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5 S – Preparation Checklist



	Organization
	
	Meeting Date
	

	Process 
Facilitator
	Kim Simmons

Cell -801-358-9074 -- Fax  801-423-0198

kimsimmons@whitewaterst.com
Tom Foucault

Cell  (612) 669-9583
tomfoucault@whitewaterst.com 
	Team Leader
	

	
	
	Team Members
	

	
	
	
	

	
	
	
	

	
	
	
	

	Check
	Items to Prepare
	Comments of Questions

	Documents and Materials for Review
	

	(
	1
	Current Housekeeping Standards – procedures
	

	(
	2
	Handbook references to order and cleanliness
	

	(
	3
	Shop/Area layout drawings for specific areas of plant to be reviewed and re-ordered.
	

	(
	4
	Emergency Procedures
	

	(
	5
	MSDS for materials, cleaners, and other items which may have specific handling precautions.
	

	Materials to prepare for Initial field assessment
	

	(
	6
	Digital Camera
	

	(
	7
	Digital Projector (for use with laptop)
	

	(
	8
	Meeting room where we can leave notes/work in progress posted through at least the time of the meeting.
	

	(
	9
	Flip Chart/paper/markers for Meeting Room
	

	(
	10
	Paper tags at least 3 colors or types

· Color 1 – Discard

· Color 2 – Re-Inventory

· Color 3 – Re-Position (working area)

(Some organizations use additional colors and initial determinations.  This can be discussed during meeting)
	

	Additional Preparations
	

	(
	11
	Identify an area near the 5 S project area where parts and equipment may be taken for sorting.  This area should be clearly identified as a sorting area and will be in use for usually 2-3 months.  
	

	(
	12
	Each member of 5 S team read the Whitewater Strategies Article: “ 5 S -- Organizing Your Workplace to be Clean, Lean and Effective “
	

	(
	13
	Identify and photograph any “standardization methods” which you are currently using and would tentatively like to continue.  For example: color coding on containers, cleaning supplies organization, tool racks,  floor painting style, etc.  
	

	Proposed Agenda for Initial Meeting
	

	
	A
	Introductions and Open Discussion -- Plan for the next 2 days
	

	
	B
	Field Review – general layout – all areas (general photos as well)
	

	
	C
	Planning Discussion – how to approach the project over the next 3 -6 months -- General Agreement on strategy and Plan
	

	
	D
	Identify initial area of focus – return to that area and begin detailed photo-documentation of layout and opportunities
	

	
	E
	Review of field photographs – establish plan to begin Sorting
	

	
	F
	Begin Sorting process
	

	
	G
	Brainstorm and develop specific layout plans for this area
	

	
	H 
	Make assignments and plan next 3 months activities.
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