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5S
Day 3: Module 1
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Review

• In your teams create a visual 
representation of what you learned 
yesterday on a flip chart paper

• Be prepared to share with the class
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Day Three Learning Objectives

Participants will be able to:
• Employ 5S Principles 

• Poka Yoke a form

• Explain Standard Work

• Collect Data 

• Demonstrate Brainstorming Techniques

• Utilize impact/control matrix
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Does Finding a File Feel Like This?

http://www.youtube.com/watch?v=E3fvmGuOEEg
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5
Introduction

• Who has worked with 
5S + Safety?

• What are some of the 
obstacles to trying to 
implement and sustain 
5S + Safety?

• Why do you think that 
5S + Safety is important 
to Government?
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5S + Safety

• Sort – Get rid of all the excess    
“When in doubt throw it out!”

• Straighten – What must be kept; make visible 
and self explanatory so everyone knows 
where it goes                                                           
Create an atmosphere where abnormalities 
are easy to identify!

• Shine – Clean and organize daily

Can any item be found in your work area within 10‐seconds?
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5S + Safety 

• Standardize – Create audits / standards for 
the area 

Revisit the area frequently!

• Sustain - Have everyone take part and work 
on implementation
“Stick to the rules and make them a habit”

• Safety – Resolve unsafe conditions 
Awkward lifts, twists, reached
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5S & Safety Improves Performance 
and Creates a Better Place to Work…

• Reduced injuries  = safer workplace
• Reduced defects = higher quality
• Reduced delays  = on-time delivery
• Reduced waste  = lower costs
• Reduced time = more time for value added 

work, more satisfied customers
• Better communication = more responsive
• Reduced complaints =  higher confidence 

and trust
• Remove obstacles = eliminates frustrations
• Reduced breakdowns =  higher equipment 

availability
• Reduced costs = increased ability to meet 

customers needs

10-Second Test???

FISH “First In Stays Here”
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“If you spend ten minutes a day searching for 
something that was “just here a moment ago” then 
by the end of the year you’ll have wasted several 
working days looking for stuff.”

5S + Safety

10 Second Test
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5 S + Safety

5S + Safety

1S ‐ Sort

2S ‐ Straighten

3S ‐ Shine

4S ‐ Standardize

5S ‐ Sustain

Safety
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5S + Safety: SORT

5S + Safety

1S ‐ Sort

2S ‐ Straighten

3S ‐ Shine

4S ‐ Standardize

5S ‐ Sustain

Safety
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1S: Sort – Remove unnecessary things 

Visual of 1SPurpose

•Remove all items from the 

workplace that are not needed 

for the job

Definition
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1S: Sort – Remove unnecessary things

Visual of 1S

•1S avoids the following problems:

•Crowded, hard‐to‐work‐in environment

•Time wasted looking for correct items

•Unneeded inventory/files costly to maintain

•Excess inventory that hides problems

•Unneeded items/equipment make it harder to 

improve processes

Purpose
Definition
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1S: Sort – Remove unnecessary things

•Begin with clearing the clutter away 

from a given process… and not be 

distracted by the piles of non‐

relevant inventory, tools or 

accumulated waste.

Visual of 1S
PurposeDefinition
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• Sort essential stuff from non-essential 
items

• Non-Essential “STUFF”  includes

• Not needed now

• Not needed here

• Not needed ever again

• Not needed in the first place

• Not needed any more

1S: Sort – Remove unnecessary things
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• Items that need to be 
removed but cannot be 
removed right away 
should be red tagged

• Fill out the red tag 
information and affix it to 
the item that needs to be 
removed

Red Tag No.
Date Person

Item Description

Disposition

Quantity

Move
Scrap
Return
Store Offsite
Other__________________

Comments

1S: Sort – Remove unnecessary things
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• Deleted unused 
icons

• Removed unused 
programs

• Deleted old files 
or archived onto 
CD’s

BEFORE

AFTER

1S: Sort – Remove unnecessary things
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• Disposition and/or 
clear  unnecessary 
or repeat e‐mails 
from in‐box

BEFORE

AFTER

1S: Sort – Remove unnecessary things
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5S + Safety

5S + Safety

1S ‐ Sort

2S ‐ Straighten

3S ‐ Shine

4S ‐ Standardize

5S ‐ Sustain

Safety
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Visual of 2SPurpose

•Arranging items so they 

are easy to use and 

labeling them so they 

are easy to find and put 

away

Definition

2S: Straighten – Organize
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Visual of 2S

•2S avoids time wasted looking for correct items 

by promoting Visual Management

Purpose
Definition

2S: Straighten – Organize
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•Simply ensuring a place for everything and 

everything in its place… 

•2S is all about cutting the time spent looking for 

things

•Be able to get your hands on exactly what you need 

quickly

Visual of 2S
PurposeDefinition

2S: Straighten – Organize
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• Principles of storing files and other tools
• Find “BEST LOCATION”

– Locate files based on frequency of 
use

– Store files & tools together if used 
together

– Store them in the sequence used
– Make them easy to remove/put back
– Reduce number of files/tools needed
– Store files/tools according to function 

or product

2S: Straighten – Organize
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27

• Organize the necessary items so they can be used 
and returned easily

• Place all necessary items in the best location and 
visually organize the area
– First decide where all items should be so that the 

organization is easy to use and understand

– Choose proper storage methods that minimize inventory and 
promote visual management

– Visually indicate locations so items is use can be returned 
and missing items are easily identified

– Create visuals so anyone can understand the workplace

2S: Straighten – Organize
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• Where is the picture I 
need?

• Folders and contents do not 
have meaningful names

BEFORE

AFTER

2S: Straighten – Organize
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2S: Straighten – Organize
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EDIT 2S: Straighten – Organize
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5S + Safety

5S + Safety

1S ‐ Sort

2S ‐ Straighten

3S ‐ Shine

4S ‐ Standardize

5S ‐ Sustain

Safety
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Visual of 3SPurpose

•Sweeping floors, wiping 

off machinery, & 

generally making sure 

everything in the 

facility stays clean

Definition

3S: Shine – Clean
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Visual of 3S

•By ensuring everything is clean, it is easier 

to detect when and where there is a 

problem with a process or piece of 

equipment 

Purpose
Definition

3S: Shine – Clean
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•Concentrate on shining, cleaning, brightening and 

cleansing the area

•If you work in a “spic & span area, you are less 

likely to be distracted by dirt. People begin to 

respect their areas and office!

Visual of 3S
PurposeDefinition

3S: Shine – Clean
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This is 
Before… so 
what should 

After look like?

3S: Shine – Clean
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3S: Shine – Clean
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5S + Safety

5S + Safety

1S ‐ Sort

2S ‐ Straighten

3S ‐ Shine

4S ‐ Standardize

5S ‐ Sustain

Safety
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Visual of 4SPurpose

•Standardize processes, make 

things consistent

•Create rules for cleaning and 

maintenance

Definition

4S: Standardize –
Define the best way

T R A N S F O R M I N G  T H E  P U B L I C  S E C T O R LEAN.OHIO.GOV

Visual of 4S

•Make a habit of properly maintaining correct 

processes 

•Moving into 4S or Standardization begins to 

change the event from one of  “housekeeping” to 

true process transformation

Purpose
Definition

4S: Standardize –
Define the best way
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•Start tackling the issues of transforming the culture…

•It provides us with tools, standards, consistency, and, 

all the training, processes, audits & checklists 

necessary to make it understood and routine

Visual of 4S
PurposeDefinition

4S: Standardize –
Define the best way
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Before Before

4S: Standardize –
Define the best way
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After

4S: Standardize –
Define the best way
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4S: Standardize –
Define the best way
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4
4

Safety

Everything is together
In one place

Labeled
No guesswork

4S: Standardize – Define the best way
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4S: Standardize – Standard Work Checklist
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4S: Standardize – Standard Work Checklist
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5S + Safety

5S + Safety

1S ‐ Sort

2S ‐ Straighten

3S ‐ Shine

4S ‐ Standardize

5S ‐ Sustain

Safety
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Visual of 5SPurpose

•Create buy‐in to hold the 

first 4S’s together

•Develops good work 

habits that will continue 

over the long term

Definition

5S: Sustain –
Define how to maintain the best way
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Visual of 5S

•Make a habit of properly maintaining correct 

processes 

•Culture change! 5S is quoted as one of the most 

important Lean Tools because it is the foundation 

of all other tools

Purpose
Definition

5S: Sustain 
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•Focuses on getting the first 4S’s to be welded into 

the culture of the organization

•The trick is to make the entire thinking process 

surrounding 5S part of the living, breathing, 

everyday mode of operation

Visual of 5S
PurposeDefinition

5S: Sustain 
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Monthly Common Space Audit Forms
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5S + Safety

5S + Safety

1S ‐ Sort

2S ‐ Straighten

3S ‐ Shine

4S ‐ Standardize

5S ‐ Sustain

Safety
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Visual of SafetyPurpose

•Keep your work place free from injury

Definition

Safety: Keep your work place free from injury
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Visual of Safety

•Respect for our employees

•By following the principles of 5S, a safe work 

environment is provided for all

Purpose
Definition

Safety
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•Making the workplace safe – a focus no one 

can argue with 

•The most important of all the S’s, the 

creation of a totally safe and healthy work 

environment

Visual of Safety
PurposeDefinition

Safety
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• Beware of…
– Tripping hazards

– Slip hazards

– Pinch points

– Unstable stacks or structures

– Motorized equipment

– Toxic materials

– …and many others

59

Safety
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60

Trip hazards

Before
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6
1

No Trip hazards

After

What 
other 
safety 
Hazards 
can you 
think of?
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5S + Safety Summary

Sort

Straighten

Shine

Standardize

 Get rid of all the excess

 When in doubt, throw it out!

 What must be kept, make visible and self-
explanatory so that everyone knows where it 
goes.  Daily abnormalities are easy to identify

 Clean and organize daily

 Create audits and standards for the area

 Revisit the area frequently

5S Descriptions

1S

2S

3S

4S

Sustain  Have everyone take part in the implementation –
stick to the rules and make them a habit

5S

Can any item be found in your work area within 10 seconds?

Safety  Resolve unsafe conditions – awkward lifts, twists, 
reaches
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63

• In your DOP groups take all of the 5S plus Safety 
tools that you have just learned and employ them on 
your DOP area.

• The team that demonstrates the most 5S Plus Safety 
tools in their DOP area will win.

• Your team will have 10 minutes for this activity.

• Be prepared to have a representative report out your 
teams 5S improvements to the judge.

5S Plus Safety Exercise



6/10/2014

22

T R A N S F O R M I N G  T H E  P U B L I C  S E C T O R LEAN.OHIO.GOV

Questions on 5S + Safety?


