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N where we delve into the principles of Sort, Set in order,
Shine, Standardize, and Sustain to optimize your
workspace. This course is designed to equip you with
practical skills to enhance organization, efficiency, and
safety in any environment. Through interactive lessons
and real-life examples, you'll learn to transform
cluttered spaces into well-organized, streamlined work
areas.
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Course Objectives

Understand the fundamental principles
of 5S and their application.

Implement S5S techniques to improve
workplace organization and cleanliness.

Develop skills to sustain the benefits of
a 5S system over time.

Enhance efficiency, productivity, and
safety through proper workspace
management.

Apply SS concepts in diverse settings,
from offices to manufacturing floors.
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. Enhanced Efficiency Learn to organize and

optimize your workspace, reducing time

spent searching for tools or information.

Improved Productivity Implement 5S
principles to streamline processes, leading to

increased output and smoother workflows.

Enhanced Safety Create a safer work

environment by reducing clutter and

implementing regular maintenance

practices.
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Course Modules

1.Understanding the Five Principles
2.Importance of 5S in Various Industries

1.1dentifying Necessary vs. Unnecessary
Items
2.Strategies for Decluttering

1.0rganizing Tools and Equipment
2.Creating an Ergonomic Workspace

1.Cleaning Strategies for a Safer
Environment
2.Incorporating Regular Maintenance

1.Establishing Consistent Procedures
2.Implementing Visual Controls

1.Developing a Continuous Improvement
Mindset 05
2.Strategies for Long-term Maintenance
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Who Shovuld Join
This Course

. Suitable for individuals ranging from entry-level
employees to senior executives, providing
universally applicable organizational skills.

. Ideal for those responsible for maintaining and
improving the efficiency of workspaces, enhancing
managerial capabilities.

. Beneficial for individuals overseeing teams,
promoting a structured and organized work
environment for better team performance.

. Valuable for those looking to establish efficient
workflows and maintain a well-organized
workspace, crucial for small business success.
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Module1:
Introduction to 5S

Lesson 1: Understanding the Five Principles

Objective :

The first lesson aims to provide a foundational understanding of the five
principles of 5S - Sort, Set in Order, Shine, Standardize, and Sustain. By
the end of this lesson, learners should grasp the significance of each
principle in improving workplace organization.

Content:

« Introduction to SS: Define the concept of SS and its origin.

. Overview of Five Principles: Explore each principle individually,
explaining its purpose and contribution to workspace optimization.

« Interactive Discussion: Engage learners in a discussion on how
these principles can be applied in various work settings.
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Module1:
Introduction to 5S

Lesson 2 : Importance of 5S in Various Industries

Objective :

This lesson aims to highlight the relevance and benefits of implementing
5S principles across different industries. Learners will understand the
universal applicability of 5S for achieving efficiency and quality.

Content:

. Case Studies: Examine real-life examples of successful 5S
implementations in diverse industries, such as manufacturing,
healthcare, and office environments.

. Benefits of 5S: Discuss the positive impacts, including increased
productivity, reduced waste, and improved safety.

« Group Activity: Collaborate on identifying industry-specific
challenges that 5S can address.

08




ACADEMY

Module 2:
Sort (Seiri)

Lesson 1: Identifying Necessary vs. Unnecessary Items

Objective :

In this lesson, learners will delve into the first S of SS, Sort. The objective
is to develop the ability to distinguish between essential and non-
essential items in the workspace, laying the foundation for decluttering.

Content:

. Sorting Criteria: Define criteria for determining the importance of
items, considering frequency of use, relevance, and value.

« Practical Sorting Exercise: Engage in a hands-on activity where
learners categorize items in a simulated workspace, applying the
principles learned.

. Discussion on Benefits: Explore the immediate benefits of
decluttering, such as improved accessibility and reduced wasted
time.
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Module 2:
Sort (Seiri)

Lesson 2 : Strategies for Decluttering

Objective :

This lesson focuses on practical strategies for decluttering and
organizing a workspace, ensuring a systematic approach to
implementing the Sort principle.

Content :

. Decluttering Techniques: Introduce methods like the 5S Red Tag
system, helping learners decide whether to keep, relocate, or
discard items.

« Organizational Tools: Explore the use of storage solutions, labeling,
and visual cues to maintain an organized environment.

. Interactive Workshop: Provide a virtual or physical workshop where
learners apply decluttering strategies to a designated space.
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Module 3:
Set in Order (Seiton)

Lesson 1: Organizing Tools and Equipment

Objective :

This lesson delves into the second S of 5S, Set in Order. The objective is
to guide learners in efficiently organizing tools and equipment within a
workspace for easy accessibility and improved workflow.

Content:

« Systematic Arrangement: Discuss the importance of arranging
tools based on frequency of use and workflow requirements.

. Visual Management: Explore techniques such as shadow boards,
color coding, and labels to enhance visual organization.

- Hands-On Sorting Activity: Engage in a practical activity to
arrange tools and equipment following Set in Order principles.
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Module 3:
Set in Order (Seiton)

Lesson 2 : Creating an Ergonomic Workspace

Objective :

This lesson focuses on the ergonomic aspects of workspace
organization, ensuring that the arrangement supports comfort,
efficiency, and safety.

Content:

« Ergonomic Principles: Introduce ergonomic concepts related to
workspace layout and organization.

« Customization: Discuss the importance of adapting organizational
methods to suit individual and team needs.

« Case Study: Analyze examples of how ergonomic workspace
design has positively impacted productivity and employee well-
being.
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Module 4 :
Shine (Seiso)

Lesson 1: Cleaning Strategies for a Safer Environment

Objective :

This lesson explores the third S of SS, Shine. The objective is to
understand the importance of cleanliness in the workplace for safety
and efficiency.

Content :

. Safety and Cleanliness: Emphasize the connection between a
clean workspace and a safer working environment.

« Cleaning Techniques: Introduce effective cleaning methods for
different surfaces and equipment.

. Interactive Demonstration: Conduct a virtual or physical
demonstration of proper cleaning procedures.
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Module 4 :
Shine (Seiso)

Lesson 2 : Incorporating Regular Maintenance

Objective :

In this lesson, learners will understand the role of regular maintenance in
sustaining a clean and organized workspace over time.

Content :

. Preventive Maintenance: Discuss the concept of preventive
maintenance to address potential issues before they become
problems.

« Scheduling Maintenance Tasks: Explore strategies for
incorporating regular maintenance into daily, weekly, and monthly
schedules.

« Case Study: Analyze examples where regular maintenance has
prevented accidents or breakdowns.
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Module 5.
Standardize (Seiketsu)

Lesson 1: Establishing Consistent Procedures

Objective :

This lesson delves into the fourth S of 5S, Standardize. The objective is to
guide learners in establishing standardized procedures for maintaining
an organized and efficient workspace.

Content:

« Documenting Processes: Discuss the importance of documenting
5S procedures and guidelines.

« Checklists and Standardization Tools: Introduce tools like
checklists and visual aids to standardize processes.

 Interactive Session: Collaborate on creating a standardized
procedure for a specific task or area.
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Module 5.
Standardize (Seiketsu)

Lesson 2 : Implementing Visual Controls

Objective :

This lesson focuses on the implementation of visual controls to sustain
organization and efficiency in the long term.

Content:

« Visual Communication: Explore the use of visual signals, signs, and
labels to communicate standards and guidelines.

« Visual Control Examples: Showcase real-life examples where visual
controls have been effectively implemented.

« Hands-On Activity: Engage in an activity where learners create
visual controls for a simulated workspace.
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Module 6:
Sustain (Shitsuke)

Lesson 1: Developing a Continuous Improvement Mindset

Objective :

This lesson focuses on the fifth S of 5S, Sustain. The objective is to instill
a continuous improvement mindset, ensuring the long-term success of
the 5SS system.

Content :

. Continuous Improvement Principles: Introduce the concept of
Kaizen and the importance of ongoing improvement.

. Employee Involvement: Discuss the role of all team members in
sustaining and improving the 5S system.

« Brainstorming Session: Facilitate a session where learners
generate ideas for continuous improvement in their own
workspaces.
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Module 6:
Sustain (Shitsuke)

Lesson 2 : Strategies for Long-term Maintenance

Objective :

In this final lesson, learners will explore practical strategies for
maintaining and enhancing the 5S system over the long term.

Content :

« Review and Audit: Discuss the importance of regular reviews and
audits to identify areas for improvement.

« Training and Onboarding: Explore strategies for training new team
members and ensuring consistent adherence to 5S principles.

« Success Stories: Share success stories of organizations that have
sustained the benefits of 5SS over an extended period.
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BASIC PRINCIPLES FOR COURSE IMPLEMENTATION

N

Active Participation

- Encourage learners to actively engage with course content
through discussions, hands-on activities, and practical
applications. This promotes a deeper understanding and
better retention of the 5S principles.

Team Collaboration

« Emphasize the importance of teamwork in implementing SS.
Foster a collaborative environment where participants can
share ideas, challenges, and success stories, enhancing the
learning experience.

Practical Application

« Incorporate real-life scenarios, case studies, and interactive
workshops to allow learners to apply 5SS principles in simulated
work environments. Practical experiences solidify
understanding and demonstrate the immediate benefits of
the concepts.

Continuous Feedback

- Establish a feedback loop where participants can share their
progress, ask questions, and receive guidance. Regular check-
ins and assessments help identify areas for improvement and
ensure that learners stay on track.

Cultivate a Culture of Continuous Improvement

« Instill the mindset of continuous improvement throughout the
course. Emphasize that implementing 5SS is an ongoing
process, and encourage participants to seek ways to enhance
and sustain the organized workspace beyond the course
duration.
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PRACTICAL TIPS FOR IMPLEMENTING THE COURSE

N\ Engage Learners with Real-Life Examples

. Incorporate relatable, industry-specific examples to illustrate
the practical application of 5S principles. Relating concepts to
real scenarios enhances understanding and motivates
learners to apply these principles in their own work settings.

A\ Interactive Workshops and Simulations

- Design hands-on workshops and simulations that simulate
workplace scenarios. These activities allow participants to
actively practice and internalize 5SS principles, fostering a
practical understanding of the concepts.

N\ Encourage Peer Learning

« Facilitate group discussions, collaboration, and peer learning
activities. Encouraging participants to share their experiences
and insights creates a dynamic learning environment, where
individuals can learn from each other's challenges and
successes.

\ Provide Tools for Self-Assessment

« Offer self-assessment tools or checklists that participants can
use to evaluate their progress in implementing S5S. This
empowers learners to track their achievements and identify
areas for improvement, promoting a sense of ownership in the
learning process.

A\ Incorporate Technology

« Utilize digital platforms, interactive presentations, and online
tools to enhance the learning experience. Incorporate virtual
tours, 3D models, or gamification elements to make the course
more engaging and accessible, especially for remote or

diverse learners.
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READING MATERIAL AND CASE STUDIES

Reading Material 1: 5S for Operators

« This book provides a comprehensive guide to understanding and
implementing the 5S principles. It is written in a practical and accessible
style, making it suitable for learners at various experience levels.

Reading Material 2 : Lean Thinking

- While not exclusively focused on 5S, this book delves into the broader
concepts of lean thinking, of which 5S is a crucial component. It offers
valuable insights into creating efficient and streamlined processes.

Reading Material 3 : Online Articles and Blogs

- Explore reputable online sources that offer articles and blogs on
successful 5S implementations. Platforms like Lean Enterprise Institute
and IndustryWeek often provide insightful content on practical
applications and success stories.

Case Study 1: Toyota Production System (TPS)

« Analyze case studies on how Toyota effectively implemented the 5SS
principles as part of its renowned production system. Understanding
Toyota's approach can offer valuable insights into the long-term benefits
of SS.

Case Study 2 : Boeing's 5S Implementation in Aerospace
Manufacturing

- Explore how Boeing, a major player in aerospace manufacturing, applied
5SS principles to improve efficiency, reduce errors, and enhance safety in
their production facilities.
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Case Study 3 : Healthcare Facility 5S Success Story

. Investigate case studies within the healthcare industry where 5S principles
were applied to enhance patient care, improve workflow, and reduce
operational waste.

Supplementary Materials 1: Video Demonstrations

. Seek out instructional videos or documentaries that visually demonstrate
the implementation of 5S in various settings. Visual aids can enhance
understanding and provide practical examples.

Supplementary Materials 2 : Webinars and Podcasts

. Attend webinars or listen to podcasts featuring industry experts discussing
their experiences with 5SS implementation. These formats offer opportunities
to delve deeper into specific aspects of the methodology.
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EDUCATION GROUP

Q.

Who We Are

KLCC ACADEMY an Accredited Education
Centre in Malaysia - provides an enriched
learning environment that has helped
countless students get ahead. Founded in
2013, the Academy is in heart of Kuala
Lumpur near the iconic KLCC - Petronas
Twin Towers (distance of 500m) and reflects
the diverse backgrounds and cultures of the
area.

We believe that education is a fundamental
right, and everyone should have access to
quality higher education. With this view in
mind, we strive to create opportunities for
those who have genuine aspiration and
honest intention, who seek high-quality
education, great academic experience,
unparalleled student services, globally
recognizable qualifications, and career
prospects post qualification after studying in
their chosen destination countries.
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Address :

D-3-8, 3rd Floor, Block D, Megan Avenue 1,
189 Jalan Tun Razak 50400 Kuala Lumpur
Malaysia

Phone Number :
+603 2181 6380

WhatsApp :
+6011 20611832

Email :
training@klcc-skills.edu.my
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