect the structure on completion against the specifications and drawing,
and sign the ITP when satisfied it is correct,

Fences and &ates are to be constructed from the specified materjalg. Ensure correct lines,
levels and type of fence and gates, Ensure gates are operable.

Ensure landscaping is to detailed design %

— excavations, contouring, topsoil, plants@f}' etc.  Ensure maintenance of plants
O
AR

during defects liability period is resol\(agn
e

Ensure watering system is installed to pl d is fully operable. Operation manuals
should be handed over to the customer on Practical completion,
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JOB FILING SYSTEM

Filing Management

The following Filing System is used for this Job and quality records are filed accordingly.
(Cross out anything that is not applicable; add an new items).

Location

Maintained By

Drawings
= Lijst of Drawings, Amendments and Transmittals

= Current

=  Superseded

= (Other

Specifications
= Current

Contracts

Specific Standards / Regulations used

A\

Y

AN

)

Quality Records
= Quotes & Tenders

= NCR

Procedure Forms
= PF Job filing system

= PF2  Job daily report

= PF3 Purchase order

= PF4  Review of contracts by builder

= PF5 List of documents and data we control

= PFB Multi purpose - transmittal, instruction, etc.

= PF7  Drawing register and transmittal

» PF8  Listof jobs

= PF3 List of nonconformance

* PF10 .Job development actions

= PF11 Inspection and test plan (blank form for

copy and use as new |TP’s or changes to

existing ones)

\_Asbestos Bemevahl 69~

wQ H, & S-Eosmts

Procedure Forn PFIL
MAY BE REFPRODUCED




JOB DAILY REPORT (Diary Note)

JOB : JOB NO. :
DATE: START TIME: FINISH TIME:
WEATHER : AM PM:
TRADES CN SITE:
_{"".M: Action By Date
SN
AN
S
)
Nonconformance Report No(s)
for the day:
SIGNATURE: ..oiicicrvieecier e Date: ...
(Builder)

Procedure Form PF2
MAY BE REPRODUCED




Builders Company Name: ...
AdAIESS: oo
Phone: ................. reortrnrrreeeresennas Fax: ...
Contact Name: ............ ettt

PURCHASE ORDER

|_ To:

Order No: ......... etret———

Please quote our order number
on all delivery dockets and invoices

0
]
0
O
O
d

Quality Assurance: These items are to be provided and

verified in accordance with the

following:
IS09001 1994 Quality System Requirements
ISO 9002 1994 - Quality System Requirements
IS0 9003 1994 Quality System Requirements
Independent verification of compliance
Inspection & Test Plan (artached) or
The FOIOWING  1vvoeeeceveeveeieoeeee e

payment

WE RESERVE THE RIGHT TO RETURN GOODS WHICH ARE DEFECTIVE OR
ARE NOT ACCORDING TO SPECIFICATIONS OR QA REQUIREMENTS

Cost Code:

Original
1 Copy
I Copy

Authorisation:

L ] Date:......
Please supply the following Jtems:
Date Required
ate Require Description Price Quantity Amount
f \jveri&c To: TOTAL
M
Purchase Order Raised by:

Our Contact Telephone No:

(Officz use only)

Builder

Supplier
File/lob Copy
Accounts

Procedure Form PF3
MAY BE REPRODUCED
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REVIEW OF CONTRAGT BY BUILDER

(between the Builder and the Owner) .
—_—
—_—

The following is to be completed by the Builder before acceptance
Brief details of Quote:

or Tender:

or Contract;

or Order:

or Verba] Arrangements:

Were the contents of Step 1;

" adequately defined [ ]
" properly documented [] ]
(] ]

* agreed if verbal
{including site details)

<
Were there any differences between the Quote ¢ :;f.]'eiggjer and the Contract or Order
(Describe briefly) 1. Q

3 @®

Are these all resolved? Yes [1 No[]

Do we have enough labour and resources to do the job properly? Yes [J No [J

Are we going to accept the job? Yes [ No (1

Project No:

Signed:

(The Builder) (Date)
No. RECORD OF CHANGES RECEIVED BY ! INSTRUCTIONS
(Brief Detaiis) BUILDER DATE ISSUED 10 DATE

................. [ — |

Procedure Form PF4 MAY BE REPRODUCED

Procedure Form PF4
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LIST OF DOCUMENTS AND DATA WE CONTROL

NOT DRAWINGS.

‘The listed documents and data are available in our office or on site as required.

The following list is to be completed and kept up to date by the Builder. List the owners specifications and contracts for each
job / project and also any necessary office forms, codes of practice, Australian Standards, Rules and Regulations etc; BUT

ITEM NAME OF DOCUMENT OR DATA AUTHOR/ DATE OUR REVIEWED & AUTHORISED FOR
OWNER | ISSUED | LIBRARY REF USE DISPOSAL
No (Builden {Initials & Date)

RO

ANV
)

concerned. Training Is provided If required and a diary note kept accordingly.
2. Strike out if superseded, changed or out of date and withdraw and dispose of all copies properly.

3. Items shown with an asterisk “*” are to be kept for legal or historical purposes.

NOTE: 1.  Where any changes to these documents affects our work the Builder notifies all and issues revisions to 'ﬂ‘(_- e )

Procedure Form PF5
MAY BE REPRODUCED




T e oo (¥ Tick as applicable)
Company Name: .........o.oovevueeeecoeeeenooo [d Transmittai
AArESS! ..ottt (1 Instruction
............................................................................... (] Request for Information
Phone: e, FaX..oooeevee e, [ Variation
ARERLON: «.erretrieece e [J Audit Report
CONLACE ettt (] Memorandum
0 B, oo FTOM et

Date: ..o
Ll Mail [ Facsimite [ Courier [J By hand

<
SIGNE: it
g CI Lidﬂ.v‘\;

Procedure Form PF6
“MAY BE REPRODUCED




o DRAWING REGISTER AND TRANSMITTAL

The following list is to be completed and kept up to date by the Builder for each job.

The drawings are available in our office and / or the site as required.

TO: ---------------------------------------------------- SENT BY:
MAIL U nanpoeuvery O o
: TN e 0 courier
O e SIGO: e
' JOB /PROJECT: Date: e
DATE OF ISSUE; DAY
MONTH
YEAR [
DISTRIBUTION: No OF COPIES

REASON FORISSUE A Aporoval P-Prelim C_Constraetion F-nfa T-Tendar | |

DRAWING MEDIUM P-Paper F-Film T- Tracing 0-Disc ] I

DWGNO. DRAWING TITLE REVISION

2
Y

)
&%/ﬂ
o

E]ease dispose propery any previously issued copies

Procedure Form PF7
‘MAY BE REPRODUCED



LIST OF JOBS
To be updated and maintained by the Builder showing each new job.
OTHER JOB DETAILS (Optional)
JOB NO JOB NAME (Completed as necessary by the Builder eq.
location, owner etc.)
/:?:%\\\
S
N\

I~ ’ “:::J

NOTE: This joby number or job name is to be included on all job records
Procedure Form PF8

MAY BE REPRODUCED




JOB DEVELOPMENT ACTIONS

!
(complete as applicable for each jobs)

1. OH & S Actions:

A

Site Safety Plan

3. Training Actions:

Procedure Form PF1§
MAY BE REPRODUCED
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Bibliography

(informative only)

1ISO 9003: 1994, Quality systems - Model for
quality assurance in final inspection and test,

ISO 10011-1: 1880, Guidelines for auditing
qualily systemns - Part 1: Auditing.

1ISO 10011-2: 1991, Guidelines for auditing
quality systems - Part 2: Qualification criteria
for quality systems audjtors.

(4]

(5]

(6]

1SO 10011-3: 1991, Guidelines for auditing
guality systemns - Part 3: Management of audit
programmes.

ISO 10012-1: 1992, Qualily assurance
requirements for measuring equipment
- Part 1:

Metrological confirmation system for
measuring equipment.

ISO 10013: ", Guidelines for developing
quality manuals.

1SO 8407: Vocabulary (Definitions)
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X
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MASTER BUILDERS AUSTRALIA INC.

Master Bullders Australlz Inc.
Executive Director - John Murray
Construction House

217 Neorthboume Avenus,

Tumer, ACT 2601

Ph: (062) 49 1433

Fax: (062) 49 1373

Fax: (062) 49 8132 - Industrial matters

Master Builders’ of Queensland
Exacutive Director - Greg Quinn
417 - 419 Wickham Terrace
Brisbane, QLD 4000

Ph: (07) 3831 7033

Fax: (07) 3832 2361

Master Builders' Assoc. of Tasmania
Executive Director - Des Hodgman

58 Sandy Bay

Haobart, TAS 7000

Ph: (03) 8223 2377

Fax: (03) 6223 4194

Master Builders® Assaciation of Victorla
Executive Director - Brian Welch

332 Albert Strest

East Meiboume, VIC 3002

Ph: (03} 9411 4555

Fax: (03) 9411 4591

Fax: (03) 9416 2239 - Industrial matiers

Master Bullders’ of South Australia
Chief Executive Dirgctor - Robert Stewart
47 South Terrace

Adelaide, SA 5000

Ph: (08) 211 7466

Fax: (C8) 231 5240

Master Bullders' Association of Newcastle

Executive Director - Robert Fuller
165 Lambron Road

Hunter Region Mail Centre
Newcastle, NSW 2310

Ph: (049} 52 6877

Fax: (048) 52 6612

Master Builders’ Assoclation of NSW
Executive Director - Shane Goodwin

55 Holt Street

Surry Hills, NSW 2010

Ph: (02) 9281 3511

Fax: {(02) 9281 3822

Master Builders' Assoclation of WA
Executive Director - Michael McLean
35 - 37 Havelock Street

West Parth, WA 6005

Ph: (08) 322 5133

Fax: (08) 322 5518

Territory Construction Association
Executive Director - David Malone
PO Box 37121

Winnellie, NT 0821

Ph: (083) 81 9666

Fax: {089) 41 0275

DAVIS LANGDON AUSTRALIA

Brisbane

Contact - Malcolm Butcher
141 Queen Street
Brisbane, QLD 4000

Ph: (07) 3221 1788

Fax; (07) 3221 3417

Perth

Contact - lan Silver
255 Beaufort Streat
Perth, WA 6000
Ph: (08) 227 1477
Fax: (09) 227 1737

O

Hobart

Contact - Steve Gay
53 Salamanca Place
Hobart, TAS 7000
Ph: (03) 6234 8788
Fax: (03) 6231 1429

Sydney

Contact - Alec Horley

146 Arthur Street

North Sydney, NSW 2060
Ph: {02) 9954 5525

Fax: (02) 9956 8848

Melbourne

Contact - Leon Gardiner
79 - 81 Franklin Street
Melbourne, VIC 3000
Ph: (03) 9663 4925

Fax: (03) 9663 5722

Printed in Australia



