
What is What is What is What is ‘‘‘‘5555----SSSS’’’’    ????    

5-S is a method for work teams to establish an agreed 

way to maintain order in the work that they do. 

Named after the 5 steps in the method, each of which 

begins with the letter “S”, the approach involves all 

office and shop floor staff in making changes & 

improving their own workplace. 

What does it doWhat does it doWhat does it doWhat does it do????    

The Toyota Motor Company developed the 5-S team 

approach to establish and maintain an orderly 

workplace. ‘5-S’ is an acronym for Sort, Store, Shine, 

Standardise, and Sustain, a method which institutes a 

Visual Workplace, the use of visual cues in the 

workplace in order to align and simplify the work.  

The 5-S toolset involves the team to agree on and 

make changes to their own work area and work, and 

for this reason is often used at the start of Continuous 

Improvement programs. It is successfully used across 

sectors ranging from manufacturing to healthcare, 

military and financial institutions.  

What does it achieve?What does it achieve?What does it achieve?What does it achieve?    

The benefits from applying 5-S include: 

 Improved safety 

 Cost savings 

 Reduced waste 

 Increased 

productivity 

 Clean and organised 

workplace 

 Higher employee 

satisfaction 

 Standardisation of 

practices 

 Better management 

of tasks & routines 

 

 

The The The The 5555----S S S S stepsstepsstepssteps    

1. . . . SORTSORTSORTSORT 

SORT involves the team sorting through all items 

in their area, keeping only what is needed to 

conduct work. This activity removes waste, 

creates a safer work area, gains space and makes 

it easier to see what’s going on.  

•••• Sort through the area and classify items into three 

piles: KEEP, NOT SURE (Quarantine) and THROW 

AWAY. 

•••• If an item is never used, it must be thrown away, 

returned or disposed/recycled. Avoid keeping 

items “just in case”. 

•••• A Red Tag process is used for items where it is 

unclear whether it is used or not. The item is 

tagged or put into a nominated Red Tag 

quarantine area, for review and disposal after a 

suitable time. 

 

 

 

 

2. 2. 2. 2. STORESTORESTORESTORE 

STORE is the process of putting everything in a 

place that is easy to get to and easy to put away. 

Everything should be clearly marked, ideally with 

visual cues so that anyone can easily find where 

it is or should be stored. 

•••• Draw a ‘current state’ map  

•••• Draw and agree on a ‘improved state’ map  

•••• If items are used together, keep them close 

together 

•••• Keep shared items in a central location 

•••• Visually organise the workplace using colour 

coding, line marking, shadow boards, etc. 

Ensure each item has an ‘address’ or ‘footprint’ 

Store items according to Frequency of use, Weight, or 

Sequence in which the items are used.  

 

3. 3. 3. 3. SHINESHINESHINESHINE 

SHINE establishes the standard to be maintained, 

making it easier to spot problems and establishes 

pride in the workplace. 

•••• Designate individual and team responsibilities  

•••• Set a housekeeping schedule or roster 

•••• Return and Keep things in as-new condition 
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4. 4. 4. 4. STANDARDISESTANDARDISESTANDARDISESTANDARDISE 

STANDARDISE sets the standard that the team 

wishes to maintain and builds ‘5-S time’ into the 

work routines. 

• Define an agreed expectation for a clean and 

orderly work place  

• Visually document and display for all to see 

• Define an agreed expectation for a clean and 

orderly work place  

Consistent and orderly housekeeping expectations 

Abnormalities are made obvious for corrective action 

Lock in the improvements made in SORT, STORE and 

SHINE. 

 

5. 5. 5. 5. SUSTAINSUSTAINSUSTAINSUSTAIN 

SUSTAIN involves the team in ‘creating a habit’ in 

their workplace to maintain the results of the 

teams’ efforts. 

• Regular inspections 

• Develop checklists/ task routines 

• ‘5-S walks’ & cascaded audits 

• Lead by example 

• Celebrate your success with ‘5-S stories’ 
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5555----S in the workplaceS in the workplaceS in the workplaceS in the workplace 

 

 

 

 

 

 

 

 

 

 

“A place for everything and 

everything in its place” 
 

 

 

 

 
 

 
 


