
“Problems cannot be solved at the same level 
of awareness that created them.”

- Albert Einstein
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Four Steps to 
Solving Problems

Define the 
problem

1

Determine 
the root 
cause

2

Develop a
solution

3

Implement
the solution

4

Outcome: 
  Problem   
   definition

  Outcome: 
Description of  
the root cause

Outcome: 
Solution 
statement

Outcome: 
Action plan
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Step Outcome ResourcesKey Actions

Step 1:
Define the 
problem

Step 2:
Determine 
the root 
cause

Step 3:
Develop a 
solution

Step 4:
Implement 
the solution

Problem 
definition

Description 
of root 
cause

Solution 
statement 

Action plan

Problem 
Definition 
Worksheet

Root Cause 
Worksheet

5 Why’s Tool

Analytical Tools

Solution 
Worksheet

Action 
Planning Tool

a. Define the current situation.
b. Define the desired situation.
c. Define the importance of the problem.
d. Define who needs to be involved in 

solving the problem.
e. Define the timeframe for solving the 

problem.

a. Analyze root cause (RCA & 5 Why’s).
b. Describe the root cause.
c. Check the root cause.

S. STATE the solution challenge.
T. TARGET the criteria.
O. Identify OPTIONS to address 

the root cause.
C. CHECK the options against the criteria.
K. KNOW your solution.

S. Clarify the SOLUTION.
P. PLAN out the solution.
D. DO the plan.
C. CHECK to see if the problem is solved.
A. ACT on what you find out.

Problem Solving
Roadmap



4

Workbook Problem Solving ToolS

Copyright © 1997/2013 by Learning Point, Inc. All rights reserved.  Rev. PS 11-13

Supporting  
Analytical Tools

Analytical Tools

1 Problem Solving Roadmap

2 Pareto

3 Process Map

4 Cause and Effect

5 5 Why’s

6 Histogram

7 Scatter Diagram

8 Opportunity Analysis

9 Cycle Time Analysis

10 Variance Analysis

11 Force Field Analysis

12 Team Ground Rules 

13 Team Meetings 

14 Team Consensus 

15 Groupthink

Other

Other

Other

Other

Define Root 
Cause

Solution Implement

1 2 3 4
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Overview

Just because you have figured out the root cause of 
your problem, does not mean that you have solved 
it. 

You must now develop a strategy for addressing 
the root cause. That strategy is your solution. 
Sometimes your solution will be straightforward and 
obvious, but most of the time it will require some 
creative thinking.  

Key Outcome

 A solution statement. 

Key Actions

 Consider the following key actions:

 S) State the solution challenge. 

 T) Target (identify) the solution criteria.

 O) Offer solution options.

 C) Check the options against the criteria.

 K) Know your solution.

Primary Tools

 Solution Worksheet

Define the 
problem

1

Determine 
Root Cause

2

Develop a 
Solution

3

Implement 
the Solution

4

Step 3:
Develop a Solution
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The first step in developing a solution is to clearly state the 
challenge or root cause you are trying to address. This will 
help you focus your ideas.

It is helpful to state the solution challenge in the form of a 
question: 
 

 “What can we do to address the root cause?” 
 

If you’ve already written a problem definition and a 
description of the root cause this will be easy. If you have 
done neither of these, you may want to back up and do steps 
A and B first.

As you consider the solution to be developed, it is important 
to think about the key stakeholders who may impact or be 
impacted by the solution. 

Once you clearly understand the problem and the root cause, 
you are ready to define your criteria, list your options, and 
then evaluate each option against the criteria.  
 

 

State the 
Solution Challenge

Solution Challenge Target Criteria Brainstorm Options

S
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With a clear understanding of what root cause your solution 
is to address, you are ready to define the target criteria that 
must be met in order to create an effective solution. The 
criteria should help describe the desired situation.

Solution criteria should include all factors that are most 
important to the final outcome of your solution. Your criteria 
can relate to: 
 
 	Safety   

 	Quality 

 	Delivery

 	Cost 

 	Morale  

Target (Identify) 
Solution Criteria

Solution Challenge Target Criteria Brainstorm Options

T
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In most problem solving situations, it is helpful to consider 
multiple options.  

Often times, the best option is hidden until you apply further 
thought and creativity. Brainstorming—on your own or as a 
team—is an excellent technique for developing new options. 
The goal is to make sure that you have identified all possible 
and promising alternatives to solving the problem.

You may find it necessary to involve others in identifying 
the options. They may have a different perspective that you 
haven’t considered. Also, as you develop options, be sure to 
gather additional information so that you fully understand 
the option–both its pros and its cons.

Once the options are clear, you can begin to evaluate the 
options against your criteria.

Brainstorm 
Solution Options

Solution Challenge Target Criteria Brainstorm Options

O
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Now that you have listed the solution criteria and identified 
the solution options, you are ready to evaluate options 
against criteria. Be sure you have enough information about 
each option to evaluate it objectively. 

There are many ways to evaluate your options. Some of the 
methods are:

  Yes/No – Does the option meet the criteria? 
A simple yes or no answer will suffice.

	  Rating – How well does each option meet each 
criterion? You can use a scale of 1 to 5, or a (+) and 
(-) system.

	  Ranking – In what order do the options best meet 
each criterion? Here you compare each option against 
each other option.

You may use the method that best meets your needs. Your 
goal is to determine which option best meets your criteria.

Check the Options 
Against the CriteriaC
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Once you have checked each option against the criteria, 
you should determine which option best meets the selection 
criteria and make your final decision. Use the following 
questions to ensure that you are confident in your decision:

	 	Were you able to identify which option BEST MEETS 
the target criteria?

	 	Is that option CONSISTENT with company goals, 
policies, and procedures?

	 	Do you FEEL CONFIDENT that the option will address 
the root cause and solve the problem?

When you know your solution, you will be able to:

	 	Explain the rationale for the solution.

	 	Act with confidence to implement the solution.

	 	Gain commitment and support for the solution.

Know 
Your SolutionK
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State the solution challenge—Write the challenge (root cause) for which 
you need a solution.

Target the criteria—Define the criteria that should be met by the solution. Ensure 
the criteria are MEASURABLE and CONSISTENT with company goals and policies.

Offer options—Identify and list options that will solve the problem by addressing  the 
root cause and meeting the target criteria.

Check the options against the criteria—Select the option that best meets 
the criteria.

Know your solution—Review your solution for CONSISTENCY with company 
goals. Verify that your solution will eliminate the root cause.

3:  Solution Worksheet                                      
Use the Solution Worksheet to help you develop and decide on a solution to your problem.

S

T

O

C

K
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Use the following checklist to help you develop a workable 
solution.

     State the solution challenge
  Did you state the challenge in the form of a question?
  Does the solution challenge describe the root cause?
  
     Target the criteria
  Did you list the criteria that are MOST IMPORTANT?
  Are the criteria MEASURABLE?
  Are the criteria CONSISTENT with company goals and policies?

    Offer solution options
  Have you IDENTIFIED all possible options?
  Have you INVOLVED the right people in identifying the options?
  Have you gathered the necessary INFORMATION? 

     Check options against criteria
  Did you RULE OUT options that did not meet the basic criteria?
  Did you EVALUATE each option against the criteria?
  Did your evaluation help you SORT and PRIORITIZE?
   
     Know your solution will solve the problem
  Were you able to identify which option BEST MEETS the criteria?
  Is that option CONSISTENT with company goals and policies?
  Do you FEEL CONFIDENT that the option will produce results?

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Y N

Checklist for
Developing 
a Solution

Y N

Y N

Y N

Y N

Y N


