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User Guide:  5S for Work Benches

Standardized Bench Rules

1. Only Standard equipment required for building or calibrating product should be stored on the surface of the workbench.  

2. Standard equipment stored on the surface or top riser of the workbench, off bench, shared work bench (e.g. epoxy bench, cleaning stations, etc.) and oven benches require a “Shadow” or label.  

i. Production Managers are responsible for determining the standard equipment required for each workbench.

ii. Technicians are responsible for returning all items to their respective Shadows at the end of their shift.

iii. If standard equipment can not be returned to its respective shadow the technician shall note it on the shadow board (e.g. recalibration of a handheld cal station or borrowing of equipment.)

iv. If item is no longer needed the Technician is responsible for removing the item’s shadow board or label.

v. Large equipment that cannot be easily moved without assistance does not require a Shadow but needs to be labeled for proper identification.

3. Workbench drawers are also organized for easy identification and retrieval of tools and supplies.  Standard hand tools stored in drawers are placed in foam cut-outs.  Other production-related tools and supplies are to be labeled for ease of identification.  Procedure #QA1008 provides additional guidance on what can be stored in the workbench drawers and bottom riser.

4. Off bench is to be organized.  All personal items, food and drink are prohibited at an off bench.                                See QA1008 for accepted items.  Personal items are to be stored in an assigned locker.

5. Technicians are responsible for bringing items used that do not have a Shadow Board or label to the attention of the Production Manager.  The Production Manager will furnish a Shadow or label for the item.

6. The Production Manager is responsible for supplying all shadow boards and labels for their area.

7. Technicians are responsible for maintaining all shadows and labels at their assigned work area/bench.
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