


B ﬂ Course Objectives

« Upon completion of this course, @%ﬁants should
be able to:

— Know what all the fi
— Understand the '

— Learn key ber@
|mplemen

— See e -. € erent work areas

— Pra% exercise

\%\
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E ﬂ 5S/Workplace Organization

environment where everyt has n Its place,

andlsreadyforuse
% SIMPLIFY

STANDARDIZE SHINE

The purpose of 5Sisto provide an ors work

1. Sort (Selrl)

Ok Wi

65 Ay
)Q.

5S is more than just “spring cleaning”

5S and Workplace Organization
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5S in Supply Room

" o“e.

SN\
»m/watch?v=aMkXICM1-98 (5 mins)
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https://www.youtube.com/watch?v=aMkXICM1-98

E ﬂ Benefits

* Reduce errors @

— Using outdated files and templates Q
« Reduced frustration a % &
— Never finding files, not v@ se ?\ ‘

of time
e Save Time §

— Searching for fi eat
templates angrcontent, r @
training/on g A
« Save Mon @
- Stora%)ace, ' %ﬂar@

 Makes probleqrs{\isible

What are aunicr benefits you can think of?
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E ﬂ History of 5S

 Origin Is rooted In the works @6 American

sl @% S

— Henry Ford

» Studied b@s
. Popula@ |ro irano (1990)
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E ﬂ Excuses why 5S not done

* Too busy for 5S activities, n({lﬁé allocated
* Why clean it? It wili(get di ga

« We cannot ch h@l% tup
 Afraid to acgt al@h @methmg away
« We are m ange?

o [t will t%/ %@ean and organize
@ @

What is your excuze for poor organization at home?

http: /mww.biz-pi.com 5S and Workplace Organization



H Case Study: JEA Utilities

Launched a project to reduce workplam fdents and
I

reduce time to complete maintenanc a&e‘nted abSto
% maﬁe on e wucks.
{

organize and standardi
Sti 0¢ ruck due to
ruc@

Reduced fuel costs b
the lighter weight Q

BEFORE AFTER

https://www.epa.qc%tes/production/files/2016-11/d ocuments/jea.pdf
5S and Workplace Organization
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https://www.epa.gov/sites/production/files/2016-11/documents/jea.pdf




B ﬂ Sorting

* Distinguishing between ne ary and
unnecessary things iny n@diate

work area %
- Getting rid of os@b
' %unwanted items

— Establish %ﬁ
It the area

* Eliminat
« Use @f na ms, to challenge
whether |

ept are truly “needed”
* Does youxor ation even own that item?
N\

http://www.biz-pi.com 5S and Workplace Organization
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B ﬂ Sorting Process

 Allocate new area for items \@( are NOT

needed &
* Remove items @%e ??

— Place unwa ag’
. CIaSS|fy aterials by

frequer@
« Estab duQQea for items that are

difficult t&.Cl s

http: /mww.biz-pi.com 5S and Workplace Organization



H Red Tagging

« Tags should contali
— Date when tag a @
— Date of deC|S| Q~
— Quantity
— Reason @ O

— Wh o o
e S |n area, send to main
'[Ot‘ S,
* Keep alog ofred t 0 track activity

r
PurchaseM gs at http://www.5sredtag.com/

* |[tems which are identified for rerre)ﬁ/rom
area, not longer neede%
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http://www.5sredtag.com/

B ﬂ What is Yellow-Tagging?

* Yellow-tagging is a simple strategy Qbﬁ

— ldentify environmental astes t may be
harmful to human |n the work
area

— Evaluate the b
— Evaluate
for thag

« Thisisasu red-tagging-- key differences
Include the scop@qects, criteria used, and options for

disposal or reuse

http://www.greensuppliers.gov/tech/tools.html?id=lean_clean
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http://www.greensuppliers.gov/tech/tools.html?id=lean_clean

B ﬂ Places to Look for Items

* Along walls, partitions, & columntJQ/

 |n corners
* On mezzanines

+ On top of all flat % 9%
» Under desks e@h

e Desk &
e |nside | ets
* Any st or

 Tool boxes
 Temporary sto rage space

http: /mww.biz-pi.com 5S and Workplace Organization
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B ﬂ What to do with unneeded items?

 Sell It used Q/
Y&

* Return to supplier for credit

* Reuse or repurpose4

* Give It away (do
* Recycle it ‘

« Disposal or It @

http:/iwww.biz-pi.com 5S and Workplace Organization



G ﬂ Sorting

Need to consider following @%l remaining
items:
« Usage Location:

 Storage Locat|0g"
« Storage Q %:
. Storagé ta 0

http: /mww.biz-pi.com 5S and Workplace Organization






E ﬂ Simplifying

« The practice of orderly storage so the @ém can be
picked efficiently (without waste) at e, and easy
to access for everyone % é

— ldentify and allocat ce f% @rlals needed
for your work @ $ Q

— Assign fixed r@ Q@ u@y

— Make it coppag Q %

— Place &bﬁ% a he&t afe to retrieve

— Dec% th@g hou put away, and obey rules

“A place for eveivthing, and everything in its place”

http: /mww.biz-pi.com 5S and Workplace Organization



E ﬂ Simplifying

Frequency of Use ment
Rarely used, couple times per e@ P workplace
In ce, but out of the

Randomly used, once
Used onc in Workplace, visible to worker

\ Kk
: hin workspace, easy to obtain,
) () identify and put back

Placed within arm’s length of worker

Use often = locate 1.<arby, Use infrequently - Store far away

http: /mww.biz-pi.com 5S and Workplace Organization



B Simplifying Examples

e

AFTER

BEFO &
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ﬂ Simplifying Examples
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Simplifying Examples
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| Simplifying Examples

Q E AETER
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Simplifying Examples
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ﬂ Storage Options

L

Floor C}Q/

Racks and Shelving
Flow Racks 6
Cabinets 6 @V
Carts %Q/
Storage Bi

Portable\é pnép A
Custo% @ O
CentralNCri St@mom
Shadow Qard Q
Hanging Too@

http: /mww.biz-pi.com 5S and Workplace Organization



G ﬂ Storage 'Don’ts”

 Don’t Use Worktables as Storaejd les
der r

— Tables are magnets for clutter. C oving tables
In the work area unIes@y are%ded oerform

work. %
- Don’t Allocate u a Q/
— Do not alloca u ce@w designating
locations

— Open argas-M an tion to get filled up with
unneede
— Err S In @space unless safety is
iInvol
. Don’t Waﬁ e
— Minimize

e ? r's Time
ta@ d effort to get to storage

http://www.biz-pi.com 5S and Workplace Organization






ﬂ Sweeping/Shine

« Create clean worksite without gapsa dlrt & dust

* Only one work activityen a d
« Keep tools and equ@
0 a

http:/iwww.biz-pi.com 5S and Workplace Organization



' H Cleanliness Process

* Define cleanliness targets
* Define aSS|gnme

* Develop meth
allocate tim

. Identlfyt

W_
IﬂSpECtI@S& @ dits
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Shine Example

&
B

BEFORE AFTER
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H Shine Example

http: /mww.biz-pi.com 5S and Workplace Organization






G ﬂ Standardizing

« Standardization of best ractfglfhrou h
“visual manageme

— Make abnorma!zt@vm % % ment

— Keep each a ten ossible

« Setting upi @
neat, c , a

s (rules) for a

to maintain the

Makes it easy tc iuentify normal or abnormal conditions

http: /mww.biz-pi.com 5S and Workplace Organization



Don’t Stop at Sorting

BEFORE

/ Productivity
and Cost Reduction

Improvements

oductivity
Improvements

http:/iwww.biz-pi.com 5S and Workplace Organization



E ﬂ Standardizing

« Use innovative visual manageme trols

— Color coding

— Work methods 6 %
— Labeling 6 ?‘

— Workplace layo % $

— Filing system% l@. h

e
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G Standardizing Examples
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E ﬂ Tips for Visual Management

* Recognize status quickly fro stance

« Easy to determine pefwee d bad
» Convenient for g @ d

* Anybody can Qe

Jres@ive quickly

http:/AMWww.biz-pi.com 5S and Workplace Organization






E H Sustaining

* Toughest phase Is to Sustain!

» Establish and maintain C}
responsibilities, rotat % L‘
frequently ) s

« Participation o on

* Get to root caé @

« Post phot

orovide er
. )oc ents
and

What will make ©¢ sustain at your home or work?

http: /mww.biz-pi.com 5S and Workplace Organization



B 58S Assessment Tool

58 Assessment Tool

Level Sort Simplify Shine Sustain
Needed and not needed ltems are placed randomly | Work area and machines are not ork area checks are not
item s are mixed throughout | throughout the workplace. deaned on a regular basis.
Beginner the work area

Score=10 I:I l:l

Needed / not needed items | Needed items stored in ag
have been tagged. Removed organised manner,
Basic and disposed of

Score=1 I:l z

Initial deaning com pleted and [Meeded ite W edicated] Cleaning and 2 ‘m 5 in P Listed agreegignts

a list of needed items positiof@ iz Eontrols 4PE place, BesponSiitice controls, labelll i ecking area to maintain 55.
Wisual developed. placs AsSgned’ needed
Score=2 "
L Q] 7 | ‘ |
g k‘ — A \‘ \ X
) N —
Cleaning habits and list of Nesdgd items have beeg aiginzpeimns of plant and apéa Al & DGR T llow work P roblems are identified and
needed items ext@SNed. ginim 12ed and propeq odg, dgihingpection and comective adtion plans
Reliable aranged. ha#Eckeeping. im plemented.
Score=3
% [ ]
tified and Wless are being implemented in | eliminated and im provement
Preventative revankion take@place. other work areas. focus is on prevention.

Score -
2

Score

~ILJ

L]
2
8

Actual Score: |

Basic

Site Area: ersen Qer ing Assessment: Date:

Free 5S N sment Tool (Excel) available

http://www.biz-pi.com/product/5s-assessment-tool/
http: /mww.biz-pi.com 5S and Workplace Organization



http://www.biz-pi.com/product/5s-assessment-tool/

58S Video

‘\’.

N,

——

\

=
< g:- . .
- o}
~ IRVWNG i.iinm —
~NTILITIES =

[cc IR © S mm L
« City of Im er ater Utilities (10 mins)
— https:// .y\o@e.comlwatch?v:GtAVsAMchO
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https://www.youtube.com/watch?v=GtAVsAMqEc0

o

Exercise: Numbers Game

http://www.biz-pi.com

O 70

76 4877 78 o>

20 890
09 =, 1% 42 85
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G ﬂ How to get started

dChoose a pilot department or are &&ﬁart with

* Preferably area with be opportu rip@ovement

* Where the payback # sh?\ : ‘%

« Spend extra time t r 0 th% have a good
example to sho

d Conduct 5S traing
L Establish pr

d Devel%
d Continudlly

L Reward te

ext
h@h all employees

I-0 Ian and communicate
ralnlng and methodology

@ maintain cleanliness the best

http://www.biz-pi.com 5S and Workplace Organization



H Additional Resources

7
&

m e’'lmprovement

@Q‘P.N Z-pi.com
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Round 1 — Find numbers 1 through 50 in sequential order







Round 3 — SIMPLIFY #1




Round 4 — SIMPLIFY #2




Round 5 — SWEEP AND STANDARDIZE

1 3 45 6 7 6 10
12111/13/14 /15 1617 18¥9 | 20
21/22|23|34[25.£6) 2 é\%o
31 32 33 24 40
4142 @@%@* 4849 50
chlet%@fe

How m

@




Round 5 — SWEEP AND STANDARDIZE (Instructor Only)

o

1( )3/4/5 6 7 8 (6)10
(121D 13 - (9 20
21/22| 23 30
31 32 33 : 40
414243 50
ﬁg‘v’fni%%% 'i






