SOP: Quality Assurance and Continuous Improvement
Reviews

This SOP details the processes for quality assurance and continuous improvement reviews, focusing on
systematic evaluation of products and services to meet established standards, identification of areas for enhancement,
implementation of corrective actions, and ongoing monitoring. The goal is to ensure consistent quality, optimize
operational efficiency, and foster a culture of continuous improvement within the organization.

1. Purpose

To outline the procedures for conducting quality assurance and continuous improvement reviews, ensuring products and
services consistently meet organizational and regulatory standards.

2. Scope

This SOP applies to all departments and employees involved in the delivery, evaluation, and improvement of
organizational products and services.

3. Definitions

Term Definition

Quality Assurance (QA) Systematic activities ensuring products/services meet established requirements.
Continuous Improvement (Cl) = Ongoing efforts to enhance products, services, or processes.

Corrective Action Actions taken to eliminate causes of detected nonconformities.

Review Team A designated group responsible for leading QA and Cl reviews.

4. Responsibilities

¢ QA Manager: Oversee review processes, ensure compliance with standards, and approve improvement plans.
¢ Review Team: Conduct evaluations, document findings, and recommend improvements.

¢ Department Heads: Implement corrective actions and monitor progress.

¢ All Employees: Participate in reviews as required and adhere to standard procedures.

5. Procedures

1. Planning the Review
o Identify areas, products, or services for review based on schedule or trigger events.
o Assemble the Review Team with relevant expertise.
o Define review criteria and standards.
2. Conducting the Review
o Collect data (e.g., performance metrics, audit reports, customer feedback).
o Assess compliance with established standards and procedures.
o Document observations, strengths, and areas for improvement.
3. Reporting & Recommendations
o Prepare a summary report of findings.
o Recommend corrective actions and opportunities for improvement.



o Share the report with stakeholders and management.
4. Implementation of Corrective Actions
o Assign actions and deadlines to responsible parties.
o Provide required resources and support for implementation.
5. Follow-Up and Monitoring
o Monitor progress of corrective actions.
o Verify effectiveness of improvements through subsequent reviews.
o Update procedures and training materials as necessary.

6. Documentation

e Review plans and schedules

Evaluation checklists and data collection forms
e Review reports and recommendations

Corrective action logs
Monitoring records and follow-up reports

7. References
¢ ISO 9001:2015 Quality Management Systems

¢ Organizational Policy Documents
¢ Relevant Regulatory Standards

8. Review and Revision

This SOP shall be reviewed annually or as needed to ensure continued suitability and effectiveness. All revisions must be
documented and approved by management.
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