One-Hour Segments - Step 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.
For teachers with limited time, the STANDARDIZE process can be divided into ten (10) one-hour blocks spread over multiple sessions to allow for incremental progress.
Hour 1: Plan Final Sorting and Organization
· Goal: Develop a plan for any remaining sorting and organizing tasks.
· Activities:
· Review the workspace to identify items requiring further sorting.
· Assign tasks and priorities to team members.
· Outcome: A structured plan for completing sorting and organization.

Hour 2: Finalize Sorting
· Goal: Complete sorting tasks that were not finished earlier.
· Activities:
· Re-categorize or relocate any remaining unsorted items.
· Double-check that all unnecessary items are removed from the workspace.
· Outcome: A fully sorted workspace, ready for the next step.

Hour 3: Reconfirm the Layout
· Goal: Verify that all items are in their correct locations according to the finalized layout.
· Activities:
· Walk through the workspace to confirm placements.
· Make minor adjustments to optimize workflow and accessibility.
· Outcome: A workspace aligned with the intended layout.

Hour 4: Perform Quick Cleaning
· Goal: Maintain cleanliness achieved during Step 3.
· Activities:
· Wipe down surfaces, sweep floors, and tidy the workspace.
· Store cleaning supplies properly after use.
· Outcome: A clean, tidy workspace.

Hour 5: Label Storage Areas
· Goal: Apply labels to storage bins, shelves, and containers.
· Activities:
· Create and attach durable, easy-to-read labels for all storage areas.
· Ensure labels clearly indicate contents.
· Outcome: Labeled storage areas that support consistent organization.

Hour 6: Apply Floor Tape
· Goal: Mark pathways, work zones, and safety areas with tape.
· Activities:
· Apply color-coded tape to differentiate zones (e.g., red for danger, green for safe).
· Ensure tape is applied straight and securely.
· Outcome: A workspace with clearly marked zones for safety and organization.

Hour 7: Label Tools and Equipment
· Goal: Label tools and equipment with their designated storage locations.
· Activities:
· Attach durable labels to each tool and piece of equipment.
· Ensure labels are easy to read and placed for visibility.
· Outcome: Tools and equipment are properly labeled for efficient storage and retrieval.

Hour 8: Document the Labeling and Taping System
· Goal: Record the labeling and taping system in an SOP.
· Activities:
· Create a document detailing labeling and taping standards.
· Share the SOP with all team members for reference.
· Outcome: A documented system to maintain workspace organization.

Hour 9: Inspect and Adjust
· Goal: Review the workspace and make any necessary adjustments.
· Activities:
· Inspect labeled and taped areas for clarity and durability.
· Address any inconsistencies or areas needing improvement.
· Outcome: A refined and consistent workspace.

Hour 10: Wrap-Up and Review
· Goal: Evaluate progress and prepare for the next step.
· Activities:
· Meet with the team to review outcomes.
· Outline tasks for sustaining changes in the final step.
· Outcome: Confirmation that the STANDARDIZE process is complete, with readiness for the next step.

This approach accommodates varying schedules while ensuring the workspace achieves a high standard of organization and consistency. 
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