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‘The method by which
“Sort,” *Straighten” and Keep the workplace
\‘Shine” are made habitual neat and clean
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GIO1 THIEU VE 55 HOA SEN
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1. Gidi thiéu vé 5s

Tiéng Nhat Tiéng Viét Tiéng Anh Yéu cau
SEIRI SANG LOC  SORT * Phan loai nhing thir can thiét
CLEAR OUT va khong can thiét
* Loaibd nhitng thit khéng can
thiét
SEITON SAP XEP SET IN ORDER/ «  S3p xép duing vat, ding chd, va

STRAIGHTEN c6 danh s6 ky hiéu (nhan)

CONFIGURE D& tim, dé thay (vi tri chinh xac)
=> Thyc hién S&n sang
SEISO SACH SE SHINE/SCRUB *  Giir gin noi lam viéc, thiét bj,
CLEAN & CHECK dung cy luén sach s&
SEIKETSU SAN S6C STANDARDIZE « Duara tiéu chudn dé duy tri 35
CONFORMITY (Sang loc, Sap x&p, Sach s&) moi

lGc moi noi

SHITSUKE SAN SANG SUSTAINT Rén luyén viéc tuan thi 4S mét
CUSTOM & PRACTICE céch tv gidc, tw nguyén
* La"S"quan trong nhat, doi héi
ky luat cao nhat

Administrative Office Management

GIO1 THIEU VE 55 HOA SEN
UNIVERSITY

1. Gidi thiéu vé 5s

2. Loiich coa5S

* Moi trvong lam viéc sach hon va an toan

* Téng hiéu qua va néng suat lao dong

* Tao mdi trwdng lam viéc ludn sin sang, phu hop véi tiéu
chuan, quy dinh

* Kiém soat t&t hang tén kho va chi phi ¢6 lién quan

* S dyng hiéu qua khéng gian va gidm thiéu chi phi chung

* Tao niém ty hao t8t vé noi lam viéc, doanh nghiép/té chivc
va ban than minh
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1. Gi6i thiéu vé 58

3.Tam quan trong cla 5S:

* Thyec hién tdt 5S sé:
— Cai tién Nang sudt (P — Productivity)
— Néng cao Chat lvgng (Q — Quality)
— Giam chi phi (C - Cost)
— Giao hang ding han (D — Delivery)
— Dam bao an toan (S - Safety)
— Nang cao tinh than (M — Morale)

* 5S 13 bwéc dau tién va quan trong cla qua trinh
Quan ly chéat lvong

5S >KAIZEN > TQM (Total Quality Management)

5/3/2017
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1. Gidi thiéu vé 5s

4. Ly do tai sao ngay cang nhiéu DN quan tam dén

5S:

* C6thé ap dung d6i véi moi loai hinh t8 chic va moi
qui m6 doanh nghiép

* C6thé ap dung ddi vdi cac doanh nghiép & bat ky
[inh vigc ndo: san xuét, thvong mai hay dich vu.

* Triétly cOa 5S don gian, khéng doi hoi phai biét cac
thudt ng® kho.

* Ban chat moi ngudi déu thich sach sé, thoai mai va
sy ngan nap tai noi lam viéc.
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1. Gi6i thiéu vé 58

5. Mt s6 vi dy vé 5S:
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1. Gidi thiéu vé 5s
5. Mt s6 vi dy vé 5S:
Office 58S

BEFORE
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2. Phwong phap 58

#1.Sang loc - SEIRI- SORT/CLEAR OUT
* Loai bé nhirng vat dung khéng can thiét khéi khu

vye lam viéc (KVLV)

— Vi duy: dung cy, thiét bi, hang tén kho, gidy, rac, dé

dac
* Nhirng vat dung khéng can thiét sé:
— Tao sy 1on x6n
— Tao diéu kién lam viéc khéng an toan
— Chiém khéng gian
— Can tr& hoat dong hiéu qua
— Che gidu cac van dé khac tai noi lam viéc
“You can’t see the wood for the trees”
© Huynh Kim Long 2016
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2. Phwong phap 58

#1.Sang loc - SEIRI- SORT/CLEAROUT
* Tién trinh thyc hién nhv sau:
— Chi dinh khu vue tap két cac vat dung sé bj loai bé
— Hwéng dan nhém hanh dong cach thyc hién va cac
van dé lién quan dén ATLD
— Thyc hién viéc loai bé cac vat dung khéi KVLV
— Gan thé do (Red tag) cho vat dung trong tinh trang
hw hdng, khéng ré (muc dich, céng dung, chi s&
hévu...)
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2. Phwong phap 58

#1.Sang loc - SEIRI- SORT/CLEAROUT

 Tién trinh (tt):

Kiém tra tinh trang va sy’ sach sé coa tat ca vat

dung trrdc khi dva tré lai KVLV

Pam bao cac vat dung tai KVLV trong tinh trang

tot:

* Hoat dong hiéu qua, ATLD

e Lam rd cac van dé (c6 thé nhin thay)

Thiét 1ap tiéu chuan

— Danh diu cac vat dung dang & trong tinh trang hw
héng, hoat déng kém...

© Huynh Kim Long 2016
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2. Phwong phap 58

#1.Sang loc - SEIRI- SORT/CLEAR OUT
- v -

© Huynh Kim Long 2016
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2. Phwong phap 58
#2. Sap xép — SEITON — STRAIGHTEN/ CONFIGURE
* S3ap x&p mdt cach c6 t8 chirc cac vat dung dé bao
dam thyc hién cac cdng viéc mot cach hiéu qua va
an toan

“Méi vt dyng déu cd ché cia n6”
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2. Phwong phap 58
#2. Sap xép — SEITON — STRAIGHTEN/ CONFIGURE

Cach thyc hién:
1. Xac dinh vj tri cho méi vat dung cén thiét can chd

y:

— Vi tri nao tot nhat hd trg hoat dong hiéu qua (sdp
x&p hoic lvu triv)

— Can nhac m&c d6 s dung cla cac vat dung

— Xem xét tinh an toan va gidm cac hanh déng c6 thé
anh hwéng dén thé chat NLD (tréo, ké ghé cao,
vuon téi...

— Xem xét toan b khu vyc lam viéc va vi tri cOa cac

vat dung phu hop véi loai hinh cong viéc
© Huynh Kim Long 2016
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2. Phwong phap 58

#2. Sap xép — SEITON — STRAIGHTEN/ CONFIGURE
+ Mbdt s6 quy tac sap xép:
— Quy tic mdt bwdc (One step):
* Khéng di chuyén nhiéu hon o1 bwéc chan
* Caithién hiéu qua bang cach loai bd thdi gian Iang phi
do tim kiém
— Quy tac 30 gidy (30 second):
* L3y bét ky vat dung, théng tin hodc tai liéu dwoc yéu cau
trong vong 30 gidy (k& ca cac tap tin)

© Huynh Kim Long 2016

93

Administrative Office Management
GIG THIEU VE 55 o
UNIVERSITY

2. Phwong phap 58
#2. Sap xép — SEITON — STRAIGHTEN/ CONFIGURE

+ Mdt s6 quy tic sap xép:
— Quy téc 45 dd (45 degree):
* B& tri khu vire lam viéc khdng xoay ngudi qua 45°
— Quy tac strike zone:
* S3p xép, lvu triy vat dung trén dau gdi va duédi ngye.
* Vatdung cang ndng thi cang & gan cac khép
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2. Phwong phap 58

#2. Sap xép — SEITON — STRAIGHTEN/ CONFIGURE
Cach thyc hién (tt):
2. S dung cac phvong phap tryc quan dé chird noi
sap x&p cac vat dung
— Bangtén, s6ID, v.v...
— Bang ma mau (Tape floor, duvong veé...)

5/3/2017
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2. Phwong phap 58
#2. S3p x€p — SEITON — STRAIGHTEN/ CONFIGURE

D4u hiéu vé nhan dang Bién hiéu, nhan tén, hinh anh hodc hinh dang

Da&u hiéu vé vi tri Da&i mau, ma mav, danh s6

D4u hiéu vé s6 lvgng Chi s8 vé s8 lvong trong mét khdng gian (min/max)

Phuong phép do lvdng Biéu d6 th&i gian, quy trinh, trinh ty CV...

Nhan/thé Thé do, thé vang, thé xanh

Andon Hinh &nh (d&n, c&) va nghe (chudng, buzzers) tin hiéu dé thu hut sy
choy

Kanban Thé, thing réng, hodc khéng gian bao hiéu san xuat hodc chuyén
déng dugc phép

Hién thi hoat déng Lich trinh SX, an toan, cai tién hoat déng...

Hién thj sai sot Bang/ man hinh hién thi cac SP, CCDC, NVL ... b I5i

Bang théng tin lién quan dén NS SBTC, Bang phan céng céng tac, Bang KH cdng tac ...

96 © Huynh Kim
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2. Phwong phap 58
#2. S3p x€p — SEITON — STRAIGHTEN/ CONFIGURE
58 Floor Taping Standards

Tape Color Application Examples
Permanent location for Equipment, cabinets, furniture,
equipment waste baskets
Temporary storage location WIP, Finished Goods, Carts

y Biohazard waste collection
Biohazards pussi iy

Hazardous chemical waste Chemical wasts collection
containers
; Eye wash stations, safety
Safety equipment showers, spill kits, respirators
Radioactive waste collection

Radiation
containers.

Area in front of electrical panels

Electrical equipment access and swibshgasr

i . Fire extinguishers, doors,
Fire and emergency equipment

L

- T — ipment  Designated PPE (safety glasses,
PPE Required rmau';‘?:"::n”:’ ective equipment b coats, etc.) required past this

line.
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2. Phwong phap 58
#2. S3p xép — SEITON - STRAIGHTEN/ CONFIGURE

98 © Huynh Kim Long 2016
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2. Phwong phap 58

#2. Sap xép — SEITON — STRAIGHTEN/ CONFIGURE
Cach thyc hién (tt):
3. Thiét lap cach thirc dé quan ly viéc b8 sung cac vat
dung (wu tién stir dung phwong phép truc quan)
— Xac dinh théi gian bé sung
— Thiét Iap va hién thi ré rang sé lwong t8i da lvu triy
va mc t8i thi€u (di€m dit hang)
— Ghi nhan Min - Max
— S dung hé théng Kaban 2-Bin

99 © Huynh Kim Long 2016
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2. Phwong phap 58

#2. Sap xép — SEITON — STRAIGHTEN/ CONFIGURE
Cach thyc hién (tt):
+ Mdt khdng gian sap xép can:

— C& dinh cac gia/ké treo

— Cac vat dung co vi tri dugc chi dinh va gan nhan

* M8 ta, S6lvong, S8 thirty, ...
— Sach s, gon gang
— Chiéu sang hop ly (gitp cai thién va hoan thién tiéu
chuan lwu triv, sdp xép)

= Tao an twong tt va bét 1ang phi théi gian tim
ki€m
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2. Phwong phap 58

#2. 55p xé'p —SEITON - STRAIGHTEN/ CONFIGURE
Cach thyc ién (tt):

101 © Huynh Kim Long 2016
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2. Phwong phap 58

#3. Sach sé — SEISO - SHINE/ CLEAN & CHECK

 Muc dich dé€ Iam cho hoat déng lam sach va kiém
tra dién ra hang ngay

* Lam sach va kiém tra dvoc s’ dung d€ ddm bao
rang cac vat dung ludn sach sé va sin sang dé s
dung nhv “méi”

* Xac dinh nhirng diéu bat thvong, vat dung bj thiéu
hay hv héng

* Kiém tra cac diéu kién hoat dong vé sinh va ATLD

 Thyc hién cac hoat déng sach sé hang ngay dé duy
tri cac tiéu chuan 5S vé vé sinh tai noi lam viéc

105 © Huynh Kim Long 2016
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2. Phwong phap 58

#3. Sach sé — SEISO - SHINE/ CLEAN & CHECK
¢ Cac hoat ddng “sach sé va kiém tra” thwéng
xuyén dvoc thyc hién béi NLD sé:
— Lam tang tinh chd déng va nhan biét vé cac van dé
trong moi treong lam viéc
— Giam thiéu cac lang phi
— Néu dvoc thye hién mdi ngay, né tré thanh théi
quen hang ngay

106 © Huynh Kim Long 2016
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HOAS]

e Sach, sang bong cac 16i di

* Ma@ mau cho cac khu vuc
khac nhau

 Khau biéu ngir

#Bang tiéu chuén cong viéc

107
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2. Phwong phap 58

#3. Sach sé — SEISO — SHINE/ CLEAN & CHECK
Cach thyc hién:
* Vésinh vat dung dung theo quy dinh
* Khi ki€m tra ludn dat cau hoi:
— Vat dung c6 phu hop véi muc dich s dung?
— Tinh trang hién tai cé gdy nguy hiém cho st’c khoé va
ATLD ho3c chat lvong?
— N6 6 dvoc sira chiva t6t khéng?
+ Néu phat hién sai s6t/I6i gdn nhan dé
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2. Phwong phap 58
#3. Sach sé — SEISO - SHINE/ CLEAN & CHECK
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2. Phwong phap 58
#3. Sach sé - SEISO - SHINE/ CLEAN & CHECK

N < = 2
Quy trinh gan nhan do: w

[TIssue item tagged and recorded on red tag log sheet |

Instigate the necessary repair/
improvement action

Can
the issue be
fixed straight
away?

Activity to solve YES
problem
Correct problem

5/3/2017

Is the repair YES
satisfactory?
NO

Return the item to the work area |
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2. Phwong phap 58
#3. Sach sé — SEISO — SHINE/ CLEAN & CHECK
Quy trinh gan nhan dé:
* Thé dé dwoc cung cap chi thi try'c quan vé tinh trang bat
thwong coa vat dung
 Puoc ghi mét cach ngdn gon vé tinh trang va cac giai phap
* MGi thé dé c6 day s6 dé quan ly va theo dai

11 © Huynh Kim Long 2016
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2. Phwong phap 58
#3. Sach sé - SEISO - SHINE/ CLEAN & CHECK
Quy trinh gan nhan dé:
+ Ghi chép chi tiét cac Ian s&¥ dung trén sé theo doi
+ Phan loai theo th ty vu tién cho mai van dé/tinh
trang dé giai quyét va xi ly
— Phén loai theo mirc d6 thap, trung binh hodc cao
(hé théng don gian)
— S dung thang danh gia mc do

12 © Huynh Kim Long 2016
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2. Phwong phap 58
#3. Sach sé - SEISO - SHINE/ CLEAN & CHECK

5/3/2017

Location: (Activty Owner:
5C/5S Red Tag Log Sheet
Severty | Date Target
Location TagNo. Issue / Problem T | Lot Cause Acton Owner Da Progress
13 © Huynh Kim Long 2016
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2. Phwong phap 58
#4.S3n s6c — SEIKETSU —~STANDARDIZE/CONFORMITY
* Thiét lap tiéu chuan 3S dau
tién

* S& dung cac biéu mau, so
dd, ban kiém ké cing véi
vai tré va trach nhiém coa
trng nguoi ré rang trong
khu vyc lam viéc

* Truyén dat théng tin trén
hiéu qua dén tat ca moi
nguoi trong khu vyc lam
viéc Ia diéu quan trong

114 © Huynh Kim Long 2016
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2. Phwong phap 58

#1,. San soc — SEIKETSU —-STANDARDIZE/CONFORMITY
Mot s8 hwéng dan don gian:

— Kiém tra Checklist trwéc gior lam viéc

— Hién thj cach thirc lam viéc phai dvoc thye hién

— Hién thj tiéu chuan 55/5C cba noi lam viéc

— Xac dinh céach duy tri tiéu chuén 5s/5C

— St dung phwong phap tryc quan dé hién thi vi tri coa

cac vat dyng can thiét

15 © Huynh Kim Long 2016
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#1,. San soc — SEIKETSU —-STANDARDIZE/CONFORMITY

st \ [L—".__ ”'”F"“
Q Q
(0}
o =
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J=E | 1
@ ©
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L o |}
ol ] i
So do b tri, sap xép noi So db luan chuyén gitva
lam viéc

cac vi tri lam viéc
116 © Huynh Kim Long 2016
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2. Phwong phap 58

#5. S&n séng —SHITSUKE — SUSTAINT/CUSTOM & PRACTICE
+ Pam bao sy chap nhan va s dung phu hgp 5S tai noi

lam viéc

— Huan luyén cho nhan vién vé 5S

— Tao cho NV quyén s& hiru cac tiéu chuan 55

— Cing ¢8, thi hanh tiéu chuan va van hoa 5S

— Tién hanh danh gia doc 1ap 55

— Tim kié€m, cdi thién tiéu chuan 5S

Good ies develop b
apart beginning with the 5Cs/5Ss.

with the 5Cs /5Ss, bad companies fall

— Hiroyuki Hirano

17
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TO CHUC
HE THONG TIEN TRINH

CAI TIEN

SACH SE

BUOC 6

DANH GIA HIEU QUA

© Huynh Kim Long 2016

Administrative Office Management =
GION THIEU VE 55 M Hoey

5/3/2017

13



