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Synthetic Biology Group 

Action Plan:
	What
	When
	Who
	How

	5S Training
	3/19
	Dave
	2 hour discussion with entire group

	4S in Lab Spaces
	3/20-3/22
	Everyone
	Sort, Set in place, Shine & Standardize 318, 320 & 322

	Finalize MOPs
	3/23
	Council
	Get input from all employees and finalize this document

	Create Kanban Cards
	3/23
	Dave
	Print Kanban cards, order bins, and organize storage

	Create Blue Tags
	3/30
	Dave
	Order & Print Blue Tags

	Finalize Reward 
	4/6
	Office
	Come up with 1 or 2 small rewards for 5S

	Make Laminated Pictures of Lab 
	4/13
	Everyone
	Print pictures to be hung over workstations




Expected Benefits:
· Cleanliness
· More organized/easier to find needed items
· More consistent experiments
· Faster onboarding of new employees
· Additional funding

Potential Risks:
· Employees have less time to spend on projects
· Decreased productivity due to resentment of 5S

Measures of Performance 
· Drawer/Shelf space used
· Number of received suggestions from each team member
· Time spent setting up experiments

Critical Success Factors
· Reduce occupied storage space by 25%
· Receive 3 suggestions from each team member
· Implement 2 suggestions per team member
· Reduce the time to set up an experiment by 10%
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