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Implementing 5S in the Office

e A 5S System is a low cost system that will
clean and organize your workplace.

* It will increase productivity and raise
employee morale

* It will require changes to the work habits of
employees

* Needs the support and reinforcement of
management.
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o5 is a system that is
designed 1o ensura
workplace safety,
afficiency, cleanliness
and increase quality.
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Introduction & Overview

« 55 is a structured
program to implement
workplace organization
and standardization Standardize

« 55 represents five
disciplines for maintaining
a visual workplace

Set In Order

« 55 is a foundation for
Kaizen and Lean
implementation




5S lays the foundation for a Lean
Enterprise

Goals:
highest quality,
lowest cost, shortest lead times

Just-ln-Time Involvement Jidoka

* Continuous flow « Seanarate man &

« Takitime machme work

« Abnomality
ldentficatson

* Flexible work force * Poka yoke

= Pull system

“W'mua Control

Heljunka standardized Work Kaizen

Do

Toyota Production System (TPS) framework



5S helps to eliminate Waste

Over-production
Producing more than what
the customer needs

Waiting
Employees waiting for
another equipment,
rocess or information

Intellect
Mot using employees full
intellectual contribution

Over-processing
Adding excess value
when the customer
does not require it

nnecessary Motion
Extra physical/mental
motion that doesnt add
value

Defects
Reprocessing, or
correcting work

Transportation
Mowving product from
one place to another

Inventory
Building and storing extra
services the customer has
not aordered



What is 5S?

Principles

General Description

1S Sort Eﬁ;{;:i::da;{ijs not needed and keep
oG Set in Order ;:Ertr:yng;:e:::ntial items in order for
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Benefits of 5S

= Reduce non-value adding activity

« Reduce mistakes from employees and
suppliers

= Reduce time for employee orientation and
training

= Reduce search time in navigating the facility
and locating files, tools and supplies

= Reduce parts stored in inventory, and
associated inventory carrying costs

= Improve floor space utilization

« Improve employee safety and morale

= Improve service quality



« Principle
= Stratification management
« Meaning

= Separate the necessary
from the unnecessary

= Get rid of what you do not
need




1S : Sort

« The first step in 55 is to get
rid of what we do not need

« Go through all the desks,
shelves, cabinets, files,

equipment, storage areas,
etc. in the office

= Keep only essential items

= Everything else is stored away or
discarded




2S : Set In Order

« Principle
= Functional storage

= Search elimination

» Meaning

= Find a permanent place for all
needed items

= Arrange needed items in order for
easy access




Office Desk — Before & After 5S

An office desk before and after conducting 55 Sort, Set In
Order and Shine. Clutter and unused items have been
removed leaving only what is needed.




2S : Set In Order - Examples

All stationery items are clearly viﬁible-and easy to retrieve. On the left, there_are
forms for re-ordering supplies. On the right is a map of the items and their
locations, forms for comments/suggestions, and contact information.




3S : Shine

 Principle
= Cleaning as inspection
» Meaning

= Systematically clean and inspect
the workplace regularly

= |dentify inconsistencies, problems
and improvement opportunities

= Remember to include your
electronic files




4S : Standardize

« Principle
= 58S standardization
= Visual management
« Meaning

= Establish standards and guidelines,
and make them visual

= Maintain the workplace at a level in
which deviations become obvious




Standardization is the Way to
Sustain the Gains

Without B
standardization, all
my improvements will

roll back with time...

~ |

Presaent

state STANDARDIZATION

Standardization is a tool that will ensure
yvour improvements will be sustained.



5S : Sustain

« Principle
= Habit formation
= Disciplined workplace
« Meaning
= Make 55 a habit
= Conduct regular ‘gemba’ walks
= Schedule for 55 audits

= Communicate

-\___:-




How to Sustain 5S?

« Get management commitment

« Get everyone involved

« Promote 5S in the organization

« Gembawalk by CEO

« Conduct monthly review by 5S commitiee
» Establish 55 standards

« Reward and recognize individuals and teams



What is Visual Management?

 Visual management is a
technique where information is
communicated by using visual
signals instead of texts or other
written instructions

« Examples include signs, labels,
photographs, trend charts and
displays




Everyday Visual Management
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3 Types of Visual Office

- Label to make it perfectly clear
where things belong and what the
procedures are

Visual » Quantify the path to targets for

Meotri SUCCESS
etrics - Graphs and Pareto charts

Visual - Create an error-proofed
~ i Is environment to promote easy
—~ ONWOoIS adherence to standards



Example of Visual Metrics

Cycle Time Reduction On Time WIP Backlog
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Visual Office — Examples
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Visual measures facilitates communication and
identification of areas that need improvement

Example of a visual board

Productivity

Cuality
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What needs to
be done?

Who is going to
do it?

When = 1t going
to be done'?

What s -
happening?

Gaps ? Trands?

Root causas?

Comact the problem —
cantainmeant action?

Pravent the problam —
parmanant cormactive action?

implamant

Who does what?
Any suppon neadaed?

Priaoritization?
Daadlina?
Milastaonas?



5S for the Office Roadmap

2. ldentify target areas

3. Form an implemantation

FPhase 2: Perform an Fhase 3: Sort
Office Scan Through & Sort Out
4. Salect projact maasunas 8. Detarmine critana for
and collect baseline data sort
5. Photograph current :
e e, 9. Prepare a holding area

6. Apply the office scan

et Things
=

- & Set Limits

11. Map the cumrment state

12. Create a Sat-ln-Crdear
plan

SRS chackdist 10. Apply Sorn 13. Apply Sat-In-Ordear
7. Post a projact
storyboard
= Daeafing 55 zones = Sat up 55 activity - Red tagging
= As=ign responsibilities board
« Deavelop publicity « Dafine 55 project
matarials charter

« Educate averyona
= Purchase cleaning
aqguipmeant as neadad



5S and Safety, Quality, Productivity &
Equipment Maintenance
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5S and Safety -

« Wear protective clothes,
goggles and shoes in the lab

» Install protective covers on
equipment and machines

« Label warning signs
prominently

= High voltage, Radiation,
Slippery/Wet floor, etc.

= ‘Under Test — Do Not Switch
Off’




9S and Quality -

« Train staff on 5S

 Provide on-the-job training
for new staff

‘ 3 = Use "Training Within Industry’
( I'WI) methods for coaching

« Educate/Train staff to
recognize and prevent
mistakes




The One-Is-Best Campaign

« One-page memos
« One-hour meetings
« One-location files

« One-day processing




5S Implementation Process

Step 1: Establish a 55 Commiittee

Stap 2: Define a 55 Implementation Pan

Step 3: Develop 55 Publicity Materials

Step 4: Provide 55 Education

e B
-y

Staep 6: Audit, Evaluate & Follow-Up




5S Team

* A 5S system is a team concept.

* It requires the participation of everyone in
order to sustain it.

* You should pick a core group of people
from various workstations to be members
of your 5S team.

* 55 team members should be well organized
and with a good sense for the workflow.

* Once your team is intact you need to hold
a series of planning sessions

TEAMWORK

coming together 15 a beginning
keeping together 1s progress
working together is success

- Henry Ford




»

Educating the mind without
Knowledge educating the heart is no education at
S
Power! all

Educate the team

* The first step with your 5S team will be to educate them on what 5S is
and the benefits of it.

* Determine how the 5S system will be implemented in your workplace.

* There is no one size fits all approach, but each step of the 5S system
should be implemented, monitored and continuously improved.



Some tools that may help you
with your 5S System

 Educational materials for the 5S
team and employees.

e Posters placed around the
workplace will remind
employees of the 5S System.
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Some tools that may help you with your 5S System

e A bulletin board dedicated to the 5S
System.

* You can post educational material, event
notices and location charts of designated
areas.

* Before and after pictures are very useful
to show how bad things were and how
much better they are now.




Some tools that may help you with your 5S
System

Ghd e Raward Board

* Rewards such as recognition
of areas, groups or teams
for their efforts in support
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5S : Getting Started

« 5S publicity materials

= Booklets, badges, brochures, cups,
pens, etc.

« 55 training and education

= Provide 55 training to managers and
staff

= 55 pamphlets
» 55 notice boards/intranet

= 55 news
= ‘Before’ and "After’ photos




Launching a 5S Day

- Set aside half a day for this
event

= Best on Fridays or before a
festive season or public holiday

= Everyone in casual attire, e.g.
T-shirts
« Prepare sufficient cleaning
equipment, detergents,
paints, etc.

« Speech by CEO on
importance of 5S to all staff




Office 5S Audit Checklist & Results

OiTice 55 fAusdid Checklisi
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5S Maturity Levels
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How to conduct a 5S Kaizen event

1. Set up a team

2. Define 5S Kaizen
charter

3. Decide on event
duration

4. Provide training

5. Conduct pre-event
assessment

6. Take pictures

T

Start physical work for
55

Perform post-event
assessment

Document and close

. Presentation to

management
Recognize the team



Example: 5S Kaizen
Project type: 55 Area: Sales & Marketing Office Team Leader: John Smith
Before After

Heas roject chosen: Hesults:

« Difficult to move around a cluttered «  Unwanted materials were discarded
office - Less waste — e.g. transportation,

« Difficult to find information and motion, waiting. etc.
supplies =  Improved staff morale

Tools used on project: Mext steps:

« Cleaning equipment and tools «  Conduct monthly 55 audits

« 8BS principles « 55 for other common areas



Supporting Lean Tools for 5S

Chores

Zone o

1. Zone Chart |
_mmmm

Pack Tablea Rastocking

Supply Shalf Rsstocking x X %
Handling Incomplates X =

Equipment Msinienance ¥ 2. 'Before’ & "After’' Photos
Fila Organizing x X X x

Visual Charts b » ¥

Claaning X X x x

3. Cross-training Matrix




Critical Success Factors

« Top management commitment
« Involvement of all staff

« Sufficient resources, manpower,
training, publicity, etc.

» Link with company goals and
objectives

- Regular 55 audit and
management review

- Recognition and reward for good
5S practices




Thank you
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