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[ Seiri, Seiton, Seiso, Seiketsu, Shitsuke |FISEF & AR » AXCEF K BIE » BlF &
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Cleanliness

“55" symbolizes a proven and [ T {48 Fr s B4 |
practically effective tool for good i pap deg feeiot
housekeeping practice in

workplaces. It is originated in
Japan and represents five

[EIEEFHR BERUE]
“Rules followed and conditions

improved by employees in a self-
disciplined and voluntary manner.”

Japanese terms beginning

with the letter “S”, 2 FIX
Neatness

namely “Seiri, Seiton, ey

A
Seiso, Seiketsu and B
( AR

“Arrange and store
Shitsuke”, whick mean

things in order.”
“"Organization,

_ 1 B¢
Neatness, Cleanliness, Organisatiof

[EREEEENRT
Zminm ]

“Sort out and handle
needed and not
needed things."”

Standardization and
Discipline”.

Each S has its own special
features; nevertheless, all of
them are tightly linked.

[ E THERE(L - SIE(]

“Standardise and systemise the
housekeeping work.”
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‘ Daily office routines can in fact be hazardous at a certain extent.
For example, hazards can be caused by the poor management of documents and files, including
poor storage of files leading to the falling objects, where long hours of searching in computer may
result in musculoskeletal disorder or even an increase in work stress. However , the 5S can improve
these problems and enhance efficiency, benefiting both employers and employees. The following
examples illustrate how the 55 practice improves office work and environment for your reference.
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ERESERE  REESTHENE
Adopt the following four measures can make
your desk tidy and create more space:

1. BLLANEBNHGBBYE
Reduce objects that distract attention

e XHX — BRIANREFTERERTHX
- BRIEHEHER

e Hif — HARHNULERSERS
RE

e HRF —RHNREL-

o INZ —FRERVER -

o MY — BEBISENEE -

¢ Folders — put them back into your
drawer unless you are processing the
related documents.

¢ Mails — the corner for dispatching and

receiving mails should be away from
e 2. REARAS l
' Handle daily it

e Photos — should be hung on wall ance caily rrems

tightly. s EETZELEEANYmBE RN (0
e Snacks — store them in your food ST T B) - RBTE)

cabinet. * |tems that are not frequently used should
¢ Accessories — put them away from be stored in your drawer (e.g. calculator,

the desk area. puncher, scissors and tapes etc).



3. REPMHRRRNME
Place items at a convenient positio
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o EEEFERANXABERSEEIH

7 WERAFHA - YRR
BER °

s MELEEASBH  BIEESKEE

TREFNMEBHRERIER LER
BHE . BAERE  TRETEE
FRREBEH—BEM -

* Stationery should be put at a convenient position, for
example, on the right side for a right-handed person.

e If your need to use your computer very often , you
should put the monitor and keyboard at the centre of
your desk; or else, you can place them to the side where
you are accustomed to use.

4. AREESRELDH  BE/MEBTERO

Organize items on your desk systematically and create various

small workstations. Such as

e BRI —BF FE  ESEEKPREEAN-2  MEER
RERATEEBENRT -
o g — BENBEIKELERS - XHRAATHRESEN—2 -

Byl — BIEEE - AENERRE—E -

Telephone centre - telephone, memo pad and message slip are

placed at convenient spots and telephone directory at farther back.

Computer centre — keyboard and mouse are placed at your right

front and folders at your convenient side.

#E D
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Timer centre — clock and calendar are displayed together.

Clearly label your drawer to make it as a work centre.

. MR R FRNE e

TEREERERIMERS

. BHREABEAERBRERBH

RAEE  URHESRHEFZRE -

. RERSE  SENIFRIEMN

EXXA  REFR—F AT
7 THEEE -

. BRENMHRE—E AR

| B  BREFREPO
FHRBRALEEERTR

. EREELRE - fIW - BoRET

MXHERBEE . ROHEHEE
BRI WEE -

. Drawer is a place for allocating working items instead
of accessories or magazines.

. Remove items that are unused for the past six months
to free more space for storage.

. Store reasonably the least amount of stationery to address

practical needs. Do not stock up.

Put together items of similar categories and build slots

for various items, such as pen, paper, mail and file; store

them in your drawer and label the slots.

. Make use of your drawer to separate things effectively.
For example, a flat tray for putting pens and deep
drawers for long items such as stamps.
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2 5 fisi Computer

BEMGURABRENIEE  @268E  #BE  XHE SENKRERORARE - TASEFRARN G
MmEE X E MR R X HHE -

A computer is like a workplace in real life, featuring desk top, drawer and file cabinet. A computer desk
top is like a work desk and applications in the toolbar is like stationery in a drawer, while disk drives are
file cabinets.

S Desk top

Bt TSR A R E N R SR
Tidy up your desk top by implementing the following four measures:

1. RO NERD SR Dﬁ 2 REERAE D
Reduce objects that distract attention Handle daily items
s HEESR — BANBGETAIBHESD o EEMNEEREAER (icon) BIEESE -
B EREIBEHENRSASR - EARAXYZEESBERR -
o WE — RABRFETRIFEFINERRET

e Move elsewhere the icons that are not

XA EBEREA AT ° frequently used.
* Background of your desk top — it should

not be too colourful and should use 3. REHRBRAE

landscape of simple textures. Allocate items at a convenient position
* Games — play only at recess during o EHKBAE (icon) BIRE B M AOREHLE o

lunchtime or at home. } , }
* Arrange icons in order of importance

(4) EHRBEGEE LOWE » BIETRNEENT e Dﬁ
Organize items on your desk top systematically and create different mini workstations
o ERPD —HRNEH - HHOHE -
o HRARIER: — MIRARER - Outlook®
o EREE — YFEE - AHEX  HHF-
HIERE — BAH ¥  Media PlayerZ

Folder centre — My Computer, My Documents and so on.
Internet connection — Internet Explorer, Outlook and so on.
File management — Word Processing, Spreadsheet,
PowerPoint and so on.

Audio and visual software — Photo Editor, Media
Player and so on.

22 TAH?% Toolbal

HREAEFTENREREXMBEE (icon) ° a0 : B ~
BhEEM  BEEHS -

Retain only icons with major functions and
programmes on the toolbar, such as the clock,
anti-virus software, volume control and so on.




2.3 HEERHE Disk

1. EXGERARBLBERSEER
Name your files with meanings and
organize them in systematic way
EREBEEBELSEETSHAR (A
o AR MERTRROR) - TSR
HEERRWHNEEANER (fim : ER
E% - Bif - BIRER) -

The name of the file can independently
and clearly state its usage (e.g. state of
it is a draft / the number of revision),
while useful information can be added
in the header and footer of a document
(e.g. file name, page number, date and
time).

3. EHAEREHS

Back up your files on a regular basis

~

3 {FAH& Stationery

EEVEAGNETE  LEIFK - ZERIHEHER -
Organize stationery cabinet for the purpose of being easy-

to-find, easy-to-get, and easy-to-return.

%Al Rules :

1. EYRBEE  ERANHEBRAIVE °

2. RRABREEE

3. VMR IR R PEE O AT K BB SF E R E A o
4. BEEALZEHNERRF ©

5. BRI EESE -

6. RARAEK

7. HEEEERRE  BOTHEMNETE -

Name and label items.
Post up a general list of all items.

=N CURCARS O

2. MREARE %
es

Delete useless fil

ARBEAN e ARREARERRN - BltHiE
BIER M SAFER °

REANUREAN  flneBEEANBREIERR
-E

MR EREREEN - WEA/EERMITEERM
ISR IIA KN RERE -
REBTXHREFRAEF—E -

RERBEEHD MARED -

Ratain the useful ones that can provide you with
added value.

Save the file that may be reused in future, for
example, text of a speech or spreadsheet.

Dump the files that are already located elsewhere
and the hardcopies printed from websites; add
those websites to the My Favourite list instead.
Retain either hardcopy or electronic copy.

Retain only the key part instead of the entire piece.

Categorize items and put those frequently used at the front position of the cabinet.

Fully make use of original package of stationery.

Place items with their front facing forward and at right angle against the flat surface of the cabinet.
Arrange items in a first-in, first-out fashion.

Make a timely order to reduce unnecessary storage.



B2 48 OSH Hotline : 2739 9000

NEBAZERERZEERTEANAAERT EEXMZTEE  BURREAREIERZNERE - FEFEMNBEES
- BEREEPUT=4ER - @2 - AReREEES1508BYER LK - BEEA6E -

The Sedentary Workers Safety & Health Committee has included a prize quiz in this bulletin to help raise awareness of work safety We
look forward to your participation. If you can answer the following three questions correctly, you can enter the lucky draw and have an
opportunity to receive one of a total of 5 shopping vouchers to the value of $150.

ﬁ [5S SR —ERRMR T —EERATIEEERE?
58 is a management tool for good housekeeping practice in workplaces and it is originated in which country?
A. ¥7in#  Singapore B. BA& Japan C. BEE Britain

BIR[5S | THEEMNEANES - ERETENRASEMORILR - E FIBW AT FENESR?
Which S is the meaning of sorting and disposal of items placing in the workplace?
A. 231 Organisation B. 1 Neatness C. &% Discipline

AT —ER R EE RN SRR T EMEER ?

Which one of the followings is the OSH hazard caused by the poor management of documents and files ?
A ¥IRIE T falling objects B. #1254 musculoskeletal disorder

C.a+b

FEHIRZEEREZTIRE  BESEEOEARENEE FECHEHP B AR EEBMPEEE] -
$1EBHA : 2007458318 -

Please circle the correct answers and fill in the following form and send it or fax it to the Council. Please write “Sedentary Workers Safety
& Health Bulletin Prize Quiz” on the envelope. Closing date: 31 May, 2007.

& Name : H{AFE545 |dentity Card No. :

ik Address :

A [ 4% & 5% Daytime Contact Tel. No. :

A EEHEH Personal Data Statement
3= . oo LI We will keep your personal data for promotion of safety and health at work, including related research
Z’SEQE%'_ ﬁﬂ:F @Aﬁ#{%:&};ﬁ%??%ﬂéﬁﬁZﬁ SEHAR R and statisical purposes. We may need to transfer such data to service providers, event co-organizers and
FRATHEHERTREHEHRE - EDHHEABREFEHEN - partner institutions. If you do not wish to receive information and news relating to safety and health at work
F EFTFRKkIBETSRRFEAS  SESHEERERYITHE - from us, please mark the box at the end of this Statement.
O BATEURE| A8 - O | do not wish to receive the aforesaid information and news.
E=y)nE L Rules for participation
1. BARBEM—K - 1. Each participant may only enter once.
2 THBESETRHERREL S£FE2m- 2.The emp\qyees and direc; f@mily members pf the organis‘mg bogy are not eligible to enter
3. {BHEE T M AR T R - 3. The decision of the organising body regarding the prize results is final.
s o me a2 . =P . 4. The organising body reserves the right to make changes to any matters related to the competition
& THARRHESARLAZOREOEN BTACAR o i e s
g' g@@f}zﬁi@mu: BIBEVRE BEARE 5. In the event of any dispute, all decisions by the organising body are final.

R EFITEIR4E Free Subscription Form

AAHXBRELZ2RFBEARES  YUEFHFRR:

| am interested in the Sedentary Bulletin and want to subscribe it by e-mail:

FR3C#EA Chi Name ¢ S Eng Name :

ELE Tel. No. {SHE Fax No. : EF 14 E-mail Address :
HZEFEREEES 2730 9779 BT 23 Please fax the form to Occupational Safety and Health Council (Fax No.: 2739 9779)

{8\ & ¥l#§8H Personal Information Statement

ARERE MTEAGRHEREBREZ2RERZE - ERRERGH - AEATHAREE TRBERE  ZOHARBREMNBHEBE -

T BHTrRUBERELE REEAS - SEBUBHRREFHE -

The information provided would be kept for promoting safety and health, including research and statistics. The information may need to be passed to service providers, function
co-organizer and partnerships. if you do not want to receive Occupational Safety and Health information. Please tick the box in the bottom of this statement.

O AAPEYE|_EfZE | do not want to receive the information stated above

L
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VkREZENEREE S Sedentary Workers Safety & Health Committee
ik - HEAL A EEE28EEME (19 Address: 19/F China United Centre, 28 Marble Rd, North Point, HK
ZE 5 Tel © 2739 9377 5= Fax: 2739 9779

- o i © 2007 W Z22 A RIRERE 3/2007(1)
E# E-mail : oshc@oshc.org.hk #4t website: www.oshc.org.hk ©2007 Occupational Safety & Health Council 3/2007(1)



