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MONITORING AND EVALUATION SHEET FOR THE PROGRESS OF 5-S ACTIVITIES

HOSPITAL: DEPARTMENT:

LEADERSHIP

1 Role & Commitment of Management, Sustainability of 5-S activity, Training Programme for Middle Mgt., Setting up 5-S Committees, 5-S|
Campaigns.

1.1 |commitment, knowledge, Awareness on 5S among Managers and health workers 1 2 3 4 5

12 58S progress meeting, monitoring evaluation conducted by WIT and recorded in 1 2 3 4 5
minutes

1.3 |Evidence of trainings conducted for Managers and health workers 1 2 3 4 5

SEIRI - (SORTING) “Sasambua”
2

Clutter free Environment in Premises, Inside Offices, Work Place, etc. Evidence of removal of unwanted items should be evidentall around.
Unwanted items removed from Premises, Offices, Work Places including drawers,

21 ) 1 2 3 4 5
cabinets and shelves

2.2 |Walls are free of old posters, calendars, pictures 1 2 3 4 5

2.3 |Notice Boards — Current Notices with removal instructions 1 2 3 4 5

2.4 |Color cording for waste disposal maintained and standards followed 1 2 3 4 5

SEITON — (SETTING/ ORGANISATION) “Seti”

3 Ability to find whatever is required with the least possible delay, evidence of eliminating the waste of time throughout the Institute/Organization.
3.1 |Photographic evidence of Pre 5-S Implementation and afterwards 1 2 3 4 5
3.2 |Visual Control methods adopted to prevent mix-up of items (files, equipment, tools etc.)] 1 2 3 4 5
33 Directional Boards from hospital entrance to all facilities under your 1 2 3 4 5
section/departments(office,wards Laboratory etc.) and corridors are clearly marked
3.4 |All machines/Rooms/Toilets/Switches/fans regulators etc. have identification labels 1 2 3 4 5
3.5 |Allitems are arranged according to ‘Can See’, ‘Can Take Out’ & ‘Can Return’ principle 1 2 3 4 5
3.6 |X-axis, Y-axis alignmentis evident everywhere 1 2 3 4 5

SEISO — (SHINING / CLEANLINESS) “Safisha”

4 The Cleanliness all round the Institution should have been carried out according to the 5-S Concepts.
4.1 |Floors, Walls, Windows, Toilets, Change Rooms in working order & clean 1 2 3 4 5
4.2 |Cleaning responsibility Maps and Schedules displayed 1 2 3 4 5
4.3 |Waste bin strategy is implemented 1 2 3 4 5
4.4 |Use of adequate cleaning tools is evident 1 2 3 4 5
4.5 |Storage of cleaning tools — Brooms/Maps/Other equipment 1 2 3 4 5
Machines/Equipment/Tools/Furniture at a high level of Cleanliness & maintenance
46 schedules displayed ! 2 8 4 5

SEIKETSU — (STANDARDIZATION) “ Sanifisha”
5 |High level of Standardization in all activities carried outin SEIRI, SEITON and SEISO and the evidence of
such standards being practiced all around.

Adopt 5-S procedures & standardized on Check list, Labels Corridors/Isles &

5.1 1 2 3 4 5
Gangways

52 Standardization of Maintenance/Storage of Files/Records / Orderliness in Keeping 1 2 3 4 5

) Furniture/Equipment in Offices/Workplaces, etc.

Standardized check lists for common Administrative Procedures in hospital and

53 1 2 3 4 5
department
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SHITSUKE - (SUSTAIN / SELF DISCIPLINE) “Shikilia”
8 Evidence of an disciplined approach to all 5-S activities through proper Training & Development, which shows the sustainability in the long term.
6.1 |Evidence of regular training program for all categories of Employees in the section 1 2 3 4 5
6.2 |Evidence of WIT Activities & promotion of Kaizen Schemes 3 4
6.3 |Evidence in carrying out Internal Audits by WIT 1 2 3 4 5
6.4 |Evidence of Self Discipline among visitors to the Institution 1 2 3 4 5
Evidence of Self-Discipline in the overall Institution 3 4

Productivity/Services
7
Measures how efficientlyinputs to Output are used to produce goods & services with better management techniques and work methods.
7.1 |Evidence of methods & systems adopted to improve productivityemployee 1 2 3 4 5
Efficiency and effectiveness, use of innovative method to increase and sustain
72 L 1 2 3 4 5
productivity
7.3 |Evidence in the use of 5S Process to increase Productivity 1 2 3 4 5

Quality
8
Goal is to create satisfied customers by doing 100% right work, responding speedily to requirements every time thus gaining trust & confidence.
8.1 |Communication plans are evident for Implementation of Quality Improvement 1 2 3 4 5
8.2 |Evidence of fewer rejects, less wastage, less rework through 5S Process 1 2 3 4 5
8.3 |The Qualityin the Process of the Manufacture/Service by 5S implementation 1 2 3 4 5

Cost
9

The intrinsic cost of providing products/services to declared standards by a given specified process right first time and everytime
Evidence in reduction in cost of materials, Labor, Energy, Overheads lowering of

9.1 . . 1 2 3 4 5
defects etc. byintroducing 5S concept

9.2 |Tangible cost advantages through 5S methods in waste control 1 2 3 4 5

9.3 |Evidence of lowering Inventory Cost by the use of 5S Methods 1 2 3 4 5

Safety
10 The overall safety to Employees, Visitors and Property is evidently displayed by the use of 5S Process
10.1 |Evidence of the effect of safety measured by less accidents occurred in the year 1 2 3 4 5
10.2 |Methods applied in Machinery & Equipment on safety measures 1 3 4 5
10.3 |Methods applied to protect the Employees/Visitors on accident 1 2 3 4 5
10.4 |Evidence of Safety Measures applied in providing an excellent health service 1 2 3 4 5
10.5 |Evidence knowledge and skills of employee on safety 1 2 3 4 5

Delivery
1
Evidence in the reduction of the delivery time of the Product/Service by the implementation of 5S Process
11.1 |Evidence of timely delivery of Products/Services 1 2 3 4 5
11.2 |Overall effect to health facility by reducing deliverytime 1 2 3 4 5
11.3 |Evidence of employee participation to reduce the deliverytime 1 2 3 4 5
11.4 |Evidence of Just In Time in the hospital 1 2 3 4 5
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12

Morale

Evidence in the overall Institution/Organization in improving the Morale by the implementation of 5S Process

121

Level of morale displayed by Managers & Workers

N

IN

122

Evidence of projects carried out by the employees to display high level of Morale

123

Evidence of 5S - KAIZEN mindset or TQM culture

|

13 58 Organization, Work Improvement Team (WIT)
Role &Activities of WIT,
13.1 |Member of WIT are actively working 2 3 4 5
13.2 |WIT's activities are carried out according schedule 2 3 4 5
13.3 |Evidence of regular WIT and QIT meeting 2 3 4 5

14

Empwerment of hospital staff through 5S, KAIZEN, TQM

Opportunity and emvironment for empowerment for hospital staff by themselves

141

Evidence of learning opportunity for 5S, KAIZEN, TQM

[9)]

14.2

Seminar and Training on 5S-KAIZEN-TQM are conducted for WIT members
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DESCRIPTION

| Points to be observed

58S LEADERSHIP OF HOSPITAL / DEPERTMENT MANAGEMENT

1 Role & Commitment of Management, Sustainability of 5-S activity, Training Program for Middle Mgt., Setting up 5-S Committees, 5-S
Campaigns.
. Observe 5S implementation and attitude of staff, and make some
Commitment, knowledge, Awareness on 5S among Managers and . L . X
1.1 questions to section in-charge and staff for checking their knowledge
health workers .
and commitment on 5S
. o . Ask section in-charge and staff to show us minutes of meeting and
t t luat t WIT
1.2 58 progrgss ".‘ee ing, monitoring and evaluation conducted by and other record on 5S activities. Check the contents of records and
recorded in minutes X )
judge whether records are kept well and accessible or not.
1.3 Evidence of trainings conducted for Managers and health workers Ask section m-charge and'staffto Shf)v.v us training
report/manual/material for internal training.
2 SEIRI — (SORTING) “Sasambua”
Clutter free Environment in Premises, Inside Offices, Work Place, etc. Removal of unwanted items should be evident all around.
2.1 Unwanted items removed from Premises, Offices, Work Places including Observe mentioned places and check whether unnecessary items
’ drawers, cabinets and shelves are removed or not.
29 Walls are free of old posters, calendars, pictures Obsene wallls, doors and notice boards whether old posters,
calendars, picture are removed from them.
Observe and check the information displayed on the notice board. It
23 Notice Boards — Current Notices with removal instructions is also important to check if period of display and its instruction are
given or not.
Obsere if Color-coding for waste disposal are applied and check if
2.4 Color coding for waste disposal maintained and standards followed the instruction of colors and usage for each color are given and
shared by all the staff.
SEITON - (SETTING / ORGANISATION) “Seti”
3 Ability to find whatever is required with the least possible delay, evidence of eliminating the waste of time throughout the
Institute/Organization.
Observe and check whether the section displays or keeps pictures
3.1 Photographic evidence of Pre 5-S Implementation and afterwards of before 5S or not. If you ask and answer is “Pictures are kept by
QIT”, do not mark more than 3 (Fairly implemented)
Observe and check whether the section is using “visual control
32 Visual Control methods adopted to prevent mix-up of items (files, method” or not. Note that labeling and symbol are not a “visual
: equipment, tools etc.) control method” unless they are designed to manage or control
certain operations/processed items
33 Directional Boards from hospital entrance to all facilities (office, wards, Observe and check whether directional boards to the section are
) Laboratory etc.) and corridors are clearly marked displayed or not at corridors and entrance
’ . . . .« .. _|Observe and check whether all
3.4 gtgl'nsachlnes/Rooms/T0|Iets/Swnches/fans regulators etc. have identification machines/Rooms/Toilets/Switches/fans regulators etc. are labeled orf
not
35 All items are arranged according to ‘Can See’, ‘Can Take Out’ & ‘Can Observe and check whether items, equipment etc. are arranged
: Retumn’ principle properly to minimize time for searching items with proper workflow
Observe and check the arrangement of tools and equipment on
3.6 X-axis, Y-axis alignment is evident everywhere working bench, furniture and papers &
posters on notice boards are aligned on X-Y axis.
4 SEISO - (SHINING / CLEANLINESS) “Safisha”
The Cleanliness all round the Institution should have been carried out according to the 5-S Concepts.
41 Floors, Walls, Windows, Toilets, Change Rooms in working order & Observe general cleanness of the section e.g. floors, walls, windows,
' clean toilets, change rooms and check whether they are functioning or not
. . . Check whether the section has clear cleaning schedule and map or
4.2 Cleaning responsibility Maps and Schedules displayed X 9 P
list of areas to be cleaned.
Observe and check whether the section is utilizing proper waste bins
and wastes are segregated or not. Even if waste bins are color
4.3 Waste bin strategy is implemented coded, if segregation is not done or they use bin liner in
different/inconsistent colors, do not mark more than 3 (Fairly
implemented
Observe and check whether the section has mops, brooms and
th leaning tools. If cleaning i t: k th
44 Use of adequate cleaning tools is evident other common ¢ eanlr?g 00l S. cl eanlnglls outsourced, ask the
company to show their cleaning tools. It is recommend for each
section to keep mops and brooms for sudden incidents
4.5 Storage of cleaning tools — Brooms/Maps/Other equipment Obser\_/e and check whether the S?Ctlon. s storing clganlng
tools in proper manner e.g. hung in designated spot with labels
46 Machines/Equipment/Tools/Furniture at a high level of Cleanliness & Observe and check whether the section maintains cleanness of

maintenance schedules displayed

machines, equipment and tools, and make them ready for use.
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SEIKETSU — (STANDARDIZATION) “ Sanifisha”

all around.

High level of Standardization in all activities carried out in SEIRI, SEITON and SEISO and the evidence of such standards being practiced

5.1

Adopt 5-S procedures & standardized on Check list, Labels Corridors/Isles
& Gangways

Observe and check 1) whether QIT or the section has standardized|
5S tools e.g. size of labeling and signboards, and 2) whether the
section has deweloped checklists to maintain the condition|
established for S1-S3. If they have standardized/developed, you need
to check how those tools/checklists are used as well.

52

Standardization of Maintenance/Storage of Files/Records / Orderliness in
Keeping Furniture/Equipment in Offices/Workplaces, etc.

ODSEIVE  ana._ CNeck wr SECUom Nas  0everoped. Sor|
(Standard Operating Procedures) for maintenance of machines,
storage of files or records, handling and arrangement of equipment,
furniture and so on or not. If you do not see SOP close to the
machines or equipment, do not mark more than 3 (Fairy

implemented)

5.3

Standardized check lists for common Administrative Procedures in hospital
and department

Obsenve and check whether the section developed check lists for file
keeping, reporting, shift change, information sharing and other|
administrative procedures or not. If the checklists have been

SHITSUKE — (SUSTAIN / SELF DISCIPLINE) “Shikilia”

term.

Evidence of a disciplined approach to all 5-S activities through proper Training & Development, which shows the sustainability in the long

6.1

Evidence of regular training program for all categories of Employees in
the section

Check whether the section has orientation or training program for
newly assigned staff to the section or not and ask staff to show the
records.

6.2

Evidence WIT Activities & promotion of Kaizen Schemes

Check whether the section started to introduce small Kaizen such
as Kaizen suggestions (brainstorming for improvement of work) or
not. Check minutes of WIT meeting, Kaizen suggestion sheet etc.

6.3

Evidence in carrying out Intemal Audits by WIT

Check whether the section has records of M&E activities (self
evaluation and checklist for daily 5S
implementation) with pictures or not

6.4

Evidence of Self Discipline among visitors to the Institution

Check whether the section has evidences (message, posters,
slogans) for increasing awareness of patients/care-takers/visitors on
58 activities such as cleaning rooms and toilets, waste segregation,
hand washing etc. or not. It is also necessary to observe behavior of]
patients/care-takers/visitors if they are following the mentioned
instructions or not.

6.5

Evidence of Self-Discipline in the department/section

Check whether the section has records or evidences (message,
posters, slogans) for increasing awareness of staff on 5S activities
among staff working in the section. It is also necessary to observe
how staff is performing.

KAIZEN

7 Productivity/Services
Measures how efficiently inputs to output are used to produce goods & senices with better management techniques and work methods.
X . Observe and check whether the section has records or evidences of|
Evidence of methods & systems adopted to improvwe . . . )
71 productivity/employee implementing or introducing some method or systems such as
“KANBAN’", “Time management”, “Process checklist” etc. and
Observe and check whether the section is applying innovative
79 Efficiency and effectiveness, use of innovative method to increase and |methods for increasing/sustaining productivity (such as “visual
: sustain productivity control for stock management”, “placement of equipment and tools
based on staff movement”, etc.) or not
Observe and check whether the section is practicing S1, S2 and S3
7.3 Evidence in the use of 5S Process to increase Productivity for sustaining clean and conducive working environment for
productivity
8 Quality
Goal is to create satisfied customers by doing 100% right work, responding speedily to requirements every time thus gaining trust & confidence.
Observe and check whether the section is identified how to inform
81 Communication plans are evident for Implementation of Quality progress of planed activities, resource usage, process of quality
. Improvement improvement etc. to stakeholders by using “standard ranges”,
"Newsletters” and so on.
Observe and check whether the section is taking measures or|
applied system to reduce wastes or rework by using 5S such as
8.2 Evidence of fewer rejects, less wastage, less rework through 5S Process setting by recycling of plastic container”, “ setting by visual control
for easy inventory”, “Standardized checklist for administrative work”
etc. or not
Observe and check whether the section is considering quality
8.3 The Quality in the Process of the senice by 5S implementation of senices such as "waiting time

reduction”, “clean ward facility”, “appropriate consolation time” etc.

by 5S activities or not.
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Cost

The intrinsic cost of providing products/senvices to declared standards by a given specified process right first time and every time

9.1

Evidence in reduction in cost of materials, Labor, Energy, Overheads
lowering of defects etc. by introducing 5S concept

Check whether the section is “cost conscious” (thinking or
waste of time, energy, money with unnecessary movement, order
etc.) or not.

9.2

Tangible cost advantages through 5S methods in waste control

Check inventory book, supply order records etc.,, and obsene
whether the section is getting advantage on cost reductions through
5S approach ( especially S1, S2, and S4) or not

9.3

Evidence of lowering Inventory Cost by the use of 5S Methods

Observe and check whether the section’s store is well organized and
arranged with proper labeling and has inventory list. It is also need to
be checked whether the section is conducting inventory of stock
regularly or not. If there is not record of inventory, do not mark more|

than 3 (Fairly implemented)

10

Safety
The owerall safety to Employees, Visitors and Property is evidently displayed

by the use of 5S Process

Evidence of the effect of safety measured by less accidents occurred
in the year

Ask the staff to show you incident reports. If the incident reports is
not existing, mark low

Methods applied in Machinery & Equipment on safety measures

Observe and check whether the section developed SOP for
machines and equipment, applied danger marks and symbols
around machines and equipment, or not

Methods applied to protect the Employees/Visitors on accident

Obsenve and check whether the section has standing protection
gears such as gloves, aprons, goggles etc., and applied warning
signs and symbols, or not

Evidence of Safety Measures applied in providing an excellent health
senice

Observe and check whether the section introduced safety measures
for provision of health care, such as prevention of needle poking,
earth wire with ECG machine, proper antiseptic procedure, double
checking for medication etc., or not.

10.5

Evidence knowledge and skills of employee on safety

Check whether the staffs working in the section have knowledge and
skills on safety measures for workers, visitors and patients, such as
KYT (Danger Prediction Training) or not. If the staff cannot answer|
safety measures, even if fire distinguisher, first aid kit etc. are

observed, do not mark more than 3 (Fairly implemented)

"

Delivery

Evidence in the reduction of the delivery time of the Product/Senice by the implementation of 5S Process

Evidence of timely delivery of Products/Senices

Observe and check whether the staffs working in the section are
attending patients when they are demanded by patients or not

Overall effect to health facility by reducing delivery time

Observe and check whether the system or mechanism established
by the section for reducing delivery time is applied in other sections
and departments or not. If the method is not well recognized by
others and QIT, do not mark more than 3 (Fairly implemented)

Evidence of employee participation to reduce the delivery time

Observe and check whether the section established system or|
mechanism to reduce the delivery time such as reduction of paper|
work, modification of process, proper setting and arrangement of]
necessary tools and equipment etc.

Evidence of Just In Time (JIT) in the hospital

Observe and check whether the section understood the meaning of
JIT and applied in their senices such as medication delivery from
pharmacy to ward, tool kit delivery from CSSD to OT, other supply

from central store to department etc.

12

Morale
Evidence in the overall Institution/Organization in improving the Morale by the

implementation of 5S Process

121

Level of morale displayed by managers & workers

Obsene and check whether section in-charge and WIT members
obtained medical ethics thorough asking questions on customer and
quality of care. If the staff cannot answer correctly, do not mark
more than 3 (Fairly implemented)

Evidence of projects carried out by the employees to display high level of
Morale

Obsene and check whether WIT members introduced or established
some mechanism (such as “learning customer care”, “display
monthly slogan for customer care”) for improvement morale among

12.3

Evidence of 5S - KAIZEN mindset or TQM culture

Obsene and ask staffs on actual purposes of 5S — KAIZEN
approaches. If the staff cannot answer correctly, do not mark more

than 3 (Fairly implemented)

13

5S Organization, Work Improvement Team (WIT)

Role &Activities of WIT

Member of WIT are actively working

Observe and check whether WIT members are working actively on
58 and kaizen with proper skills and knowledge. Ask WIT members
on 5S and roles and responsibility of WIT and if they cannot answer,

committed.

WIT's activities are carried out according schedule

Check WIT action plan or meeting schedules, and minutes of]
meeting whether the planed schedule and actual activities are
matching. If WIT does not have written schedule for meeting,

(Fairly implemented)

Evidence of regular WIT and QIT meeting

Check Minutes of meeting of WIT-QIT meeting and its period. If the
meeting is not held more than 3 month, do not mark more than 3

(Fairly implemented)
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Empowerment of hospital staff through 5S, KAIZEN, TQM

14 Opportunity and environment for empowerment for hospital staff by themselves
Check whether staff working in the section are getting learning
14.1 Evidence of learning opportunity for 5S, KAIZEN, TQM opportunities such as seminar, workshop and refresher training on
5S-KAIZEN-TQM, or not
Observe and check whether staff working in the section are
14.2 Seminar and Training on 5S-KAIZEN-TQM are conducted for WIT members

conducted internal seminar, workshop and refresher training on 5S-
KAIZEN-TQM, or not in the past 6 months
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8-3. KAIZEN Yut&XF=xzv 7YX}

KAIZEN Process Checklist

Hospital

Department/Section/Unit/Ward

Date of Monitoring

Member of KAIZEN Team

QIT facilitator

Last date of meeting with
consultation

QIT for

1. Theme of KAIZEN

2. Situation analysis

Current data table Pareto chart Target set

1 Made correctly 1 Made correctly L] Set

] Made but wrongly ] Made but wrongly L e v
] Not made ] Not made [] Not set

3. Root cause analysis

Fishbone diagram

[] Developed correctly and root

causes are identified

[] Developed wrongly and root causes are not well identified

[] Notdone

4. Counter measure identification

Tree diagram

Matrix diagram

Feasibility check

[J] Made correctly
1 Made but wrongly
] Not made

[J Made correctly
1 Made but wrongly
] Not made

[] Done correctly
L1 Done but wrongly
[] Notdone

5. Implementation of counter measure

Implementation

Progress check

] Notimplemented

L1 Allidentified measures implemented
L1 Identified measures partially implemented

L] Checklist developed and used
L1 Progress is not check

6. Effectiveness check

Comparison data table

Comparison Pareto chart

Target achievement

[J Made correctly
] Made but wrongly
1 Not made

[] Made correctly
] Made but wrongly
1 Not made

] Achieved

[] Not achieved

7. Standardization of effective measures

Explain the Standardization methods:

8. Suggestion
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