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•	 Create	direction	and	 
order	

•	 Promote	who	you	are	 
and	what	you	do

•	 Construct	a	culture	of	
organization	and	discipline	

VISUAL	management	techniques	to	
define	organized,	productive,	safe	
TERRITORIES	and	work	areas
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Click here to view more customers and read their 
comments about Visual Workplace products and services

Visual	Work	Environments	Engage	
Employees	and	Establish	Discipline

Companies	that	Know	Success
Examples of the world’s leading companies that 
use the Visual Workplace Mobile In-House Sign 
Shop, and our other products, in their operations:

TOP 13:  Driving Questions for Effective Work Cell Territories

Territory defines the arrangement of the physical 
environment where we work and the way we want to 
do work. It drives discipline and engages employees 
to have pride in what they do each day. Visual 
management is an important part of defining our 
territories and is comprised of three categories:

• Navigation
• Presence
• Organization

How does your facility score on these workcell territory issues? 
Click here for a comprehensive visual management self-assessment to

evaluate where you’re at now and identify opportunities for improvement

If your facility is lacking in any of these areas because systems are not in place, or poorly maintained, 
this guide is designed to help. For more information, or to address a specific situation, please contact 
Visual Workplace.

1 Has a visual workplace color-coding standard been established for your facility?

2 Are team members familiar with the visual workplace color-coding standard and is it posted 
throughout the facility?

3 Can new team members easily navigate the workplace? Is there a good use of directional signs 
and department identification?

4 Are daily, weekly, and monthly cleaning requirements identified and carried out with visual tracking 
systems in place? Are work cell product descriptions clearly identified in the area?

5 Is there a location identified for personal items in the work area?

6 Are there borders marked on the floor for every non-stationary item in the workplace/area/department?

7 Are cleaning tools & supplies clearly identified? Do these tools have address identifications for the 
places where they belong?

8 Are organizational charts for the company as a whole and for individual departments visibly displayed?

9 Are problems in the work cell identified and prioritized visually? Have owners been identified and 
include time lines for corrective action and results tracked?

10 Are areas free of unnecessary articles/items on top of work surfaces, storage bins, and floors?

11 Are shift changes managed with scoreboard updates so the next team easily understands the current status?

12 Is there a defined location where production forms and corporate forms are located and 
maintained? Is there an owner identified to manage this information?

13 Do aisles/borders allow for necessary access in and around work areas?
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Navigation

Navigation provides direction and order to work 
areas. It minimizes wasted motion and unnecessary 
transportation. For those team members intimately 
familiar with every “nook and cranny” of the facility, it 
is vitally important not to overlook the importance of 
navigation for others less familiar.

Presence

Presence defines who we are and what we 
do, embodying our policies, values, skills and 
accomplishments. It also personalizes our workplace 
and demonstrates a common purpose. 

Investing in visuals that illustrate presence will drive 
employee engagement and a respect for people.

There is no play book for defining workplace 
presence. Use the list of 13 “Driving Questions for 
Effective Work Cell Territories” on the previous page 
to assist in identifying likely areas and activities to 
focus on.

When applied to the concept of navigation, visual 
management techniques create a self-guiding GPS 
for the facility. With an ever-changing workforce, 
companies must maximize new employee startup 
and transition time. Productivity and efficiency are 
maximized in an environment that can be navigated 
without questions.  

Work	Territory	Visuals	Provide	 
Direction	and	Instill	Purpose
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5S	Organization	Sets	Standards
and	a	Baseline	for	Improvement

Organization

An organized workplace is an efficient workplace.

Many companies use the Toyota 5S methodology 
as a framework for creating order. It is a method of 
standard work that creates a place for everything and 
instills discipline to keep everything where it belongs. 

5S is not a housekeeping exercise, but rather an 
organizational practice that builds an understanding 
and agreement about how employees should work. It 
is a collaborative effort that demonstrates a respect 
for people and their ideas.

Some companies struggle with the true translation 
of 5S, particularly when trying to measure progress. 
It should be noted that 5S organization is never 
complete; it continues to mature into a higher level 
agreement. As a result, adaptations of the 5S 
methodology have evolved. A framework that has 
worked well for many is:

• Scan to see the process
• Sort to begin to expose waste in the process
• Simplify to begin to define abnormal conditions
• Sweep to make the workplace cleaner, safer and 

more productive

Sustainment will continue to evolve through 
improvement that must be measured through audit 
and corrective action.

Visual management techniques such as the posters, 
signs, labels and display board examples shown 
in this guide are the best way to provide workplace 
navigation and organization. They define the 
company’s “presence of being”. 

Visualizing these efforts for all to see, with such 
attention to detail, contributes to a host of benefits:

• Successful on-boarding of new employees
• Visits from customers and prospects that leave 

lasting impressions
• Benchmarks that can be used for supplier 

development 

This attention to detail also translates into discipline. 
This instills a very powerful and lasting culture of 
productivity, organization and safety.



Visual Workplace 
Specializes in Workplace Signage

Signage and visuals are essential to workplace 
organization and efficiency. Visual Workplace 
specializes in signage for your workplace and 
provides many different product options.

Please follow the links below for more  
information on any of these products.
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