One-Hour Segments – Step Two: SET IN ORDER
Objective
The goal of Segment Two is to "Set in Order" the classroom or shop by organizing the workspace according to the finalized layout from Segment One. This involves systematically placing items in designated areas, removing unnecessary equipment, and preparing the environment for efficient and safe operation.
For teachers with limited time, the SET IN ORDER process can be divided into ten (10) one-hour segments spread over multiple sessions. This approach allows for steady progress without overwhelming schedules.

Hourly Plans for this Segment
Hour 1: Plan the Organization Process
· Goal: Establish a clear plan for organizing the workspace according to the new layout.
· Activities:
· Review the finalized layout from Day One.
· Identify priority areas to address in upcoming sessions.
· Assign roles and responsibilities to team members.
· Outcome: A structured plan outlining tasks for each segment.

Hour 2: Move Red-Tagged Items
· Goal: Begin relocating red-tagged items to designated areas.
· Activities:
· Review the list of red-tagged items.
· Start moving smaller or easily transportable items to the holding area.
· Outcome: Initial reduction of clutter, with some red-tagged items relocated.

Hour 3: Continue Moving Red-Tagged Items
· Goal: Complete the relocation of remaining red-tagged items.
· Activities:
· Move larger or more challenging items with assistance from maintenance staff if needed.
· Ensure all red-tagged items are now in the designated area.
· Complete documentation for inventory and accountability.
· Outcome: All unnecessary items are removed from the workspace.

Hour 4: Identify Unwanted Equipment and Materials
· Goal: Catalog equipment and materials that are obsolete or no longer needed.
· Activities:
· Walk through the workspace to identify unwanted items.
· Create a list detailing each item's condition and reasons for removal.
· Outcome: A comprehensive list of unwanted equipment ready for removal.

Hour 5: Coordinate Removal of Unwanted Items
· Goal: Arrange for the proper disposal or storage of unwanted equipment and materials.
· Activities:
· Contact maintenance or disposal teams to schedule removal.
· Prepare items for pickup, ensuring they are accessible and safe to handle.
· Complete documentation for inventory and accountability.
· Outcome: Plans in place for the removal of unwanted items.

Hour 6: Oversee Waste Management Setup
· Goal: Ensure waste management solutions are available and properly positioned.
· Activities:
· Coordinate with facilities to place dumpsters or waste bins in convenient locations.
· Verify that disposal areas meet safety and environmental standards.
· Outcome: Waste management facilities are ready to support the cleanup process.

Hour 7: Facilitate Removal of Unwanted Items
· Goal: Supervise the removal process to ensure efficiency and safety.
· Activities:
· Assist maintenance staff during the pickup of unwanted items.
· Complete documentation for inventory and accountability.
· Outcome: Unwanted equipment and materials are properly removed from the workspace.

Hour 8: Organize Remaining Items
· Goal: Arrange the remaining equipment and materials in their designated places according to the new layout.
· Activities:
· Place tools, equipment, and materials in assigned locations.
· Label storage areas and equipment as needed for clarity.
· Outcome: The workspace is organized, with all items set in order.

Hour 9: Clean and Inspect the Workspace
· Goal: Conduct a thorough cleaning and inspection to ensure the workspace is safe and ready for use.
· Activities:
· Clean surfaces, floors, and equipment.
· Inspect the area for any safety hazards or issues needing attention.
· Outcome: A clean, safe, and orderly workspace prepared for daily operations.

Hour 10: Wrap-Up and Plan Next Steps
· Goal: Review the progress made and prepare for the next phase of implementation.
· Activities:
· Discuss any outstanding tasks or concerns with team members.
· Update the implementation plan with the next steps.
· Outcome: Confirmation that the SET IN ORDER process is complete, with clear directions for moving forward.

Benefits of the Hourly Segments
· Flexibility: Adapts to limited schedules without requiring full-day commitments.
· Steady Progress: Allows continuous improvement of the workspace over time.
· Engagement: Keeps team members actively involved in manageable tasks, promoting ownership of the process.
By breaking the SET IN ORDER process into one-hour blocks, teachers can effectively organize their classrooms or shops while balancing other responsibilities. This approach ensures that safety and efficiency improvements are consistently implemented, even with time constraints.
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