Appendix Q: One-Page Standard Work — The Way We Do It Here
Purpose
Standard work keeps consistency alive. This one-page form captures what’s expected, how it’s done, and how to improve it;  in a way that’s visible, practical, and quick to use. Use this form for every repeatable task: picking, packing, loading, replenishment, receiving, or maintenance.
Instructions for Supervisors or Leads
Keep it real. Write exactly how the task is done today, not how you wish it worked.
Use verbs. Each step should start with a clear action: scan, lift, confirm, move, verify.
Add photos. Use real pictures from your site (phones are fine).
Ask operators to review. If they wouldn’t follow it, fix it.
Post it. The standard should live where the work happens — on the wall, not in a binder.
Review quarterly. If it’s outdated, update it and note the revision reason.
Header Section
	Title
	[Fill here] — Enter a short, clear name for the process (e.g., 'Discrete Pick Standard').

	Scope
	[Fill here] — Define where and when it applies (e.g., 'Forward pick zones during single-order fulfillment').

	Business Impact
	[Fill here] — Explain why this matters (e.g., 'Reduces mispicks and increases throughput by 8%').

	Author / Owner
	[Fill here] — Who wrote or maintains this standard.

	Revision Date & Reason
	[Fill here] — Date last updated and why (e.g., 'Added step for new WMS scanner').


Tools & PPE Checklist
☐ RF Scanner
☐ Gloves
☐ Safety Vest
☐ Steel-Toe Shoes
☐ Handheld Printer
☐ Other: ___________________________
Standard Procedure (5–7 Steps)
	Step #
	Action (Start with a verb)
	Quality Check / Verification
	Safety Notes

	1
	[Describe action]
	[Describe quality check]
	[List safety notes]

	2
	[Describe action]
	[Describe quality check]
	[List safety notes]

	3
	[Describe action]
	[Describe quality check]
	[List safety notes]

	4
	[Describe action]
	[Describe quality check]
	[List safety notes]

	5
	[Describe action]
	[Describe quality check]
	[List safety notes]

	6
	[Describe action]
	[Describe quality check]
	[List safety notes]

	7
	[Describe action]
	[Describe quality check]
	[List safety notes]


Visual Aids
📸 Attach or insert real photos here (correct vs. incorrect setup, hand placement, label scan position, etc.).
🔗 QR Link (optional): [Paste link to 30-second video demo here]
🖥 Digital Access: [Insert internal drive or mobile access link here]
Footer Section
	Emergency Contacts
	Supervisor: ____________   Safety Lead: ____________   Maintenance: ____________

	Escalation Path
	If this process fails or is unsafe, call ________ or report immediately via ________.

	Feedback Section
	What could make this better? ____________________________  Name: ____________  Date: ____________


Revision Log
	Date
	Change Made
	Reason / Impact
	Updated By

	[Enter info]
	[Enter info]
	[Enter info]
	[Enter info]

	[Enter info]
	[Enter info]
	[Enter info]
	[Enter info]

	[Enter info]
	[Enter info]
	[Enter info]
	[Enter info]


Quarterly Review Checklist
✅ Verify content matches current practice
✅ Update photos and QR demo
✅ Review with new hires for clarity
✅ Post revision rationale and date
Field Tip
A one-page standard everyone uses beats a perfect manual no one reads. Write it simply, post it proudly, and improve it together.
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