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The Lean Glossary below is meant to familiarize you with some of the terms and concepts you will encounter in future Lean events and training sessions.  It can also serve as a quick reference during future Lean activities. 

For further information, there are many online sources of Lean principles and vocabulary you can consult, including:
· Lean Manufacturing Glossary (ThroughPut Solutions)
· Lean Manufacturing Glossary, Definitions and Terms (Gembutsu Consulting)
· Lean Japanese Terms Index (Velaction)
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[bookmark: _GoBack]What is Lean?
Lean is a collection of principles, methods and tools that improve the speed and efficiency of any process by identifying and eliminating non-value added activities (waste).

Why go Lean now?
As our budgets decline and the public sector workforce shrinks, the demand to “do more with less” means we must be creative and find ways to make our work more efficient, Because of the proven effectiveness of adopting Lean principles, then Governor Chris Gregoire issued Executive Order 11-04 in December 2011, which required all Washington state cabinet-level agencies to begin implementing Lean practices. Governor Jay Inslee has made “empowering state employees to find efficiencies through greater use of Lean Management” one of his government reform priorities.

[bookmark: the_file_principles]Lean Principles
There are six overriding principles to Lean.

1. Focus on effectively delivering value to your customer – The fundamental principle for all Lean organizations, and the first step to any Lean activity, is to identify the customer and what they want, today AND tomorrow.

2. Respect and engage the people – In a Lean culture, people are expected and encouraged to engage fully; not just perform their daily job functions, but also contribute to daily improvement activities. Employees use their creativity and provide important and useful suggestions to eliminate problems and improve the value stream.

3. Improve the value stream by eliminating all types of waste – In a perfect world, the value stream consists only of value-added activities, or those that the customer wants and would be willing to pay for. That ideal is what you aim for, but, in reality, nothing is perfect. Some waste exists in every process. Our job is to eliminate as much of it as we can.

4. Maintain flow – When you have flow, everyone keeps the system moving at just the right speed to deliver the right amount of product (or service) at the right time to the customer. What would it take for a service to never stop – ever – in the process of moving through the steps from customer request to delivery? Think bulk mailings.

5. Pull through the system –The objective in Lean is to produce only what the customer wants, and when the customer wants it.

6. Strive for perfection – Lean is about making small incremental improvements (Kaizen) to eliminate waste as they’re discovered, in a never-ending process.

Following Lean allows the organization to maintain a high level of service, while being able to grow and flex with a changing environment.



Glossary of Lean Terms
[bookmark: five_principles][bookmark: changerover_time]Changeover time – the time it takes to change over from one activity to another.

[bookmark: complexity]Complexity – Effort that adds no value from the customer’s perspective; one of the eight wastes.

[bookmark: current_state]Current state – the existing process, as determined by value stream mapping at the beginning of a process improvement (Kaizen) event.

[bookmark: defects]Defects – substandard products or services, and the steps (inspection, repair, rework, etc.) necessary to identify, eliminate or replace them; one of the eight wastes.

Demand rate – the customer-dictated volume of transactions seen at each process step over a specified period.

[bookmark: excess_motion]Excess motion – Any movement of people or machines that doesn’t add value to the product or service; one of the eight wastes.

[bookmark: excess_transp]Excess transportation – unnecessarily moving around material, information, products or customers; one of the eight wastes.

[bookmark: flow]Flow – the smooth and efficient progression of product or service through the production process to the customer, without delays caused by various forms of waste.  Establishing and maintaining flow is one of the five basic principles of Lean.

[bookmark: future_state]Future state – the desired, more efficient end state of a process under analysis; the goal of a process improvement (Kaizen) event.

[bookmark: kaizen]Kaizen, Kaizen event – Japanese term for “good change”.

Lead time – the total elapsed time associated with completing an activity, from initial receipt to hand-off of completed product/service to the next processor (or customer).  It includes not only process time, but any waiting time involved.

[bookmark: lean]Lean – a collection of principles, methods and tools that improve the speed and efficiency of any process by identifying and eliminating non-value-added activities (waste).
[bookmark: non_value_added]
Non-value-added activity – any activity or operation which uses up time and/or resources, but doesn’t add value to the product or service provided to the customer.

[bookmark: five_s]5S – a Lean improvement process involving five steps (Sort, Set in order, Shine, Standardize and Sustain) to create and maintain a clean, neat, and high-performance workplace.  Often used to address the waste of excess motion.

[bookmark: overproduction]Overproduction – creation and storage of more inventory than immediately required to meet customer need; one of the eight wastes.

[bookmark: process_time]Process time – the actual time necessary or required to complete a process or activity.

[bookmark: product_family][bookmark: service_family]Product/service family – a group of products and/or services which share similar processing steps.
[bookmark: pull]
[bookmark: principles_of_lean]Pull – the concept of letting customer demand determine the pace of production (takt time).  This extends throughout the production process, with each step exerting “pull” on the one feeding into it; one of the 5 basic principles of Lean.

[bookmark: set_in_order]Set in order – placement of all necessary tools, materials, resources, etc. in a logical and consistent manner; step 2 of the 5S process.  “A place for everything, and everything in its place!”

[bookmark: shine]Shine – systematic and regular cleaning and inspection of the workplace to maintain order, and identify inconsistencies, problems and improvement opportunities; step 3 of the 5S process.  Includes maintenance of electronic files.  “Stow as you go!”

[bookmark: sort]Sort – Initial classification of workplace items by categories, including necessary and unnecessary, and discard of the unnecessary; step 1 of the 5S process.  “When in doubt, throw it out!”

[bookmark: standardize]Standardize – creation and periodic use of commonly agreed-upon protocols, guidelines, schedules, etc., that incorporate Sort, Set in Order, and Shine into the work routine; step 4 of the 5S process.

[bookmark: sustain]Sustain – the maintenance and continual review of improvements realized through the 5S process; this 5th step focuses on the gains already realized, as well as continual reiteration of the process, to look for new improvement opportunities.  “Maintain the gain, forget the blame!”

[bookmark: takt]Takt, takt time – the pace of production which aligns production with customer demand; associated with the Lean principle of pull, and addresses the waste of overproduction.

[bookmark: underutilized_people][bookmark: inventory]Underutilized people – not using or misusing people’s mental, creative and physical skill abilities; one of the eight wastes.

[bookmark: unnecessary_inventory]Unnecessary inventory – accumulation of more inventory than needed for a particular job or customer; one of the eight wastes.

[bookmark: value_added]Value-added activity – any activity that meets these three criteria:
· The customer would be willing to pay for it;
· The activity changes the service or product, making it closer to the end result that the customer wants; and
· The activity must be done right the first time, and every time.

Value-added time – that portion of process time that employees actually spend on value-added activities.

[bookmark: value_stream][bookmark: non_value_creating]Value stream – all the activities associated with transforming a customer request into a product or service. The value stream may include both value-creating and non-value-creating actions.

Value stream manager – the individual given lead responsibility for understanding a product family’s value stream and improving it.

[bookmark: value_stream_mapping]Value stream mapping (VSM) – a Lean tool which uses a pencil and paper diagram to show the flow of material and information as a product or service makes its way through the value stream. 

[bookmark: waiting]Waiting – idle and unproductive time of people or machines in a process; one of the eight wastes.

[bookmark: waste]Waste – any operation or activity that takes time and resources but does not add value to the product or service provided to the customer.  Lean theory as originally formulated in the Toyota Production System (TPS) comprised seven categories of waste: defects, overproduction, complexity, waiting, inventory, excess motion, and moving items. Today, we recognize an eighth: underutilized people.
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