
 
 

5S 
 

 

Workplace Organization 
 

 
 
 
 
 
 



5S & 5S Implementation    |    2 of 16 

Contents 
 
Key Points ........................................................... 3 
What is 5S? ......................................................... 3 
Five Primary Benefits of 5S ................................. 4 
Exploring 5S ........................................................ 5 

Why Sort? ..................................................................... 5 
Why Simplify? ................................................................ 5 
Why Sweep? .................................................................. 5 
Why Standardize? ........................................................... 6 
Why Self-Discipline? ........................................................ 6 

Electronic 5S ....................................................... 7 
5S Levels of Excellence ....................................... 7 
5S Practice Activities .......................................... 8 
Go to the Gemba! .............................................. 10 
Summary of Key Concepts ................................ 11 
Appendix A: Key Terms ..................................... 11 
Appendix B: 5S Forms & Checklists ................... 12 

5S Team Agreement Forms (Physical & Electronic) ............ 12 
5S Desk Map ................................................................ 13 
5S Implementation Checklist .......................................... 14 
5S’s Checksheet ........................................................... 15 
5S’s Levels of Excellence ............................................... 16 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5S & 5S Implementation    |    3 of 16 

Key Points 
 

At the end of this module, you will be able to: 
 
o Define the 5S’s (sorting, simplifying, sweeping, 

standardizing, and self-discipline). 
 
o State the five major general benefits of implementing the 

5S concepts. 
 
o Apply the 5S principles to your own work area and 

common areas. 
 
o Rate the work area of another associate and use the 5S 

approach suggest improvements.  
 
 

What is 5S? 
 
5S represents a strategic approach for organizing the workplace to 
minimize the waste of time.   
 

The central purpose of 5S is to provide a clear view of the work 
so that processes can be plainly seen and easily improved upon. 
   
“A place for everything, and everything in it’s place – clean and 
ready for use.”   

 
The five steps of the 5S process include: 
 

o Sorting.  Separate necessary from unnecessary. 
 
o Simplifying.  Create a place for everything. 
 
o Sweeping.  Control the work area visually and physically. 
 
o Standardizing.  Document agreements made during 

previous steps. 
 
o Self-Discipline.  Follow through on all 5S agreements. 

 
Work areas (individual and common work areas) that are clean, neat, 
and well organized enhance quality and productivity because tools are 
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easier to find, less time is spent on tasks and problems become more 
visible more quickly (thus easier to improve upon). 
 
Structuring work areas, tools and processes so that they are easier to 
improve upon (continuous improvement) is really what LEAN thinking 
is all about.  5S plays important role in our journey towards 
implementing our LEAN Production System (LPS). 
 

Five Primary Benefits of 5S 
 

 

Improves Productivity 
 

• People work better in organized areas 
• Time saved when documents and tools 

are easy to access 
• Substitute workers function easily  
• Keeps us competitive 
 

Cuts Costs 
 

• Common documents saves 
duplication 

• Each work area or department 
has only needed documentation 

• Resources shared 
  

 

Promotes Teamwork 
 

• All team members participate 
• Shared agreements, respect for others 
• Shared responsibilities for implementation 
• Clearer understanding of each others’ role 
 

Promotes Safety 
 

• Hazards removed 
• Work areas cleared of dangerous items 
• Walk areas cleared 
• Bending, twisting, and lifting minimized 
 

 

 

5S is Visual Control 
 

• CS Monitoring 
• Central Duplicating 
• Mail Room 
• Accounting 
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Exploring 5S  
 
Let’s explore the 5 components of the 5S process in greater detail. 
 
Why Sort? 

 
Sorting is the first step in eliminating waste.  By separating the 
necessary from the unnecessary, we are able to better identify and/or 
eliminate unsafe conditions or unnecessary materials.  This helps to 
eliminate clutter and create a safe working environment. 
 
Sorting identifies what is needed to perform our job and eliminate 
what is not necessary to perform our job. 
 
………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………… 
 
Why Simplify? 
 
Simplifying is all about having a place for everything and making sure 
that everything is in its place to efficiently and ergonomically perform 
a job.  By keeping tools and materials organized in a standard and 
consistent manner, we work more effectively.  This will help to reduce 
human error and reduces wasteful downtime. 
 
Simplifying takes proximity and frequency of tools used in mind to 
maximize productivity (i.e. “daily” tools closest at hand, “weekly” tools 
not the closest but easily accessible, and “monthly” tools filed away or 
stored). 
…………………………………………………………………………………………………………………
………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………… 
 
Why Sweep? 
 
The purpose of sweeping is to create a clean, safe, and organized 
working environment.  When we sweep, we are actually inspecting our 
work areas for problems and correcting them so they don’t happen 
again.  Sweeping provides the quick ability to see if something is 
missing, broken our out of place that might negatively impact work 
effectiveness.   
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In common areas, this prepares it for the next use (i.e. meeting rooms 
should be “swept” by the current meeting group to prepare the space 
for the next group). Sweeping is also a great way to develop and 
demonstrate a sense of pride in your or your team’s work area. 
…………………………………………………………………………………………………………………
………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………… 
 
Why Standardize? 
 
Applying 5S to your work environment is easy to do once, but work 
environments tend towards entropy (disorganization) again if not 
maintained.  Standardizing represents the process of maintaining the 
work area once 5S has been applied. 
 
By standardizing work areas, team members know where to find the 
required tools to perform their jobs.  Standardizing also allows us to 
control the work that comes into our area.  This visibility helps to 
improve how we manage our work area and processes. 
 
Standardizing (through the processes of documentation) provides 
consistency in maintaining organization, neatness, and cleanliness.   
 
…………………………………………………………………………………………………………………
………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………… 
 
 
Why Self-Discipline? 
 
Self-discipline is the step individuals and teams use to ensure that 
their standardized work area remains standardized over time and 
indeed continues to improve over time as well.  
 
It is a way of creating and reinforcing habits through practice.  Over 
time this will lead to ensuring that 5S standards implemented naturally 
becomes “the right way to work.”  In this way, 5S truly does represent 
an important component of creating a LEAN culture. 
 
…………………………………………………………………………………………………………………
………………………………………………………………………………………………………………… 
………………………………………………………………………………………………………………… 
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Electronic 5S 
 
5S is not just a tool to be used in organizing the physical workspace.  
The strategy can also be applied to the electronic files we create and 
store in our PCs and on our shared servers. 

 
o Clearly mapping and creating electronic filing policies 

eliminates time spent searching for updated documents. 
 

o Helps improve customer service (internal and external) 
since documents are easily located.  
 

o Minimizes rework because updated documentation is easily 
located reducing chance of defects. 

 
 

5S Levels of Excellence 
 
Each of the 5S’s can be graded based on a 1 to 5 rating system.  
Higher levels indicate higher effectiveness. 
 

 
© 1996 – 2005, John Black & Associates LLC 
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5S Practice Activities 
 
In the following activities, you’ll have the opportunity to practice using 
5S concepts to rate individual work areas. 
 

Partner Activity: 5S This Workspace! 
Activity Time:  5 minutes 
 
Work with the participant seated next to you and 
record two ways this associate might apply each 5S 
step below to their workspace.   
 
Sorting 
……………………………………………………………………………………
…………………………………………………………………………………… 
  
Simplifying 
……………………………………………………………………………………
…………………………………………………………………………………… 
 
Sweeping 
……………………………………………………………………………………
…………………………………………………………………………………… 
  
Standardizing 
……………………………………………………………………………………
…………………………………………………………………………………… 
 

 
Before Applying 5S 
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After Applying 5S 
 
 
Individual Activity: Could You Use 5S? 
Activity Time:  5 minutes 
 
Rate your own workspace for how well it currently 
(“pre 5S”) reflects each 5S component below.  Rate 
your workspace from a 1 (you don’t do it at all) to 5 
(you’re naturally a 5S master).  Circle your rating. 
 
Sorting   1    2    3    4    5 
 
Simplifying 1    2    3    4    5 
 
Sweeping 1    2    3    4    5 
 
Standardizing 1    2    3    4    5 
 
Self-Discipline 1    2    3    4    5 
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Go to the Gemba! 
 

Group Activity: Rate an Actual Workspace! 
Activity Time:  20 minutes 
 
Count off to form small groups.  Compare each of 
your individual ratings from the activity above.  
Identify a group member who has rated themselves 
close to a 3 in most 5S categories.  Out of those 
identified select a “volunteer.”  The group will go to 
the “volunteer’s” desk and work together to identify 
two suggestions for applying each 5S concept below.  
 
Sorting 
……………………………………………………………………………… 
……………………………………………………………………………… 
  
Simplifying 
……………………………………………………………………………… 
……………………………………………………………………………… 
 
Sweeping 
……………………………………………………………………………… 
……………………………………………………………………………… 
  
Standardizing 
……………………………………………………………………………… 
……………………………………………………………………………… 
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Summary of Key Concepts 
 

R The 5S approach is the foundation of any good workplace. 
 
R 5S’s must become visible in order to be preserved. 
 
R 5S promote teamwork, safety, cuts costs, and improves 

productivity. 
 
 

Appendix A: Key Terms 
 
Sorting: Separate necessary from unnecessary. 
 
Simplifying: Create a place for everything. 
 
Sweeping: Control the work area visually and physically. 
 
Standardizing: Document agreements made during previous steps. 
 
Self-Discipline: Follow through on all 5S agreements. 
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Appendix B: 5S Forms & Checklists 
 

5S Team Agreement Forms 
(Physical & Electronic) 
 
Form Purpose: These agreement forms allow a team to document their 
shared understanding of how their team will apply 5S to their work 
areas.  Gaining agreement is critical to the success of 5S. 
 

 
Sample Page 1 of a 5S Team Agreement for Physical Space 
 

 
Sample Page 1 of a 5S Team Agreement for Electronic Space 
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5S Desk Map 
 
Form Purpose: These maps allow anyone on the team to find and 
information even when the “owner” of the desk is not available.  It 
allows team productivity to continue even in the absence of a team 
member. 
  

 
5S Desk Map 
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5S Implementation Checklist 
 
Form Purpose: The purpose of this checklist is to provide reliable 
steps for preparing for and performing 5S activities in the work area.  
Included in this checklist is a preferred sequence of events and 
corresponding “how to” guides for each step. 
 

 
5S Implementation Checklist 
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5S’s Checksheet 
 

Form Purpose: Allows the team to rate itself on whether it applies or 
does not apply each of the steps of 5S in specific categories. 
 

 
 

 
5S’s Checksheet 
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5S’s Levels of Excellence 
 

Form Purpose: Allows the team to rate itself on how well its work 
area currently matches up with the Levels of Excellence.  Recall the 
Levels of Excellence table previously reviewed in the 5S Levels of 
Excellence section of this guide). 

 
 

 
 

 
5S Levels of Excellence Rating Sheet 


