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5S Methodology

5 steps towards Operational and Process Excellence S'mplileam

Shitsuke
Sustain

Seiketsu /
Standardize

Seiso /
Shine

Seiton /
Store

Seiri / Sort

« Sort:

The first step in the 5S methodology is to sort. This step involves identifying the
necessary items in our workspace and eliminating any excess or unnecessary items.
This helps to reduce clutter, minimize distractions, and streamline the workspace.

Separate required tools, materials, and instructions from those that are not needed. Remove

everything that is not necessary from the work area.

o Setin Order:

The second step is to set it in order. This step involves organizing the necessary items
logically and systematically. This includes assigning a specific location for each item
and labeling them for easy identification. This helps to reduce search time and
eliminate the need for excess inventory.



Sort and organize all tools, equipment, files, data, material, and resources for quick, easy

location, and use. Label all storage locations, tools, and equipment.

o Shine:

The third step in the 5S methodology is to shine. This step involves cleaning and
maintaining the workspace. This includes regular cleaning, inspection, and maintenance
to ensure everything is in working order and defects-free.

Set new standards for cleanliness. Clean and remove all trash, grease, and dirt. Everything must
be clean, tidy, and neatly put in its appropriate place. Cleanliness provides a safe workplace—
and makes potential problems noticeable, e.g., equipment leaks, loose parts, missing guards,

loose paperwork, or materials.

. Standardize:

The fourth step in the 5S methodology is to standardize. This step involves creating a
set of guidelines and procedures for maintaining the workspace. This includes
documenting the previous three steps and establishing a regular schedule for their
implementation.

Engage the workforce to systematically perform steps 1, 2, and 3 above daily, to maintain the
workplace in perfect condition as a standard process. Establish schedules and set expectations

for adherence.

o Sustain:

The final step in the 5S methodology is to sustain. This step involves creating a culture
of continuous improvement, where the previous four steps are consistently followed,
and the workspace is continually optimized.



Make 5S part of your culture, and incorporate it into the corporate philosophy. Build
organizational commitment so that 5S becomes one of your organizational values and everyone
develops 5S as a habit. Integrate the 5S methodology into the performance management

system.
Benefits of 5S Methodology:

The 5S methodology provides numerous benefits to organizations that adopt it. Some
of the benefits include:

—

. Improved productivity

2. Reduced waste

3. Enhanced safety

4. Increased employee satisfaction
5. Improved customer satisfaction
6. Improved quality

7. Reduced costs
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