QUICK REFERENCE NOTES

TOPIC:  5S

Note:  Slide numbers are indicated in [brackets].
· [1] Concept:  Understand 5S and apply that understanding to the organization.

· [2] Are you confident you can provide quality service?

· [3] Three types of workplaces:

· [4] Third class

· [5] Second class

· [6] First class

· [7] Benefits of 5S:

· Identify areas for improvement

· Safer work environment

· Locate items instead of wasting time

· Repeatable work cycle

· Highlight things that are out of place

· Take an active role

· [8] What is 5S?

· Does not mean “clean up”

· A means of organizing and managing your workplace

· Know where things are

· Notice when things are missing

· [ 9] SIFT

· Screen out unnecessary materials.

· Put items into one of two categories

· Essential

· Non-essential

· Simplify the work area

· Keep only essential items (items related to process)

· [10] Sift example 1

· [11] Sift example 2

· [12] Sift example 3

· [13] SWEEP

· Does NOT mean “clean up”

· Get rid of non-essential items

· [14] Sweep example

· [15] Red-Tag Campaign

· Move unneeded items to storage area

· Give to other departments or discard

· [16] 6 Steps to Red Tag Campaign

· Take “before” pictures of current condition

· Tag items that are not in use

· Remove tagged items to designated area

· Document tagged items

· Conduct “Red Tag Sale”

· Dispose of unused/unneeded items

· LOQ: How does sifting and sweeping make your work area safer?

· FUQ:  How will sifting and sweeping make you more efficient?

· FUQ:  How will sifting and sweeping help you identify areas for improvement?

· [17]  SORT

· Time spent hunting or locating items costs money.

· [18] Sorting means:  organizing, labeling, and footprinting needed items.

· Everything gets a label

· All sideways are marked

· Equipment location marked on floor

· Bottom line or sorting:  Organization

· Arrange items – easy to find and readily retrieved

· “A place for everything and everything in its place”

· Location of items based on frequency of use

· [19] 3 Keys to Organization:

· What is needed

· Where to put it

· How many are required

· [20] Examples of organization

· [21] Prefer?

· [22] SANITIZE

· LOQ:  When you ‘sanitize’ your bathroom, what are you doing?

· Make work area very clean so there are no safety hazards.

· [23] Sanitize = cleaning up

· LOQ:  When you ‘sanitize’ something in your house, what does it mean to you?

· Deep cleaning may be necessary the first time

· Regular housekeeping makes abnormalities obvious right away.

· Fine and report all equipment maintenance issues

· [24] Management’s role in cleaning:

· Do on regular basis

· Determine what to clean, then assign individuals to task

· Tools available at point-of-use

· Specify cleaning time

· Make cleaning easier

· Prevent contamination / reduce cleaning needed

· [25] Example 1

· [26] Example 2

· [27] Even the cleaning tools (brooms, etc) should be organized.

· [28] Many people conduct a 5S activity.
· [29] SUSTAIN

· Without the fifth “S”, there is no reason to do the first four.

· Why waste efforts?  Sustain the work you have already done.

· [30] 5S catches on fast.  Other employees will want to do it.

· [31] Document what works with a 5S Audit Checklist.

· When auditing, pay attention to:

· Elimination of items

· Organizing Items

· Cleaning (dirt should appear out of place)

· [32] 5S Audit Checklist example 1

· [33] 5S Audit Checklist example 2

· [34] Sustaining requires personal commitment to high housekeeping standards.

· [35] Summary
· [36] Can you live with this?

· [37] Or this?

· [38] Or this?

· [39] REVIEW 5S

· (Instructor:  Stress benefits as they relate to team member; give feeling of ownership).

· “Why do I need to know or do this?”

· The benefits are evident:

· Identify areas for improvement

· Safer work environment

· Locate items faster and easier

· Contributes to repeatable work cycle

· Highlights things that are out of place

· Allows you to take an active role in making work environment better

· INSTRUCTOR:  GROUP WILL NOW GO PERFORM 5S AUDIT










