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[bookmark: _Toc1405435098]Summary

[bookmark: _Int_tceVi2MI][bookmark: _Int_1hSqX34O][bookmark: _Int_0J8hrn1f]I have put together an assignment regarding problem solving and decision making within the workplace. I have identified a complex problem in my workplace and used this to resolve problems and help along with decision making. I have used Brainstorming, flowcharts, and diagrams to not only help me identify the problem but solve the problem overall. I have used critical thinking, Communication skills within the team meetings, teamwork involving the whole team members within the company, and organizational skills as well as tried to use creativity. Using these strategies has also helped me to know the possible people associated with the problem, find restrictions, and manage to place solutions such as time resources and budget. I have enjoyed this assignment which has taught me how to get ahead of a problem and learn the consequences of what could happen overall, in learning this I have shown the final solution. I have made sure that everyone is involved in the workplace and still respected within the workplace, this can only improve teamwork as well as a stronger business. Overall using these techniques has only allowed our staff to become closer and more confident within the team. 

[bookmark: _Int_lzQN4Ire][bookmark: _Int_bKSuLTGp][bookmark: _Int_xI89uDXl][bookmark: _Int_skuQPZ1y]In my experience, problem solving in the workplace has always been difficult and only created a bad atmosphere between staff and management. Before starting this assignment, I did not have the skills and knowledge of problem solving and did not realise there was an easier way to the solution, as well we so many ways to help with the final decision. I have learned that there is a lot of planning as well as thinking involved, decision making analysis into identifying the problem. I am not used to this way but moving forward will continue to bring what I have learned into the workplace. I feel thinking the problem through thoroughly and planning before jumping to a solution with the whole team creates a lot more thought and opinions which are greater. Usually in my workplace a problem is not solved as a team and only several people get brought forward to have a say, this means some of us are in the dark about the problem and the solution.
[bookmark: _Int_i0uQTyeH][bookmark: _Int_gwYPtkUz]I never knew or understood ratios or cost benefit analysis, these are fantastic to use and grateful I now understand the meaning and how to use them. 
[bookmark: _Int_gQ1wFybc]Communication planning, I have found interesting and have enjoyed studying. I will be using these Skills going forward. 
[bookmark: _Int_Nz7LfQax][bookmark: _Int_SQp1fi9x][bookmark: _Int_YLC7uqHg][bookmark: _Int_B3hDxXOQ][bookmark: _Int_nEPl0pBQ][bookmark: _Int_E43VEw86][bookmark: _Int_g9aIhPdR]I had an exceedingly tricky situation at work with health and safety breaches. A member of staff was refusing to wear PPE and persistently refusing to wear it, it got to the point other members were starting to follow suit so management called for a meeting but only with the main member of staff that started the situation in hope that all other members would follow. But by only this one member having disciplinary this person felt a target as they were the only ones to be punished. I feel if this were thought through all members involved would have been to the meeting and faced the same punishment. There was a big issue raised into discrimination and it all got out of hand. We lost a member of staff, who at the time Covid-19 was on the rise, and we struggled for weeks. Rotas were changed, contracts were changed, staff did not know whether they were coming or going. I feel if the situation were dealt with as a whole team, nobody would have left the company, the atmosphere would not have been as bad and we could have managed, but no planning went into the situation and no communication took place as it should have.

[bookmark: _Toc1104979621]Description
[bookmark: _Toc363991147]Nature, scope & Impact
In work recently we have 3 service users that require 24hr care, we have two staff on per shift as well as the manager in the office. Each day we must fill out paperwork regarding each service user based on their entire day, then this must be archived onto the files on the computer which then checked by staff on the next shift. But every day the manager is at the computer and therefore we have no time to copy all the information required. We have fallen behind dramatically and this is causing tension between staff and management due to paperwork also getting lost, so we have blank days. We are required to speak with doctors, social workers and many more specialists daily regarding our service users and without certain information we are not fully getting the outcomes we expect. This situation is top of the priority list as far as I am concerned as it is bad for business and reputation. There is a whole team being impacted and the consequences could be life changing for everyone including service users. Problem solving is not the easiest subject and can make people uncomfortable, it will cause conflicts within the workplace but, problem solving is a goal it is a process to solving a solution, it can only better a company and give wider opportunities. 

“There's no use talking about a problem unless you talk about the solution”
Betty Williams, 2018 “Great Expectations”

“Problem solving is the ability to work through problems by using critical thinking skills to arrive at a solution” “(Janowiak,lll, The Conover Company, & St. Norbert College, 2019).”
 Problem solving has five methods 
· Defining the problem-is there a problem?
· Analyze the problem-why is it happening?
· Determining what to do-what can we do about it?
· Implementing the plan-are you doing what you said? How do you know?
· Evaluating progress-Did the plan work and what needs to happen next?
[bookmark: _Toc1356618887]Brainstorm
[bookmark: _Int_z8pfXYr1][bookmark: _Int_ZaCx42NO][bookmark: _Int_VLqsLRAn][bookmark: _Int_BORCcZ6C]I decided to do a brainstorm with the team to start off with as I understand this would get us more answers and conclusions working out the problem(s) together. This method involves contribution all round of creative ideas and solutions, it is a chance to think aloud and suggest as many ideas as possible within the group. As a team we encouraged ideas from each individual and below are the results we produced. We are looking to use the brainstorm going forward to resolve any issues or concerns and find the final solution.
· Every idea matters
· No note left behind
· Embrace new techniques
· Innovate your process

 Problem: 
Archiving not being completed
Management spending alot of money on overtime for staff to come back and complete 
 Not enough sparetime during shift
only one computer in building
New staff still need to be shown how to complete daily records and copy them onto computer files
Manager in office daily on the only computer we have
three lots of clients information to archive daily
Risk of lost documentation when profesionals request as files not upto date



[bookmark: _Toc325643659]Root Cause
[bookmark: _Toc627971474]5 why’s 

The 5 whys are a technique I have used to help get to the root problem. why? This gets asked as many times as you need until you reach the root cause of a potential problem. Once you have the answer you can stop asking why?
Why is paperwork lost or incomplete?
Because we have no spare time during our shift to complete paperwork, computers are also never available to staff during our shift as management in in office on the only computer we have. Paperwork is therefore misplaced during shifts and where staff pass it around.
Why do we have no time? 
Because we have two members of staff to three service users, which is a substantial risk due to mental health and suffer fits. We have no available support staff and no room for extra hours.
Why are you not given extra time to complete paperwork and file onto the computer?
Management always has full use of computers, updating her own paperwork and meetings online.
Who is responsible for paperwork?
All Staff on duty. Paperwork needs to be filed daily to keep up to date with the service user their behavior if they refuse or take their medication and this includes daytrips and activities they have attended on that specific day.
Why is there only one computer?
Management keeps promising to buy a new one, but we must wait for cash.

[bookmark: _Toc1986356295]Ishikawa
Below is a diagram I have used to help me with the problem and find the root cause, this diagram is called Ishikawa. This diagram shows you the main problem we are going to be working off. This diagram is a fantastic way to help with brainstorming, it also helps to put potential problems into useful categories. A fishbone diagram is a visual way to look at cause as well as effect. In using this diagram, I have recognized that there is more than one problem and now I can find the solution needed to solve the situation we as a team are in. Using this diagram has helped me discover the potential causes and has given me a solution to work on. 
Inormation not being    archived
People
Equipment
Enviroment
Cause & Effect
Extra room needed
Only one computer & printer in the building
Really small computer room not enough room for two people
Computer also upstairs could be needed downstairs
Not enough cover 
New staff not keeping up with the process
Mistakes
Time
Money
Bad for business
Service users behaviours being missed
Mis communication with professionals
Data Breach

 I have come to realise that the root cause is not only one problem, but also it is clear that time has an impact on the staff, so we need to make time somewhere to get tasks complete and on time. Material things such as extra computer needed, fresh staff required as it would be impossible to move forward and make time without extra support. And extra personal space for staff is needed for when they need time to input the data onto the computer. 
Archiving is the process of moving files that are no longer actively used to a separate storage device for long-term retention. Archived files are always important to an organization and are usually needed for future reference. 

[bookmark: _Toc1287778494]Potential problems
A potential problem is a problem that could develop while concentrating on another problem. Potential problems are generated through a list, a potential problem comes from the cause of another problem. It's down to you to determine whether the problem is potential or complex.I have managed to find the complex problem but along the way have come to realise there are also potential problems that come from the situation. These potential problems could have a significant impact on the company in the long term as well as the short term. Below I have listed potential problems, looked at solutions within the company involving all staff members and evaluated the options. 



[bookmark: _Toc426145891]Communication plan
[bookmark: _Int_PM476Jrr]I have written a communication plan that will hopefully make staff aware of the next steps and hopefully understand the next steps going forward. I feel this will support fresh staff too. This communication plan will help manage performance in the workplace, hopefully manage a clearer schedule and progress with more structured updates. By sticking to the plan staff should be able to relax more and have more time. Going through a communication plan process helps with who needs to be reached and at what point, by creating this way of planning you can think more closely how staff may perceive a message. This helps maintain a positive atmosphere and positive reputation in the workplace. Without planning communication efforts could go off track and out of hand. This way I am using to communicate targets the correct audience I need to get my message across to, example: my team members. This is also a fantastic way to get the response we need.

Dear colleagues,
I understand it has been a really challenging few months and I appreciate the effort and challenging work received from each one of you. Moving forward we have now managed to supply an extra computer for staff to catch up and archive client's information daily, we have also managed to change the Rota slightly so that each member of staff get half an hour each at the computer to update files towards the end of your shift. Please use this time wisely as a lot of planning has gone into this, and I am sure you can all agree that we as a team will be under much less pressure. 
Every week when you receive your rotas you will see a section highlighted after each shift. This is your time to update files and start to catch up. At first it will seem a lot as every one of us needs to catch up but as we move forward eventually it should only be a day's filling for everyone. I have allowed each of you half an hour of your shift time to update and input as much as you can.
I hope you can appreciate the time spent resolving this situation for you, we have an amazing team, and again you are all appreciated. If there are any problems moving forward, please do not hesitate to speak with me. I will be arranging a formal meeting with you all one month from now, this will give all of us time to reflect and check the plan is working moving forward. Please see the information board for updates at the next meeting.
Thank you
C.Thomas

[bookmark: _Toc1106217920]Rota 
	Staff
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Manager
	
	AM
	PM
	PM
	AM
	PM
	

	Carole
	AM
	PM
	AM
	AM
	PM
	
	PM

	Laura
	PM
	PM
	
	PM
	AM
	AM
	AM

	Tim
	
	
	AM
	AM
	AM
	
	AM

	John
	AM
	AM
	
	PM
	PM
	AM
	













[bookmark: _Toc1509776736]Cost Benefit Analysis
[bookmark: _Int_lzE5KKVD][bookmark: _Int_VxeWNN8p]Below I have used a cost benefit-Analysis to explain the numbers I have used regarding cost and benefits within the business. I then divided the numbers to get the final amount. The factors have been based on a 5-year ratio. I have used this method to help me decide whether to proceed with my decision and outcome or change the way we invest in business. 
From using this format, I have learned that cost benefit analysis is an examination of what you spend, relative to what you gain to achieve. Doing this type of evaluation can have two outcomes, it can be an advantage or turn out to be a disadvantage. It gives you an insight into what you are spending and evaluates upcoming expenditure

	COST
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	Total

	Computer
	£470
	-
	-
	-
	-
	£470

	Software
	00.00
	£185
	£185
	£185
	£185
	£740

	Maintenance
	00.00
	£100
	£100
	£100
	£100
	£400

	Total Costs
	£470
	£285
	£285
	£285
	£285
	£1,610



	Benefits
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5
	total

	Weekly hours saved
	£3458
	-
	-
	-
	-
	£3458

	Less pens/paper
	£781.00
	£375
	£150
	£150
	£!50
	£1606

	Total
	£4,239
	£375
	£150
	£150
	£150
	£5064



My staff spend an hour a day at £9.50ph updating archive as and when office is free and usually not on their shift. I have worked out that 7 days a week at £9.50ph is costing the business £66.50 per week totaling £3458.00 a year on overtime alone. This will be an amazing benefit once the problem is resolved and the company will start to see some extra cash flow available. Also, staff will no longer need to do overtime.
Below I have divided the total benefits by the total cost over the 5 years, it has shown me that I have £3.14 benefits for every pound I spend.
Total benefits £5064 
=£3.14:1
Total Cost £1610

Benefits minus the cost for each year 
Total benefits £5064
                                        =£3,454
Total Cost £1610

[bookmark: _Toc887926197]Gantt Chart 
[bookmark: _Int_EKHgEOIK][bookmark: _Int_okJQh13Q][bookmark: _Int_lpzjnVwG][bookmark: _Int_GO0yHFFV]Below I have inserted a Gantt chart, the chart shows the activities that need to be completed to achieve the outcome needed and how long I must accomplish each task. I have shown the date as to when the task will need to start and shown how many days, I need to achieve the outcome. The chart is simple to use and this one is for solo use only. I have estimated that in 28 days (about 4 weeks) all tasks should be complete, and progression should start. I want the tasks to be completed as rapidly as possible to get the best team back in order. The most unexpected outcome would be for new members to not turn up for interviews, other than that I expect all to go well. Fresh staff members can be taught in house on the computer once installed. A Gantt chart is a team effort as there is more than one person involved. Everyone has a job to do or take part in. Some tasks have shown to be happening around the same time and others are at a later stage. This has been a useful tool to support scheduling and determining the length of time it will take. The GANTT chart helps you see where immediate attention is needed to get back on track if required. I think this chart has been essential for problem solving and decision making. 


	Tasks
	
	

	
	Start Date
	days to complete

	Purchase a computer
	Sep-22
	7

	hire part-time staff
	Sep-22
	28

	Advertising job 
	Aug-22
	28

	Train fresh staff
	Sep-22
	28

	Computer Installation
	Sep-22
	1





[image: ]




[bookmark: _Toc546978455]Monitoring technique
[bookmark: _Int_zI6lBaAw][bookmark: _Int_Ti9WzjwE][bookmark: _Int_4N13w50O]For further monitoring I have chosen to use a formal meeting that involves all members of staff. I have chosen this monitoring technique because I think it will give everybody a chance to have a say on the subject and disputes can be rectified there and then, it will help with staff engagement and collaboration, it will give a shared sense of purpose which every member deserves. Formal meetings are a terrific way of improving communication skills, especially for those that do not often get the chance to have their say in the workplace. the meeting will be laced out in a specific order and a review will be arranged for one month later. With a Rota now in place I am confident we should as a team be up to date within a month. We should be able to find a complex solution by using our creative minds. This should add value to our company but is also a good opportunity for problem solving skills within the team. A formal meeting ensures you can do what is best for the company without distractions and ensures everybody gets a chance to hear an outcome, therefore no one in the workplace is left outside wondering what is going on.

[bookmark: _Toc980980089]Formal meeting
Agenda- Meeting to take place on Wednesday 20th September
Head office 11am
Chairperson- I request Carole to gather and highlight any main concerns that need to be addressed and we will look on this as a team on the day of the meeting. May I ask Carole to bring to light what you have collected. Each of you will have a chance to then have your say on the subject once Carole has notified us on the subject.
All members of staff are to attend and be prepared to address any concerns they feel important
Minutes of meeting- I expect the meeting to last 1 hour max
[bookmark: _Int_kge1IJKd]We will make an action plan going forward and a copy will be filed for further investigation in the near future.

[bookmark: _Toc9759337]Copy of meeting outcome


formal meeting September 20th-staff and management-outcome
if shift is busy or staff are late we are losing time
staff sickness is a problem
Clients appoinments interact with out archive time
positive note-we have caught up slightly
less paper hanging around the tables
if a client has a fall or misbehaved day and i am not allocated to use the computer that information can sometimes be missed on other shifts

[bookmark: _Int_ABSXVcZ0]In preparation for the meeting, I have set an agenda, named a chairperson, stated minutes of meeting, processed actions to follow on, and filed records that meeting took place, all this is for future reference so we can look back if required. So, in preparing and taking part in this meeting myself and staff have come across positive and negative factors but were able to have a chat and come to some conclusions. Although we managed to secure another laptop on site, and the Rota being adjusted, we have come to realise that staff sickness can have an impact on other staff members. This means less staff on shift and having to work over the spare time given for archiving to be done, this originally was happening in the beginning and obviously has not been resolved. Therefore, we need to work on staff ratios. We as a team have slowly started to make progress and have slightly started to catch up on the filing of paperwork and have realised less paper is therefore being used and lying around. This is a big achievement for us. I also think once staffing has been resolved client appointments should not be a problem anymore. As a manager I will again arrange for a meeting in one month's time, in preparation for this I will be employing a few more staff members on a part-time contract and re-arranging the shifts. We as a team put the delays of archive down to the issue of only having one computer but after this meeting have come to realise that there were two problems not one. This last month has proved we have a dedicated team and has shown me that my team can collaborate and work comfortably asking each other for help.



[bookmark: _Toc1588596924]Stake holders
We currently have no shareholders within our company that invest, however our employees invest in the company's performance as stakeholders to be paid and retain their jobs. Some employees have health and safety focus within the company which they contribute. 
[bookmark: _Int_sJ8isU82]A shareholder I believe to be somebody that owns stock in your company, someone that invests, while a stakeholder is someone with an impact on the company or project surrounding the business. This person can be an individual, company or institution. A shareholder is not liable for a company's debts as the owners are the parties liable. But the shareholder pays personal income tax on profits earned from the business. A shareholder can face losses and if the company faces bankruptcy, they may receive nothing. A shareholder has limited rights.
[bookmark: _Int_7SFJY0KC]Stakeholders can be shareholders and owners of a company, employees of a company, as well as suppliers. Stakeholders will be affected by the company's performance. A good stakeholder needs effective communication skills, relationship building, to be a very honest person, reliable with schedules, and have excellent listening skills. Stakeholders are also action planners

[image: ]


[bookmark: _Toc2085675834]Outcome
[bookmark: _Int_l4e2WJm3][bookmark: _Int_sJJVeeVy][bookmark: _Int_HCiwyBAc][bookmark: _Int_eaF6sVln]The more time I spend focusing on leadership roles the more I learn to reflect, take time, and make good decisions. I feel decision making involves repeated information a lot of the time, I learned it takes a lot of time and is not something we can do in a day. We did a lot of talking as a team, we weighed up the pros and cons, we reflected on all possibilities, then after all this we were able to draft up a plan to help with decisions. After looking into all the problems and deciding there was more than one, we as a team have managed to monitor and progress the whole situation. We used numerous charts and graphs to help with decision making and finding the appropriate solution. We have now made progress in catching up with the archive that was a big failure and bad for the company reputation and lost information. We have employed fresh staff and are currently in the process of training them. We have learned how to look at problems long term and short term, as well as resolve them as a team. Individuals in the team have expressed how they feel they belong to the organization more than ever thanks to being involved. The complete process and improved problems and showed us how to get ahead as well as acquire experience. I am more confident as a team leader now than ever before; I look forward to problem solving and the planning before. I have learned so much and feel calmer intaking time in finding a solution. 


OUTCOME
we have plenty of staff
we have extra time with clients
we have saved money and reduced paper around the building
we no longer dread phone calls from important associates
overtime or data entryClients appointment no longer interfere with 
staff are more relaxed and less stressed
We no longer have data breach
Money is finally stable, we no longer need to pay out on technology, for at least a year or two.
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