The Lean Office


Lean Office Assessment Chart
Just-In-Time

















	Work is carried out ‘as and when’, with no apparent sense of direction   
	1
	2
	3
	4
	N/A
	Work is always conducted following a pre thought-out ‘mini plan’, which may have been created in the morning or the previous day. 

	Numerous jobs are overloaded onto individuals, on top of their existing work loads
	1
	2
	3
	4
	N/A
	Work is appropriately delegated to those who are capable and trained to do so

	Work is often interrupted and may be left incomplete if other work takes precedence
	1
	2
	3
	4
	N/A
	Work is always completed to the end before other work is carried out

	Allocated work, is expected to continue and meet deadlines whilst juggling other demands/interruptions throughout the day
	1
	2
	3
	4
	N/A
	‘Own work time’ is allotted to each person where they are at their most ‘productive’ and can work without the fear of distractions or interruptions

	Current work is often succeeded by more ‘urgent’ work
	1
	2
	3
	4
	N/A
	Work which is the ‘most important’ is always conducted rather than being pushed aside for work labelled ‘most urgent’

	Employees continue about their job without knowing of their companies goals and objectives and how what they do fits in to that
	1
	2
	3
	4
	N/A
	All employees have established goals and objectives which relate to the Company’s goals and objectives.

	Procedures for the same task can vary from employee to employee which can potentially lead to areas of waste
	1
	2
	3
	4
	N/A
	Procedures are standardised to reduce variability, ensure that it is the least expensive, fastest and easiest way to perform the task

	Work peaks and troughs are continued with as and when an employee receives them
	1
	2
	3
	4
	N/A
	Work is levelled off to create a steady work flow which is of superior quality and produces less stress for the employee



WORK ORGANISATION AVERAGE
Lean Office Assessment Chart

Just-In-Time















	Visual Controls are not used or are not apparent
	1
	2
	3
	4
	N/A
	Visual Controls are used and can be easily understood

	Storage facilities have no appropriate ordering system, or labels to identify the documentation/material contained within them. To retrieve documentation subsequently takes time.
	1
	2
	3
	4
	N/A
	All storage facilities are appropriately labelled and documentation is stored either alphabetically, chronologically etc, to create ease in finding and retrieving documentation/material.

	Files, stationary boxes etc can be moved, without individuals realising they are missing.
	1
	2
	3
	4
	N/A
	All files and stationary boxes are marked with visual controls, namely diagonal lines to easily denote to an individual that certain files etc have been moved.

	Visitors queries are answered as when they pose questions/queries
	1
	2
	3
	4
	N/A
	Visitors are able to get accurate and timely information by the visual controls as and when they are used

	Waste is visually evident in the office, upon desks, in cabinets and storage facilities etc
	1
	2
	3
	4
	N/A
	The office is ‘transparent’ where waste cannot be hidden without immediately attracting attention



VISUAL CONTROLS AVERAGE
Lean Office Assessment Chart

Just-In-Time















	The work environment is disorganised and cluttered, with piles of material etc  ‘littering’ the area 
	1
	2
	3
	4
	N/A
	The work environment is clean, safe and orderly.

	Desks have no apparent sense of organisation, with material that is not relevant to the current work
	1
	2
	3
	4
	N/A
	Desks are arranged with trays or other means detailing ‘work-in’/‘work-out’/’current work’ areas.

	Paperwork is handled in a ‘cyclical’ motion where it can be handled multiple times
	1
	2
	3
	4
	N/A
	All paperwork is dealt with upon initial contact

	Emails and other forms of  communication are checked as when they are received 
	1
	2
	3
	4
	N/A
	Emails and other means of  communication are checked on a regular basis i.e. hourly, to avoid constant interruption 

	Phone calls are made as when needed or requested
	1
	2
	3
	4
	N/A
	Phone calls are batched and then made when there is enough time to make all the calls in ‘one go’. 

	Tasks that have been allocated are remembered mentally
	1
	2
	3
	4
	N/A
	All allocated tasks are noted on a ‘to-do list’ which will help prevent them from being forgotten

	Jobs are carried out as and when they are requested
	1
	2
	3
	4
	N/A
	All jobs are prioritised, before they are undertaken, namely jobs ‘a’ will be done followed by ‘b’ and ‘c’ and so on.

	Outdated documents, emails, files and other materials are found to persist long after they have no use
	1
	2
	3
	4
	N/A
	Employees regularly remove outdated material/unnecessary items/emails/documents within the office at regular intervals to ensure waste does not build up


EMPLOYEES ORGANISATION AVERAGE

Lean Office Assessment Chart

Just-In-Time















	A quality initiative only becomes apparent when things go wrong
	1
	2
	3
	4
	N/A
	A quality initiative is in place, to prevent things from going wrong in the first place, and not just to remedy the problems

	Work is carried out to ‘in-house’ procedures
	1
	2
	3
	4
	N/A
	All work is regulated by recognised quality standards

	Quality is the problem of the ‘quality people’
	1
	2
	3
	4
	N/A
	Quality is everyone’s problem and the Organisation actively encourages and empowers its employees to ensure and maintain a quality system

	There is no ‘Kaizen’ initiative in place
	1
	2
	3
	4
	N/A
	The ‘Kaizen’ initiative is in use and the actively looks to improve not only the organisation, but the employees as well

	Problems are accepted upon face value with no questions asked
	1
	2
	3
	4
	N/A
	‘Five Whys’ are asked to get to the ‘real’ root cause of the problem



QUALITY STANDARDS AVERAGE

Lean Office Assessment Chart

	Area
	Averages

	Work Organisation
	1
	2
	3
	4
	N/A

	Visual Controls
	1
	2
	3
	4
	N/A

	Employee Organisation
	1
	2
	3
	4
	N/A

	Quality Standards
	1
	2
	3
	4
	N/A


AVERAGE TOTAL LEAN ASSESSMENT














To conclude the chart, visually display the averages in a bar chart, where:

· The bar charts in black indicate the current average score for the office area in question.

· The bar charts in white indicate what further improvements need to be made to become ‘very lean’ and reach range ‘4’.

· The ‘average total’ for the entire office has also been detailed, however this is optional. 

· For example, the bar chart below indicates that the ‘employee organisation’ area is currently ‘very mass’ at ‘1’ and that further improvements will be required to in order to achieve leanness in this area. 
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Figure 1 A Bar Chart Example of the Lean Office Assessment Chart Averages
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