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	                            Management Review Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

This procedure defines a structured approach for scheduling, conducting, documenting, and following up on management reviews of the Integrated Management System (IMS) at SMSA. The review aims to evaluate system performance, effectiveness, compliance, and alignment with SMSA’s strategic direction, ESG priorities, and continuous improvement objectives.

2. Scope

This procedure applies to all SMSA functions, departments, and locations covered under the IMS. It governs how reviews are initiated, conducted, and followed up to ensure continual alignment with internal policies, applicable regulatory requirements, stakeholder expectations, and performance goals.

3. Definitions

· Integrated Management System (IMS): A unified framework implemented at SMSA, integrating standards including ISO 9001, 14001, 45001, 27001, and 22301 to support consistent, efficient, and compliant operations.

· Management Representative (MR): The designated person at SMSA responsible for coordinating IMS activities, reviews, reporting, and improvements.

· ESG: Environmental, Social, and Governance principles that drive sustainability and responsible business practices at SMSA.

· GRC: Governance, Risk, and Compliance practices supporting informed decision-making, accountability, and operational integrity at SMSA.

4. Responsibilities

· Managing Director (MD): Chairs the management review meetings and ensures strategic alignment across all levels.

· Management Representative (MR): Coordinates all review-related activities, including agenda preparation, data consolidation, communication, and documentation.

· Department Heads / Process Owners: Submit relevant inputs, support review discussions, and implement assigned follow-up actions.

5. Procedure

5.1 Frequency and Scheduling

Management reviews are conducted based on a predefined decision by senior management. The schedule is determined by SMSA’s leadership depending on emerging needs, compliance obligations, or operational developments.

5.2 Preparation

The MR consolidates performance data and feedback across departments, verifies the status of prior action items, prepares the agenda, and shares necessary documentation with participants in advance.

5.3 Attendance

Participation of the MD and MR is mandatory. Department heads must attend or designate informed representatives. No more than 30 percent of department heads may be absent. Absentees are responsible for reviewing the meeting minutes and submitting feedback.

5.4 Agenda and Review Inputs

The content and structure of management reviews are based on the following formal agenda documents:

· Management Review Meeting (MMR) Agenda 

· Environment, Health and Safety (EHS) Committee Meeting Agenda 

Management Review Meeting (MMR) Agenda

The following agenda items are reviewed during MMR to assess the performance and suitability of SMSA’s Integrated Management System (IMS):

· Progress against SMSA’s strategic goals and performance targets

· Review of departmental KPIs, service levels, and delivery standards

· Updates on internal and external surveys and feedback results

· Review of customer complaints, satisfaction levels, and trend analysis

· Review of previous management meeting actions and completion status

· Status and effectiveness of corrective and preventive actions

· Status of incident, accident, or near-miss investigations and outcomes

· Summary of internal and external audit results, findings, and trends

· Evaluation of legal and regulatory compliance across functions

· Review of changes in applicable laws, standards, and interested parties' needs

· Review of resource adequacy – people, tools, infrastructure, systems

· Performance against environmental objectives and impact controls

· Review of health and safety risks, hazard registers, and safety initiatives

· Updates on environmental aspects, impacts, and mitigation plans

· Review of SMSA’s carbon footprint and emission reduction strategies

· Progress on sustainability objectives, green initiatives, and ESG targets

· Evaluation of climate-related risks and adaptation measures

· Updates on energy efficiency, water conservation, and waste reduction efforts

· Evaluation of the effectiveness of existing risk controls and safety systems

· Status of EHS monitoring, inspection programs, and preventive measures

· Review of training programs, completed training, and skills gaps

· Communication and consultation outcomes from internal and external stakeholders

· Changes in products, services, processes, or organizational structure

· Review of IT and data security risks, controls, and incident trends

· Review of business continuity plans, drills, and recovery performance

· Updates on resilience planning, continuity testing, and readiness actions

· Review of third-party and outsourced partner performance and compliance

· Summary of WHO-GDP-related practices and cold chain performance

· Evaluation of IMS objectives, targets, and achievement level

· Review of lessons learned from exercises, audits, or incidents

· Review of document and record control practices

· Feedback from government authorities or external stakeholders (e.g., labor office, environmental authority)

· Communications from interested parties affecting quality, safety, or sustainability

· Review of environmental and sustainability disclosures and reporting obligations

· Review of IMS effectiveness and suitability for continued improvement

· Discussion of new risks, opportunities, and proposed improvements

· Final review of decisions, responsibilities, and action plans to implement

Environment, Health and Safety (EHS) Committee Meeting Agenda

The following topics are reviewed separately during EHS Committee Meetings to ensure compliance, employee safety, and environmental stewardship:

1. Opening Items
1.1 Welcome and introductions
1.2 Attendance and apologies
1.3 Review and approval of previous meeting minutes

2. Review of Previous Action Items
2.1 Status update on outstanding action items
2.2 Escalation or closure of unresolved matters

3. Incident and Investigation Updates
3.1 Review of incidents, injuries, near misses, unsafe conditions
3.2 Root cause analysis and corrective action tracking
3.3 Learning outcomes and sharing across sites

4. Training and Awareness
4.1 Toolbox talks, job coaching, and safety training schedules
4.2 Training effectiveness and coverage
4.3 Upcoming training calendar

5. Communication and Engagement
5.1 Internal EHS awareness campaigns
5.2 Staff feedback and safety suggestions
5.3 Engagement initiatives (e.g., World Safety Day)

6. EHS Risk and Compliance Monitoring
6.1 Review of EHS risk register and control status
6.2 Regulatory compliance updates (e.g., GACA, customs)
6.3 External communication updates (vendors, regulators)
6.4 Environment and sustainability target review

7. Performance Monitoring
7.1 Review of EHS KPIs
7.2 Progress on EHS objectives and annual programs
7.3 Review of site-specific safety initiatives

8. Policy and Procedure Review
8.1 Review of EHS policies and procedures
8.2 Legislative or operational changes
8.3 Alignment with IMS requirements

9. Operational Safety Updates
9.1 Operational changes affecting EHS
9.2 Safety inspection and walkthrough updates
9.3 Ergonomic and environmental improvement actions

10. Contractor and Third-Party Safety
10.1 Contractor compliance review
10.2 Contractor audits and follow-up

11. Emergency Preparedness and Drills
11.1 Emergency drill status and plans
11.2 Drill effectiveness evaluation
11.3 Emergency equipment readiness

12. Audit and Evaluation
12.1 Internal and external audit preparation
12.2 non-conformity and action closure updates
12.3 Self-assessments and site readiness

13. Other Business
13.1 Recommendations to SMSA management
13.2 Feedback or proposals
13.3 Next meeting scheduling

14. Meeting Closure
14.1 Summary of agreed action items
14.2 Responsibility and deadline confirmation
14.3 Adjournment

5.5 Review Process

· All participants evaluate the data, identify trends, and assess achievement of objectives.

· For unachieved objectives, root cause analysis is performed, and new actions or revised goals are set.

· Adjustments may involve reassigning responsibilities, extending deadlines, or enhancing resource allocation.

· New objectives may be set to address identified gaps or align with SMSA’s strategic direction.

5.6 Review Output

Each review must result in:

· Improvement actions with defined targets, responsibilities, timelines, and resources

· Updates or changes to processes, controls, or system design

· Action plans to address compliance gaps or risk areas

All outcomes are:

· Documented in official review minutes

· Clearly communicated to relevant stakeholders within SMSA

· Monitored until closure using established tracking mechanisms

5.7 Record Management

All records from management reviews must be controlled, maintained, and retained as per the Control of Records Procedure (Doc# 8744). Access is limited based on confidentiality, and records must be distributed to the appropriate SMSA stakeholders.

6. Related Documents

	Document Title
	Document Number

	Control of Non-Conforming Product and CAPA Procedure
	Doc# 1745

	Complaints Handling Policy – English
	Doc# 3126

	Complaints Handling Policy – Arabic
	Doc# 3509

	Internal Audit Procedure
	Doc# 517

	Environmental Aspects & Impact Procedure
	Doc# 2789

	Occupational Health and Safety Risk Register Procedure
	Doc# 2791

	Regulatory Compliance Document – KSA
	Doc# 8605

	SMSA Risk Management Policy
	Doc# 8757

	Management of Change (MOC) and Unplanned Activity Work Instruction
	Doc# 4157

	EHS Awareness Training
	Doc# 3937

	Management Review Meeting (MMR) Agenda
	Doc# 8242

	EHS Committee Meeting Agenda
	Doc# 5426
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