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Mod 5 - 5S
5S: Key Points

» The 5S approach: Sorting, Simplifying,
Sweeping, Standardizing, and Self Discipline,
provides the foundation for any good workplace.

» 5S must become visible in order to be preserved.

» Easy-to-maintain order for reusable, returnable
items make them easy to use and easy to put
away.

» 5S promotes teamwork, promotes safety, cuts
costs, and improves productivity.
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Jha-Consulting Mod 5 — 5S

5S Workplace Organization: Definition

5S Is a strategy for organizing the workplace to
minimize waste of time.

Having everything clean, neat, and in the proper
location enhances quality and productivity by

making things easier to find and problems more
visible.

“A place for everything, and everything in its place,
clean and ready for use.”
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5S Workplace Organization

1.SORTING Hp 2. SIMPLIFYING

Separate Create a
necessary from place for
> unnecessary 5. SELF everything
5 DISCIPLINE
<8 ‘ Follow ‘
f 4 through on
% Document all 58 Control the
T agreements agreements work area
made during visually and
previous steps physically

4. STANDARDIZING‘ 3. SWEEPING
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Jha-Consulting Mod 5 — 5S

» Eliminate waste.
» Separating the necessary
from the unnecessary.
» Create a safe working
environment.

» Identify and/or eliminate
unsafe conditions or
materials.

» Inputs are controlled as
they enter the work area.

» Improve inventory controls.
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Why Simplify?

» Easy problem detection.

» Everything has a place and
IS In Iits place.

» Easy to identify when items
are out of place.

» Minimize human error.

» Makes it easy to put things
where they belong.

» Less downtime.
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Why Sweep?

» Creates a clean, safe, organized
working environment.
» Cleaning is a form of inspection.

» The purpose of inspection is to find
problems and to solve them so they don't
happen again.

» Zero Grime + Zero Dirt = Zero Defects.
» Dust, grime, foreign substances,

burrs are all likely to cause defects, _:.. T
breakdowns, and even accidents. AR E S S
» Clean workplace creates a sense of
pride.
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Why Standardize?

» Creates convenient, efficient, and
safe work practices.

» Maintains organization, neatness
and cleanliness.
» 5S’s are easy to do once.
» Itis the consistency and repetition
that’s hard.
» Everybody knows their duties.

» Proactive vs. reactive — 5S Is
prevention.

» The fire department teaches us to
make sure the match is out, not be
careful not to start fires.
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Why Self-Discipline?

» Discipline is a way of changing
habits.

» Discipline is how you practice so
that people do the right thing
naturally.

» Create a safe working
environment.

» Identify and/or eliminate unsafe
conditions or materials.

» Inputs are controlled as they
enter the work area.

» Improve inventory controls.
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_Factory Before 55, Level 1 ods e
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Factory After 5S, Level 5 ods e
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Tub Room Before 5S, Level 1 Mod® =55

Wascana Rehabilitation Center (Regina)
(with permission from Wascana Rehabilitation).
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Tub Room After 5S, Level 3 Mod® =55

Wascana Rehabilitation Center (Regina)
(with permission from Wascana Rehabilitation Center).
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Anesthesia Cart Before 5S ods e
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Jha-Consulting Mod 5 — 5S

Other Drugs | Used Drugs
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Jha-Consulting Mod 5 — 5S

Weyburn General Hospital, SCHR

5S Level 3

Storage Room
Before

_

Storage Room
After
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Shellbrook Hospital’s Overflow/Pediatric

Room, Before 5S, Level 1
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(With permission from Shellbrook Hospital).
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Shellbrook Hospital’s Overflow/Pediatric Mod 5 =58

Room, After 5S, Level 3
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Clean Service Room, Before 5S, Level 1 Mod® =55

L

Wascana Rehabilitation Center (Regina)
(with permission from Wascana Rehabilitation Center).
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Clean Service Room, After 58S, iod5=99

Wascana Rehabilitation Center (Regina)
(with permission from Wascana Rehabilitation Center).
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Jha-Consulting Mod 5 — 5S

Moose Jaw’s Mental Health Unit

Storage Room Before and After
5S LeveII 5S Levell3
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Healthcare Internal Med Before 5S e
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Jha-Consulting Mod 5 — 5S

Healthcare Internal Med After 5S, Level 4
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Jha-GConsulting Mod 5 — 5S
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Jha-Consulting Mod 5 — 5S

Bio-Med After 5S
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5S Office Supplies, Level 4 e
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John Black’s Boeing Office, Level 5 e
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Office Before 5S Hoee e
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Office After 5S e
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Jha-Consulting Mod 5 — 5S

Kit 7%
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Jha-Consulting Mod 5 — 5S

Factory 5S Shadow Board
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Jha-Consulting Mod 5 — 5S

Factory 5S Case Cart
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Jha-Consulting Mod 5 — 5S

JBA Italian Client Before 5S
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JBA Italian Client After 5S

Major 5S and Lean Implementation prevented bankruptcy.
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5S Benefits

Mod 5 - 5S

Promotes Teamwork

All team members
participate.

Shared agreements.
Shared
responsibilities for
implementation.
Clearer
understanding of
each others’ role.
Team innovates and
creates together.

Promotes Safety

Hazards Removed.
Work areas cleaned
of dangerous items.
Walk areas cleared.
Bending, twisting, and
lifting minimized.

Cuts Costs

 Common supplies
identified; saves
duplication.

 Each work area or
department has only
needed supplies.

* Extra resources
shared.

* Fewer suppliers and
equipment needed.

* Custodial time saved.

Improves
Productivity

People work better in
organized areas.
Time saved when
supplies and tools are
easy to access.
Substitute workers
can easily function.
Keeps us competitive.

5S is Visual Control
Examples in our life:

» Supermarkets.

*  Workshops.

« Garages.
+ Kitchens.
 Hardware Stores.
e Others?
35 ©1996-2013, John Black and Associates LLC
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Jha-Consulting Mod 5 — 5S

Cell/Area RED TAG Tag Number
Red Tag Form || catecory

1. Raw Material 4. Tools 7. Furniture 10. Other

2. WIP 5. Supplies 8. Office Material

3. Finished Material 6. Equipment 9. Books/Mags

 Should have

preprinted TAG DATE
sequential tag ITEM NAME
numbers. QUANTITY $

REASON TAGGED
DISPOSITION REQUIRED

« Bright red or very

VlSl ble . 1. Discard 4. Reduce/Inventory

2. In Cell Storage 5. Sell/Transfer
3. Long Term Storage 6. Other (Specify)

 Perforated ACTION TAKEN DATE
Cell Area Red Tag Locator Tag Number
Location
Description
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Red Tag Examples

Production Areas Office Areas

Cabinets Books
Components Business Forms
Documentation Cabinets
Gauges Catalogs
Machines Correspondence
Packaging Materials Equipment

Parts Magazines
Prints Paper

Shelves Parts

Supplies Samples

Tables Shelves

Tooling Supplies

Towels
Trash
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Jha-Consulting Mod 5 — 5S

/ 5S’s Levels of Excellence: \

Implementing the 5S’s is a process designed
to organize the workplace, keep It neat and
clean, maintain and standardize conditions,
and instill the discipline required to enable
each individual to achieve and maintain a

Qorld class environment. /

Following are the definitions of each of the 5S’s.
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the work area

(including excess

the work area

free of unnecessary

Jha-Consulting f L Mod 5 - 5S
Level 1 Level 2 Level 3 Level 4 Level 5
. Necessary and A method has been
Sortin 9 Necessary an_d unnecessary items All unnecessary have | established to Employees
Separates the unnecessary items o continually seek
P : . | are separated been removed from maintain work area .
necessary from the are mixed together in improvement

opportunities

unnecessary. inventory) items
_ o A method has been Vehicle developed to
S|mp||fy|ng Tools, supplies, and | A designated location Designated locations | established to provide continual

Puts everything in its
place and organizes
it.

materials are
randomly located

has been established
for all items

are marked to make
organization more
visible

recognize with visual
sweep if items are out
of place or exceed
guantity limits

evaluation and
process in place to
implement
improvements

Sweeping
Makes everything
neat and clean.

Tools, supplies, and
material are randomly
located

Work/break areas are
cleaned on a regularly
scheduled basis

Work/break areas,
machinery and office
equipment are
cleaned daily

Housekeeping tasks
are understood and
practiced daily

Area employees have
devised a method of
preventive cleaning
and maintenance

Standardizing
Defines how a task
should be done.

No attempt is made to
document or improve
current processes

Methods are being
improved but changes
haven’t been
documented

Changes are being
incorporated and
documented

Information on
process
improvements and
reliable methods is
shared with
employees

Employees are
continually seeking
the elimination of
waste with all
changes documented
and information
shared with all

Self-
discipline
Ensures that all 5S

Minimal attention is
spent on
housekeeping and

A recognizable effort
has been made to
improve conditions in

Housekeeping and
safety policies have
been developed and

Follow-through of
housekeeping and
safety policies is

General appearance
of a confident
understanding of, and
adherence to the 5S

policies are adhered | safety the work area are utilized evident roaram
to in daily work. prog
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Mod 5 - 5S

5S Evaluation

Evaluator Name: Date: Score: Pre 5S or Post 5S
Item Number and Scoring Criteria Iltem
Description Rating Scale: 1-5 (Poor=1, Excellent=5) Score
(-5
Removing All items not necessary for performing work are removed from the workspace; only tools and
unnecessary products are present at the work stations
items
Storage of All cleaning equipment is stored in a neat manner; handy and easily available when needed
cleaning (ie windex, dust cloths, computer cleaner)
equipment

Floor Cleaning

All floors are clean and free of debris and dirt. Cleaning of floors is done daily at a minimum

Bulletin Boards

No outdated announcements are displayed. All are arranged in a straight and neat manner

Maintenance

Emergency Fire hoses and emergency equipment are unobstructed and stored in a prominent easy-to-
Access locate manner
Items on the No items are left to sit directly on the floor; everything is elevated (exception garbage and
Floor recycling)

. Aisle ways - Aisles and walkways are clearly delineated (obvious) and can be identified at a glance; lines
Marking are straight and at right angles
Aisle ways — Aisles are always free of material and obstructions; nothing is ever placed in the aisles

Storage and
Arrangement

Storage of boxes, containers and material is always neat and at right angles. When items are
stacked, they are never crooked or in danger of toppling over

10. Equipment —

Cleanliness

All machines kept clean by routine daily care; ie all computers are clean and dust free,
copiers have toner loaded etc

Subtotal of this page:
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Jha-Consulting Mod 5 — 5S

5S Evaluation

Item Number and Scoring Criteria ltem
Description Rating Scale: 1-5 (Poor=1, Excellent=5) Score
(1-5)
11. Equipment Machines are kept stocked with the appropriate supplies: ie adding machines have paper
Stocked tape, copiers have paper, etc
12. Equipment Controls on machines are properly labeled and critical points for daily maintenance checks

Maintenance are clearly marked. Equipment check sheets are neatly displayed and updated

13. Equipment Nothing is placed on top of machines, cabinets and equipment; nothing leaned against the
Storage walls or columns

14. Documents Only documents necessary to do the work are stored at the workstations (physically or
Storage electronically); such documents and binders are stored in a neat and orderly manner

15. Document All documents are labeled clearly as to contents and responsibility for control and revision.
Control No unlabeled items are present. Obsolete/unused documents are routinely purged

16. Tool Tools (ie pencils, paper, thumbtacks, tape etc) are arranged neatly and stored in a way that

Arrangement they are kept clean, in small amounts and free of defects (ie no non-working pens)

17. Tool Tools are arranged so they can be easily accessed when needed
Convenience

18. Shelf Shelves are arranged, divided and clearly labeled such that it is obvious where things are
Arrangement stored and where they should be returned

19. Shelf Control Shelves are kept free of unused objects, including files and documents

20. 5S Control and | There is a documented, disciplined system of control and maintenance to assure each of the
Maintenance above items is maintained; ie standard work is identified, measured and adhered to

SUBTOTAL of Page 1 and Page 2
Average Score (total/20)
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Mod 5 - 5S
5S Implementation Standard Work

1. Develop your implementation plan (follow the steps in

Module 6 — 5S Implementation Plan).
» Determine pace of implementation.
Establish visible ways to communicate 5S activities.
Coordinate and schedule services required from support
organizations.
Make a list of internal arrangements to be made.

2. Photograph the work area.

3. Perform Work Area Evaluation.

4. Educate work group (5S Module).
5

6

7

Perform 58S.
Perform Work Area Evaluation.
Photograph the work area.
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Mod 5 - 5S
5S Summary

5S Is a strategy for organizing the workplace to
minimize waste of time.

Having everything clean, neat, and in the
oroper location enhances quality and

oroductivity because it helps make things
easier to find and problems more visible.
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