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Problem solving is choosing between two or more options that are better suited to resolve an issue. When it comes to decision making, the person or personnel involved in making the decisions needs to use every tool and method available for such a task.
Decision making requires smart or critical thinking, which is not the normal day to day thinking. Critical thinking requires a purpose and the person to be aware of unfairness when it comes to making the decision (Micheal Kallet, 2014).
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Tardiness in the workplace can have great impact in a business. One of the impacts that tardiness can result into is loss of productivity in the workplace, if an employee is late when the shift first starts or leaves early at the end of the day or worst case scenario miss a shift completely, this could lead to major loss in productivity. If not taken care of in the best manner possible this could escalate to greater issues in the company, for example if an employee is 5 to 10 minutes late for work everyday, this could lead to a greater number of time lost at the end of month. If the situation is not approached properly with the right tools and methods this type of behaviour could escalate and even set an example to other employees that this type of behaviour in that business is acceptable. 
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I have dealt with tardiness in the workplace before, it is not a fun experience. I worked in a Jewish butcher factory, and there is quite a few rules the non jewish employees must follow, one of which is to not open the fridges without a rabbi present. This was a problem because we were supposed to start work at 7 in the morning but the rabbi would not show up for his shift until half 7 or even 8 o’clock, which would result in the whole productivity of the factory being reduced because of time. This issue went on for so long without being resolved that this one employee started to upset other employees who had to work twice as hard and twice as fast to make up the time lost from the rabbi being late. Many employees begun to act the same as the rabbi because there seemed to have no consequences for his actions. Many issues had risen because of the tardiness of one employee, which led to the malfunction and less productivity of the whole business. 
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SWOT analysis is a great method to start making changes. It shows the pros and cons as well as different parts of the problem that were not at first looked at or even considered. 
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Talking to the employee about tardiness would be a great way of dealing with the issue, due to the fact that understanding the reasons behind this behaviour could not be so simple. And working with the employee to better deal with this problem could bring the company more productivity than just laying off said employee.
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To successfully resolve the issue communication is of great importance, and communication with the right people and the appropriate manner could give better results. The communication with the staff members should the most often one. Communication with the supervisors should be made often but not as much as with the staff members. Communication with managers should be dealt with more formally and less frequent but there should always be some form of communication with them to make them aware of the issues and how it is being dealt with.
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Identifying problems using FISH 
BONE Analysis
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Problem solutions
• Understanding the problem
Talking to employees about when and why they are being late, 
understanding the problem can help find a solution much quicker to 
the problem.
• Review attendance policies
Making sure employee understand the company’s policies, as over time 
these could be forgotten and reminders of the policies of workplace 
could decrease tardiness.
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Plus Minus Interesting
Analysis



Plus Minus Interesting



Awareness on company policies.
Monitor employees closely.
More strict management.



lay off employees who does not 
want to comply with company 
policies.



Reinforcing company policies with 
a more strict regime.



Created by Dr. Edward de Bono, the PMI analysis 
encourages a diverse, non traditional and more creative 
way to creating effective solutions.
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Evaluating solutions
• Placing meetings to better explain and reinforce the policies of the



company could result in a change of employee’s behaviour and
decrease of tardiness. Employees who are familiar and understanding 
of company policies are less likely to go against said policies.
• Another approach that could be taken with tardiness is simply 



communicating with the employee, understand the reasons why that 
employee is being late and help him/her improve, create a solution 
that would benefit both employer and employee.










Evaluating solutions

•

Placing meetings tobetterexplainand reinforce the policiesofthe

companycouldresultinachangeofemployee’sbehaviourand

decreaseof tardiness. Employees who are familiar and understanding 

of company policies are less likely to go against said policies.

•

Another approach that could be taken with tardiness is simply 

communicating with the employee, understand the reasons why that 

employee is being late and help him/her improve, create a solution 

that would benefit both employer and employee.


image11.emf



Communication plan of the solution
Stakeholder Interest Key interest Communication 



method
Frequency of 
communication



managers high Improving 
workplace 
effectiveness 
and satisfaction



Formal letter 2 times



supervisors medium Retain discipline 
in the workplace



Email and 
telephone



Every working 
day



Staff members moderate Workplace 
satisfaction and 
effeciency



Face to face everyday
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Conclusion
Workplace tardiness can heavily impact work productivity and 
company image. So in order to make the right decision to have a
positive impact on this issue, having a good structured plan based on 
all analysis of the problem could greatly impact the company.
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Introduction
Problem solving is choosing between different options which are best 
suited for a specific situation.



One problem that that every organisation is subjective to is tardiness, it 
can have a significant impact on the outcome of a company. The 
purpose of this presentation is to identify, analyse and use decision 
making to to elaborate a solution for this problem.
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Workplace Tardiness
and its impact



• Scope
This presentation has the aim to identify problems that originate from 
tardiness in the workplace, it is also to identify appropriate solutions 
that are best fitted to deal with these problems.
• Impact
Tardiness in the workplace, especially when it occurs often, can have 
great negative impacts in an organisation, it can affect other employees 
as well as the overall effectiveness of the organisation.
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Literature review on workplace 
tardiness



In an organisation, tardiness is more than just a financial or non 
financial cost, although these are to be taken into consideration there is 
also the negative affect that employee tardiness have in the sector of 
the organisation he/she is positioned in.
Tardiness in the workplace place when not managed properly could 
also lead to other employees to start a pattern of tardiness.
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My experience
• I have experienced work the same colleagues being repeatedly late  in 



my current workplace.
• This tardiness has affected not only one area of the workplace but all 



others.
• Employees were dependent on this one employee to begin work (this 



being due to the fact that this is a Jewish butcher factory and non 
Jewish employees were not allowed to open the fridges without a 
rabbi in the factory).
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Analysis of problem
SWOT Analysis



Strength
Decreasing workplace tardiness from employees may 
increase overall performance and may offer a better 
service from the organisation.



Weakness
If the approach to dealing with tardiness is not done 
correctly, employers could lose staff and decrease 
even more work productivity.



Opportunities
If employees are to eliminate tardiness, the 
organisation could could complete tasks more easily 
giving less stress to employees.



Threats
If employees are not given an incentive or some sort 
of punishment for being late, it could cause the 
organisation to lose credibility.
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