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2) Tiet kiem khong gian
3) Tao moi triroong lam viéc:
“Hang hai — Hop tac — Vui ve
— An toan & Lanh manh”
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1. SORT

Sl

SEIRI | Phan loai nhivng vat can ding va khéng can ding
Sang loc Loai bé nhirng vat khong can dung

N

2. SET IN ORDER

S92 SEITON Sap xép nhirng vat can dung sao cho:
Sap xép An toan + Thuan tién + My quan

3. SHINE

Sach sé may maoc thiét bi, cong cu dung cu .v.v..

33 SEISO | Giir gin vé sinh sach sé toan boé noi lam viéc,

4. STANDARDIZE

sS4 SEIKETSU Tiéu chuan héa va duy tri 3S
San soc moi [Uc moi noi

5. SUSTAIN

S5

SHITSUKE Thwe hién nhiéu lan tao thanh théi quen
San sang Moi ngwoi tw nguyén, tw giac tuan tha 5S
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THUC HANH S1 - SANG LOC - SEIRI

«
¢

1. Phan loai: CAN & KHONG CAN DUNG
<2. Xac dinh SO LWONG CAN DPU DUNG
3. Loai bé vat KHONG CAN DUNG

Quan sat TAT CA MOI VAT hién c6
\ tai noi lam viéc va ap dung 2 cau héi:

\\ > 1. DAY LA CAI Gi?
2. CO CAN DUNG KHONG?

dE»
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- Tat ca CAC BOI TUONG tai noi lam viéc déu duoc xac

- CAC POI TUONG KHONG CAN DUNG da duoc xac

- CAC bOI TUGNG KHONG CAN DUNG (thé vang) sau

THUC HANH S1 - SANG LOC - SEIRI

dinh va phan loai; CAN DUNG va KHONG CAN
DUNG

dinh (dan thé dé. thé vang) phai dugc di chuyén, loai bo
hoan toan khoi Khu vuc lam viéc

khi dugc loai boé khoi khu vuc 1am viéc phai dugc xir ly
dirt diém cham nhat trong vong 1 thang

11




S1: SORT (SANG LOC) A

1. We MAY need this
2. Keep it until:

Disposal Date)
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Phan loai: Can & Khdng can

?

dung




Phan loai: Can & Khdng can dlng

C6 can dung khéng?

Pay la cai gi?




Phan loai: Can & Khoéng can dung
- 3
" C6 can diing khong?

.......
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Pay la cai gi?




Phan loai: Can & Khong can dung

1= =k khong?
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Pay la cai gi?
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XAC DINH SO LWUONG CAN bU DUNG
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@cén dung t&i khong?




THUC HANH S1 — SANG LOC - SEIRI

. Chuan bi “KHU VU'C CHO XU’ LY” dé chira
nhirng vat sé dworc loai bo

. Dan Thé do/ Thé vang d6i véi nhirng vat
khong can dung

. Chup anh toan canh & can canh truwéc khi
thwc hién Sang loc

. Di chuyén nhirng vat khéng can dung déen
“KHU VU'C CHO XU LY”

. Loai bé vat KHONG CAN DUNG theo quyét
dinh cua Lanh dao Khoa/Phong
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THUC HANH S1 — SANG LOC - SEIRI

TAI VI TRi LAM VIEC

PHAN LOAI
Khong con gia tri
Vat dUng The do
bhﬁrjg Khéng biét con con gia
can dung tri hay khong
Thé vang
Vat dung
can dung

l

S2 — Seiton — Sap xép

XU LY

Loai bé ngay

Lwu tam cho xur ly
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THUC HANH S2 — SAP XEP — SEITON

1. An toan > 3 dé: di lai+thao tac+van chuyén
2. Thuan tién > 5 dé: tim+thay+lay+kiém tra+vé sinh
3. My quan = ngan nap+gon gang+dep mat

Quan sat TAT CA MQI VAT con lai

/ sau khi sang loc va ap dung 2 cau héi:

‘ 1. PE O PAY PUQC/PUNG KHONG?
> Yes: 2.1. LAM SAO BIET LA PUQC/PUNG?
> No: 2.2. PE O PAU LA PUQC/PUNG?




S2

PE O PAY bUGC
KHONG

$2 Fortis

COLORECTAL

HOSPITAL




Xac di nh V| tr| phu ho’p

Lam sao biét 1a dung?




Xac dinh: Vi tri phu hop

i | |

Pé & day
dung khong?

Lam sao biét la dang?




Xac dinh: Vi tri phu hop
) |

pé & day
dung khong?
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Lam sao biét la dang?




dinh: Vi tri phu hop

pé & day
dung khong?
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Lam sao biét |a dﬁ@




dinh: Vi tri phu hop

pé & day
dung khong?

: .

Lam sao biét la dang?




dinh: Vi tri phu hop
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Pé & day
dung khong?

Lam sao biét la dang?




Thwe hanh S2 — Sap xép — Seiton

TIEU CHUAN SAP XEP

Tat ca CAC POI TUONG tai noi lam viéc sau khi da
xac dinh 1a CAN DUNG duoc sap xép dam bao an
toan, thuan tién va my quan cho noi lam viéc

- An toan = Dé di lai + Dé thao tac + D& van chuyén

- Thuén tién = D& tim + Dé thay + D@ lay
+ Dé kiém tra + D& vé sinh

- M§ quan = Gon gang, ngin nap, dep mit

N *J



Me & be.MPG

QUI PINH MAU

NGUYEN TAC: DE KIEM TRA

a




. N . , P ,
Nguyén tac nhap trwoc xuat trwoc

(First in — First out)

T dung dung cu tai khoa CCU bénh vién Sant Louis Hospital_Thai Lan

™




Quy dinh khu vwc {1 Fortis

Phong dung cu



Thwe hanh S2 — Sap xép — Seiton

. Chuan bj dung cy van phong dé danh dau,
ke vach ... xac dinh vi tri sap xép vat dung

. Phéc thao/ dy kién so b vi tri, layout va sap
xép thw vat dung theo phac thao/ dw kién

. Diéu chinh vi tri vat dung dam bao théa man
cac yéu cau: an toan + thuan tién + my quan

. Danh dau, ké vach ... nhan biét vi tri chinh
thirc cua vat dung da dworc sap xép

. Chup anh toan canh va can canh sau khi
thwce hién S1 — Sang loc & S2 — Sap xep




COLORECTAL

42 Fortis HospiTAL

Khu vuc mau dé la
khong duoc dé ->
sau canh ctra







Thwe hanh S2 — Sap xép — Seiton

Nguyén tac sap xép:
Moi vat deu dwoc xac dinh vi tri dat
Moi vat déu dwoc dat dang vi tri da xac dinh

PHAN LOAI SAP XEP

Thwong ding Dat gan noi lam viéc
Vat dung o Pé & noi dé tim,
can dung It khi dung dé 1ay, dé cét gitr

P Cat vao kho/ ta chira va c6
Rat it dung dau hiéu nhan biét ro rang




MOT SO HINH ANH MINH HOA

Non-working area




Vat dung nao hay st dung dit & gan va it s dung dé xa




MOT SO HINH ANH MINH HOA




MOT SO HINH ANH MINH HOA




MOT SO HINH ANH MINH HOA
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Step 2 - Straighten

—ﬁ- Files and Folders

To straighten your PC you need to organise your data into folders
and sub folders just like in a Library. 5o for instance you may
create a folder "Lean information" and then create sub folders

- "55""Poka Yoke", "Toyota Production System"” etc. under "Lean
Information”. You can then store your files in the sub folders.

Internet Web pages

Many of us now use the internet as a virtual knowledge base for our areas of interest. You
come across a website you like and then "Add in to your favourites”. Often, that is the last
time you will ever see that web page. Why? Usually it is because your favourites are not
even organised in to folders.

A great utility that | came across is called "Tidy Favourites”. The thing | like about it is that
it allows you to save web addresses using a thumbnail snapshot of the website. There is a
version you can download for personal use at-

http:ilwww.tidyfavorites.com/ .

Since | have applied this "straighten” utility to my own PC it has made me more productive.

Another "Straighten” utility that you may want to consider can be downloaded at:

http:/lwww.stardock.com/products/fences/

It's called 2Fences”. Basically, it allows you to organise the icons on your desktop any way
you want. It just makes it far faster to find programs, if you have a busy desktop.




Programs Files & Documents Folders
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@U'lu ¥ Computer » DATAL (D:) »

Organize =

#{ Fawvorites
Bl Desktop }
& Downloads "
%% Dropbox Jf',
5l Recent Places
I
Bl Decsktop
4 Libraries J
i

;:l Documents
J’-‘ Music
e=| Pictures }
B videos
-!l.a- Hormegroup
A Administrator
18 Computer
& WIN T ()
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J D1_IMBOX
J 02_ACTIOMITEM
y 03_CURREMT PR
J 04_OM HOLD
J O5_ARCHIVE
ca DATAZ (E:)
28 DVD RW Drive (F:)
&2 CD Drive (G
&hﬂ Metwork
Ed Contrel Panel

2/ Recycle Bin

Include in library -

Share with - Burn

D1_INBOX

02_ACTION ITEMS

03_CUREENT PROJECTS

04 _ON HOLD

05_ARCHIVE

Mew folder




. 530 man bac Thuo X ':'l'n Tin e Thanh Nign Onli X Yﬁ nguyenthanhhail19 - % ‘[i] Ban cii old friend - Tim « % '\v 3 Audio Book Quang © € X m

C' | 8 https: //vn-mgb1.mail .yahoo.com/neo/launch? rand=csfh332igmOcu# o ¢

% Apps Tin nhanh YnExpress -... [ Google [T] Tu@i Tré Online - Tint... T Tin tirc Thanh Nién On... (D] Béo Dan tri| Tin ke V... 5/ VietNamiet - Tin ki, ... 5

W >hi Mail Thé thao Game Hai & Bap Ban Di Bdng Khac v

YAHOO!
MAIL
M B & ©
£ Viét thu O Kem v

Hép thu dén
Thu nhap

P4 g Thw muc Hap thw dén clia ban hién dang tréng Chgﬁ;%\t

Thu rac FOR SDRs

Thung rac

v Ché dd xem Théng minh
Chuwa doc
Buoc danh dau sao

Moi ngucri
Xa hdi
Du lich
Mua sam

TAO THU MUC THEO
NHOM

Benh vien
Bs Hai

GPB_Khoa T
Khach S BEES 82
s z 582 E

Old friend




S2: SET IN ORDER (SAP XEP)

MOT SO KHAI NIEM, NGUYEN TAC SET IN ORDER THUONG
bUQC THYC HIEN

Chi s8 vé s6 llr()ng (Amount indicator) S lugng
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M& héa bang mau (Color-Coding Strategy)
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THUC HANH S3 — SACH SE - SEISO

Nguyén tac vé sinh:

™

“TU TREN XUONG DUOIl — TU TRONG RA NGOALI”

Quan sat TAT CA MOI VAT
sau khi sap xép va ap dung 2 cau hoi:

1. DA VE SINH CHU'A?
2. CO Gi BAT THUONG KHONG?




Luyen tp gquan sat va hoi

{! \II
Pa vé sinh chwa?

v
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C6 gi bat thwdng khong?




Luyén tap quan sat va hoi

4 Y S

C6 gi bat thwérng khong?




Luyén tap quan sat va hoi

Pa vé sinh c@
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http://2.bp.blogspot.com/_c3QO1YXtcyk/SM8qyu2aeUI/AAAAAAAABSY/Ne_wdbMyzHU/s320/015b+-+duster.JPG

Luyén tap quan sat va hoi

/




Thwc hanh S3 — Sach sé — Seiso

TIEU CHUAN SACH SE

- Khoéng c0 rac thai, bui ban, mang nhén
hoic bat ¢t dau hiéu ndo cua tinh trang
mat vé sinh tai noi lam viéc, trén cac 16i di
chung va riéng trong toan cong ty

- C4c ngudn gay do ban duogc ngin chan,
giam thiéu, loai trur

- Tat ca CAC POI TUOQNG duoc st dung
trong tinh trang sach sé€ va an toan



vanphong-leo.mp4

Thwc hanh S3 — Sach sé — Seiso

1. Xac dinh khu vwe, phan cong trach nhiém
va lap lich vé sinh cu thé (ngay / tuan / thang)

2. Chuan bi day du thiét bi dung cu vé sinh
phu hop véi vat can vé sinh

3. Thuc hién vé sinh theo lich da xac dinh.
Luwu V: Loai trir/ han ché nguon gay do ban

4. Moi van dé bat thwong dwoc phat hién phai
dwoc xw ly ngay hoac bao cao cho cap trén

5. Chup anh toan canh va can canh trwéc va
sau khi thwc hién S3 — Sach sé




MOT SO HINH ANH MINH HOA
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THUC HANH S4 — SAN SOC — SEIKETSU

1. Tiéu chuan hoa > Bién soan, ban hanh va
ap dung Quy dinh Thwc hanh 5S
2. Duy tri 3S = Thwe hanh 3S moi luc, moi noi

- Tai liéu lién quan 5S san c6 (P)
- Moi ngw&i thau hiéu y nghia & cach lam (P)
.,/ - Moi ngwo’i cung tham gia thwe hién (D)
- Kiem tra, danh gia ket qua thwc hién (C)
€ - Moi ngwéi cling tham gia cai tién (A)

a4




MOT SO HINH ANH MINH HOA
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Thwc hanh S4 — San soc — Seiketsu

TIEU CHUAN SAN SOC

- Cac hoat dong “Sang loc”, “Se”ip x€&p” va “Sach s&” duoc tiéu chuén hoa

va dugc moi CBNV thau hi€u va thyc hién thuong xuyén

- Cac noi dung chua phtt hop va cac khuyén nghi sau lan danh gia 5S
trudc dé duoc Truong bo phan duwoc danh gia xem xét va thyc hién
kip thoi cac bién phap khic phuc, phong ngtta thich hop dam bdo
tranh tai dién/ phat sinh sy khong phu hop tuong tw

- Cac nhom/ ca nhan CBNV duoc khuyén khich tham gia dé xuat cai

tién va ghi nhan cac két qua thyc hanh tot 55 nhdm tao moi truong

lam viéc hang hai, vui vé, hop tac, lanh manh va an toan




Thwc hanh S4 — San soc — Seiketsu

Duy tri thwc hién 3S moi liuc moi noi
Nguyén tac 3 Khéong:
“Khéng c6 vat vé dung — Khéng bira bai — Khéng do’ ban”

S5

Ky thuat ap dung

- Cham diém 5S

* Khen thwéng don
vi thwe hién tot

+ Cai tién cac noi
chwa dat yéu cau

Théi gian
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CHAM PIEM THUC HIEN 5S

+ 4 diém

+ 3 diém:
+ 2 diém:

+ 1 diém

+ 0 diém:

- Chuan mwc danh gia: Quy dinh Thwe hanh 5S

- Ap dung Checklist danh gia 5S — Moi S c6 5 tiéu chi

> Méi tiéu chi co 5 thang diém:
: Rattdét > Béng ching tét & moi noi = Khong c6 s KPH

Tot - C6 khéng quéa 03 sw KPH nhé

Kha > CO tir 04 dén khdng qué 07 sw KPH nhé
. Trung binh = C6 trén 07 sw KPH nhé

Kém > Khéng c6 bang chirng tot nao

- Phwong phap cham: Pi tim bang chirng tot va ca sw KPH

Ghi chu: KPH & viét tat cua “Khdng phu hop”




r ™
THUWC HANH S5 — SAN SANG - SHITSUKE

Moi nguwoi

TU NGUYEN, TU GIAC
thwc hién 5S
. / TREN TOAN KHOA/PHONG




Thwe hanh S5 — San sang — Shitsuke

TIEU CHUAN SAN SANG

- C&c nguyén tac thuc hanh 5S duoc nhan thuc va ludn gan
lién véi cbng viée, chirc ning, nhiém vu dugc phan cong tai
tirng bd phan mot cach tu giac va tré thanh thoi quen hang
ngay cua CBNV

- CBNV trong don vi dugc dao tao va tai dao tao vé thuc hanh
tot 5S va cac quy trinh, tha tuc, hudéng dan cong viéc lién
quan

- Céc két qua danh gia 5S, cac bicu do6 thé hién két qua hoat
dong 5S dat duoc, cac bai hoc kinh nghiém va cac ké hoach
cai tién sau do duoc lap, cong khai, duy tri, cap nhat va pho
bién trong toan Cong ty




Thwe hanh S5 — San sang — Shitsuke

~thanhcéng ~

Tao thanh né néep, théi quen,

Sang loc — Sap xép — Sach sé

tw nguyén, tw giac thwc hién va duy tri 3S:

V.

Phwong phap thwc hién

* Thwce hién lién tuc sé
tao thanh théi quen

* Hoc tap & chia sé kinh
nghiém thanh cong

« Xay dwng hé thong
Visual Control System
— Kiém soat bang mat
— nhin l1a biét ngay.

N

A g 3
elluc tiéu cua 5S ﬁSan sang

2 Sachsg 3
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KINH NGHIEM THANH CONG

1. Sw cam két va lam guong cia ldnh dao

- Lanh dao Khoa/Phong phai luén di dau
va thé hién cam két
bang chinh hanh ddng ciia minh

“PIEU KIEN QUYET PINH THANH CONG”




KINH NGHIEM THANH CONG

2. Sw tw giac tham gia cua moi ngwoi

= Moi CBNV nhan thirc r6 lovi ich cua 5S
|a: “58 CHO CHINH MINH”
twr dé tw nguyeén, tw giac thwc hién

“DIEU KIEN DAM BAO THANH CONG BEN V('NG”

dE»




KINH NGHIEM THANH CONG

3. Viéc xac dinh, phan cong trach nhiém
cu thé, rd rang cho tirng CBNV
trong qua trinh thwc hién va duy tri 5S
tai cac khu vwe chung
va khu vwe lam viéc cua Khoa/Phong

- Khen thwéng, ky luat chinh xac, kip thoi

d»




KINH NGHIEM THANH CONG

4. Trwong Khoa/Phong tang cwong cong tac
dao tao, huan luyén doéi véi nhan vién moi.
Moi ngwoi thwong xuyéen hoc tap,
chia sé kinh nghiém thwe hanh tot 5S
véi cac don vi ban trong cong ty

- Moi ngwoi biét viée ding phai lam,
va biét cach lam ding viéc

d»>




KINH NGHIEM THANH CONG

5. Ban 58S tiép tuc duy tri hoat dong
kiém tra hién truwong hang ngay.
Giam sat, don doc, hwéng dan, chia sé
kinh nghiém thwe hanh tot 5S
v6i tat ca cae nhan vién

-> Cac Khoa/Phong dwoc quan tam, cham soc
va hd tro nguon luc Kip thoi

dEEED»
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CAM KET THUC HIEN
VA DUY TRI5S !

a.

‘\Sciketm
N\ Seiso \" [ San sang
[ s,a* \* N\ San séc
o— J
[ Setri  \ \ Sach sé
N - \ Sép xép
\l Sang loc




CHUC CAC BAN
THANH CONG !




