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WHAT IS 535

Background Purpose Global impact

* 5S is a methodology rooted in * The primary aim of 5S is to * Over the years, 5Shas been

Lean manufacturing principles,
initially developed in Japan.

* Comprises five steps:
Organization, Neatness,
Cleaning, Standardize, Discipline.

create a workspace that
promotes efficiency, productivity,
safety, and a culture of
continuous improvement.

It achieves this through a
systematic approach to
organizing the physical
environment and standardizing
processes.

embraced by a wide range of
sectors, including manufacturing,
healthcare, office spaces, and
even personal environments.

lts universal principles have
proven to be adaptable and
effective in diverse settings.




DEVELOPER OF 55 (WORKPLACE MANAGEMENT) .
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Organization:

T | MISCONCEPTION |

unnecessary
items from the
workspace.

Reduce clutter,
improve visual
anagement.

Discipline: Neatness:
Establish habits ¥ Arrange essential

to maintain items in an

improvements. organized

. manner.
Continuously

monitor and j Enhance
adijust as ' accessibility and

needed. ‘ workflow.

Standardize: Cleaning:
Develop | Regularly clean

consistent and maintain the
procedures and workspace.

practices.

Prevent
Promote equipment
uniformity and deterioration and

efficiency. hazards.




Meaning of 5$
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5S - IMPLEMENTATION STEPS
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Commitment
and Training

* Gain
management
support and
allocate
resources.

* Train
employees on
5S principles

and practices.

Initial
Assessment

* Analyze
current
workspace &
identify areas
for
improvement

Categorize
items &
prioritize
changes.
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Implementation

* Begin with
Organization,
Neatness, and
Cleaning
phases.

Implement
changes
systematically

Standardization

* Develop
guidelines and
procedures
for sustaining
improvements.

Create visual
controls for
easy
monitoring.

Sustainment

* Regularly
audit and
maintain the
improved
workspace.

Encourage
continuous
improvement
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SKILL (S)

KNOWLEDGE (K)

INNOVATION & KAIZEN (I)

PERFORMANCE & PROGRESS (P)




What is
Organization?

Organization
involves going
through the
workplace and
identifying
items that are
essential for
current
operations.

Unnecessary or

redundant
items are
removed.

1S — ORGANIZATION (OR) SEIRI

The purpose of
Organizing is
to eliminate
clutter, improve
efficiency, and
reduce the time
spent searching
for items.

It also helps
create a safer
environment by
removing
potential
hazards.
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Gather all items in
the workspace and
classify them into
three categories:
"Keep," "Dispose,"
and "Store."
Remove items that
are not needed for
the immediate tasks
at hand. Dispose of
or relocate items
that are no longer
useful.

Store items that are
needed but not
frequently used in an




"Organization" - The First Step to Organized Efficiency .

* The "Organization" step begins with a thorough evaluation of
everything in the workspace. Items that are expired, unused, or not
A SO o - immediately necessary for the tasks at hand are identified.

|
Removing unnecessary items creates a clutter-free workspace. This has

Creah ng a CI U"ler- several benefits, including reducing visual distractions, making it easier \
Free Environ meni to find necessary tools and materials, and improving overall safety.
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By eliminating items that are not needed, staff can focus on what's
essential, leading to increased productivity and reduced wasted time.

Enhancing
Efficiency

"Organization" enhances safety by reducing the risk of accidents

Su pporﬁ ng Sqfeiy caused by tripping over or misusing unnecessary items.




What it means?

Neatness
focuses on
arranging
the items
that are
essential in
an
organized
and easily
accessible
manner.

2S - NEATNESS (OR) SEITON

The purpose is
to minimize
wasted time
searching for
tools and
materials.

A structured
layout also
reduces the
risk of errors
and accidents.

How we do?

Determine the
most efficient
locations for each
item based on
frequency of use
and workflow.
Clearly label
storage areas and
use visual
indicators to guide
employees.
Arrange items in a
way that
facilitates smooth
movement and
easy access.

A place for
everything, and
everything in its
place" means that
each item in the
workspace should
have a designated
location, and after
using it, it should
be promptly
returned to that
location.

This practice
ensures
organization,
efficiency, and a
tidy workspace.
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"Neatness” - The Art of Logical Arrangement

Logical Arrangement

After Organizing, the next step is to organize the essential items logically. This often involves assigning specific
locations for items based on their frequency of use and importance.

Standardized Locations

"Neatness" establishes standardized locations for tools, equipment, and supplies. Clear labeling and visual cues, such as
outlines or color-coding, help maintain consistency.

Visual Management

Visual management techniques like labels, signs, and color-coded indicators make it easy for staff to identify and return
items to their designated places. This reduces the chances of items being misplaced.

Streamlined Workflow

An organized workspace promotes a smooth workflow. Healthcare professionals can find what they need quickly and
efficiently, reducing wait times for patients and improving overall care.
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What is
Cleaning?

Cleaning
involves
regular
cleaning and
maintenance of
the workplace
to ensure a
clean and
organized
environment.

3S — CLEANING (OR) SEISON

Why we do?

Regular cleaning
and inspection help
identify and
address equipment
or facility issues
early, preventing
breakdowns and
costly repairs.

A clean and
organized
workspace reduces
accidents and
promotes a safer
working
environment.

How we do?

Create cleaning
schedules for
different areas and
tasks. This includes
daily, weekly, and
monthly cleaning
tasks.

Encourage
employees to clean
as they work and
address spills, dust,
and debris promptly.
Regularly inspect
equipment and
machinery for wear
and tear.
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"Cleaning" - Maintaining Hygiene and Safety

* Cleaning" involves establishing regular cleaning practices for the workspace.

LM ¢ This includes cleaning surfaces, equipment, and storage areas to remove dust, dirt, and potential contaminants
Practices

Maintenance

_Control

\
* In healthcare, many items require routine maintenance to ensure they function correctly and safely.
2O * The "Cleaning” step includes scheduling and conducting preventative maintenance tasks
y
\
* Cleanliness is crucial in healthcare settings to prevent infections.
DICHCLE ¢ Regularly cleaned and disinfected surfaces reduce the risk of cross-contamination and improve patient safety.
y.
\

* A clean and clutter-free workspace is a safer workspace. Removing spills, tripping hazards, and other potential
dangers supports staff safety.

* During the "Cleaning" step, staff often conduct visual inspections to identify any issues or damage that may
Visual need repair.
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What is Standardize?

* Standardize
focuses on
creating
consistent
procedures
and practices
for maintaining
the
organization
achieved
through the
previous steps.

4S — STANDARDIZE (OR) SEIKETSU

Why we do?

The purpose is
to ensure that
the
improvements
made through
previous steps
are sustained
over time.

It promotes
consistency,
efficiency, and
continuous
improvement.
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How we do?

Develop
standardized
procedures, visual
aids, and
guidelines for
each step of the
5S process.
Implement training
programs to
educate
employees on
these practices.
Regularly review
and update
procedures as
needed.

"

Sample image




"Standardize" - Creating Consistency in Practice

Documented
Procedures

* "Standardize”
requires
documenting the
organization and
cleaning
procedures
developed during
the earlier steps.

* This
documentation
ensures that
everyone follows
the same
processes.

Training and

Education

* Staff members
are trained in the
standardized
procedures, and
ongoing
education is
provided to
ensure that
everyone
understands and
implements them
consistently.

Checklists and
Protocols

* Standardization
often includes the
creation of
checklists and
protocols for
daily, weekly,
and monthly
tasks.

* This helps
maintain order
and cleanliness
over time.

Performance
Metrics

* Metrics and key
performance
indicators (KPls)
may be
established to
measure the
effectiveness of
the standardized
processes.

* Regular
assessments and
audits ensure
compliance.
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~ CLEANING SCHEDULES-KAIZEN

Pelmet 2nd & 4th Wednesday
2 Switch Board 1st & 3rd Sunday
3 Almirah Top & Back Every Thursday
4 Cob web 1st & 3rd Wednesday
5 OHT 2nd & 4th Saturday
6 FAN Ward : 2nd Sunday

Hall : 4th Sunday

OPD/Others:3rd Friday
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 CHECK LISTFOR TOILET/BATHROOM

1

BASIN
2 MIRROR
3 TAP
& FLOOR
: ROOF
6 FLUSH
7 WINDOW
8 LIGHT

! . . A
o ?EMMT)E ., W Lm&_,& il e




What is Discipline?

5S — DISCIPLINE (OR) SHITSUKE

Why we do?

How we do?

* Discipline is
about
ingraining the
5S principles
into the
company
culture and
continuously
improving
them.

"Discipline”
aims to foster
an enduring
culture of
cleanliness,
efficiency, and
continuous
improvement
within the
organization,
ultimately
yielding
substantial and
long-lasting
benefits.

: - -
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Establish a system
for ongoing
monitoring,
evaluation, and
feedback.
Conduct regular
audits to ensure
adherence to the 5S
principles.
Encourage
employee
involvement and
ownership by
recognizing and
rewarding their
efforts.

®
@
&
£

™ & & g Discipline ensures
$ ’ you continually reap
p the benefits of your
5S deployment
* gaining improved
efficiency and
reduced waste.
- & 8§ N ey
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Discipline enablers

1/ Plan for it

2/ Set Expectations

3/ Communicate

4/ Deliver on dependencies
5/ Monitor and Metrics
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Discipline” - The Ongoing Commitment to Improvement NTPC .

* 5S must become ingrained in the organization's culture to ensure long-
term success. It should be part of how things are done daily.

Cultural Integration

LeaderShlp and * Leadership plays a vital role in sustaining 5S. Leaders must lead by
Accounta bilii'y example, hold teams accountable, and champion continuous improvement.

* Conduct regular audits to monitor the adherence to 5S practices. This
ongoing assessment identifies areas that may need improvement.

Regular Audits

* Engage employees in the Discipline process. Their active participation,
feedback, and suggestions are essential for long-term success.

Employee Involvement

Tralnlng and * Provide continuous training and maintain open communication channels to
communication keep everyone informed and aligned with 5S goails.




How to check status of each S .

STATUS OF 1S

STATUS OF 2S

Red tag area

Tag System

Water Disposal
System

Scrap Yard

Seiri Museum

Function Storage
System

N

Label Management
System

A

Table Management &

Desktop Management
o

Racks & Almirah
Management System

>

Files, Tools & Tackles
Keeping System

STATUS OF 3S

8
General Cleaning &

Special Cleaning

\,

\

Hidden Area Cleaning &

No Mans Area Cleaning
y

Keeping Systems of
house keeping tool &

tackles >

S

Automation of cleaning
process

Checklist of General
Cleaning & Special
cleaning




How to check status of each S

STATUS OF 4S

-
Visual Management for
Process control
v
\
Standard Practices
>
\

5S Score Board & other
display Board

Arrow line, Zebra Line, Tiger
line and other line for safety
& directions

~

=
™\

Digital Display Board

STATUS OF 5S

-
Poster, Poem, Slogan
Competition
o
Recognition of Kaizen /)
Innovation by top
management '
~
5S March past
=
4

Skit Competition & Nukkad
Natak on 5S

\,

Safety for initiation of
Swachh Bharat Abhiyan




BENEFITS OF 55

Higherquality  Increased productivity  Reduced cost

Y,

Increased employee
satisfaction

Safer workplaces




5S eliminates 8 types of wastes

Defects Overproduction Waiting Non-Utilized Talent
Efforts caused by Production that is Wasted time waiting Underutilizing
rework, scrap, and more than needed or for the next step people’s talents,
incorrect information. before it is needed. in a process. skills & knowledge.

Transportation Inventory Motion Extra-Processing
Unnecessary Excess products Unnecessary More work or higher
movements of and materials not movements by quality than is required
products & materials. being processed. people (e.g.. walking). by the customer.

p 'Y -'-*
Source — Goleansixsigma.com | :‘?




5Sis @
powerful tool
for improving
workplace
organization

and efficiency.

- _
After implementing 5S

It fosters a

culture of

continuous
improvement
and employee
engagement.

By implementing
the 5S
methodology,
organizations can
achieve
operational
excellence,
enhance safety,

and reduce waste.

v ." 1“&’!’1””"“;\
MELL /

Remember,
sustaining the
improvements

over time is

crucial for
long-term
success.

Embrace the
5S philosophy
to create a
more efficient,
safe, and
productive
work
environmen’r.’_
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IMPLEMENTING 5$
METHODOLOGY IN
HEALTHCARE
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Audits and
Assessments

Performance
Evaluations

Training and
Awareness

Frontline Feedback
Encourage frontline staff
to provide feedback
and suggestions for
improvement. Their
insights can be
invaluable in identifying
practical solutions and
potential areas for
enhancement.

Engage All Staff

Involve all levels of staff
in the 5S process. This
fosters a sense of
ownership and
encourages
collaborative efforts
toward improvement.

Incorporate 5S into staff
performance
evaluations. Recognize
and reward individuals
or teams that contribute
to maintaining an
organized and efficient

environment.

Regular audits ensure
that 5S standards are
maintained. These
assessments identify
areas that need
improvement and
provide opportunities
for corrective action.

Regular training sessions
help staff understand
the methodology, its
benefits, and how to
apply it effectively.
Increased awareness

leads to greater
commitment.

BEST PRACTICES FOR 55 IMPLEMENTATION
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IMPLEMENTING 5S IN HEALTHCARE

Organization Neatness Cleaning
(Seiri) (Seiton) (Seiso)

~ . N (- A r N
The first 'S,’ The second 'S,' Neatness . e .
The third 'S, Cleaning
Organization (Seiri), (Seiton), involves . !
DEFINITION involves identifying and arranging and (Sillseoc)l,n;‘:w;izon
removing items that are organizing essential maintainin c?clean and
unnecessary or not items in a systematic safe eng\]/ironment
regularly used. ) L manner. ) L )
g A This might mean g )
In healthcare, this could cq'regoriz?ng medical This involves daily
EXAMPLE recn amesing explred sppies, s o o ofins, s
. bandages, gloves, and g paner
inventory to ensure . rooms and disinfecting
patient safety. syringes, and clearly medical equipment.
L ) \Iqbellng storage areas. L )
4 ™ 4 .. ) 4 ™
hez)llt:crqgtlmz:g?e:seiom:als A clean environment not
BENEFITS This leads to a more re pro only prevents infections
organized and efficient can quickly find what but also improves the
heglthcqre environment they need, reducing the overall cn‘molz here and
. risk of errors and boosts s’rqffpmorale
L ) L delays. ) L )




IMPLEMENTING 5S IN HEALTHCARE

Discipline
(Shitsuke)

Standardize
(Seiketsu)

DEFINITION

EXAMPLE

BENEFITS

The fourth 'S,’
Standardize (Seiketsu),
involves creating and

implementing
standardized procedures
and practices.

4 N\
The fifth 'S," Discipline
(Shitsuke), is about

J

( )

This might include
standardized checklists

and procedures for
admitting patients,
ensuring consistent care.

maintaining and
continually improving the
established practices.

\. J

( )

Regular audits and
performance reviews help
ensure that the 5S

\. J

( )

Standardization reduces
the chances of errors,

streamlines processes, and
maintains a high level of
quality in patient care.

principles are consistently
applied.

\. J

( )

Sustaining 5S practices
leads to a cultural shift
towards continuous

\. J

improvement and long-
term success.




operational efficiency.

Increased Staff
Productivity

* A well-organized
workspace
minimizes the
time spent
searching for
items, allowing
healthcare
providers to
focus more on
patient care and
tasks that matter
the most.

PATIENT

Improved
Patient Safety

* An organized
environment
reduces the
risk of
misplacing
critical medical
supplies or
medications,
enhancing
patient safety.

Enhanced
Organization

* The reduction
of clutter and
systematic
arrangement
of items result
in improved
visibility and
easy access to
necessary tools
and
equipment.

Streamlined

Process

* The
streamlined
processes
brought about
by 5S reduce
waiting times
for patients
and increase
the efficiency
of healthcare
delivery.

Prevention of
Errors

* With clear
organization
and
standardized
processes, the
likelihood of
errors—such
as medication
mix-ups—is
significantly
reduced.

Implementing 5S principles in healthcare offers a multitude of benefits that significantly contribute to the quality of patient care and overall

Better Infection
Control

* Regular
cleaning and
maintenance
promote a
hygienic
environment,
minimizing the
risk of
infections and
Cross-
contamination.




CONCEPT OF RED TAG

* Red tagging involves attaching a red tag to items that are deemed unnecessary,

outdated, or rarely used.
* This process helps healthcare facilities identify and remove items that clutter the
workspace and may lead to inefficiencies or safety concerns.

Purpose

1.Clutter Reduction: Red tagging reduces unnecessary clutter in healthcare spaces.
2.Improved Efficiency: It streamlines processes by eliminating items that are not

regularly needed.
3.Enhanced Safety: Red tagging helps identify potential safety hazards.
4.Resource Optimization: It prevents the wastage of resources on items that are rarely

used.

1.ldentification: Identify items that need to be evaluated for removal.

2.Tagging: Attach a red tag to each identified item.

3.Documentation: Document the item's details, including why it's being tagged.
4.Review: Review red-tagged items with relevant stakeholders.

5.Disposition: Decide whether to remove, relocate, or retain the items.

¢
[tem description:

Reason tagged:

Tagged by:



RED TAG AREA

Definition

RED TAG

HOLDING AREA

* The Red Tag Area is a designated space in a healthcare facility used
during the 5S methodology. It's where items considered unnecessary
or in need of review are temporarily placed and marked with red
tags.

Please place items

neatly below.

i

- Purpose

* The primary purpose of the Red Tag Area is to streamline the
Organizing process in healthcare. It helps identify and separate
items that may contribute to clutter, inefficiency, or safety concerns.

Functionality

* It functions as a temporary holding zone for items slated for review,
ensuring they don't disrupt daily operations. The Red Tag Area is a
visual management tool that aids in item identification, leading to
efficient decision-making during the "Organization” phase of 5S.




DEFINITION &
COLOR CODE

EXCESS - YELLOW TAG

REPARABLE — YELLOW TAG

BELONGING TO OTHER
DEPARTMENTS — YELLOW
TAG

EXPLANATION

" Items that are damaged beyond repair
or have no value and should be
disposed properly. Examples include
broken equipment.

" ltems that are not immediately needed
in the current workflow but are still
valuable. They may be stored for future
use or shared with other departments.

ltems that can be repaired or
refurbished and returned to service.
Proper evaluation and maintenance
procedures are crucial for this category.

4
.

ltems that are found in one department
but actually belong to another. These

should be returned to their rightful
owners.

v dldidl
NTPC

EXAMPLE

Damaged |V stands or expired
medications.

Surplus medical supplies that can be
shared with other departments.

Broken wheelchairs or equipment that
can be repaired.

A device that belongs to a different unit
or department.
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DEFINITION

. The Seiri Museum is a dedicated space within an organization.
* In this space, items from the workplace are displayed.

. . . n 11} " "
* These items are categorized into "necessary” and "unnecessary" to
demonstrate the principles of Seiri.

 EXPLANATION

* The Seiri Museum serves as a tangible example of how
organization and decluttering can lead to improved efficiency and
productivity.

* It visually reinforces the importance of the Seiri step in Lean
management.

 EXAMPLE

* Enhanced Employee Understanding: The museum helps employees
better understand the Seiri concept and its impact.

* Continuous Improvement: It encourages a culture of continuous
improvement by showcasing the benefits of organization.

* Visual Reinforcement: The museum provides a visual reference
point for Lean concepts, making them more relatable.




BEFORE




CONCEPT OF COLOR CODING

* Color coding involves assigning specific colors to items or categories to easily

distinguish and identify them.
* In healthcare, it is commonly used for organizing supplies, medications, and

equipment.

" Purpose

1.Quick Identification: Color coding allows staff to quickly identify items or

categories.
2.Error Reduction: It reduces the risk of errors, such as medication mix-ups.

3.Efficiency: Color coding streamlines workflows, saving time in locating items.
4.Standardization: Promotes consistency and adherence to protocols.

1.Selection of Colors: Choose appropriate colors for different item categories

or purposes.
2.Labeling: Attach colored labels or tags to items or storage areas.
3.Staff Training: Train staff on the color-coding system and its significance.
4.Consistency: Ensure consistent use of color coding throughout the facility.
5.Documentation: Maintain documentation or reference guides for color codes.




COLOR CODE STANDARDS .

* Designates emergency equipment and supplies. This colour quickly alerts
healthcare providers to critical items needed during emergencies.

BLUE * Associated with medications and medical supplies. Blue-coded areas help
prevent medication errors by ensuring clear identification and proper
storage of medications.

» Signifies safety and first aid equipment. Green-coded items are easily
recognizable and accessible in case of accidents or medical
emergencies.

YELLOW

YELLOW ° Indicates cautionary areas or potential hazards. Yellow-coded zones
serve as visual reminders to exercise caution and follow safety protocols.



DRAWER MANAGEMENT

" Definition BEFORE

* Drawer management is a crucial component of the 5S
methodology in healthcare, focused on optimizing the
organization of drawers, cabinets, and storage units in
healthcare settings.

" Procedure

e Standard procedure for drawer organization in
healthcare settings:

* 1st Drawer: Stationary - This drawer is dedicated to
essential stationary supplies such as pens, notepads, and

markers.
* 2nd Drawer: Office Papers - The 2nd drawer is used for
storing office papers, forms, and documents that require BEFORE AFTER

quick access.

* 3rd Drawer: Miscellaneous ltems - In the 3rd drawer,
miscellaneous items that are frequently needed but don't
fit in the other categories are stored.

* Advantages includes quicker access to supplies, minimized
errors, and enhanced staff productivity and satisfaction.




5 FOLDER SYSTEM

PROCEDURE

5 Folder System helps maintain order and efficiency with office papers:
» Pending Papers File: For documents that are currently being

Definition Benefits

* The 5 Folder System is . Imp!'oved document processed or require further action.
9 s’rruc’rurgd approach retrieval ) ) » Papers to Be Filed File: Reserved for papers that need to be
to managing paper * Better compliance with hived or filed for fut f
documents and records N L L archived or filed away for future reference.
in healthcare settings. It regulations > Action to Be Taken File: Houses papers that require immediate
involves the use of five » Peduced administrative attention or follow-up actions.
di.Sﬁan fold.e.rs, each errors » Reference Papers File: Contains documents that serve as
with a spec!flc purpose, * Enhanced efficiency in references for ongoing or future tasks.
to keep office papers . . . . . .
managing office » Urgent Papers File: Dedicated to high-priority documents that

organized and easily
accessible. papers. demand immediate action or response.
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CONCLUSION

As we conclude this presentation, let's recap the key takeaways:

5S is a systematic methodology comprising five principles: Organization, Neatness, Cleaning,
Standardize, and Discipline.

5S offers a systematic approach to transforming healthcare environments, improving quality
of care, and ensuring patient safety.

Benefits of 5S in healthcare include improved patient safety, enhanced organization,
increased productivity, streamlined processes, error prevention, and better infection control.

The concept of a red-tag area safeguards against accidental disposal of critical medical
supplies.

Successful 5S implementation requires engagement of all staff, regular training, audits, and a
culture of continuous improvement.

Color code standards aid in efficient identification of items and areas.
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