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Hourly Model Step-by-Step Implementation Plan
Introduction
For districts with limited resources or schedules that prevent full-day release time for teachers, this guide offers a flexible, step-by-step plan to implement the Career Technical Education (CTE) Safety System. The plan leverages manageable one-hour blocks during curriculum or team collaboration time, making it accessible for all schedules. Using the 5S Methodology, the guide helps create safe spaces for students while ensuring minimal disruption to other instructional responsibilities.
Rationale: The 5S Methodology focuses on “... standards that are simple, easy to understand and visual, and right in front of the people who need to see them to do their work.” (Doman, 2012) The 5S environment is a visual way of thinking where things that are out of place are immediately evident because the shop or lab “looks” different. The idea is that everything has a place, things are kept clean, and sightlines are maximized. This keeps things from getting lost and reduces safety hazards. With 5S, the learning space starts right and stays right. It is also an integral part of many businesses and industries. If learners start with 5S in the school environment, it gives them one more “tool” as they enter career and postsecondary education...a tool that helps them stand out and get ahead. 
The 5S Methodology Segments:
1. Sort
2. Set in Order
3. Shine
4. Standardize
5. Sustain
By dividing each segment into hourly tasks, teachers can steadily progress through implementation. The guide provides detailed instructions, activities, and objectives for each step, ensuring intentional progress and successful outcomes within tight time constraints. It also outlines roles, required materials, and anticipated results, fostering a culture of safety, efficiency, and continuous improvement for students and staff.
Breaking the process into one-hour blocks during existing collaboration periods allows schools to prioritize safety and efficiency improvements without incurring additional costs or disruptions. This approach ensures that every teacher, regardless of schedule constraints, can achieve a lasting transformation in their workspace.
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Objective: Remove unnecessary items and organize remaining materials for better safety and efficiency.
Hourly Segments
Hour 1: Planning and Orientation
· Goal: Introduce the process, establish priorities, and create a plan.
· Activities: 
· Review the materials in the Safety System Kit.
· Walk through the learning space to identify key areas for improvement.
· Discuss the 7 Ways Technique with team members.
· Outcome: A clear plan outlining focus areas.
Hour 2: Apply the 7 Ways Technique
· Goal: Brainstorm layout options for the workspace.
· Activities: 
· Define workspace goals (e.g., improving workflow, enhancing safety).
· Use the 7 Ways Technique to brainstorm potential layouts.
· Outcome: A list of potential layouts for evaluation.
Hour 3: Evaluate Layout Options
· Goal: Assess and finalize the best layout.
· Activities: 
· Review pros and cons of each layout.
· Select the most effective option.
· Outcome: A finalized layout ready for implementation.
Hour 4: Red Tagging Items
· Goal: Identify unnecessary items and tag them for removal.
· Activities: 
· Conduct a sweep of the workspace.
· Use red tags to mark items for removal or relocation.
· Outcome: A decluttered space with tagged items removed or relocated.
Hour 5: Document the Current State
· Goal: Record the workspace’s initial condition.
· Activities: 
· Take "before" photos.
· Create a list of tagged items and their next steps.
· Outcome: A detailed visual and written record for comparison.
Hour 6: Finalize and Implement the Layout
· Goal: Put the chosen layout into practice.
· Activities: 
· Rearrange furniture and equipment.
· Set up safety zones and pathways.
· Outcome: A reorganized workspace.
Hour 7: Wrap-Up and Review
· Goal: Ensure the SORT process is complete and plan next steps.
· Activities: 
· Walk through the updated workspace.
· Assign follow-up tasks for unresolved issues.
· Outcome: A completed SORT process.
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Objective: Organize the workspace systematically based on the finalized layout.
Hourly Segments
Hour 1: Plan the Organization Process
· Goal: Establish a clear plan for organizing the workspace.
· Activities: 
· Review the finalized layout.
· Identify priority areas.
· Assign roles and responsibilities.
· Outcome: A structured plan for organization emphasizing visibility, safety, and efficiency.
Hour 2: Move Red-Tagged Items
· Goal: Begin relocating unnecessary items.
· Activities: 
· Move smaller items to designated areas.
· Outcome: Initial reduction of clutter.
Hour 3: Continue Moving Red-Tagged Items
· Goal: Complete the relocation process.
· Activities: 
· Move larger items with assistance if needed.
· Outcome: All unnecessary items removed.
Hour 4: Identify Unwanted Equipment and Materials
· Goal: Catalog/inventory obsolete items.
· Activities: 
· Create a list detailing each item’s condition.
· Outcome: A comprehensive list for removal.
Hour 5: Coordinate Removal of Unwanted Items
· Goal: Arrange for proper disposal or storage.
· Activities: 
· Contact maintenance for removal.
· Document inventory.
· Outcome: Plans for item removal in place.
Hour 6: Oversee Waste Management Setup
· Goal: Position waste management solutions.
· Activities: 
· Coordinate dumpster or bin placement.
· Outcome: Waste management ready for cleanup.
Hour 7: Facilitate Removal of Unwanted Items
· Goal: Supervise item removal.
· Activities: 
· Assist maintenance staff during pickup.
· Outcome: Unnecessary items removed.
Hour 8: Organize Remaining Items
· Goal: Place remaining items in designated locations.
· Activities: 
· Label storage areas for clarity.
· Outcome: Organized workspace.
Hour 9: Clean and Inspect the Workspace
· Goal: Ensure workspace is clean and safe.
· Activities: 
· Clean surfaces and floors.
· Outcome: A clean and safe workspace.
Hour 10: Wrap-Up and Plan Next Steps
· Goal: Prepare for the next phase.
· Activities: 
· Review progress and update the implementation plan.
· Outcome: Confirmation of process completion.
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Objective: Clean and maintain the workspace for safety and functionality.
Hourly Segments
Hour 1: Plan the Cleaning Process
· Goal: Develop a cleaning strategy.
· Activities: 
· Identify cleaning priorities and assign tasks.
· Outcome: A structured cleaning plan.
Hour 2: Oversee Cartage and Hauling
· Goal: Supervise item removal.
· Activities: 
· Ensure proper disposal of red-tagged items.
· Outcome: Workspace cleared of clutter.
Hour 3: Continue Sorting and Organizing
· Goal: Finalize organization tasks.
· Activities: 
· Verify item placement and make adjustments emphasizing safety and functionality.
· Outcome: Fully aligned layout.
Hour 4: Begin Cleaning – Surfaces and Floors
· Goal: Start cleaning the workspace.
· Activities: 
· Dust, sweep, and mop.
· Outcome: Clean floors and surfaces.
Hour 5: Clean and Inspect Tools and Equipment
· Goal: Sanitize and inspect tools.
· Activities: 
· Check functionality and address maintenance needs.
· Outcome: Ready-to-use tools.
Hour 6: Sanitize Storage and Waste Areas
· Goal: Prepare storage spaces for use.
· Activities: 
· Wipe down bins and replace liners.
· Outcome: Sanitized storage areas.
Hour 7: Inspect and Address Safety Hazards
· Goal: Identify and resolve hazards.
· Activities: 
· Inspect for spills, misplaced items, or damage.
· Outcome: Hazard-free workspace.
Hour 8: Document Cleaning Efforts
· Goal: Record cleaning activities.
· Activities: 
· Take “after” photos and update logs.
· Outcome: Comprehensive cleaning documentation.
Hour 9: Final Touches
· Goal: Ensure workspace readiness.
· Activities: 
· Confirm goals are met.
· Outcome: Workspace prepared for operations.
Hour 10: Wrap-Up and Plan Next Steps
· Goal: Prepare for the next step.
· Activities: 
· Review outcomes with the team.
· Outcome: Completion of the SHINE process.
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Objective: Establish consistent practices and procedures to maintain the improvements.
Hourly Segments
Hour 1: Plan Final Sorting and Organization
· Goal: Identify and prioritize remaining tasks.
· Activities: 
· Review the workspace to finalize sorting.
· Assign tasks to team members.
· Outcome: A structured plan for completion.
Hour 2: Finalize Sorting
· Goal: Complete any remaining sorting tasks.
· Activities: 
· Re-categorize and relocate items as needed.
· Outcome: A fully sorted workspace.
Hour 3: Reconfirm the Layout
· Goal: Ensure all items align with the chosen layout.
· Activities: 
· Walk through the workspace and confirm placements.
· Adjust for workflow optimization.
· Outcome: Layout fully validated.
Hour 4: Perform Quick Cleaning
· Goal: Maintain cleanliness.
· Activities: 
· Wipe surfaces, sweep floors, and tidy.
· Outcome: Clean workspace.
Hour 5: Label Storage Areas
· Goal: Enhance organization with clear labeling.
· Activities: 
· Attach durable labels to bins and shelves.
· Outcome: Labeled storage areas.
Hour 6: Apply Floor Tape
· Goal: Define pathways and zones.
· Activities: 
· Apply color-coded tape to mark areas.
· Outcome: Clearly defined zones.
Hour 7: Label Tools and Equipment
· Goal: Ensure efficient storage and retrieval.
· Activities: 
· Label tools and assign storage spots.
· Outcome: Labeled tools and equipment.
Hour 8: Document the Labeling and Taping System
· Goal: Create a reference system.
· Activities: 
· Document labeling and taping standards in an SOP.
· Outcome: Comprehensive SOP.
Hour 9: Inspect and Adjust
· Goal: Refine the workspace.
· Activities: 
· Inspect and address inconsistencies.
· Outcome: Consistent, functional workspace.
Hour 10: Wrap-Up and Review
· Goal: Confirm completion and prepare for the final segment.
· Activities: 
· Review outcomes and assign follow-up tasks.
· Outcome: Completion of STANDARDIZE.
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Objective: Maintain and build upon the improvements made during implementation.
Hourly Segments
Hour 1: Final Cleaning (Shine)
· Goal: Perform a final cleaning.
· Activities: 
· Wipe surfaces, sweep floors, and sanitize tools.
· Outcome: Clean workspace.
Hour 2: Review Labels and Tape
· Goal: Ensure durability and consistency.
· Activities: 
· Inspect and adjust labels and tape.
· Outcome: Maintained labeling system.
Hour 3: Document the System
· Goal: Record all updates.
· Activities: 
· Update the SOP with changes.
· Outcome: Comprehensive documentation.
Hour 4: Conduct Final Walkthrough
· Goal: Ensure all goals are met.
· Activities: 
· Walk through the workspace and address issues.
· Outcome: Fully functional workspace.
Hour 5: Gather Feedback
· Goal: Improve future processes.
· Activities: 
· Collect feedback from team members.
· Outcome: Constructive input for future improvement.
Hour 6: Take "After" Pictures
· Goal: Document final results.
· Activities: 
· Capture photos of the completed workspace.
· Outcome: Visual record of success.
Hour 7: Wrap-Up
· Goal: Finalize implementation.
· Activities: 
· Confirm documentation and outline routines.
· Outcome: Sustained improvements.

Conclusion
Congratulations on completing the CTE Safety System implementation! By following the 5S methodology—Sort, Set in Order, Shine, Standardize, and Sustain—you have transformed your workspace into a safer and more efficient environment. Maintaining these improvements requires ongoing commitment, regular inspections, and feedback. Thank you for your dedication to fostering a culture of safety and excellence.
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