
Problem Solving Steps

STEP 1: Identify the Problem
What is the problem?

With a team, identify a problem that if solved would have a large impact on achieving your goal.

STEP 2: Collect and Analyze the Data
How can the problem be measured? What is the magnitude of the problem? What is causing the 
problem?

Collect data related to the problem, then analyze it to look for trends. In order to make informed decisions, 
this step is critical because it helps to eliminate bias and preconceptions. At this step brainstorm potential 
root causes, NOT solutions. Use the data you gather as baseline data to later track and see if the solution 
you implement is working.

STEP 3: Brainstorm and Choose a Solution
How can the problem be solved? Which solution(s) will be implemented?

Once root causes for the problem have been determined, it’s time to brainstorm possible solutions. As a 
team, eliminate solutions that may be less effective or less realistic and choose a solution to implement.

STEP 4: Implement and Monitor the Solution
How will it be implemented? How will the data be collected and tracked?

Create a clear plan of action for implementation and monitoring. Use the implementation plan created to 
roll out the new changes. Once implementation has begun, collect data to confirm if there is measurable 
improvement due to the new changes.

STEP 5: Reflect on Outcome
If the solution worked, how will the improvement be sustained? If it did not
work, what is the next step?

Review the data again. Was the problem solved? If the answer is yes, record the process in detail so that 
it can be replicated by others for sustainability, and continue to monitor the process as needed. If the 
solution did not work, repeat this process starting by reflecting on the new information you gathered.




