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Introduction 

Problem-solving and decision-making are integral concepts for the success of an organization, individuals who possess the art of making robust decisions show great problem-solving skills, which are essential in addressing diverse workplace issues and conflicts. 
In that respect leaders need to enclose decision-making and problem-solving aspects in the functions of organizational management to encourage employee engagement. 
In cases where employees are faced with challenges that jeopardize productivity, managers should be able to identify pertinent problems to establish solutions and take decisions to execute profound elucidations. 
All that considered, this report main goal is to identify define and to apply appropriate problem-solving tools and techniques towards a situation that may occur in a company activity. In addition, there will generate a proposal of a relevant solution to the work-based situation using specific decision-making tools as an example


[bookmark: _Hlk59201259]Problem to be addressed

Employee tardiness is one of the common challenges that a majority of leader’s experience in an ideal workplace setting. A significant percentage of employees often get late to work. Lateness is a routine behaviour that jeopardizes organization productivity. In most cases, employees fail to comply with the necessary discipline policies and regulations that encourage timely reporting among employees (Osborne and Hammoud, 2017). While there are existing guidelines that require employees to report to work before a particular time, a majority abscond workplace responsibilities providing a wide range of individual reasons for their lateness. Employee lateness is a major threat to positive organizational performance. Employees who report late to work are likely to be less productive and interfere with the organization's targets and performance standards (Sabir, 2017). Lateness is a workplace challenge that transgress the code of conduct within the employee management framework.
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Lateness is described as arriving at work after the scheduled time. Several researchers associate employee tardiness among employees with withdrawal behaviour, which includes both absenteeism and turnover aspects. Whereas employee tardiness is an involuntary type of turnover, it is possible to solve the causes of employee lateness; tardiness can be caused by health issues, oversleeping, or procrastination. While these are the common genuine reasons, a majority of employee’s state heavy traffic jams and family issues as the reasons behind their rampant tardiness behaviours.
While heavy traffic, bad weather, health complications, or attending to family responsibilities are possible excuses among employees who fail to show up at work on time, in most cases, the behaviour develops into a pattern that leads to a workplace problem: employee lateness. Positively employees who rarely arrive to work on time should be given the benefit of the doubt, as some give valid reasons (Proctor, 2018). 
However, managers need to take the initiative of finding the possible causes of employee lateness through a thorough investigation process to implement resilient solutions that will encourage employees to get to work on time. For instance, based on individual employees' possible reasons, leaders can take an affirmative action of discussing possible solutions as a way of supporting employee productivity. Notably, displaying acceptance of employees' persistent lateness causes them to be more relaxed (Belton and Stewart, 2002.) 
An employee that is constantly late is a threat to company performance, therefore, implementing proper time management solutions will reduces tardiness, even when the immediate cause is not within an employee's direct control.
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A fishbone diagram is a suitable problem-solving tool to evaluate a range of solutions that can suitably address employee lateness at the workplace. A fishbone diagram is a cause-and-effect framework that categorizes different causes of a problem into various categories that branch off from the original issue, see the fishbone diagram example below.

[image: Fish Bone Diagram]
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As such, the framework has multiple sub-causes branching off each of the identified categories, the tool effectively addresses the challenge of employee lateness in the workplace because it will help management teams in organizations to identify various causes of lateness. 
In that respect the fishbone diagram can help identify possible factors that affect individual employees' timing as far as reporting on duty is concerned. Based on the identified causes, it is possible to determine their effects and propose suitable solutions that completely address the problem (Ziegenfuss Jr, 2001).  Overall, the use of a fishbone-cause-effect tool enables a thorough analysis of the reasons behind lateness and acts as a guide in developing robust solutions that can be implemented to solve the issue.
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One of the solutions for employee tardiness regards re-establishing a clear attendance policy. Based on the fishbone analysis tool's findings, most employees report to work late because of oversleeping and postponement concerns. Therefore, the management should not just printout an attendance policy. Instead, the attendance policy should be included in an employee manual that will explain clearer what it means to be late, why it matters to an organization, and the resultant consequence in case of policy breach. Consequences should include warnings and penalties such as fines, suspensions, and expansions for lateness.
 
Another possible solution to address the employee tardiness issue involves establishing a reward program for proper and timely attendance to job responsibilities. Again, regarding the fishbone tool analysis, some of the employees claim that their lateness to work is contributed by inadequate engagement and employee motivation in the workplace. Employees who report to work on time should be rewarded through various motivational approaches such as annual bonuses, salary increments, or promotions. Implementing a robust reward system is an effective way to show employee recognition (Aquino et al., 2016.) Equally, it also serves as a motivational approach to employees who are coming late work to change for the better.
 
Additionally, the management team can implement an employee assistance program that will cater to employees' wellness and improve productivity. Some of the employees report late to work because of life-work balance issues (Hassink, 2018). 
The fishbone analysis reveals that employees who face difficulties with managing their issues are likely to replicate the challenges to their workplaces; in that regard an organization can establish an employee assistance program to offer services that enable employees to address personal, family, and work-related responsibilities in an effective manner (Badubi, 2017).  Employee assistance programs not only help employees through their difficult times but also makes them feel valued and part of an organization.
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Re-establishing a clear attendance policy is to be the most appropriate solution towards increasing employee attendance. Based on the fishbone analysis tool's findings, most employees report to work late because of oversleeping and postponement concerns. The plan to eliminate such issues and encourage employees to report to work on time will include an employee handbook that will unequivocally explain about lateness at work, and why it matters to an organization, and the resultant consequence in case of policy breach (Cottrell, 2017). The management will schedule a meeting will all employees to encourage their participation in the policy implementation process. During the meeting, the consequences of failing to adhere to the attendance policy, such as fines, suspensions, and expansions for lateness, will be outlined.
 
Consequently, employees will confirm their understanding and agreement to the attendance policy's terms and conditions by signing on the compliance forms provided. Again, during the first weeks of the implementation phase, the management should regularly meet employees few days a week to identify any new changes and challenges. The management will also find ways to keep employees learning and growing. Most importantly, training programs should be facilitated once a week to improve employee competence (Pizlo, 2012).  During training sessions, employees will have a chance to pose questions to sustain a constructive feedback mechanism with the management team. Overall, monitoring and evaluation techniques such as 360-degree feedback appraisal and peer reviews will be used to track performance.
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Communication is a significant element for the successful implementation and execution of a change process in an organization; an effective communication strategy allows stakeholders to understand the need and scope of a change process (Rajhans, 2018).
Ideally, to successfully implement the attendance policy, the management should incorporate a written communication plan with pertinent messages and tactics that will help engage stakeholders and particular employees with the strategy. 
A memo should be used to communicate the implementation plan to stakeholders, consequently, the management should conduct stakeholder interviews to engage stakeholders in the review and approval process; copies of the implementation plan will be given to stakeholders to enforce their engagement in the strategy execution process. Overall, effective communication enables stakeholders to agree and utilize input upon the best ways forward for affirmative action.
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Monitoring is a continuous process that make use of routine information on whether a program is viable; a couple of monitoring and review techniques will be used to ensure the successful implementation of the attendance policy solution. Peer review is one of the monitoring and evaluation techniques used to ensure employee adherence to the attendance policy guidelines (Shepherd, 2016). The management team will take anonymous feedbacks from employees on employee attendance aspects such as the time of arrival to work, the impact of the attendance policy on their wellbeing as well as changes in employee engagement. This tactic will create a unique opportunity to assess employees' skills and capabilities for the program's success. 

[bookmark: _Toc59018508][bookmark: _Toc59128311]A 360-degree feedback appraisal method will also be used as a way of offering employees an equal chance to submit their views and contributions to the ongoing initiative. Under the 360-degree feedback approach, questionnaires containing aspects such as motivational levels, leadership qualities, and adaptability will be used to collect information from employees (Straus, 2002). Therefore, through monitoring and evaluation the management team is enabled by a systematic approach to attribute changes in particular outcomes to program activities.
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Employees challenges and conflicts are inevitable in an any workplace setting, finding solutions in a drastic and robust ways to problems is paramount for improved organization. Employees tardiness is one of the common problems that leaders experience in ideal workplaces, while employers expect employees to report to work on time, some tend to come late to work. 
Based on the findings displayed by the fishbone analysis tool, a heavy traffic jam, family issues and bad weather are common challenges quoted employees for failing to come to work on time. Positively, managers can come with solutions such as implementing a reward program, employee support program, or an attendance policy to address employee tardiness. 
Managing to re-establish an attendance policy, as it was demonstrated above is the most appropriate solution that will improve employee responsibility and enhance employee’s commitment.
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