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This Worksheet is designed to provide general guidance only and it is not business advice because it is not tailored to your organisation’s circumstances.  

 
This worksheet is dedicated to the work of Taiichi Ohno, "father" of the Toyota Production System who devised the 5S method. 

 

Enabling any function to optimise the flow of work. 

 
    The hardest part is getting started.  Start 5S via a pilot and evaluate its usefulness. 

Sort it Out  

How easy is your team to deal with?  What do others say about you? 

How clear are people on accountability versus responsibility? 

How clear are you on where your business function starts and the handover points? 

What would happen if a key person in your business won the lottery? 
 

Set in Order  

How clunky are your processes? 

Where is the process written down?  How can it be easily accessed by those who rely on it? 

How smooth is your interface with other business areas? 

How accessible and secure are all business documents? 

What opportunities are there to automate routine tasks? 
 

Shine  

What housekeeping can you do to keep the team in order? 

How clear are your workspaces? 

How accessible are your tools of the trade and how well kept are they? 
  

Standardise  

What repeatable tasks can you schedule daily, weekly, monthly etc? 

How can you ensure people understand their role in the process? 

What visual reminders might help reinforce the behaviour you want?  
 

Sustain  

How often can you run 5S refresher sessions? 

How can you check 5S is working? 

What can you feedback into earlier phases to refine and adjust the 5S process? 
 

Self-aware  

Heads up.  5S is entirely deterministic. 

What’s over the horizon or even around the corner?  What change might you need to prepare for?  

 

 

If this worksheet has improved your situation, please let us know by email: hello@yourpotential.coach.  

Please feel free to share it with a friend or colleague if it may help their situation. 

If you have any questions, please do not hesitate to contact us on 1300 69 70 40 for more information. 
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