One-Hour Segments – Step 3: SHINE
For teachers with limited time, the SHINE process can be divided into ten (10) one-hour segments to allow incremental progress over several sessions.

Hour 1: Plan the Cleaning Process
· Goal: Develop a strategy for cleaning and finalizing organization tasks.
· Activities:
· Confirm the removal schedule for remaining red-tagged items.
· Identify cleaning priorities and assign tasks to team members.
· Outcome: A structured plan for cleaning and finalizing organization.

Hour 2: Oversee Cartage and Hauling
· Goal: Supervise the removal of remaining red-tagged items.
· Activities:
· Coordinate with maintenance or vendors for item removal.
· Ensure proper disposal and update inventory records.
· Outcome: Workspace cleared of unnecessary items.

Hour 3: Continue Sorting and Organizing
· Goal: Finalize remaining sorting and organizing tasks.
· Activities:
· Review the workspace layout and ensure all items are in designated places.
· Make final adjustments to optimize the arrangement.
· Outcome: Workspace layout fully aligned with safety and efficiency goals.

Hour 4: Begin Cleaning – Surfaces and Floors
· Goal: Start cleaning surfaces and floors.
· Activities:
· Dust, sweep, and mop the workspace.
· Remove any remaining debris or dirt.
· Outcome: Clean floors and initial progress on overall cleaning.

Hour 5: Clean and Inspect Tools and Equipment
· Goal: Deep clean and inspect tools and equipment.
· Activities:
· Sanitize tools, equipment, and machinery.
· Check for functionality and identify maintenance needs.
· Outcome: Tools and equipment are clean, functional, and ready for use.

Hour 6: Sanitize Storage and Waste Areas
· Goal: Clean and sanitize storage spaces and waste bins.
· Activities:
· Wipe down storage areas and bins.
· Replace waste liners and ensure bins are ready for continued use.
· Outcome: Sanitized storage areas and waste bins prepared for daily operations.

Hour 7: Inspect and Address Safety Hazards
· Goal: Identify and resolve safety issues uncovered during cleaning.
· Activities:
· Inspect the workspace for hazards such as spills, misplaced items, or damaged equipment.
· Address safety concerns promptly.
· Outcome: A safe, hazard-free workspace.

Hour 8: Document Cleaning Efforts
· Goal: Record cleaning activities and note any outstanding maintenance needs.
· Activities:
· Take "after" pictures to compare with earlier stages.
· Update cleaning and maintenance logs.
· Outcome: Comprehensive documentation of cleaning efforts.

Hour 9: Final Touches
· Goal: Conduct final checks to ensure the workspace is clean and ready for use.
· Activities:
· Tidy up remaining areas.
· Confirm that all cleaning and organizational goals have been met.
· Outcome: A workspace that is clean, organized, and ready for operations.

Hour 10: Wrap-Up and Plan Next Steps
· Goal: Review progress and prepare for the next implementation step.
· Activities:
· Meet with the team to evaluate the day’s outcomes.
· Outline tasks for the next phase.
· Outcome: Confirmation that the SHINE process is complete and readiness for the next step.

This segmented approach allows teachers and teams to make steady progress toward a clean, organized, and safe workspace while accommodating time constraints. Let me know if further adjustments are needed!

Oregon Department of Education | March 2025		1
