Lean Concepts

1. What is Lean Concepts?
2. If something does not directly result in production or collection _______________
3. Circle on: Leaning Out will
a. Prevent less steps to achieve the same goal?
b. Make staff happier & relieve stress?
c. Make the practice more money?
d. Prevent OT 
e. Create a more peaceful work environment?
f. Make you feel more successful 
g. Create time and room for things that really matter
h. All of the above
4. Circle all examples of Leaning Out?
a. Clear desk clutter
b. Clear out drawers, cabinets
c. Find ways to reduce unneeded steps
d. Reduce extra work
e. Arriving for work exactly on time
f. Multitasking
g. Reduce extra paper
h. Reduce extra staff
i. Getting rid of old ways, old policies or old steps
j. Going paperless
k. Keeping a clutter rooms and drawers for all old things you don’t use
5. What can you do to help you and your team successfully Lean Out:
a. Go through the IDS Library and watch modules on Written Communication, Organization and Communication 
b. Hold weekly staff meetings to solve current issues and find new solutions
c. Do daily To-Do Lists for work and personal life things and keep these with you to continue to add/delete so you can clear your mind and keep focus
d. Create Duty sheets and Check sheets for the entire team
e. Get up and out early to prepare for your day
f. [bookmark: _GoBack]All the above

