Career Technical Education (CTE) Safety System 
Full-Day Model Step-by-Step Implementation Plan

Introduction
For districts that have the resources to provide full-day release time for teachers, this guide offers a comprehensive, step-by-step plan for implementing the five-day Career Technical Education (CTE) Safety System. This process is designed to transform classrooms and shops into safer, more efficient, and well-organized learning environments, using the proven 5S methodology: 
· Day One -Sort
· Day Two - Set in Order
· Day Three – Shine
· Day Four – Standardize
· Day Five - Sustain
This guide includes detailed instructions, activities, and objectives for each day to ensure teachers can confidently lead the implementation process. It also outlines the roles of team members, required materials, and anticipated outcomes for every step. By following this plan, teachers will create an environment that promotes safety, efficiency, and continuous improvement, benefiting both students and staff.
Whether you’re starting with a cluttered workspace or simply fine-tuning an already functional environment, this process provides the structure needed to achieve a lasting transformation. The guide is practical, actionable, and easy to follow, ensuring that every teacher can successfully implement the CTE Safety System.

[bookmark: DayOne]CTE Safety System Implementation: Five-Day Plan
Day One: SORT
Objective
The goal of Day One is to "Sort" the workspace by organizing items, identifying unnecessary or hazardous materials, and laying the foundation for the implementation process. This step sets the stage for a safer, more efficient environment.

Activities and Processes
1. Apply the 7 Ways Technique
· Purpose: Brainstorm various layout options for the classroom or shop to identify the most effective arrangement for equipment, tools, and materials.
· Steps: 
· Gather team members for a collaborative discussion.
· Explore different configurations to maximize space and safety.
· Outcome: A finalized floor plan optimized for workflow, safety, and accessibility.
2. Red Tagging Items
· Purpose: Identify and label items that are unnecessary, hazardous, or not immediately needed.
· Steps: 
· Use red tags to mark items requiring removal or further evaluation.
· Organize tagged items in a designated area for later review.
· Outcome: Reduced clutter and identification of items for removal.
3. Finalize Floor Plan/Layout
· Purpose: Confirm the optimal placement of machinery, workstations, safety zones, and storage areas.
· Steps: 
· Use insights from the 7 Ways Technique to finalize the layout.
· Document the layout for reference during implementation.
· Outcome: A documented, optimized floor plan.
4. Outline Processes and Projects
· Purpose: Identify necessary tasks for reorganization.
· Steps: 
· Create a list of minor repairs, equipment adjustments, and temporary work zones.
· Assign tasks and responsibilities to team members.
· Outcome: A prioritized task list to guide the day.
5. Take "Before" Pictures
· Purpose: Capture the initial state of the workspace.
· Steps: 
· Photograph all key areas, including workstations, pathways, and storage areas.
· Outcome: A visual baseline for comparison with the final results.

Team Members Involved
· Teacher: Leads the sorting and organizing process.
· Students: Participate in sorting and tagging.
· SRMS Safety Officer: Ensures compliance with safety regulations.
· Maintenance Staff: Assists with adjustments and repairs.

Conclusion
By the end of Day One, unnecessary items will be tagged, the layout will be finalized, and "before" pictures will be taken. The workspace will be prepared for Day Two.
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Objective
"Set in Order" by organizing the workspace based on the finalized layout from Day One. This step removes unnecessary items and establishes an orderly environment.

Activities and Processes
1. Move Red-Tagged Items to Designated Areas
· Purpose: Relocate unnecessary or hazardous items identified on Day One.
· Steps: 
· Review the red-tagged items.
· Work with maintenance to transport items to a designated holding area.
· Adjust inventory records to reflect the moves.
· Outcome: A decluttered workspace ready for reorganization.
2. Remove Unwanted Equipment and Materials
· Purpose: Eliminate obsolete or unnecessary equipment.
· Steps: 
· Identify items for removal.
· Coordinate with maintenance or disposal teams.
· Document the removal in inventory records.
· Outcome: A safer, more organized environment.
3. Ensure Waste Management Solutions
· Purpose: Facilitate efficient disposal of waste.
· Steps: 
· Coordinate with facilities to provide dumpsters.
· Monitor disposal areas to prevent overfilling.
· Outcome: Efficient waste management supports a clean workspace.

Team Members Involved
· Teacher, Students, Safety Officer, Maintenance Staff: Collaborate on organizing and removing items.
Conclusion
By the end of Day Two, the workspace will be organized according to the finalized layout, with all unnecessary items removed or stored.
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Objective
"Shine" the workspace by deep cleaning and maintaining the environment, ensuring it is safe, sanitary, and visually appealing.

Activities and Processes
1. Cartage and Hauling
· Purpose: Remove remaining red-tagged or unwanted items.
· Steps: 
· Confirm the removal schedule with maintenance.
· Oversee the process to ensure accuracy and efficiency.
· Outcome: A cleared workspace ready for cleaning.
2. Continue to Sort and Set in Order
· Purpose: Finalize sorting and organizing tasks.
· Steps: 
· Verify all items are in their designated places.
· Make final adjustments to the layout.
· Outcome: A fully optimized workspace.
3. Shine – Deep Clean
· Purpose: Perform a thorough cleaning.
· Steps: 
· Dust, sweep, and mop floors.
· Wipe down and sanitize surfaces.
· Inspect and clean tools and equipment.
· Address any safety hazards identified during cleaning.
· Outcome: A clean and hazard-free environment.


Team Members Involved
· Teachers, Students, Maintenance Staff, CTE Team Members: Participate in cleaning and organizing.
Conclusion
By the end of Day Three, the workspace will be thoroughly clean and ready for the next steps.
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Objective
"Standardize" the processes and layout to create consistency and maintain the improvements.

Activities and Processes
1. Sort as Needed
· Purpose: Address remaining sorting tasks.
· Steps: 
· Review the workspace for unsorted items.
· Re-categorize or relocate as needed.
· Outcome: A fully sorted workspace.
2. Set in Order
· Purpose: Reaffirm the layout.
· Steps: 
· Confirm all items are correctly placed.
· Make minor adjustments for workflow optimization.
· Outcome: An efficient and safe layout.
3. Shine
· Purpose: Maintain cleanliness.
· Steps: 
· Perform a quick clean-up.
· Store cleaning supplies properly.
· Outcome: A visually appealing workspace.
4. Label and Tape
· Purpose: Implement labeling and taping for visual cues.
· Steps: 
· Label storage bins, shelves, and containers.
· Use tape to mark pathways, work zones, and safety areas.
· Outcome: A standardized workspace.

Team Members Involved
· Teachers, Students, CTE Team Members, Maintenance Staff: Collaborate on labeling and organizing.
Conclusion
By the end of Day Four, the workspace will be fully standardized, ensuring sustainability and ease of maintenance.
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Objective
"Sustain" the improvements by completing the project and establishing routines for long-term success.

Activities and Processes
1. Shine
· Purpose: Perform a final cleaning.
· Steps: 
· Clean surfaces, floors, and tools.
· Store supplies properly.
· Outcome: A clean, organized workspace.
2. Affix Labels and Tape
· Purpose: Finalize the labeling system.
· Steps: 
· Review and adjust labels and tape.
· Document the system for future reference.
· Outcome: A consistent labeling and taping system.
3. Complete the Project
· Purpose: Ensure all tasks are completed.
· Steps: 
· Conduct a final walkthrough.
· Address outstanding tasks or issues.
· Gather team feedback.
· Outcome: A fully implemented safety system.
4. Take "After" Pictures
· Purpose: Document the final state.
· Steps: 
· Capture comprehensive photos of the workspace.
· Highlight improvements and organization.
· Outcome: A visual record of success.

Team Members Involved
· Teachers, Students, Safety Officer: Finalize and validate the project.


Conclusion
By the end of Day Five, the workspace will be ready for long-term use, with systems in place to maintain improvements.

Final Notes

By following this step-by-step plan, teachers can lead the transformation of their classrooms or shops into safe, efficient, and sustainable learning environments.
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