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Budi sang : 10h15 - 11h30
Gilta budi co6 giai lao 15ph
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Chao mung cac ban tham du khéa hoc!

Hay dong y vdi tdi rang:

Tat chudng dién Tham gia thao Pbang gid

thoai luan
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OPENING
Tén cua ban la gi?
Vai tro cua ban trong to chirc?
T chirc cia ban da tirng ap dung bat ky hé thong quan ly nao?
DPa ting bieét/ap dung/chura co kién thirc vé 5S

Trinh bay véi ca 16p

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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MUC PICH KHOA HOC

-HIEU TAM QUAN TRONG CUA VIEC CAl
TIEN NANG SUAT CHAT LUONG.

-HIEU PUQ'C TONG QUAN VE CONG CU
5S VA BIET CACH TRIEN KHAI AP DUNG
THUC HANH 5S.

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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NOI DUNG

1.5S LA GI ? 5S VA KAIZEN
2.LOI1ICH CUA5S ?

3.LY THUYET 5S 5
4.CAC BUOC AP DUNG 58S THUC TE




Practice 'Five S'
daily - make it a
way of life; this

‘commitment’

STANDARDISE

GIKETSU )

Standardize the

maintaining

|
5S LA GI? 5S VA KAIZEN

\ Throw away all rubbish
| and unrelated materials
in the workplace

' Clean the

/ workplace;
everyone
should be a
janitor

3. Set everything in
STRAIGHTEN rything

(SEITON) proper place for
quick retrieval
and storage

CONG TY TU VAN & PAO TAO ISO SOLURINS
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CHAT LUONG?
BAI TAP

GIA SU ANH/CHI Pl VAO SHOP THOI
TRANG DPE MUA MOT BO QUAN AO
MO1. ANH/CH] HAY NEU CAC YEU TO
CO THE THU HUT BE ANH/CHI QUYET
PINH MUA BO QUAN AO TAIl SHOP
THO'I TRANG BO?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Chat lwong?

Mirc do cua mot tap
hop cac von CO

Piic trung dé
phan biét

Nhu cau hay mong
doi da dwoc coOng bo, ngam
hieu chung hay bat buoc

Chit lwgng
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HAI CACH TIEP CAN VE NANG SUAT
CHAT LUO'NG-CAI TIEN LIEN TUC

1. Céch tiép can tirng buéec — KAIZEN
2. Céch tiép can mang tinh d§t pha - POI MOI




KAIZEN LA GI?

KAIZEN chi la moéot guan niém/khai niém/
TRIET LY OQUAN LY vé viéc cai tién niing suat
va chat lwong, n6 khong phai 1a mot_phwong
phap hay_mdt cong cu dung dé cai tlen nang
suat va chat lwgng - .-

KAIZEN la sw_cdj tiép lién
fuc, huy dong swtham gia
cua moi ngl{’c‘yi {0’ Lanh




xéc dinh vén dé. gidi véin dé va thay déi chudn dé ddm bdo vén aé
1 L& qué tinh cdi fién §8n tyc noi Iam viéc

Trong tiéng Nhat, Kaizen cé nghia I “cdi tién lién tuc”
auge giai quydt 1an
2 Tgp frung nGng cao nang sudt va thod man

mmnummmwu&MMmm& trung vdo
05 DAC DIEM CUA KAIZEN
yéu cdu khédch hang théng qua gidm lang phi

3 Trién khai dya trén s tham gia nhiét finh
cua moi thdnh vién vdi sU com k&t manh mé cla Ianh dgo

4 NhEn manh hogt ddng nhém
B Thu th@p vé phén tich dir liéu ia cong cy hilu hiéu
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LO1 ICH KAIZEN

LO1 ICH HUU HiINM | LOI ICH VO HINH
Tich Kiy c6¢ odi tilin nhd 18 thanh kit qud Idn « 100 adng lyc hie adly b nhain ¢b cac ¥ udng odi 1l

»
GdmcocBonphi « | » Too finh Indn I6m vidc 10D thé, dodn két
Tong nangsudt « | » Tgo ¥ thic kudn hudng 18 gidm thidu coc iing phi
» Xy dyng ndn von hod cong ty

CAC BUOC AP DUNG KAIZEN

wa chonchi aé (@) | (@) ™uchien bién phap
nnm&umumunmvamq»mma Qmmmmwmuppup

Phan tich dir | sira ddi
«mmdwqmmmng&ux 9 Qi’mﬁ‘amwmm

Xac dinh bign phap Qmmmqum
thyre higén dira trén co so phan tich dir ligu trén va xac dinh dy an tiép theo

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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R RRRRRRRBRBRBRBRERERERrERERBRBRSESNNDEEES
KAIZEN LA GI?

Yéu cau cua KAIZEN:

< KAIZEN khong doi hoi von dau tu 16n nhung yéu cau
su cam két va nd luc & moi cap cua doanh nghiép
(dic biét 1a cap lanh dao).

« Céc yéu t6 quyét dinh sy thanh cong cua Kaizen va 5S:

» cam két cua lanh dao cao nhat,
» vai tro cua can b quan ly cac phong ban, to6, nhom,
» su no luyc tham gia cua moi nguot,

» viéc trién khai cai tién duoc thuc hién lién tuc, hang ngay.

CUNG 1Y TU VAN & PAO 1A0 15U SULUITIUNS
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KAIZEN LA GI?
10 nguyén tac cua KAIZEN:

1. Tap trung vao khach hang

7. Nudi dwng cac quy trinh quan hé dingdin |
8. Rén luyén y thire ky luat, tw giac

16



CAC CHUONG TRINH
KAIZEN CO BAN

thu thip
va phan tich TOOLS

dit liéu

CHUGNG, TRINH

KAIZEN

DUNGTHOT NHOM CHAT
HAN quNG

Ky thuit kiém soat Nhém nhé tinh nguyén
hing tén kho thifc hién hogt déng
va sdn xudt kiém soat

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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NHIP TIM CLU




MO HINH P-D-C-A

Hanh déng:

Co cac hanh déng
dé cai tién lién tuc
viéc thyc hién qua
trinh  nham dat
duoc tinh hiéu luc
va hiéu qua

Kiém tra:

Theo ddi va do
lwong cac qua
trinh va san pham
theo cac chinh
sach, muc tiéu va
cac yéu. cau doi véi
san pham va bao
cao cac két qua.

Lap ké hoach:
Thiét lap muc tiéu
va cac qua trinh
can thiét dé cé
duwoc cac két qua
phu hop vOi cac
yéu cau cua khach
hang va chinh
sach clia té chuc.

Thwc hién:
Thuwe hién cac qua
trinh.

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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MO HINH P-D-C-A TRONG 5S

Systematize

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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NOI DUNG GIO'I THIEU

5S LA GI ? 5S VA KAIZEN

LO1ICH CUA5S ?

LY THUYET 5S

CAC BUOC AP DUNG 5S THUC TE

R

CONG TY TU VAN & PAO TAO ISO SOL tﬁgﬁ
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. Noii |am viéc tr& nén sach sé va ngan nap

hon.

. Tang cworng phat huy sang kién cai tién
. Moi ngwei tro’ nén co ky luat hon.
. Céc diéu kién ho tror ludn san sang cho

cong viéc

. Cho lam viéc tr& nén thuén tién va an toan

hon.

. Can b cong nhan vién tw hao vé neoilam

viéc sach sé va ngan nap ctia minh.

. Pem lai nhiéu co’ héi kinh doanh hon.

22
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2. LO1ICH CUA 5S

Thwc hién tot 5S sé dat dwoc nhivng lovi ich sau:

Nang cao nang suat (P - Productivity)

Nang cao chat lwong (Q - Quality)

Giam chi phi (C - Cost)

Giao hang dung han (D — Delivery) Q

Pam bao an toan (S - Safety) P C
Nang cao tinh than (M — Morale) @

CONG TY TU VAN & PAO TAO ISO SOL Léﬁ)g
23 info@isosolutiods.



C6 thé ap dung cho moi hoat déng

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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‘Cac yéu to co ban dé thuwc hién
thanh cong chwong trinh 5S

« Cam két va ho tro’ ctiia lanhdao

 Dao tao va huan luyén vésS

e Huy déng sw tw nguyén tham gia cua moi
nguoi

o L3p lai vong 5S véitiéu chuan cao hon




C TIEU (5S)

- AP>sS®

Specific
Measurable
Attainable

Realistic
Timebound

OALS

-CU THE

‘DO LUONG PUQC
-CO THE DAT BUOC
‘-THUC TE

-CO THO'l HAN






3. LY THUYET 5S

Take photos from the same position

)
REY

-

&Q%

Belore After

Chu y chup anh phai cho thay tdng quan tinh trang truwdc khi
thwe hién 5S, vi tri va goc chup twong tw sé duoc thwe hién
sau khi thwc hién dé tién so sanh doi chiéu, duy tri

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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1. SORT

B 31 SEIRI | Phan loai nhirng vét cén ding va khéng can ding
Sang loc Loai bé nhirng vat khéng can dung

2. SET IN ORDER

g2 SEITON Sap xép nhirng vat can dung sao cho:
Sap xép An toan + Thuan tién + My quan
3. SHINE
33 SEISO | Gilr gin vé sinh sach sé toan bo noi lam viéc,
Sach sé may moc thiet bi, cong cu dung cu .v.v..
4. STANDARDIZE
s4 SEIKETSU Tiéu chuan hoéa va duy tri 3S
San séc moi lic moi noi
5. SUSTAIN

S5 SHITSUKE Thywc hién nhiéu lan tao thanh théi quen
San sang Moi ngw®i tw nguyén, tw giac tuan tha 5S

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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THUC HANH S1 - SANG LQC - SEIRI

1. Phan loai: CAN & KHONG CAN DUNG
<:2. Xac dinh SO LWUONG CAN PU DUNG
3. Loai bo vat KHONG CAN DUNG

Quan sat TAT CA MOI VAT hién c6
tai noi lam viéc va ap dung 2 cau hoi:

1. DAY LA CAI Gi?

2. CO CAN DUNG KHONG?




THUC HANH S1 - SANG LQC -SEIRI

- Tat ca CAC POI TUONG tai noi lam viéc deu dwoc xac
dinh va phan loaii CAN DUNG va KHONG CAN

DUNG

- CAC POI TUONG KHONG CAN DUNG da duogc xac
dinh (MMMM) hai duoc di chuyen loai bo
hoan toan khoi khu vue lam viée

- CAC BOI TUONG KHONG CAN DUNG (thé vang) sau

khi dugc loai bé khdi khu vuc lam viéc phai duoc xir ly
dirt diém cham nhat trong vong 1 thang

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Chién lwgc dannhan dé
(Red-tag strategy)

1. We MAY need this
2. Keep it until:

Disposal Date)

£ 06 Strak gog, e,

32 info@isosolutions.net



Phéan loai: Can & Khong can dung

|

|

{
X
IE)

\ C6 can dung khong?

3

LAGPS X

Day la cai gi?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Phan loai: Can & Khong can ding

C6 can dung khong?

4

B N I N\ V! N\ ’?
ay a Cal g I . TY TU VAN & PAO TAO ISO SOLUTIONS
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Phan loai: Can & Khéng can dung
4

RIS £ g

C6 can dung khong?

LR ol

T ey

.\ Y
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B N I N\ /s - N\ ’7 )
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Phan loai: Can & Khong can dung

Wi C6 can diing khong?

-

-

o »
o
) 5

e <

2
Pay la cai gi?
ay a Cal gl . GTY TU VAN & PAO TAO ISO SOLUTIONS
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Phan loai: Can & Khéng can dung

C6 can dung @

CONG TY TU VAN & PAGAHA A0 ISO SOLUTIONS
38 info@isosolutions.net



Phan loai: Can & Khéng can dung

C6 can dung I@

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Phan loai: Can & Khéng can dung

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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XAC DPINH SO LUONG CAN bU DUNG

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Icon nay ¢6 can dung t&i khong?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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THUC HANH S1 - SANG LQC - SEIRI

1. Chuan bj “KHU VIC CHO XU LY” dé chira
nhirng vat sé dwoc loai boé

2. Dan Thé dé/ Thé vang doi véi nhivng vat
khoéng can dung

3. Chup anh toan canh & can canh trwdérc khi
thwc hién Sang loc

4. Di chuyén nhirng vat khéng can dung dén
“KHU VWPC CHO XU LY”

5. Loai bé vat KHONG CAN DUNG theo quyét
dinh cua Lanh dao Khoa/Phong

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
info@isosolutions.net




THUC HANH S1 - SANG LOC - SEIRI

TAI VI TRI LAM VIEC

PHAN LOAI XU LY
Khéng con gia tri Loai bo ngay
Vét dung The do
khong Khong biét con con gia Lwu tam ch& xir ly
candung tri hay khéng
Thé vang

Vat dung
candung

ll S2 — Sejton — Sap xep

info@isosolutions.net



THU'C HANH S2 — SAP XEP - SEITON

1. An toan - 3 dé: di lai+thao tac+van chuyén
2. Thuan tién > 5 dé: tim+thay+lay+kiém tra+vé sinh
3. My quan - ngan nap+gon gang+dep mat

* Quan sat TAT CA MOI VAT con lai
‘ sau khi sang loc va ap dung 2 cau héi:
€ 1. PE O PAY PUQC/PUNG KHONG?

e > Yes: 2.1. LAM SAO BIET LA PUQC/PUNG?
« > No: 2.2.PE OPAU LA PUQC/PUNG?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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S2

PE G PAYDPUOCC
KHONG

46
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Xac dinh: Vi tri phu hop

Pé & day
dung khong?

OLUTIONS
info@isosolutions.net




{ac dinh: Vi tri phu hop

Pé & day
dung khong?

O ISO SOLUTIONS

48 @isosolutions.net




] Xac dinh: Vi tri phu hop
bé & day
dung khong?

PID system

v
b 2

S i e 4 .
b o b
v PO

TF O\

<

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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] XAac dinh: Vi tri phu hop
De & day
dung khong?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Xac dinh: Vi tri phu hep

pé & day
dung khong?

ﬁ“"
R

Lam sao biét 1a ding?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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] Xac dinh: Vi tri phu hep
De & day
dung khong?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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XAac dinh: Vi tri phu hop

pé & day
dung khong?

e,

.,’

Lam sao biéet la dung?
- QPRI :Q. L PAO TAO ISO SOLUTIONS
53 info@isosolutions.net
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XAac dinh: Vi tri phu hop

Pbé & day
dung khong?

Lam sao biét 1a ding?

SO SOLUTIONS

54 isosolutions.net



Xac dinh: Vi tri phu hep

pé & day
dung khong?]

; y % RN
= == -
/ / S ==
> .
N y
LS biet la dung?
m sao biét la ding?~
CONG TY TU VAN & DAO TAO ISO SOLUTIONS
info@isosolutions.net
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Thuc hanh S2 — Sap xép — Seiton

TIEU CHUAN SAP XEP

Tat ca CAC POI TUONG tai noi lam viée sau khi da
xac dinh 14 CAN DUNG duoc sap xép dam bao an

toan, thuan tién va my quan cho noi lam viéc
- An toan = D@ di lai + D& thao tac + Dé van chuyén

- Thuén tién = D@ tim + D& thay + D@ lay
+ D& kiém tra + D& vé sinh

- M§ quan = Gon gang, ngin nip, dep mit

CONG TY TU VAN & PAO TAO ISO SOL UTIGIS
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Thuc hanh S2 — Sap xép — Seiton

. Chuan bi dung cu van phong dé danh dau,
ké vach ... xac dinh vi tri sap xép vat dung

. Phéc thaol dw kién so b vi tri, layout va sap
xép thwr vat dung theo phac thao/ dw kién

. Diéu chinh vi tri vat dung dam bao théa méan
cac yéu cau: an toan + thuan tién + my quan

.Panh dau, ké vach ... nhan biét vij tri chinh
thirec cua vat dung da dworc sap xep

. Chup anh toan canh va can canh sau khi
thuwc hién S1 — Sang loc & S2 — Sap xép

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Khu vuc mau doé la
khong duoc dé ->
sau canh cua

58
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Thuc hanh S2 — Sap xép — Seiton

Nguyén tac sap xép:
Moi vat deu dworc xac dinh vi tri dat
Moi vat déu dworc dat dang vi tri da xac dinh

PHAN LOAI SAP XEP

Thwong ding Dat gan noi lam viéc
Vat dung o Pé & noi dé tim,
can dung It khi dung dé 4y, dé ct giiv

L Cat vao khol tu chira va c6
Ratitdung —— d4u higu nhan biét ré rang —

60 - at
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Vit dung néo hay strdung dit 6'gan VA it sirdung déxa
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MOT SO HINH ANH MINH HOA

.:..
St MR G o T

RO ‘*”
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MOT SO HINH ANH MINH HOA

I TN

S4TD WADNN
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MOT SO HINH ANH MINH HOA
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Step 2 - Straighten

Files and Folders

STRAIGHTEN N To straighten your PC you need to organise your data into folders
and sub folders just like in a Library. So for instance you may
create a folder "Lean information" and then create sub folders
"55" "Poka Yoke", "Toyota Production System" etc. under "Lean
Information”. You can then store your files in the sub folders.

Internet Web pages

Many of us now use the internet as a virtual knowledge base for our areas of interest. You
come across a website you like and then "Add in to your favourites". Often, that is the last
time you will ever see that web page. Why? Usually it is because your favourites are not
even organised in to folders.

A great utility that | came across is called "Tidy Favourites". The thing | like about it is that
it allows you to save web addresses using a thumbnail snapshot of the website. There is a
version you can download for personal use at:-

http://www.tidyfavorites.com/ .

Since | have applied this "straighten” utility to my own PC it has made me more productive.

Another "Straighten” utility that you may want to consider can be downloaded at:

http://lwww.stardock.com/products/fences/

It's called 2Fences". Basically, it allows you to organise the icons on your desktop any way
you want. It just makes it far faster to find programs, if you have a busy desktop.

r40 ISO SOLUTIONS
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. )=|cs » Computer » DATAL D) »

Organize » Include in library = Share with « Burn New folder
5. Favorites l’ 01_INBOX

Bl Desktop

& Downloads M 02_ACTION ITEMS

%3 Dropbox .

%5l Recent Places

Bl Desktop
Libraries
Documents
J’ Music
[&=] Pictures
B8 videos
*& Homegroup
m Administrator
L Computer
& win7T ()
ca DATAL (D)
) 01_INBOX
J. 02_ACTIONITEM
J. 03_CURRENT PR
J. 04_ONHOLD
| 05_ARCHIVE
ca DATA2 (E)
&3 DVD RW Drive (F:)
&3 CD Drive (G:)
ﬁ Network
Control Panel

@ Recycle Bin
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S2: SET IN ORDER (SAP XEP)

MOT SO KHAI NIEM, NGUYEN TAC SET IN ORDER THUONG
PUOC THUC HIEN

Chi s vé s0 lugng (Amount indicator) S6 lugng

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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M& héa bang mau (Color-Coding Strategy)

/
N Ry
Q b
N - o
80 i
N
! PRt
e -
| Bl T < &
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THUC HANH S3 - SACH SE - SEISO

Nguyén tac vé sinh:
“TU TREN XUONG DUO'l - TU TRONG RA NGOAI”

TAT CA MOI VAT

1. DA VE SINH CHU'A?
2. CO GI BAT THUONG KHONG?

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
info@isosolutions.net



"uye!. !n ta!. !p quan Saf va 501

-
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uyen tap quan sat va

Pa vé sinh chwa?

74
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Luyén tap quan sat va hoi

- PORTaAY 4
4 i

a05.0% 0000

@ét th u,‘o, n g @Ao ISO SOLUTIONS
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uyen tap quan sat va hoi

722404

PID system

bL 3 ™ & VLR
» mEah M L b ;‘\
% N R
. 4

C__Co gi bét thuong khong?
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Thwc hanh S3 — Sach sé — Seiso

TIEU CHUAN SACH SE

- Khéng c0 rac thai, bui ban, mang nhén
hoic bat ¢t dau hiéu ndo ctia tinh trang
mat vé sinh tai noi lam viéc, trén céc 16i di
chung va riéng trong toan cong ty

- Céc nguon gay do ban duoc ngin chin,
glam thiéu, loai trir

- Tat ca CAC POI TUONG duogc sir dung
trong tinh trang sach s€ va an toan

CONG TY TU VAN & PAO TAO ISO SOLUTIGNS
info@isosolutions.net
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e
Thwe hanh S3 — Sach s€ — Seiso

1.

Xac dinh khu vwe, phan cong trach nhiém
va lap lich vé sinh cu the (ngay / tuan /thang)

. Chuan bi day di thiét bi dung cu vé sinh

phu hop véi vat can vé sinh

. Thwe hién vé sinh theo lich da xac dinh.

Luwu ¥: Loai trir/ han ché nguon giy do ban

. Moi van dé bat thuong dwoc phat hién phai

dworc xir Iy ngay hoic bao céo cho cap trén

. Chup anh toan cianh va can canh truéc va

sau khi thiwc hién S3 — Sach sé

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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MOT SO HINH ANH MINH HOA

414 HSEQ:
BEFORE AFTER

l. Office

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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MOT SO HINH ANH MINH HOA

80
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MOT SO HINH ANH MINH HOA

416 ICT

BEFORE AFTER

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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THUC HANH S4 — SAN SOC - SEIKETSU

1. Tiu chuan hda - Bién soan, ban hanh va
ap dung Quy dinh Thwc hanh 5S
2. Duy tri 3S = Thwec hanh 3S moi luc, moi noi

- Tai liéu lién quan 5S san c6 (P)
- Moi ngw®i thau hiéu y nghia & cach lam (P)
‘/ - Mol ngweo’i cung tham gia thwe hién (D)
- Kiem tra, danh gia ket qua thwc hién (C)
- Moi ngw&i cling tham gia cai tien (A)

CONG TY. > UTIONS
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MOT SO HINH ANH MINH HOA
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Thwe hanh S4 — San soc — Seiketsu

TIEU CHUAN SAN SOC

- Céc hoat dong “Sang loc”, “Sap xép” va “Sach s&” dugc tiéu chuan hda
vaduoc moi CBNV thau hiéu va thuc hién thudng Xuyén

- Céc ndi dung chua phi hop VA cic khuyén nghi sau 1an danh gia 5S
trudc do duoc Trudng bd phan duoc danh gia xem xét va thyuc hién
kip thoi cac bién phap khic phuc, phong ngia thich hop dam bao
tranh ti dién/ phat sinh su khong phtl hop tuong tur

- Cé4c nhdm/ ca nhan CBNV duogc khuyén khich tham gia dé xuat cai
tién VA ghi nhan cac két qua thuc hanh tot 5S nham tao Moi truong
lam viéc hang hai, vui vé, hop tac, lanh manh vaan toan

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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Thwec hanh $4 — San s6c — Seiketsu

Duy tri thwc hién 3S moi luc moi noi
Nguyén tac 3 Khong:

“Khong c6 vat vé dung — Khéng btra bai — Khong do’ ban”

S99

)

Ky thuat ap dung

« Cham diém 5S
+ Khen thwéng don

vi thwe hién to6t

« Cai tién cac noi

chwa dat yéu cau

4 o @ >

85
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CHAM PIEM THUC HIEN 5S
- Chuan mwe danh gia: Quy dinh Thwe hanh 5S
- Ap dung Checklist danh gia 5S: moi S c6 tiéu chi riéng

- Phwong phap cham: Kiém tra chéo, Pi tim bang chirng
tot va ca sw KPH

Ghi chi: KPH la viét tét caa “Khdng pht hop”

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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THUWC HANH S5 - SAN SANG - SHITSUKE

Moi nguoi
TU NGUYEN, TU GIAC
thwc hién 5S

TREN TOAN PHONG/BAN




Thue hanh S5 — San sang — Shitsuke

TIEU CHUAN SAN SANG

- C&c nguyén tac thuc hanh 5S dugc nhan thic va ludn gin
lién véi cdng viée, chire nang, nhiém vu duge phan cong tai
tirng bo phan mot cach tu giac va tré thanh thoi quen hang
ngay cua CBNV

- CBNV trong don vi dugc dao tao va tai dao tao vé thuc hanh
tot 5S va cac quy trinh, thu tuc, huéng dan cong viéc lién
quan

- Cé&c két qua danh gia 5S, cac biéu d6 thé hién két qua hoat
dong 5S dat dugc, cac bai hoc kinh nghiém va cac ké hoach
cai tién sau d6 duoc lap, cong khai, duy tri, cap nhat va pho
bién trong toan Cong ty
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Thue hanh S5 — San sang — Shitsuke

~thanh céng —

Tao thanh né nép, thoi quen,

tw nguyén, tw giac thwc hién va duy tri 3S:

Sang loc — Sap xép — Sach sé

V.

Phwong phap thwc hién

* Thwc hién lién tuc sé
tao thanh théi quen

* Hoc tap & chia sé kinh
nghiém thanh cong

* Xay dwng hé thong
Visual Control System
— Kiém soat bang mat
— nhin la biét ngay.

A s s
gluctiéu cuab5S ﬁSan Sang

1 7 Sach sg 3
Lip di £y S0
lién

tuc
cac
cong
cuy
5S

oi— 7
! S3pxép sangloe e



INOFFICE
4. CAC BUOC AP DUNG 5S THUC TE

What makes mess in your workspace? * Old documents piling up on the desk ¢ Drawers filled with unwanted stationery
supplies, files, papers, brochures etc « Samples of products which you no longer need « Old posters, Post-it notes, .~ Sl 2 A ,
certificates, photos etc hanging somewhere in your office.. ‘ ; - ( ‘ }
Diéu gi khién cho khu vurc lam viéc cla ban bira bon? « Céc tai liéu cii chat déng trén ban lam viéc » Cac ngén kéo 1ra 83 tu an trll,(rc D
chira day céc vét dung van phong pham, tép, gidy to, tai liéu quang cdo khong cén thiét vv « Cac méu san phdm ban A A A z A
khéng con cén dén « Céc 4p phich cd, gidy déan twong, gidy chiing nhén, énh vv treo & dau dé trong van phong ctua lan dall) can CO 1 cuoc hOp
ban. ., ° 'Y

4 4 A A A hid 2
Just as 5S in our production areas since more than one year already, it is often best to have a 5S Program for our g Iam Sat tlen d(.) Va dam bao
office areas, the principles and ideas are just the same with the same goals; an organized, safe, clean, efficient and r A < N P 7 A
repeatable work flow for you. The 5S schedule for office is approved as below: mll’c d(.) San Sang Clla CaC ben .

Ciing giéng nhw dw én 5S duéi San xuét da g‘lwqc thuwre hién tie hon mét nam trude, viéc ap dung Chuong trinh 5S cho
cac khu vuc van phong ctia DSCS la cén thiét, nguyén téc va muc dich chung Ia tao ra théi quen tét va cac khu vuc
1am viéc c6 té chirc, an toan, sach sé, va hiéu qua. Ké hoach 5S cho van phong duoc phé duyét sé duoc thuc hién

nhw sau: e e e et e e e —— -
L By Time frame Done by
No. Step/ Cac bwéc thwe hién Thér han Bén thic hién
Kick off meeting with middle managers, rep.
departments (office) anf office cleaning team for .
5S in office bulding: yyap|2> Team: HSEQ;

‘ S0- + Why and how departments

1 Communication |4 Archiving (record control) list
and Preparation

e

Meeting 2w before the 1st survey (to monitor the

progress and ensure the readiness to complete W36 o5 Team: HoRQ,

the S3) departments
’ Sort Through & Discard Unused Items Departments in office
’ 2 |S1-Sort (Procedures are established to identify W31-W34 building + office cleaners

unnecessary items)
S2- Set in order |Use Labels, Signs & Colors to identify Normal

Departments in office

Stand:rdize ‘ 4 Séap xép vs. Abnormal Conditions Waaae building + office cleaners
4 $3-Shine Cleaning is a Method of Inspection, Look for W36-W38 Departments in office
Sach sé Hidden Defects building + office cleaners
5 S:LSta.ndardize Standardize the Rules to Make 5S a Habit Sep-Dec
San so6c
4 months
Monthly Survey (since W39) 58 Team
6 S§-Su§taln Sustalmng_ plans are developed to ensure 201858 Team
San sang accountability
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R RRRRRRRERRERERRRRRRREREERREREERESRERSNRSRPRSNSS—SSEDSESB——..
SO — CHUAN BI

1. Mot cudce hop kick-off meeting thé hién cam két
cua lanh dao va thong bao lich thwc hién 55

2. Nhom 5S thwe hién ho tro cho cac BP, dwa ra
cac nhan mac, mau sac quy dinh chuan...

3. Review lai Quy trinh quan ly tai liéu va Quy
trinh quan ly ho so (danh muc thoi gian ho so
can lwu triv/ Khu lru hs chung néu can.

B CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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DAM=MsoNnGCAM

SO — CHUAN BI

GUIDELINES OF ARCHIVING AND RETENTION PERIOD

Dioc. Mo DSCS HSEQ.WIL2014/010. Rev. 0.1

Date: Octabar, 2, 2014 Approved by:
Prepared by: HSEQ Department HSEQ Representative
DSCS retention DSCS retention Legal retention
Deperimont DBocument period (hard copy) periad (soft copy) period

All depariments Appraizal 3 years unlimited n.a.

All departments Mid year review 3 years unlimited na.

All depariments Introduction training new employees 3 years unlimited n.a.

All departmeants Training program record 3 years unlimited n.a.

All departmeants VIMOSA Key Performance Index (KP1) 3 years unlimited n.a.

Accouting & Finance All documents for administration and not for supporting for accounting records. Min 5 years Min 5 years Min 5 years

Accouting & Finance Invoices, payable & recaivabe, purchasing contracts, sale and inventory Min 10 years Min 10 years Min 10 years

Accouting & Finance Fixed asset ragister and disposal Min 10 years Min 10 years Miin 10 years
Short Name of each Department Y/N YARD NUMBER
2-4 letters indicating department PJT PROJECT NAME

- * A1 A wu s\ /2 GNL = General, CO = Company F.NO. FILE NUMBER

Q uy d!nh tal lleu l tl‘ll’ Va ENG = Engineering L.NO. LOCATION NUMBER

thoi gian lwu trir ban mém/
cung...

- Quy dinh tén viét tit ciia
cac phong/ban dé danh ma

A

SO

PMP = Project Management & Planning

PRD = Production

PAL = Purchase & Logistics
QC = Quality Control

HSEQ = HSEQ

FNA = Finance & Accounting
SF = Safety & Facility

HRA= Human Resource & Administration

ICT = Information, Communication and
Technology

CAT = Commissioning & Trial

WP = Work Preparation

VTIONS
pns.net




SO — CHUAN BI

bl“ﬂE“S()NGCAM

Y/N

A2810

PIT

DIAMOND YARD

DIRAMEMsoNGCAM

v

Contract

1. Monthly meeting

v

Specifications

2. In documents

Bill of Mat'l

3. To be signed

DWG

PMP/FO1

L No

At

TECHNICAL DEP'T

Pwa ra gay file, hop 5cm, 7cm, 9cm....

HSEg DEPT.

Nhan dan cho tirng dang khay dung TL

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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SO — CHUAN BI

DIAMEN INDEX eaGE 1 oF 1
O] N TN T e—
NO. DOCUMENT MO, DOCUMENT TITLE REMARKS

- Danh muc tai liéu cho tirng
file kep, tirng hop dung tai
liéu

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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S1 - SANG LOC - SEIRI

TAI VI TRI LAM VIEC
e ———

Vat dung
khﬁng
candung

Vat dung
candung

l

PHAN LOAI XU LY

Khéng con gia tri Loai bo ngay
Thé dé

Khéng biét con con gia Lwu tam cho xir Iy
tri hay khong
Thé vang

***Luu y:
- Xin phé duyét BLD, néu can.
- CO thé K sur dung thé mau.

ll S? — Seiton — Sap xep
CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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S2 — Sap xép — Seiton

Tat ca CAC POI TUONG tai noi lam viéc sau khi da
xac dinh 14 CAN DUNG duoc sap xép dam bao an
toan, thuan tién va my quan cho noi lam viéc

1. Phéc thaol dw kién so bg vi tri, layout va sap
xép thuwr vat dung theo phac thao/ dw kién

2. Danh dau, ké vach ... nhan biét vj tri chinh
thirc cua vat dung da dworc sap xep

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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4. CAC BUOC AP DUNG 5S THUC TE

BAo v§
XEOTd XE KHACH ;
KINH DOANH
VAT TU _——
Illlllnllﬂilllllllll
Xudne BifN
K¥ THUAT - KCS
NHA
XE
CNV xudne co knl
KHO VAT TU
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4. CAC BUOC AP DUNG 5S THUC TE

BANLY KE MAY PHOTO 10 Hs
BAN
@ LV
@
MAY BAN
LV
o TO HS
VT TU HS
BAN
MAY @ Lv
" @
BAN
LV
MAY VT 10 S
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SO BE KHU WC LAR VIEC - PHOMNG HSED

EES
T PPE triai
o PPE bing méu,
palicy &
rprien EE4
PPE — Ms. Ngan
PPE — M. Thuy
EEX g
PPLE — M. Thoa =
PPE — Mr. Tung g
PPE- Ms. Khang
B EE2
S Bl
e
01 mat
- =
BB: THi iy chuss AA: T by chuag.
Bingkhen Bipgkhen 1 Intermial 2t + n/Cuk AAL: Management system
357 Expiupert AAD: SAFETY
533 LARsaCICipg + FFE AAT HEALTH
99 B54: Spaoppol. doouments AAA: S VER = 55 g




e ————————————————————————————————
S3 — Sach sé — Seiso

1. Thwe hién tong vé sinh

1. Xac dinh khu vwe, phan cong trach nhiém
va lap lich vé sinh cu thé (ngay / fuan /thang)

2. Chuan bi day di thiét bi dung cu vé sinh
phu hop véi vat can vé sinh va chi dinh
khu dé do vé sinh dep mat

3. Thuc hién vé sinh theo lich da xac dinh.
Luwu y: Loai trir/ han ché nguon gay do ban

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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- Chuan mwe danh gia: Quy dinh Thwe hanh 5S

- Ap dung Checklist danh gia 5S: moi S c6 tiéu chi riéng

- Phwong phap cham: Kiém tra chéo, Pi tim bang chirng

tot va ca sw KPH

Ky thuat ap dung

« Cham diém 5S

« Khen thwéng don
vi thwe hién tét

» Cai tién cac noi
chwa dat yéu cau

101
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5S SURVEY IN OFFICE RESULTS

4. CAC BUOC AP DUNG 5S THUC TE-

DeEartment

" Score (checkbox) | Ranking SE  |Ms. Thao +Mr. Ha
Score | Condition Observed
0 1 2 3 (Score No.) AC [Accounting 50(Very good
4 |VeryGood (Low - None) 60-46 HR  [Human resource 55|Very good
3 |Good (1 problems) ALU [Admin and Labor 42.7
2 |OK (2 problems) HSEQ |HSEQ 53|Very good
1 [Bad (3-4 problems) ICT |lct 33
Very Bad (high 5 problems
0 or more), or non existant
5S - OVERVIEW S1-SORT
60 %5 55 53 25
50 44 42.7 20
a0 33 20 - 18 18
30 15 13.7
20
9
10 10
0 5
SE AC HR ALY HSEQ ict
0
SE AC HR  ALU  HSE ict
S2- SET IN ORDER a
20
1 8 S3- SHINE
14 14 19
15 124 20 8 66 17 18
15
15
10
6 10
5 I 5
0 0
e AC HR AU HSEQ  ICT SE AC HR ALU HSEQ ICT
* Note:

+ Admin and Labor union: The room of Ms. Yen is very good. However, the kitchen should improve more.
+ Accounting department: In general, 5S at Accounting is good. However, the electric hose should arrange well.

+ ICT: The general area (near Engineering department) has a lot of change. However, the rooms of ICT do not have change.
+ Secretary (Ms. Thao + Mr. Ha) : There are a lot of change . However, it should be attention in corner, items..

CHECKLIST VA CAC TIEU CHI

S1 S2 s3 |

SE 15| 14] 15|
AC 18] 14 18]
HR 20 16, 19
ALU 13.7] 12.4) 16.6
HSEQ 18] 18 17
ICT! 9 6 18]
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DiMENsovceam  OFFICE 5S GOOD EXAMPLES

No| wems | powe Step | Deparimen | Femarks!
- Lu‘utr‘ﬂ‘w? DAMEN. s | PAMEN s | DRMEM e [
ol o uan 1y tai
DAMENMNsonGcAm === ==
Document aane s aane
ontrol
DAMEN SONG CAM SHIPYARD CO_, LTD. . e ||| | e sz-setin |, | Awtomatc
o | | | st o " oot | Accountin 0| M
58 OFFICE REPORT
2 S2-Set HR Sr?::gmen!
-OFFICE BUILDING IMPLEMENTATION- o s conron
Doe. No.: DSCS.HSEQ.58.2017-OFF.001
5S Office Survey Team:
S2- Setin ting Good
Name Position order and control
Nguyen Manh Hai Piping WS Manager
Pham Quang Thang Mechanical WS Manager
Do Thu Tuong Steel WS Manager
Vu Thanh Tung Painting WS Manager
Nguyen Van Thao Carpentry WS Manager
Dam Van Thuong Electrical/HVAC WS Manager
Tran Kim Thoa HSEQ Manager-Project Leader s2-set So0d
Nguyen Dac Tung HSEQ Team Leader = _— o Custom | arrangment
Nguyen Hong Ngan HSEQ Staff = \l!! U TR
| T T T T
ol o= {1 iy WRED
Mot bao céo tong hep dwere thiét 1ap guri BLD tong két ca 3 trinh
- Mot bao cao tong hop dworc thiet lap guwi ong ket cac Quatrin

4

tlr S1-S3 cuing cac khuyén nghi cai tién sau két qua Panh gia lan 1
- Panh gia dinh ky hang thang

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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S5 — San sang — Shitsuke

- C&c nguyén tac thuc hanh 5S dugc nhan thic va ludn gin
lién véi cdng viée, chire nang, nhiém vu duge phan cong tai
tirng bo phan mot cach tu giac va tré thanh thoi quen hang
ngay cua CBNV

- CBNV trong don vi dugc dao tao va tai dao tao vé thuc hanh
tot 5S va cac quy trinh, thu tuc, huéng dan céng viéc lién
quan

- Cé&c két qua danh gia 5S, cac biéu d6 thé hién két qua hoat
dong 5S dat dugc, cac bai hoc kinh nghiém va cac ké hoach
cai tién sau d6 duoc lap, cong khai, duy tri, cap nhat va pho
bién trong toan Cong ty

CAN KEO DAI IT NHAT 6 THANG-1 NAM

CONG TY TU VAN & PAO TAO ISO SOLUTIONS
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THAO LUAN - HOI, BAP

'\\ q.
- ¥ 4
THANKS FOR ATTENTION! 'E

DPOAN KET, HOP TAC VA CUNG THANH CONG
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