
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.
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Problem Solving Steps: Scenario

STEP 1: Identify the Problem

During a faculty meeting at Riverside Elementary School, teachers expressed that they were worried 
because they began to notice a large influx of students who were more likely to be further behind than 
students that had been enrolled at the beginning of the school year. Oftentimes, these students would 
enter classrooms and teachers would have no instructional information about them.

STEP 2: Collect and Analyze the Data

The team decided to gather the following data to help them gain more insight and identify a root cause:

• Attendance data from the school secretary about the enrollment and withdrawal
• Reading data on students that have transferred from teachers

After careful analysis, they discovered:

• Only 55% of the student body was present from the beginning to the end of the school year.
• There is no baseline data on new students to analyze.

The team agreed there needed to be a uniform system in place to assess students when
they enroll after the beginning of the school year.

STEP 3: Brainstorm and Choose a Solution

After brainstorming, the team came up with several possible solutions:

• Form a school-wide assessment team with one of the purposes being to assess new students. As   
 soon as a new child enrolls, a member will administer a universal screener and give any diagnostic

assessments necessary before the child enters their new homeroom teacher’s classroom.	
• Create a system for the school secretary to request information from the student’s previous  
 school.

		

• Create an online assessment database and store files electronically.
• Homeroom teachers will assess new students the same week they enroll.

The Riverside Team decided to choose the solution of forming a school-wide assessment team as the 
best choice for their school’s needs.
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STEP 4: Implement and Monitor the Solution

The team created an action plan which outlined roles and responsibilities, set timelines, and identified 
necessary resources to make the plan work.

One of the responsibilities of the assessment team was to administer a universal screener and any
necessary diagnostic assessments within 3 days of the child’s enrollment.

The assessments would be pre-prepared in folders that contained everything needed to administer the 
assessments. All a member of the assessment team would have to do is grab and go.

Once a student was assessed, they would make a copy to give the teacher.

STEP 5: Reflect on Outcome

After implementation, the team reviewed the data and noticed that 100% of newly enrolled students 
were being given a universal screener and any necessary diagnostic assessments by the newly formed 
school-wide assessment team.

Teachers were happy because they were able to use the data to immediately place students into small 
groups and provide the appropriate instruction to students that needed intervention.

Next steps are for the team to check-in with teachers and to continue reviewing the progress
monitoring data with them in order to determine if there have been any improvements with the students 
over time as a result of the teachers having the baseline data they need.




