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Annual Management Review Schedule





INTRODUCTION

[bookmark: _Hlt59876286][bookmark: _Hlt67541998]Senior management shall review the business management systems, at planned intervals, to ensure their continuing suitability, adequacy and effectiveness. This review shall include assessing opportunities for improvement and the need for changes to these management systems. Actions should be recorded in the Management Review Minutes and the Non-conformance Register should be updated where improvement opportunities are identified.

	No
	 Frequency & 
Compliance Area
	[bookmark: _Hlt13024260]Feedback Record
	Process

	1.0
	MONTHLY
	
	

	
1.1

	Review Document Control
	Non-conformances
Document Control Register
	Ensure that the QMS is operating correctly and that only the current documents are being used.

	
2.0

	QUARTERLY
	
	

	2.1
	Management Review 
	Management Review Records
Changes to QMS
	
General overview of the QMS and the need for any changes to the structure.


	
2.2

	Review Dashboard (Non-conformances)
	Dashboard
	Review any open NCRs and their progress and recorded opportunities for improvements

	
2.3
	
Analyse Problems, Suggestions & Complaints
	
Dashboard


	Analyse results for trends or patterns

	2.4
	
Review risks and opportunities

	Non-conformance register
Risk and Opportunities register
	Take appropriate action to address risk and opportunities to the business and the quality management system.

	2.5
	
Future Policy/Planning and Review Objectives


	Business Objectives
Management Review Records
Quality Policy 
Dashboard
	
Continually assess/update policy to meet changing circumstances and/or legislation.
Review quality objectives to ensure the business will meet documented targets.  To review and demonstrate continuous improvement.


	2.6
	Resource Requirements including Staff Training 
	Business Objectives
Skills Matrix
	
Assess all resource requirements for current work activity including those required for the continuous improvement process. Assess past and future training/development to meet item 3.1


	2.7
	Results from internal audits
	Dashboard
Document Control Register
Work instructions (if applicable)
	
Ensures that the entire QMS is operating correctly and that only current documents are being used. 


	[bookmark: _Hlt67303060]3.0
	ANNUALLY
	
	

	3.1
	
Customer/Interested parties feedback 

	[bookmark: _Hlt67752152][bookmark: _Hlt61687755]Customer/Interested parties surveys/testimonials 
Dashboard
	
Assess feedback & update the Dashboard as appropriate. Record decisions in Management Review Records


	3.2
	Equipment Maintenance
	Wall planner
Vehicle & Trailer planner
Portable Appliance Testing (PAT) register  
	Ensure there are no significant problems.

	3.3
	Supplier/External Provider Review
	Approved Suppliers List
Dashboard 
	Assess supplier performance and take appropriate action/update appropriate register(s)

	3.4
	Results from External Audits
	External Audit Reports

	
Assess report and take appropriate action based on the risks involved. Update Dashboard


	3.5
	Results of BCP 
	BCP Test Document
	Asses BCP test and apply corrective action.

	Selected Months for Review

	Jan
	Feb 
	Mar 
	Apr 
	May 
	Jun 
	Jul 
	Aug 
	Sept 
	Oct 
	Nov 
	Dec 

	1.1
	
1.1-2.7

	1.1
	1.1
	    
1.1-3.4

	1.1
	1.1
	   1.1-2.7
	1.1
	1.1
	
1.1-2.7

	1.1
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