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Staffing colleagues agreed to key in employee data prior to their join date and
distribute the staff cards to staff on their first day of work;

A staff card printer was purchased for printing to be done in-house (as shown
below);

Security is informed via email to enable door access for new hires;

Photo taking is now done in-house (as shown below); and

The IT system was adjusted to download employee data daily.

Background
In SGH, all staff receives a staff benefit card encoded with door access into their work area. .
The current process of printing the staff card via an outsourced vendor takes up to 30 days .

for a new hire to obtain his staff card, creating frustrations for new hires and colleagues, and .
also compromise their quality of service. .

Pre & Post: Renovation at printer area — Space is saved! Pre & Post: Space Utilization at Photo-taking area

Mission Statement / Aim

To reduce time taken in a new hire’s staff card production process
by 50% within 8 months

Root Cause Identification

The team identified 3 essential features (employee details, photograph and door access)
which are directly related to the time taken to produce the staff card.
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Solution Selection & Implementation

Based on selection criteria, the final solutions (highlighted in yellow) were chosen using a

survey conducted)
*Cost quoted by vendor if cards and printing are fully supplied by them

Conclusion

There is greater control over the staff card issuance process and changes on card

details, design and layout for future needs as the printing and photo-taking are now
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