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Several times in my reliability improvement projects | have had to improve weaknesses in design to the
original equipment manufacturers’ structure levels, mechanism levels down to the individual component
levels. Once done you have to complete a change manager or RACI who needs to be Responsible, who
needs to be Accountable, who needs to be Consulted and who needs to be Informed.

In these two following reliability cases | consulted with a small group of maintenance technicians and then
wrote this Maintenance Bulletin and communicated to all affected personnel. All necessary drawings and
literature in the equipment manuals are updated.
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WORK INSTRUCTION — —
MAINTENANCE TECHNICIAN 30-60-90 DAYS ON BOARDING Supersedes Date: | 01/27/2012
TRAINING CHECKLIST & EVALUATION Effective Date: | 02/24/2012
Page 1 of 11
NEW EMPLOYEE NAME DATE / /
+
SECTION TRAINER DATE
A 30 DAYS ONBOARDING TRAINER INITIALS | COMPLETED
MAINTENANICE ACTIVITIES ONBOARDING - INITIALIZATION
1 ¢ Introduction to maintenance team members and complete plant Fred / /
orientation tour Webberking — o
2 « Introduction to support staff team members Wetf!gzgking 1 I
3 » Tool bag issue and inventory of tools Wegzgking 1 I
4 ¢ Assign locker W eti:l:?kin g 1 I
5 « Workshop tour and use of equipment We:l;z‘r’king ! I__
6 ¢ Issue of necessary access doors/locker/cabinet keys/keys to Fred / /
lockouts on lathe and mill machine Webberking — S
7 ¢ Establish computer log on account new user add on ‘g:;nl:: 1 I
8 o Establish email account provided basic training how to log on to Jamin / /
email account new user add on Drake — —
Above sections requires trainer and on boarding employee trainee review and trainer sign off initials
SAFETY ONBOARDING
1 ¢ Lockout/Tag training and locks issue i;j,aiﬂiﬁ: 1 I
5 T . S S, James
Z o Forkiitt truck training and qualification Padilla 1 I
3 « Platform lift and fall protection gﬂﬁz 1 I
4 e Haiat traininn ‘.{ames / /

Communication — Training — Trust

Three things at every company employees will complain to you about. To answer one of those complaints
about training was my constructing this 30-60-90 days onboarding process to guide a new employee to
have the right exposure to make them a successful insider to the company...




APLEAS RECORDALL ANDANY CHANGE $ TO THE PROCE$$ THAT WERE DONE ON YOUR SHIFT EVEN IF CHANGE $ WERE WITHIN OPERATING TOLERANCES IT 1S IMPORTANT TO ALLIN ALL RELDS A
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If not a good idea or a legal requirement you ought to keep line side a Process Change History Log to
keep a running record of any changes made to a process. When problem solving this needs to be one of
the first things you look at to begin your troubleshooting to see what has changed in — on — about and
around the process in terms of the 5Ms. Manpower — Machine — Materials — Method — Measurement.
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| STANDARD WORK AUDIT FORM STANDARD WORK AUDIT FORM
3
PLAN: INFORMATION ABOUT THE PROCEDURE / WORK INSTRUCTION OR FORM DO: DOCUMENT PROCEDURE / WORK INSTRUCTION/FORM CONTENT, TIMING SEQUENCE AND OUTCOME
DOCUMENTORFORMTITLE | QUESTION 1, “HOW DO YOU DO THIS WORK?"
DOCUMENT OR FORM ml PRODUCT/ PART/ CU STOMER o Instructions and guidelnes for the Audttor.-
APPROVEDBY PROCESSLIINE! EQUIPMENT o« Introduce yoursef 1 the Audies and create safety i the meracton Dy trestng the Audies wehdignay. Explam that 1o the Audies that you are
VALIDATEDBY PLANT / AREA | DEPARTMENT wians st meane Ef
AUTHORED BY REVISION NUMBER | udt Ui - -
313 SGNEC OF Droot IN3TINE ALINEE N3S DEEN YRMED 10INE FTOCEIUTE, WWOIK IRSTUCION of Form
DEPARTMENT REVIEWNUMBER « Try to ask the Audaee open ended questions that o nat haveyes or no answers 1othem. Some questions on this Standard Work Audt Form do
JOB TITLE RELEASE DATE P BN S have 3 binary relgton of YES = NO answers, Dut 33 an Audter you are also obectively observing 1 seewhat is really happening, idertfying gaps
from the smAdard. recordng your ORSENVEIONS, SNarng 1hosE ODSENEINS with the Audtes - at the time of the 3udt — and later wm the Documen
PLAN: INFORMATION ABOUT THE AUDIT / AUDITOR / AUDITEE Of 10rm Authar Uaner. In SOMe Cases 3 LOMECtve ACKON HEQUESt — SUC 35 3N amenoment or updae 10 the Frocedure, WO InSTucton of Form,
re-reQistration, retraining may be necessary in order 10 be in compliance to our Quaity Assurance System manua
AUDITOR NUEI IN.IDITE NAIEI ¥
» Ask the Aydies tis queston “how do you do this work? andthen allow them 1o perform the work noting  the Audites s performing the work
AUDITING NYE[ ) [ tasks in thecomect manner as detaded n thecontert, timing, sequence and outcome of the Document, Procedure, Work Instructionor Form Make
any observations you feel are necessary referencing closely the Standard Work Instruction or Form you are auditing
PLAN: INFORMATION ABOUT THE DOCUMENT PROCEDURE/WORK INSTRUCTION OR FORMFORMATTING » E‘:&Aﬁils'“n"f recording information accurately in the correct form or I 3 computer electronic data entry according to the work
PLAN: BEGIN THE AUDIT o |5 the Audtes accurately recording informaton by Sling out any necessary forms as specfied in the Document Procedure. Work Instruction or
FormY Seek evioential poot, CONNIM WIEN yOUT OWN ByES I Every 35PECt Of 3 QUESHON 3SKEC IN NS 3ude. (50 — Look - See

« Instructions and guidelines for the Auditor.-
- - « Does the Agdtes have 3l neces sary 1005 3nd adMnistrXve SIRONaY 1 perform the Procedure or Standard Work Instruction or Form? Any
o First read the Read this Standacd Work Audt Form in its entirety starting with the appendix 50 that you fully understand the audtt process Qquestion tha answers NO is an automasc finding and will require a Comrective Action Request from the Document or Form Author Owner.
© Chose uEyocnium; Wosk wsiseciion o TG S0 A Sl G v o i Ml 20 kpiic on Sty Cuity. RN sien & godst s is choose 3| HAS THE AURITEE BEEN TRAINED TO THE PROCEDURE WORK INSTRUCTION OR HOW TO USE THE FORM? [vEgNO

HrOCecuUre. VWOIK INSTUCion Of FOrM INK 15 NOL useC TreQuently, Duts PQ",‘ CRCE 2 INTWNEN £ 15 USEC SUCN 38 3 Product recCal procedure Of
safety ememency procedure. This May recuire 3 mock recal o emergency dril. ATz repeated customer complaints, mermal causes for waste 4|15 THEREA RECORD THAT THE AUDITEE HAS BEEN TRAINED TO THE PROCEDURE WORK INSTRUCTION OR FORM?|YES] NO

and causes for safaty accidents or near misses. This analysis usually will reveal those Procedures, Work Instructions or Forms that are poorly

written, difficult to understand or inadequately executed 15 | DOE'S THE AUDITEE KNOW THE LOCATION AND HAVE ACCE $S TOTHE PROCEDURE WORK INSTRUCTION OR FORM?|YES| NO
o Print out the Procedure. Work Instruction or Form that is 1o be audited and read it thoroughly yoursel to fully understand it AUDITOR OBJECTIVE OBSERVATIONS TO QUESTION 1:
o First. audt the Procedure, Work Instrucsonor Fom for camect content in the formagting. Do this by answering $he quessions 1 - 12 below. Circle

the answer. I 3 quesson s not applicable tothe Procedum, Work Instruction o Form make a stekethrough XESNO Any question that answers
NO is an automatic finding and will require 3 Corrective Action Request by the Document or Form Author Owner.

PLAN  Auditor Obtain Procedures. Work Instructons. Forms. Invite Augites 1o atiendthe audit f apgicable Plan and schedue the audt
DO Auditor Audites Concuct the audt weh the Audase f appicable. Make obsenvatons. Confirmthe resuts of the awdtwh Audtes.
CHECK Auditor Author Owner: Review theresuts of he audit. Confirm the results of the audit with Authar Owner.

ADJUST Author Owner: Conduct 2 gapanalyss. Revise thedocument o form. Revrain affected persomnel. Contol the document or form

01 (1S THE DOCUMENT ORF ERED IN THE DOCUMENT CONTROL SYSTEM? YES{ NO
02 1S THE DATE ON THE DOCUMENT OR FORM FORMATTED TOU SINGA TWO DIGIT MONTHDAY/YEAR? YES| NO
03 | 1S THE DOCUMENT OR FORM UPDATED WITH THE MOST CURRENT IN U SE COMPANY LOGO? YES| NO
04 [ 1S THE DOCUMENT OR F( MEER AND CODIFICATION SCHEME CORRECT? YES{ NO
05 | 1S THE SECURED HARD COPY DOCUMENT OR FORM SIGNED BY THE AUTHOR, VALIDAT OR AND APPROVER? YES{ NO
06 | DOES THE DOCUMENT OR FORM REVIEW NUMBER MAT CH THE REVISION NUMBER AND CODIFICATION SUFFIXNUMBER? [YE S| NO
07 | 1S THE DOCUMENT OR FORM FREE OF MAJOR SPELLING PUNCTUATION A YES{ NO|
08 | HAS THE DOCUMENT EXPIRED OR IS OVERDUE FORITS REVIEW DATE? YES{ NO
03 [ ARE PICTURES OR DIAGRAMS INSERTED IN THE DOCUMENT UP TO DATEAND IN CONTEXT WITH THEINSTRUCTIONS?  |YES| NO
10 [ ARE ANY OTHER DOCUMENT S OR F( EFERENCE S TO THE AUDITED DOCUMENT OR FORMAVAILABLE?  |YES{NO
11| IF THE AUDITEE! S USINGA SECURED HARD COPY OF THE DOCUMENT OR FORM1SIT THE MO ST CURRENT? YES{ NO
12| 1S THE SECURED HARD COPY OF THE PRINTED DOCUMENT OR FORM IN COLOR? YES| NO!

Remember: | have never worked or consulted for a company that made fundamental improvements by
the introduction of performance management system or the rework of form or document. Nothing takes
the place of on the floor Gemba leadership. Now; there can be no improvement with no standards...

| was tasked with the challenge to invent a standard work audit form and standard work audit process. My
inspiration was straight out of a lean playbook. | wanted to capture in this process the two imperative lean
methods of thinking: the PDCA iterative management cycle and the lean philosophy of the four rules in
use. To that end | created this audit document and form you see here.

Build into the form are descriptors, instructions, guilds and an auditing glossary for the auditors reference.

It was lambasted for being too complicated and administratively cumbersome. | asked all my other ‘lean’
buddies and they all thought this was a breakthrough in layering an auditing process from every aspect of
its design and barrowed it from me to use themselves. Ask me and I'll send you a copy and try it out for
yourself...

Page 1 of 5.
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STANDARD WORK AUDIT FORM STANDARD WORK AUDIT FORM
DO: DOCUMENT PROCEDURE / WORK INSTRUCTION/FORM CONTENT, TIMING SEQUENCE AND OUTCOME DO: DOCUMENT PROCEDURE / WORK INSTRUCTION/FORM CONTENT, TIMING SEQUENCE AND OUTCOME
QUESTION 2, “HOW DO YOU KNOW YOU ARE DOING THIS WORK CORRECTLY?" 3. “HOW DO YOU KNOW THAT THE OUTCOME IS FREE OF DEFECTS?"
o Instructions and guidelnes for the Auditor - o Instructions and guoeires for the Auditor:-
o Ask the Audase s queston “how do you know you are doing this work comectly™ Alow the Audaseto perform the work and explain 10 you o Ask the Audass this queston “how do you know that the outcome is free of defects™ What you are looking for here is confemations of the
hox ey know tha e work they as doing s corect because - for example: they are !OO#"QQSBD’S'!‘J rules such as 'e‘.e"o‘f; csocumened -process Checks or $12s5cal process cortrd mahods and pocedu®s Deng Carmed Out and Camed outcorrectly. timely and in the nght
Ok NS TUCHONS Socumented D'D'QI.'QSO’Y:"Q'A’G 10 M3Chine S& UP 30 PrOCeSS, PrOCUCT S8TUP SPecTicatons usnga :"l"-}ﬂvl' e nce

o I3 there mel hits has the Audaee found and removed them from e parent roll. Are there final inspectons of iests performed on the process of
o Is the Audges is using the current standard process specdication sheet? Ask for evidence for each of these for direct cbservation product?
o Is the Audites accurately recording information in the correct form o in 3 computer electronic data entry? « Other observable evidence would be a® there mistake proofing devices SUChas 3 vacuum of pressure kmt swach instalied in the process, #50.%

th work

« Is the Audige sccuramly recording information by filing out any necessary forms albett manual or electronic entry into 3 computer system as *
specified m the document Procedure, Work Instruction or Form? » Do measuring devices and gauges such 3s 3 tape measure the ayditee is uSNgto measum the product or process have up to date calibrations

- o, - A centficates or tags on them

« Does the Audites have all neces sary 100ls 3nd adMInatraive S1RIONAY 1 perform the Procedure. Wark Instruction or Form? Any question that

answers NU 1S 30 3utomatic tinding and will require 3 LOMECtive ACTION Hequest Dy the UOCument or Form Autnor of Uwner « I3 the Audige using the measurng gauge propedy measwring the right steon the partor matesal and accurately recording information such as
o If the Audiee is 2 manager or supervisor is he or she using and filing out the appropriate Standard Leader Work documents and forms? S -
« |5 the Audtes responding appropriately 10 in-process qualty checks such as basis weight, physical aspects or metal detection hits?
» Does the Aydtse have all necessary qualty check 100k and administrative stationary 10 perform the Procedure, Work Instruction or Form?
o Any question that answers NO i an automatic finding and will require 2 Comective Action Request by the Document or Form owner.
16 |1S THE AUDITEE USING THE CURRENT SPECIFICATION SHEETS AND NOT COPIES OF AN EARLIER PRODUCTION RUN? |YES| NO 13 DO MEASURING DEVICE SHAVE UPTODATE CALIBRATION TAGS? IF NOT APPLICABLE STRIKETHROUGH YES NO|YES| NO'
17 |HAS THE AURITEE COMPLETED THE EQUIPMENT CHECK SHEET? YES| NO 20 | HAVE ANY MISTAKE PROOFING DEVICES OR PROCEDURE S BEEN CARRIED OUT PRIOR TO THE START OF PRODUCTION?| -
18 |HAS THE AUDITEE COMPLETED PROCESS CHECKS? YES{ NO 2] -
AUDITOR OBJECTIVE OB SERVATIONS TO QUESTION 2: AUDITOR OBJECTIVE OBSERVATIONS TOQUESTION 3.

Remember: | have never worked or consulted for a company that made fundamental improvements by
the introduction of performance management system or the rework of form or document. Nothing takes
the place of on the floor Gemba leadership. Now; there can be no improvement with no standards...

| was tasked with the challenge to invent a standard work audit form and standard work audit process. My
inspiration was straight out of a lean playbook. | wanted to capture in this process the two imperative lean
methods of thinking: the PDCA iterative management cycle and the lean philosophy of the four rules in
use. To that end | created this audit document and form you see here.

Build into the form are descriptors, instructions, guilds and an auditing glossary for the auditors reference.

It was lambasted for being too complicated and administratively cumbersome. | asked all my other ‘lean’
buddies and they all thought this was a breakthrough in layering an auditing process from every aspect of
its design and barrowed it from me to use themselves. Ask me and I'll send you a copy and try it out for
yourself...

Page 2 of 5. 5
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“STANDARD WORK AUDIT FORM ) B “STANDARD WORK AUDIT FORM

CHECK: CONNECTIONS BETWEEN ENTITIES CLEAR, DIRECT AND IMMEDIATELY COMPREHENDED ADJUST: PATHWAYS BETWEEN GOODS SERVICES TRAVEL ARE SIMPLE DIRECT AND UNINTERRUPTED
« Instructions and guidelines to the Auditor.- « Instructions and guidelines for the Document or Form Author Owner:-
o After you have compigted the audit share the results with the Audites 10 Gain agreement on any s Of observations that you have « After you have receved ths completed Standard Wark Aucit Form mgether with the audited Document Procedure, Work Instruction or Form
documented carefully review it taking note of any of the Auditor's findings and observations
""l et QAA:.);‘:':» 18 3ude 0 ackrowiedgement the 3udt has taken place and & M agreement with any findings or otsenvatons made -H‘o.ro-:»: ‘a;n—*: ..-an‘.u‘o”ana:..bo'i regardng the Audtor's SDIRNATONS Of JUdgMENnts yOu MUST CONVrse wihthe Awdior 10
y the Aud gan clarity in agreement and adjust the findings and observations as needed

o Onceyouarein agreement ”"7'03.«";«:.“’0‘\.('0 Ownerof the Documented Procedure, Work Instruction or Form must now must

A e prepare your own Plan, Do, Check, Adjust cycle

wdt Form together with the audted Procedure, Wark Instrucson or Fom and place 2 inside an internas 5
.-o'ic'w'vs ame on the front, su : d take t directly 1 the owner by hand. Only rely on leaving « |f deficiencies arefound in the Document Procedure, Work Instruction or Form that can affect the content. timing. sequence or outcome adjust
7 tothe Author Owner by han ,0 n:bu them using He established change manager procedures . Before adustng. corecting. amending or updating the Document or Form are there

QA hor Oh er KNOW Dy: are. tex vocems or z, m ha you havec o"\pr-: he 3 where you have leftthe envelop and that you stakeholders tha may be Resporsibe. Accountable. need tobe Informed or Consulied such asthe Audiseg, Or other intermal resources or the end
Rilabie 10 review And 3rSwar 3Ny QUESSONS On the results of the 3ude 1ogaIn agmemernt about any findings or otservmons tht he customer before making any adjustments, corrections, updates 1o the Document Procedure, Work | n or Form?
« It is not neces sary tore-rain afected personnel # the adustments that you have made © the Document o Form make are minor in naturesuch 2

’O’Oh" that you have completed 3 Sandard Work Audt and you are asking them 10 review the results and take appropriate 2 speliing mistake, incorect company logo or non-critical information that will not affect the timing, sequence or outcome.

» Re-register # necessary the adusted corrected or amended Documented Procedure Work Instruction or Form using the established change
manager updating the version numbering scheme format

» Re-train affected personnel # necessary and have them sign 3 training review verfication form

he final results and make 3 su o here 5 3 ""10

« If action is necessary agree to who is going to do what, by when and follow up when o Makea the taning review verficion farm Give e 0ngnal Tainng review verficaton review form 10 the Human Resources Manager and
gve th o the affected personnel MANBGEr Of SUPETVISOr SO they CAN UPGaLE ther traming records Of traming Matrxes

AUDITOR IRE[ |AuDITEE siGNATURY No. | DOCUMENT OR FORM AUTHOR OWNER COMMENT S ON ACTIONS OR INACTIONS |oATE comeLETED

1. |
_

2 |
R R —

3 |
—

4]
_.I_./—

s. |
—_

s |
_‘_/_

7|
_

s |
T —

s. |
R R —

10. |
_

DOCUMENT FORM AUTHOR OWNER SIGNATURE |oare__1__t

Remember: | have never worked or consulted for a company that made fundamental improvements by
the introduction of performance management system or the rework of form or document. Nothing takes
the place of on the floor Gemba leadership. Now; there can be no improvement with no standards...

| was tasked with the challenge to invent a standard work audit form and standard work audit process. My
inspiration was straight out of a lean playbook. | wanted to capture in this process the two imperative lean
methods of thinking: the PDCA iterative management cycle and the lean philosophy of the four rules in
use. To that end | created this audit document and form you see here.

Build into the form are descriptors, instructions, guilds and an auditing glossary for the auditors reference.

It was lambasted for being too complicated and administratively cumbersome. | asked all my other ‘lean’
buddies and they all thought this was a breakthrough in layering an auditing process from every aspect of
its design and barrowed it from me to use themselves. Ask me and I'll send you a copy and try it out for
yourself...
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“STANDARD WORK AUDIT FORM R R “STANDARD WORK AUDIT FORM

ADJUST: PATHWAYS BETWEEN GOODS SERVICES TRAVEL ARE SIMPLE DIRECT AND UNINTERRUPTED APPENDIX:
AUDITOR - AUDITEE DOCUMENT AUTHOR OWNER REFERENCE S
« Instructions and guidelines for the Document or Form Author Owner.- R B L e Cy . sty Sl A R Tt ey I;::,;:.‘ﬁ_;:i::";:::_:,;f,:

t 3. System I- i-x an
« After you have receved ths completed Standard Work AJ:'.Fy-wc-v with the audited Document Procedure, Work Instruction or Form o8 Thi an
carefully review it taking note of any of tor's findings and observations

0 3geemint, uncetan of have 3 questons regardng the Auditor's SDSNATons of judgments you muSt COnverse withthe Auditor ©©
nd findings and observations as needed

« Once you are in agreement withthe audit you as the Author Ownerof the Documented Procedure, Work Instruction or Form must now must

prepare your own ian, Do, Check, Adwst cycle * The four rules in use 3= learming and teaching by questons as.a means of facitatng this audit The assumptions arew i ths audk process that
e S3Cover the ruies 33 3 COnSEau 0':0:')0-'* p::m hrough au r'qi 3 the Socrate mode of inquin y. which 3ims 10 bring 3 person’s
-I' iciencies arefound in the Document Procedure, Work Instrucson or Form that can affect the content, equence or outcome adjust 131N \DEAS IO CIRAT CONSCIOUSNESS. | NE 10u7 rues are
them using he estabished crange manager procedures. Before adustng. corecting. amending or updating the Document or Form are there
u ehoiders t l"u,bcﬂuoo'sbo&co.r e, ned 1obe Informes or Consuled such ast he AuCang, O other mermal resources of the end ACTIVITIES
m fore m. ™ - . ment Pre W ot ¢ Form?
ustomer before making any adjustments, comrections, updates to the Document Procedure. Wor ion or Fox ATE WOMK 3CTYEES SUTIORMTY S0BOTEC 3CCNIING 10 NEN CORENt SEENCE ARG 31T OUICOME
* 115 nOt neces sary 1ore-rain a’c:ir: personnel £ he adustments that you have made 1 the Document o Form make are minr i naturesuch a8 "How do you do this work”
a speling mistake, incorrect company logo or non-critical information that will not affect the content, timing, sequence or outcome.
- CONNECTIONS
» Re-register # necessary the adusted corected or amended Documented Procedure. Work Instruction or Form using the estabished change z = S B " i -
manager updating the version numbering Scheme format Are connections between entities clear, drect and immediaiely comprehended

How do you know if you are doing the work comecty?
« Re-train affected personnel # necessary and have them sign 3 training review verfication form

G PATHWAYS
* Make a copy of the taining revew verfction fom. Give e ongnal Tainng review verificason review rm 10 She Human Resources Marager and -t — Ly - . e L DR . "
gvethe :::), 10 the affected personnel manager of SUPENVISOr 5O they Can update their training records of training matrxes ";.:';z’y;:’” '1,"; = 3"'“':"'.’:£:;;' ey - e e
No DOCUMENT OR FORM AUTHOR OWNER COMMENTS ON ACTIONS OR INACTIONS IDATECOMETB
PROBLEM SOLVING SCIENTIFIC METHOD
' Deveiop leaders who can apply 15:01‘cf'|l'o toimprove anything. Allow improvement 1o come from the source by those domg the work - as
7 / close 1o the problem 3s possible. Respond directy 1 any problem thit 3rses with Clear helping/coaching chains. Wi 'oero'*n:‘c stan 3s an
— — experiment supported by a coach
2 I “What do you do if you have a problem™
—’_’_
3 |
e

J. 1}

==

J. )

7|

—_
s |

R TR —
.|

_,_/_
10. |

P T —
DOCUMENT FORM AUTHOR OWNER SIGNATURE | T

Remember: | have never worked or consulted for a company that made fundamental improvements by
the introduction of performance management system or the rework of form or document. Nothing takes
the place of on the floor Gemba leadership. Now; there can be no improvement with no standards...

| was tasked with the challenge to invent a standard work audit form and standard work audit process. My
inspiration was straight out of a lean playbook. | wanted to capture in this process the two imperative lean
methods of thinking: the PDCA iterative management cycle and the lean philosophy of the four rules in
use. To that end | created this audit document and form you see here.

Build into the form are descriptors, instructions, guilds and an auditing glossary for the auditors reference.

It was lambasted for being too complicated and administratively cumbersome. | asked all my other ‘lean’
buddies and they all thought this was a breakthrough in layering an auditing process from every aspect of
its design and barrowed it from me to use themselves. Ask me and I'll send you a copy and try it out for
yourself...
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' S.TANDARD WORK AUDIT FORM ) ' S‘TANDARD WORK AUDIT FORM

AUDITING DEFINITIONS Auditee
1. Non-conformance An audites is an organzation or an individual employee in an organization that is being Judited
« Breakdown, or partial breakdown of a process in the Quaity Management System (QMS
[ k o Y ) Y Auditor
 An audit non-conformance typically requires
- A-:v:::"u:n'w-r.-::s"oa.n dts. Auditons Calect evidence in order 10 evakate how wel 303t critera are being met They / must b
a R objective impatid, independent, and compatent Intemal auditors perbor —v"s :r')a 375 whie extemal audtors pedorm second and thed pany
b Roo 3uons
Th galsoknown 35 3 major nonconformance’ 3 systemic fnding Author Owner
v NO.ACEORRGTREN 10 Goosmant actontstan The original writer that composed 3 Procedure, Work Instr orm. The designated person who is responsitie fora Procedure, Work Instruction
Ch  Form. This person ‘owns’ the Procedure, Work Instn Form

Audit Client
An Jude chent s an -ew AN Jta:ul at. Inserral audit chents can be ether 'noarn a ot p o;sﬂ'-n:e tus
extemal 303 coens c3n meioe eg.:n:s CUSIOMErs Of ry OMEr PArbes IR Nave 3 Jegal Or CONTactual NGt Or CDIZA0N 10 Ca

Audit Criteria

Audtt crtena nclude poicies, procedures, and requrements . Audit evidence s used1o deermine how well 3udt ortena are baing met Audt evidence|
pie simiar natures of oDSErVatons were Setected on Audt Action ltem List s used to determine how well polices are being implemented. how wall procedures are baing apphed and how well requirements are being followed

Audit Evidence
o OFl is a3 finding based on {,

and data that shows 3 potential improvement oppontunity g
7 . Audt evidence nchuoes records. factual staements. and otherverfiatie ”b"‘a na 1§ related tothe audit crieria being used. Audt crieria incLde
by auditor. POICS. Procedures. and requIrETEnts. Audt SV3ENCE Can D8 8T QU Of QUIN Ve, ObEct: nc cence s 't: TR 1hat SO Of DrOVes

o Action is not required for OF I, but more supporting data should be included to encourage action b
that something exists or is true.

AUDITING DEFINITIONS cont.

4. Classify as nonconformance Form
« 1.2 finding reauires the Analvsis Andior simination of A 1001 SAUSS. A printed or typed document with blank spaces for the insertion of required or requested information filled in by manuscript or electronically
« | & requires. a.change 10.the curen 5. Process
» CARs (Corrective Action Requests) should be intiated Is aset —u:‘a: s perfor rmedon the infal raw matenials that add value by changing i chemical and physical composition in s fit, form and
5. Classify as Observation funct 0 3 selable end product 10 the qusiomer,
o If root cause analysis & not indicated Procedure
AUDITING GLOSSARY. A procedure outines how to perform 3 process

Working Instruction
A work instruction describes how 10 perform 2 work task

Codification scheme

A co BON SChEME § USING 3 COMBINITON of JIghanuMencal JLEAVABONS 335 Rments ng
and d keeping of a document or form. A codification scheme provides an address 1 th v il
plan N. = Gerera usedocument or form. 010=the sequenced number in he GEN cate rm

Remember: | have never worked or consulted for a company that made fundamental improvements by
the introduction of performance management system or the rework of form or document. Nothing takes
the place of on the floor Gemba leadership. Now; there can be no improvement with no standards...

| was tasked with the challenge to invent a standard work audit form and standard work audit process. My
inspiration was straight out of a lean playbook. | wanted to capture in this process the two imperative lean
methods of thinking: the PDCA iterative management cycle and the lean philosophy of the four rules in
use. To that end | created this audit document and form you see here.

Build into the form are descriptors, instructions, guilds and an auditing glossary for the auditors reference.

It was lambasted for being too complicated and administratively cumbersome, but this criticism came from
a company unused to this level of lean consciousness, all my other ‘lean’ buddies thought this was a
breakthrough in layering an auditing process from every aspect of its design and barrowed it from me to
use themselves. Ask me and I'll send you a copy and try it out for yourself...
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£ fiteso EREMA - DAILY STANDARD WORK

Instructions: All items are to be completed every shift. Some items are split tasks which are assigned to a
particular operator by the indication (E1 or E2). Contact Team Lead or Reclaim Manager with questions.

DOCUMENT NUMBER RELEASE DATE REV. # TODAYS DATE SHIFT LINE
S-OP-REP-8352 5/6/2019 0 / / El1 E2

ITEM # TIME SAFETY TASKS INITIALS

1 COMPLETE FORKLIFT INSPECTION (E1). COMPLETE CLAMP TRUCK
AM / PM |INSPECTION (E2). A

ITEM # TIME OPTICAL BRIGHTENER (OB) CONTAMINATION TEST CHECKS INITIALS

¢ |TEST GO GAUGE UV FLASHLIGHT (SAMPLE SHOULD SHOW PURPLE)
AM / PM |TEST NO GO GAUGE UV FLASHLIGHT (SAMPLE SHOULD SHOW BLUE) | ———

3 TEST GO GAUGE UV FLOODLIGHT (SAMPLE SHOULD SHOW PURPLE)
AM / PM |TEST NO GO GAUGE UV FLOODLIGHT (SAMPLE SHOULD SHOW BLUE)

ITEM # TIME PREVENTIVE MAINTENANCE TASKS INITIALS

4 e BLOW DOWN INSIDE OF BELTS AND ROLLERS
AM / PM

‘ _|CHECK CUTTER COMPACTOR KNIVES FOR JAGGED EDGES AND
AM/PM |SHARPNESS —

6 ———— |OPEN CUTTER COMPACTOR VENTS (3) AND BLOW OUT USING AIR GUN

AM /PM |
7 —— —— | CHECK PELLETIZING KNIVES - REPLACE ONLY IF NECESSARY

AM /PM e g
8 _— EMPTY SOCKS/BINS AND DISCARD OF FLUFF MATERIAL IN COMPACTOR

AM /PM ——
9 —— —— | CHECK MELT SCREENS AND REPLACE IF NECESSARY

AM/PM P U
10 ’ TEST OPERATION OF METAL DETECTOR USING ALL TEST SAMPLES

AM /PM (EVERY SHIFT A-B-C-D) —
1 : VACUUM CLEAN AND BLOW OUT CENTRIFUGE

AM /PM (EVERY SHIFT A-B-C-D) —
12 . DEEP CLEAN CENTRIFUGE

AM /PM (EVERY MONDAY - WEDNESDAY - FRIDAY - A-C SHIFTS)

ITEM # TIME AREA OLA TASKS INITIALS

13 SWEEP UNDER AROUND LINE. MAKE SURE NO MATERIAL IS UNDER

AM / PM |CONVEYOR BELTS AND NO PELLETS ARE ON THE FLOOR ™

14 : SWEEP UNDER AND AROUND PELLET HOPPERS
AM / PM SC1 &SC2-E1 SC3-E2 ——

CONTINUED ON OTHER SIDE

Good Manufacturing Practices (GMPs) covers many aspects. If you work in the automotive industry there
are many standards that cover that industry such as ISO 9000, ISO 9001, TS 16949, AITF 16949, ISO
14001 or ISO/IEC 17025 are just some. One aspect a of a well thought-out GEP is equipment verification.
Each day, each shift should perform a verification of their equipment to qualify it to run. Much like you
might pilots complete a pre-fight check you are qualifying your process or machine to run.

In this document this is what | am doing to make sure that the metal detector and ultra violet inspection
lights used to inspect to contamination are working correctly. | developed this check form as nothing was
established to check and qualify defect detecting devices, the metal detector and the ultra violet light
product contamination detector before. Like any successful prevention program, | would like it that when |
retire, the fact that the companies that | have work at has never had a major accident or a major product
defect recall has been by design.

This is the front page printed with a wide margin to the left for fitting into clip binder.
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ITEM # TIME AREA OLA TASKS INITIALS
15 MAKE SURE ALL EMPTY CARDBOARD BOXES/BAGS ARE NEATLY
AM /PM |STACKED IN PROPER AREA
16 REMOVE CARDBOARD, CORES, PLASTIC WRAP AND OTHER TRASH
AM / PM |FROM BINS. DISPOSE OF IN PROPER COMPACTORS.
9 PICK UP PURGE WASTE AND PUT INTO CARDBOARD BOX. IF BOX IS
AM / PM |FULL, PLACE IN DESIGNATED LOCATION IN WAREHOUSE.
18 ———— |[EMPTY OVERFLOW BINS FROM SHAKER TABLE
AM /PM
ENSURE SHAKER TABLE WATER IS CLEAN AND SCREEN CATCHES ARE
19 e
AM /PM |EMPTY
o0 DISPOSE OF ALL EMPTY SPRAY CANS IN MAINTENANCE SHOP SPRAY
AM / PM |CAN DISPOSAL CONTAINER OR SC1 FAN ROOM DISPOSAL CONTAINER
21 —— —— |ENSURE THAT MATERIAL UNDER SIDE FEEDERS IS FULLY STOCKED
AM / PM
ITEM # SHIFT HANDOFF CHECKLIST BY BOTH 1ST & 2ND SHIFT OPERATORS PRESENT | INITIALS
22 - |FLOOR AROUND EREMA & RESIN HOPPERS ACCEPTABLE?
AM /PM
23 ————|ALL TOOLS PRESENT?
AM / PM
24 ——— ——— |PELLETIZER KNIVES - SCREENS - SILICONE SPRAY AVAILABLE?
AM / PM
ITEM # NOTES / COMMENTS INITIALS
REV. NO. REASON AND NATURE OF THE REVISION DATE
0 ORIGINAL 4/25/2019
SIGNATORY DOC. WRITER DOC. VALIDATION |DOC. AUTHORIZATION
INAME FRED WEBBERKING RYAN NEEL EDUARD PRITSCH
JOB TITLE FMS LEAD RECLAIM MANAGER  |PROD. MANAGER
DEPARTMENT (OPERATIONS [OPERATIONS (OPERATIONS
DATE 4/25/2019 4/25/2019 4/25/2019,
SIGNATURE 4 "1’//% /i'ﬁ/!éég,{y e O 5
:/‘ //( 4 : -
v NS
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