Full-Day Process – Day 4: STANDARDIZE
Objective
The goal of Step 4 is to "Standardize" the processes and layout established in the previous steps. This involves creating consistency in the workspace through labeling, organizing, and implementing standardized procedures to ensure the changes made are sustainable and easily maintained.
Activities
1. Sort 
· Purpose: Perform any final sorting tasks to ensure all items are correctly categorized and placed according to the new system.
· Process:
· Review the workspace to identify any remaining items that may not have been properly sorted.
· Re-categorize or relocate these items to their appropriate areas.
· Double-check that all unnecessary items have been removed or stored outside the primary workspace.
· Outcome: A fully sorted workspace, ready for standardization.

2. Set in Order
· Purpose: Reaffirm the order established earlier by ensuring all items are in their correct locations and the layout supports efficient workflow and safety.
· Process:
· Walk through the workspace to confirm each tool, piece of equipment, and material is placed according to the finalized layout.
· Make minor adjustments to optimize the flow of work and accessibility.
· Ensure frequently used items are easily accessible, while less frequently used items are stored appropriately.
· Outcome: A workspace optimized for workflow and accessibility.


3. Shine
· Purpose: Maintain the high standard of cleanliness achieved on Day 3.
· Process:
· Perform a quick clean-up, including wiping surfaces, sweeping floors, and tidying up the workspace.
· Ensure all cleaning supplies are stored properly after use.
· Inspect the workspace for any areas that require additional attention.
· Outcome: A clean, sanitary, and visually appealing workspace.

4. Label and Tape
· Purpose: Implement a labeling and taping system to standardize the organization of the workspace.
· Process:
· Label storage bins, shelves, and containers with durable, easy-to-read labels.
· Apply tape to the floor to mark pathways, work zones, and safety areas, using color-coded tape for clarity.
· Label tools and equipment with their designated storage locations.
· Document the labeling and taping system in a standard operating procedure (SOP).
· Outcome: A visually standardized workspace with clear organizational cues.

Team Members Involved
· Teachers: Lead the standardization process, ensuring consistency in labeling, taping, and organization.
· Students: Assist in applying labels, taping areas, and maintaining workspace cleanliness.
· CTE Team Members: Provide oversight and support to ensure compliance with safety standards.
· Maintenance (if needed): Assist with physical adjustments or installations required for labeling and taping.
· Additional Support: May include staff or external experts for specialized tasks, such as designing labels or installing taping systems.

Conclusion of Step 4
By the end of Step 4, the workspace will be fully standardized, with all items clearly labeled and organized according to the new system. Labeling and taping provide visual cues to maintain order, ensuring the workspace remains safe and efficient. Standardized procedures established during this step will sustain the improvements made, preparing the team for the final step: sustaining these changes long-term.
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