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What is the 5S?

5S is the name of a workplace organization 
methodology that uses five Japanese words. 
These Japanese words have been 
converted in English to Sorting, Setting-
in-Order, Shining, Standardizing and 
Sustaining the Discipline.

（Source: KEYENCE, 

https://www.keyence.co.jp/global/special/other/course/english/40/
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"Sorting" means to keep only essential 
items and eliminate things not required.
"Set-in-Order" means there should be a 
place for everything and everything should 
be in its place. And the places should be 
easily-accessible.
"Shining" means to clean the workspace 
and all equipment, and keep it clean.
（Source: KEYENCE
https://www.keyence.co.jp/global/special/other/course/english/40/
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"Standardizing" means to maintain the 
Sorting, Setting-in-Order and Shining.
"Sustaining the Discipline" means to 
accustom everyone to follow set rules and 
procedures. 
Implementing the 5S will lead to increase 
in productivity, safety and quality of 
products.
（Source: KEYENCE
https://www.keyence.co.jp/global/special/other/course/english/40/



1-(1). Sort :Dispose of unnecessary
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1-(2). Sort :Dispose of unnecessary
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2. Set-in-Order :Setting up the 
necessary materials in convenient places
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3-(1). Shine: Clean and inspect
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3-(2). Shine: Clean and inspect
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4. Standardize: Keep clean

"Standardizing" means to 

maintain the Sorting, 

Setting-in-order and Shining
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5. Sustain : Customizing the four (S)

"Sustaining" 

means to 

accustom 

everyone to 

follow set rules 

and procedures
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➢ PDCA Cycle Management consists of

P: Plan : Set targets and objectives, and 

formulate the action plan.

D: Do : Carry out the plan

C: Check : Verification within execution. If 

didn’t conduct as plan, should analysis the 

factors.

A: Action : Based on the verification results, 

consider what measures and improvements 

should be conducted.
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(Source: JICA Web site)
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➢ Definition of KAIZEN
1) Choice of means, change of method
2) make small changes
3) Correspondence to realistic constraints

➢ Steps of KAIZEN
1) Focus (Problems)
2) Ideas (How to improve)
3) Execution (improvement implementation)
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➢Examples of KAIZEN
1) Hang only frequently

 used tools in front of
the cart

2) Make some
effort to organize
your files

File

Document

Document
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