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	Our Management Review meetings are a formal appraisal of the systems we have been put in place: to determine whether we are making improvements, if they are happening quickly enough and what additional support or resources would help.

The ability to review and intervene is essential in project management and kaizen. Warning signals that interventions are probably needed include: any incidents, accidents or emergencies, missing interim KPI targets, an increase in non-conformities, complaints from customers, Council representatives or neighbours etc. These should all have been recorded as the basis for discussion and countermeasures.



· Representation at the Management Review meetings typically includes:
· the CEO
· senior management 
· the Environment Champion
· any other relevant staff or managers

· Review meetings are conducted every < insert time cycle > and discuss issues relevant to our EMS and wider environmental programme. The Agenda topics ensure we cover the critical issues for maintaining/improving our EMS and business.

The key question we ask for each agenda item is: is our work in this area helping us achieve what we want to achieve?

The performance of kaizen projects are evaluated at year-end to assist with project planning and performance improvements for the following year.

· Minutes include all actions, responsible person(s) and the timescale for completion. Minutes are held at: < insert location >.

Interim review meetings
· The Environment Champion undertakes interim < insert frequency > meetings with < insert a relevant management or top management representative > to discuss projects, progress and implementation during the year. A record of these meetings is held in the Environment Champion’s email. Meeting notes are located at < insert location >.



	Meeting Attendees
	Meeting Apologies
	Meeting date

	
	
	



This agenda covers all Diamond EMS requirements to ensure top management reviews the on-going effectiveness of our EMS. For practical reasons of time, we may not have time to cover all these EMS issues during a single meeting and they may be spread over a number of meetings. We ensure each item is covered at least once during a calendar year. 

	EMS items
	Discussion / Actions
	Dept follow-up

	Actions from previous meeting


	· Actions from the last review(s) were resolved.
	

	Operational or site changes:
	· We review if any changes occurred, which affect our strategic plans.
	

	· Scope and activities
· New influences, changes or EMS drivers
	



	

	· Interested parties’ needs and expectations

	



	

	· Significant environmental impacts (EMD 2.3)
	



	

	· Compliance obligations

	



	

	· Risks and opportunities (EMD 2.3)
	



	

	Kaizen projects performance:
	· We review performance.
	

	· Achievement of objectives and targets (end of year)

	



	

	· Results of monitoring, progress status and struggle points

	



	

	· Objectives / targets non-conformance and corrective actions
	



	

	· Results of internal & external audits/inspections/checks

	



	

	· Non-conformance and corrective actions

	



	

	Interested party communications:
	· We review the changes in needs and expectations of interested parties
	

	· Concerns or complaints received

	
	

	· Other


	
	

	Adequacy of resources


	
	

	Opportunities for improvement
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