Full-Day Process – Day Two: SET IN ORDER
Objective
The goal of Day Two is to "Set in Order" the classroom or shop by organizing the workspace according to the finalized layout from Day One. This involves systematically placing items in designated areas, removing unnecessary equipment, and preparing the environment for efficient and safe operation.
Activities
1. Move Red-Tagged Items to Designated Areas
· Purpose: Relocate items identified on Day One as unnecessary or potentially hazardous to a designated area for further evaluation, storage, or disposal.
· Process:
· Review the red-tagged items from Day One and determine the appropriate action for each.
· Coordinate with maintenance to transport items to a designated holding area for sorting, storage, or proper disposal.
· Adjust inventory records to reflect the move.
· Ensure the workspace is free from unnecessary clutter that could pose safety risks or hinder workflow.
· Outcome: A decluttered workspace with red-tagged items organized for next steps.

2. Remove Unwanted Equipment and Materials
· Purpose: Eliminate equipment or materials that are unnecessary or obsolete to free up space and reduce safety hazards.
· Process:
· Identify equipment and materials no longer needed or replaced by more effective tools.
· Coordinate with maintenance or disposal teams for proper removal and disposal.
· Utilize available dumpsters or waste management solutions to handle large or bulky items.
· Document the removal process in inventory records to track equipment and ensure accountability.
· Outcome: An organized environment with unwanted items properly removed.

3. Ensure Availability of Waste Management Solutions
· Purpose: Facilitate efficient removal of waste and unwanted materials by having dumpsters or other waste management solutions readily available on-site.
· Process:
· Coordinate with facilities or maintenance teams to place dumpsters in convenient locations.
· Ensure the removal process is smooth and does not disrupt classroom or shop activities.
· Monitor disposal areas regularly to prevent overfilling and ensure environmentally responsible waste handling.
· Outcome: Effective waste management supports a clean and safe workspace.

Team Members Involved
· Teacher: Leads the organization process, ensuring all items are correctly placed or removed according to the new layout.
· Students: Assist in moving, organizing, and cleaning under the teacher’s guidance, gaining practical experience in maintaining an orderly work environment.
· SRMS Safety Officer: Oversees the process to ensure compliance with safety standards and that the workspace setup maximizes safety.
· Maintenance Staff: Provides support for moving heavy equipment, managing waste disposal, and assisting with physical reorganization.
· Additional Support (as needed): May include other staff members or external experts who can help with specialized tasks or provide extra assistance.

Conclusion of Day Two
By the end of Day Two, the classroom or shop should be organized according to the new layout, with unnecessary items removed or appropriately stored. The workspace will be free of clutter, and all remaining items will be set in their designated places, ready for further refinement in the following days. This step ensures the environment is prepared for efficient and safe use, laying the groundwork for the remaining implementation steps.
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