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The Standard Operation Documents
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Key Point Reason

No. Work Element Key Point Photo/Sketch
= Safety ¢ Quality ® Ease

Take kettle to tap, fill ) 1
) Use kettle filler gauge. Save water and Wl l t I l d I l
[
1 for 1 mug with water See Fig. 1. electricity a a’ OW

and return

Take care not to get

Plug in kettle and Danger of electric

switch on water on electric -+ shock
connectors
N Work Element Time Element Time
o. 0 men -
Manual  Auto | Wak  Walk O = S

Take kettle to tap, fill for 1 mug with

1" water and et 2 RS How long

2  Plugin kettle and switch on 2 20 8

Collect mug from top cupboard, 1 12
bottom shelf 3



Documenting the Standard
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Standardised Work Chart

Organisation ACME
. Created By C Brown
Area Kitchen
:iinm...mhm Mug of Tea Standardised Work Chart Issue Date 08/02/2007
Job From: Take kettle to tap Issue Number 2
Content To: Taste tea :
No. Working Sequence Steps > ~Y-1o D|agram Of the area

Take kettle to tap, fill for 1 mug with water

return 0 It10 ac or a flow chart

Plug in kettle and switch on

2

wboard, bottom sh
sugar

Working Sequence
Steps spoons

Movement of
employee and
materials

Standard In
Process Stock

Safety and quality

a9, add milk

key points

and taste tea

loyee Movement: - > Material Movement:

Standard In-Process Stock
Symbol Total Number In Cell

(:} n/a +

Safety Quality Check Cycle Time

‘ 76 seconds



The completed chart

Organisation ACME
: Created By C Brown
Area Kitchen
Part .
Name/Number Mug of Tea Standardised Work Chart Issue Date 08/02/2007
Job From: Take kettle to tap Issue Number 2
Content To: Taste tea Takt Time 180 s
No. Working Sequence Steps
1 Take kettle to tap, fill for 1 mug with water and mugs kettle .
return tea tap milk
2 Plug in kettle and switch on bags
3 Collect mug from top cupboard, bottom shelf sugar |~
4 Select tea bag from tea caddy on work top o ®6) G —L )| =/ |
5 Place tea bag in mug spoons || g
6 Get sugar and spoon o
7 Wait for kettle to boil
8 Pour hot water inmug T
9  Wait for teato fully brew i 4.2m
10 Remove tea bag and add sugar
11 Walk to fridge with mug, add milk
12 Stir and taste tea
Employee Movement: _— Material Movement: _
Standard In-Process Stock
Safety Quality Check Cycle Time

Symbol Total Number In Cell

(:} n/a + ‘ 76 seconds



Job Detall Sheet

Area Chart heading Created By C Brown
part Namef Number information Job Detail Sheet

Working Sequence Sj Issue Date 08/02/2007
Operation / Procesg Issue Number 2
Initial Creation Date 05/10/2006 Takt time 180 s
No. Work Element Key Point Key Point Reason Photo/Sketch

Use kettle filler gauge. See Fig. 1. Save water and electricity

Take kettle to tag or 1 mug with water
P

Take care not tQ

on electric connectors + Danger of electric shock Key pOi nt re a.SO n :

Detailed work Safety, quality or

reach

Key points
highlighting
essential detail

elements

5 | Place tea bag in mug

6 Getsugar and spoon

7  Wait for kettle to boil

Take care not to spill == Risk of scalding

Photo or sketch to

Key preparation explain detail
activities

8 Pour hot water in mug

Description of any EErrr=Tres
PPE required

Fig. 1 new picture

Confirm tea is to taste #  Assure customer satisfaction

Rev. Date
Eye Protection Ear Protection Foot Protection Hand Protection Other PE Key Preparation Activities
1. Switch on electricity at mains board.

Content of revision

PPE Required:
(Write specification)



The completed sheet

Organisation

Area

Part Name/ Number

Working Sequence Step
Operation / Process No.

Initial Creation Date

No.

10

11

12

Work Element

Take kettle to tap, fill for 1 mug with water

and return

Plug in kettle and switch on

Collect mug from top cupboard, bottom

shelf

Select tea bag from tea caddy on work top

Place tea bag in mug

Get sugar and spoon

Wait for kettle to boil

Pour hot water in mug

Wait for tea to fully brew

Remove tea bag and add sugar

Walk to fridge with mug, add milk

Stir and taste tea

PPE Required:
(Write specification)

ACME
Kitchen
Mug of Tea
Steps 1to 12
30
05/10/2006

Key Point
Use kettle filler gauge. See Fig. 1.

Take care not to get water on electric connectors

Take care not to spill

Do not use wet spoon in sugar

Confirm tea is to taste

Eye Protection

Ear Protection

Job Detail Sheet

Created By C Brown
Issue Date 08/02/2007
Issue Number 2
Takt time 180 s
Photo/Sketch

Key PointReason = satety $ Quality @Ease

Save water and electricity

== Danger of electric shock

@ Easytoreach

= Risk of scalding

# Prevent weak tea

# Makes sugar lumpy

4 Assure customer satisfaction

Foot Protection

Hand Protection

Filler gauge/

2| 08/02/2007

Rev. Date
Other PE

Fig. 1

Fig. 1 new picture

Content of revision

Key Preparation Activities

1. Switch on electricity at mains board.



Standardised Work Combination Table

Organisation ACME
A Kitch Created By C Brown
rea chen -
Standardised Work
Part Name/ Number Mug of Tea . . Issue Date 08/02/2007
Combination Table
From: Take kettle to tap Issue Number 2
Job Content .
To: Taste tea Takt Time 180 s
Time Element Time Unit: seconds
No. Work Element — o - o = = o o = o o o =
Mamml  Aulo Wait Walk @ @ 2 = o 2 = el o = = e}
1 Take ketlle to tap, fll for 1 mug with 5 :
water and retum 4 O 2adl 0 S
2 Plugin kettle and switch on 2 20 E
5  Collectmug from top cupboard, ] U allo g
bottom shef 3 =
4 Select tea bag from tea caddy on 3 <
work top L

5  Place tea bag in mug 1

6 Getsugarand spoon

cycle time = 76s

7  Wait for ketlle to bol

Pour hot water in mug

Detailed work

The time for each A chart illustrating
work element the times

elements

Key:
Totals 23 20 42 1" Manual . Walk “NONI

_ Aut Waili I I
Cycle Time 76 cmmEl acne



The completed table

Organisation ACME
- Created By C Brown
Area Kitchen -
Standardised Work
Part Name/ Number Mug of Tea . . Issue Date 08/02/2007
Combination Table
From: Take kettle to tap Issue Number 2
Job Content
To: Taste tea Takt Time 180 s
Time Element Time Unit: seconds
No. Work Element Mo Ao | Wal | wak omsee = 8 8 9 § 2 ®° @ 8 ¥ ¥ 8§ E % 8 B B B B
4 Take kettle iotap, &l for 1 mug with 2 6
waier and refumn 4 F-
2 Plug in ketfle and switch en 2 2 8 EEEEDN E
5 Collect S'm;gf from 1op cupboard, 1 \ 2 || %
Select fromiea c on ;- -
4 S m‘:"“’g tea caddy 3 15 3 &
5 |Placeea bagin mug 1 16 2
6 | Getsugar and spoon 2 18 H %
)
7 |Wait for kettle to bad 10 ©
8 |Pour hot water n mug 4

11 | Wak to fidge with mugand add mik | 3

28

2
9 Wait for fea to fully brew 32 84 EL
10 |Remove tea bag and add sugar. 2 66

73

76

12  Stir and tasie tea 3

Key:

Manual EE— Walk "N
- Aut YWaiti

Cycle Time 7 om W M1 ng

Totals 23 20 42 1"
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