
Now we bring you… 

STANDARD PROCESSES 
FOR CREATING 
CONSISTANT SERVICES 



Standard
Work



“Any move toward standardization is a move in the right direction.”
-Dave Williamson

Standard
Work



A Standard 
Process Is...

The best combination of people and resources 
balanced to customer requirements

Efficient -using the minimum amount of time, 
space, materials, and equipment while 
meeting customer requirements



Standard 
Processes

Why Implement Standard Processes?
To make it possible to identify and eliminate 

variations in work
To deliver consistent service to citizens

How Do You Use Standard Processes?
Document each standard process

Display the documentation
Ensure that all staff are trained



VARIATION is EVIL



What is the ideal ordering of steps?



Things to 
Consider

Where should decisions be 
made?
What knowledge or skills are 
truly required to perform the 
steps?
Can the steps be simplified so 
they are less dependent on 
knowledge and skills?



Standard Work: 
Make it Work Each operation is analyzed at a 1,000 

foot level

Employees are given the tools they 
need to work efficiently and quickly

Process should be documented in 
writing and with photos

Standard Work provides the baseline 
for continuous improvement and 
stability through reduced variation 



http://www.youtube.com/watch?v=Xedkk1xvgeo











Standard 
Work: Process The steps required to provide the service or 

product to the customer

The sequence or order to produce the service 

The expected time to complete the steps 
based on the lowest repeatable time observed

Criteria and expectations on quality provided



A Standard Process Is ... Measured

Paced-Takt Time

*From the German Taktzeit for “metronome”



The factory sells 4 thousand pieces of candy a week – can they keep up?



Takt Time

6hrs/day  = 390 minutes     (available to wrap candy)

4000 (pcs.candy per day)  DEMAND

Lucy and Ethel must wrap a candy every 

6 seconds

6 seconds per candy

http://www.gembapantarei.com/2008/02/101

_kaizen_templates_takt_time_calculator.html



A Standard Process Is ...Sequenced

Pacing to takt time

Step

1

Step

2

Step

3

Establishing work sequences



A Standard Process Is ...Timed

Employee Time – Wrapping 

Candy

Time – other 

task

Lucy 4

Ethel 6

Lucy 5

Ethel 3

Lucy 4

Ethel 4

Lucy 6

Ethel 5

Lucy 5

Ethel 6



Timed Process Lowest repeatable time is 
identified for each element

Average time is calculated

Other waste observed is 
recorded

Record potential 
improvement notes



Standard Work Exercise:

1. Use the blank side of the paper

2. Draw a picture of a pig with:
- Nose - Nostrils
- Mouth - Eye
- Four legs - Body
- Tail -Two ears

3.  Must complete the drawing in 30 seconds per
customer demand



30 Second Timer

End
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Draw a Standard Pig – 13 steps

Satisfied Customer !



All the Cycles = Lead Time

• Combine the cycle (takt) times
• The gives the Lead time of the process
• Or – how long the customer must wait

+ + =



Batching

“ BATCHING is the 
enemy of speed.”            

-Miller



First in 

LAST out!



batching

“Let’s wait 

until we get a 

bunch”

“Let’s process 

them as they 

come in”







Try This!

• Team1 – write your name on one and pass

• Team2 – write your name on three and pass

• Team3 – write your name on all and pass




