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1. Purpose
To define how the organisation's top management reviews the Quality Management System at planned intervals to ensure its continuing suitability, adequacy and effectiveness, and its alignment with the strategic direction of the organisation. To ensure that decisions on improvement, change, resources and risks are made based on objective evidence.
2. Scope
Applies to all Management Reviews of the QMS, including the annual comprehensive review and any interim reviews triggered by significant events. Includes the preparation of pre-read materials, the conduct of the review meeting, the recording of decisions, and the tracking of actions arising.
3. Definitions
	Management Review
	A formal review of the QMS by top management against defined inputs to determine outputs and decisions.

	Top Management
	The Managing Director and the senior leadership team — Operations Manager, Quality Manager, Procurement Manager, and equivalent senior roles.

	Pre-read pack
	Documentation prepared and distributed before the review meeting that addresses each required input.

	Action register
	The register of decisions and actions arising from Management Reviews, with owners, due dates and status.


4. Responsibilities
	Managing Director
	Chairs the Management Review. Owns the conclusions. Approves the action register.

	Quality Manager
	Plans the review. Prepares the pre-read pack. Records minutes. Maintains the action register. Drives follow-up.

	Operations Manager
	Presents operational performance inputs. Owns operational actions arising.

	Other senior leaders
	Present inputs from their area. Contribute to discussion. Own actions in their area.

	Action owners
	Implement assigned actions within target dates. Report progress at interim reviews.


5. Review Frequency
1. Annual full review —  Comprehensive review of all required inputs. Mandatory.
1. Quarterly interim reviews —  Performance and action-register focused. Pre-empts annual review by identifying issues early.
1. Extraordinary reviews —  Triggered by significant change — major customer loss, regulator action, restructure, certification audit findings.
6. Review Inputs (Cl. 9.3.2)
The Annual Management Review must address all of the following inputs. Interim reviews address a subset focused on performance, actions and exceptions:
	Input
	Presented By
	Source

	Status of actions from previous management reviews
	Quality Manager
	Action register; closure evidence

	Changes in external and internal issues relevant to the QMS
	Quality Manager
	Context Register (QMS-REG-CTX-001) update

	Performance against quality objectives
	Quality Manager
	Objectives Register (QMS-REG-OBJ-001); KPI dashboard

	Customer satisfaction and feedback from interested parties
	Quality Manager
	Complaints register; survey results; NPS

	Process performance and conformity of products and services
	Operations Manager
	Production reports; first-pass rate; NCR data

	Nonconformities and corrective actions
	Quality Manager
	NCR / CAR register; trend analysis

	Monitoring and measurement results
	Quality Manager
	KPI dashboard; calibration register status

	Audit results (internal and external)
	Quality Manager
	Audit reports; finding closure rates

	Performance of external providers
	Quality Manager / Procurement
	Supplier Register (QMS-REG-SUP-001) performance data

	Adequacy of resources
	Operations Manager / MD
	Resource utilisation; training gap analysis; capital plan

	Effectiveness of actions to address risks and opportunities
	Quality Manager
	Risk Register; treatment plan progress

	Opportunities for improvement
	All
	OFIs from audits, complaints, suggestions


7. Review Outputs (Cl. 9.3.3)
Each Management Review produces documented decisions on:
	Output Type
	Examples

	Decisions on opportunities for improvement
	What initiatives will be progressed; resourcing

	Decisions on changes needed to the QMS
	Policy, scope, structure, procedures requiring change

	Resource decisions
	Budget allocations, headcount, equipment, training investments

	Decisions on changes to risks and opportunities
	New risks identified; risks closed; treatment changes

	Updated quality objectives
	New or revised objectives and targets

	Conclusions on QMS suitability, adequacy and effectiveness
	Formal statement


8. Pre-Read Pack
The Quality Manager prepares and distributes the pre-read pack at least 5 business days before the review meeting. The pack contains:
1. Agenda confirming scope and timing.
1. Performance dashboard against all KPIs.
1. Status of actions from previous reviews.
1. NCR / CAR trend reports.
1. Audit findings summary.
1. Customer satisfaction data.
1. Supplier performance summary.
1. Risk Register update.
1. Any exception reports or matters specifically tabled.
Distribution is to all senior leaders. Attendees are expected to read before the meeting.
9. Conduct of the Review
1. Confirm attendees and quorum (MD + Quality Manager mandatory; senior leaders strongly preferred).
1. Confirm scope of the review (full annual or focused interim).
1. Review status of actions from previous review.
1. Address each input in turn. Discussion based on the pre-read pack — no extended presentations.
1. Develop and document decisions and actions for each input area.
1. Confirm conclusion on QMS suitability, adequacy and effectiveness.
1. Assign action owners and due dates.
1. Close meeting with summary of decisions and next review date.
10. Minutes and Action Register
Within 5 business days of the meeting, the Quality Manager issues:
1. Minutes recording attendance, key discussion points, and conclusions for each input.
1. Action Register listing each action, owner, due date, priority and verification method.
1. Updates to the Quality Objectives Register where targets or objectives changed.
1. Updates to the Risk Register where risks changed.
Minutes are signed by the MD and circulated to senior leaders. The Action Register is published on [QMS Portal] and reviewed at the next interim review.
11. Follow-Up and Action Closure
1. Each action owner is responsible for delivery by the agreed date.
1. Interim reviews check action progress and address slippage.
1. Closure requires evidence — completed deliverable, signed implementation, verification.
1. Quality Manager verifies closure before marking actions complete.
12. Records
	Pre-read packs
	Retained 7 years.

	Meeting minutes (QMS-FRM-MGR-001)
	Retained 7 years.

	Action Register
	Maintained current; historical actions retained 7 years.

	Updated Objectives, Risk and other Registers
	Per their own retention periods.

	Attendance records
	With minutes.


13. Related Documents
	Document No.
	Title

	QMS-PRO-007
	Internal Audit Procedure

	QMS-PRO-009
	Corrective Action Procedure

	QMS-FRM-MGR-001
	Management Review Record

	QMS-REG-OBJ-001
	Quality Objectives Register

	QMS-REG-CTX-001
	Context and Risk Register
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	✎  HOW TO COMPLETE THIS DOCUMENT  —  DELETE THIS SECTION BEFORE PUBLISHING

	Use these notes to tailor, complete and finalise this document before publication. Delete this section once done.

	1. Set the annual review date and recurring interim dates
Diarise. The annual review typically aligns with strategic planning. Interims are typically end-of-quarter.

	2. Build the pre-read pack template
Section 8 lists what it contains. Build a standard structure so each review draws from consistent inputs.

	3. Confirm KPI data sources
Every KPI in the dashboard needs a reliable data source. Confirm before the first review.

	4. Train senior leaders on their input responsibility
Senior leaders should know what they're expected to present. Schedule a briefing.

	5. Build the Action Register format
Action / Owner / Due / Priority / Status / Evidence. Make it visible — on the portal, not in a spreadsheet that nobody opens.

	6. Schedule the first review and prepare
Without a scheduled first review, this procedure is theoretical. Set a date, prepare the pack, hold the meeting.

	7. DELETE this guidance section before publishing
Select the entire yellow-bordered block and delete.
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