3S-WORKPLACE MANAGEMENT SYSTEM

“5-S”- WORK PLACE MANAGEMENT ( A pre-requisite for Quality)

Five S is the silent informer of a company’s attitude to quality, workplace management and people
management. The easiest way to determine a company’s attitude towards improvement activities is
simply to walk around the factory and offices and observe the house - keeping practice. It often tells us
more about the company than any financial statement. One can judge the level of improvement
activities from the way tools are stored, swath and chips from machines handled, work table organized,
inspection points indicated, factory floor swept, machines cleaned, canteen and toilet condition etc. The
practices reflect the management’s general attitude towards work and employees.

What is 5-S?

1S: SEIRI Organisation or re-organisation is to sort out unnecessary items in the work place and apply
stratification management to discard them e.g. Things not belonging to that area to be removed from
there. If repairing is required, separate them and get them repaired. If it has to be discarded, decide first
whether it has some scrap value, then sell them at the right time. If the item is all right but not useful to
you, and you can’t sell them, but can be utilized by someone else, who needs it send it to them . Items
which need to be discarded must be discarded in such a way that what is discarded will not harm society,
environment and even animals.

2S: SEITON Neatness: Put the things in a proper neat way. Everything should have a place and
everything should be in its place. Decide the place, mark the place, put label on items. Arrange the items
in such a way so that they can be picked up easily for use. During storage, keep in mind the height,
weight, size, shape, safety etc. of the item. Functional storage of items will help in our day to-day use
and functioning.

3S: SEISO Cleaning: Here cleaning is in the form of cleaning inspection. When we are doing cleaning, we
are also inspecting simultaneously, if something is unnecessary we are discarding those things under 1S
and if during cleaning we have seen that any item is not kept in its proper place and we put them in its
place, then we are doing under 2S. Hence whenever we are doing ‘3S’, it means that we are doing ‘1-S’
and ‘2-S’ simultaneously. In addition, we also check for the health of the machine, the lubrication,
electrical connections etc.  Clean your work place completely so that there should not be any dust on
the floor, walls, windows, desk, table, machinery etc. Cleaning should be done at Macro level first and
then individual item wise and finally at micro level.

4S: SEIKETSU Standardisation: When we are doing 1-S, 2-S and 3-S, we may be facing number of
problems. In “1-S’ it is very easy to discard items, but think why this has become unnecessary, in 2-S’ if
things are not in proper place we simply put them back in their proper place. Here, we have to think why
this has happened. In 3-S, area is dirty we clean it. Here, again we have to think as to why this had
become dirty. What is the system of cleaning, can we change the equipment/way of cleaning, can we



arrest the source by which the area has become dirty. All these thinking will give some solution through
Brain Storming. Try to find out good solutions and standardise them as a part of the system.

5S: SHITSUKE Discipline: This means whatever system we are having or developed under ‘4-S’ they have
to be followed in such a way that, standard practices become a part of our lives. This will help to
maintain high levels of work place organization at all the time.



