Appendix H: Quick Win 5S — One‑Week Sprint 
Purpose
Run a focused 5S sprint in one area in five workdays. Make the space clean, organized, and obvious so it stays that way. This form is fillable for tablets or clipboards and includes daily checklists, photos, metrics, ownership, and a 4‑week sustain plan.
How to Use
1) Pick one small, visible area. 2) Take before photos. 3) Do the daily work below. 4) Post results at the huddle board. 5) Assign names, not titles. 6) Track results for four weeks to prove sustainability.
Scope & Ownership
	Area / Workstation
	
	Zone / Aisle
	

	Week Of (Dates)
	
	Shift(s)
	

	Team Lead (Name)
	
	Supervisor
	

	Crew Members
	
	Safety Contact
	

	Before Photo Link
	
	After Photo Link
	


Day 1 — Sort and Clear
	Task
	Owner
	Done (☐)
	Notes / Photo ID
	Time (min)

	Pull everything out; tag items unused in 30 days
	
	☐
	
	

	Trash/relocate/donate unneeded items
	
	☐
	
	

	Keep only what is required for daily work
	
	☐
	
	

	Take BEFORE photos and post on huddle board
	
	☐
	
	


Day 2 — Set in Order
	Task
	Owner
	Done (☐)
	Notes / Photo ID
	Time (min)

	Place high‑use items within arm’s reach; medium within one step
	
	☐
	
	

	Mark tool outlines; label shelves, drawers, bins, chargers
	
	☐
	
	

	Create simple location map for the station
	
	☐
	
	

	Take progress photos and share link
	
	☐
	
	


Day 3 — Shine
	Task
	Owner
	Done (☐)
	Notes / Photo ID
	Time (min)

	Deep clean: sweep, degrease, fix lighting, replace worn mats
	
	☐
	
	

	Clean/replace signage; remove visual clutter
	
	☐
	
	

	Assign DAILY cleaning tasks by NAME; post checklist
	
	☐
	
	


Day 4 — Standardize
	Task
	Owner
	Done (☐)
	Notes / Photo ID
	Time (min)

	Write one‑page visual standard with photos (post at station)
	
	☐
	
	

	Add 2‑min start‑of‑shift check + 5‑min Friday clean to huddle
	
	☐
	
	

	Walk area with crew; adjust layout based on feedback
	
	☐
	
	


Day 5 — Sustain and Celebrate
	Task
	Owner
	Done (☐)
	Notes / Photo ID
	Time (min)

	Run short audit: tools in place, area clean, standards posted
	
	☐
	
	

	Measure time saved on the main task (see Metrics)
	
	☐
	
	

	Post wins and pick the next zone
	
	☐
	
	

	10‑minute team shout‑out; AFTER photos at huddle board
	
	☐
	
	


Quick 5S Audit — End of Week
	Category
	Standard
	Score (1–5)
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Sort
	Unused removed; no junk under benches
	☐
	

	Set in Order
	Everything labeled; place for everything
	☐
	

	Shine
	Clean, bright, safe; no grit or leaks
	☐
	

	Standardize
	Checklist posted; visual standard used
	☐
	

	Sustain
	Ownership visible; checks happen
	☐
	

	Total
	
	
	


Metrics — Baseline vs After
	Metric
	How Measured
	Baseline
	After
	Improvement %

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Setup Time (min)
	Time the main setup task
	
	
	

	Tools Found Without Searching (%)
	% of pulls found in <10 sec
	
	
	

	Distance Walked per Task (ft)
	Pedometer or map estimate
	
	
	

	Cleanliness Score (1–5)
	Supervisor 5‑point check
	
	
	

	Defects/Interruptions per Shift
	Count at huddle
	
	
	


Photo Log (IDs referenced above)
	Photo ID
	Description
	Link / File Path
	Date

	P01
	
	
	

	P02
	
	
	

	P03
	
	
	

	P04
	
	
	

	P05
	
	
	

	P06
	
	
	


Sustain Plan — Weekly Micro‑Audits (4 Weeks)
	Week
	Owner
	Score (1–5)
	Issues Found
	Fix Owner / Due
	Verified (☐)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	W1
	
	☐
	
	
	☐

	W2
	
	☐
	
	
	☐

	W3
	
	☐
	
	
	☐

	W4
	
	☐
	
	
	☐


ROI Sketch (Back of the Napkin)
	Labor Rate ($/hr)
	
	Crew Size
	

	Minutes Saved per Task
	
	Tasks per Day
	

	Daily $ Saved
	
	Weekly $ Saved
	

	Notes
	
	
	


Sign‑Off
	Team Lead (Name/Signature)
	
	Supervisor (Name/Signature)
	

	Date
	
	Next Area to 5S
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