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Real World Team Leadership Tool 5:  Team Problem 
Solving 

 

 

Date:  ______________________ 
 

Time: __________ to __________ 

 
 

 

Leader: 

Recorder: 

Timekeeper: 

Process Observer: 

Learning Observer: 

Parking Lot Attendant: 

Optional Roles: 

 

 

 

 

 

 
e.g. Phone Coverage, Food, Interpreter 

Participants:  

 

 

Instructions This is a standard format for all 8 tools.  It is designed to help you lead effective, time-
limited work sessions.  Wrapped inside the generic format are the 6 steps you need that 
are unique to implementing Tool 5:  Problem Solving.  Use this tool to fix things. 

Time Steps of the Tool                                                                                 Responsibility 

10 Minutes Meeting Overview  (Note:  This is the standard start for all eight 
work session tools.)  

 Introduce participants, their roles in the organization, 
and their functions in the project 

 Assign meeting roles and ensure that each has the 
tools they need for their role 

 Confirm goals of meeting and the type of meeting this 
is 

 Review and finalize agenda topics and their order in 
this meeting (This is an example of “tell ‘em what 
you’re going to tell ‘em”) 

 Assign times to each topic 

Leader 

____ minutes 

 

1. Define the Problem (Note:  As with each of the other 7 
tools, this first step after the meeting overview is for you to 
lay out all pertinent information, bring the others up to 
speed and define the scope of the situation.) 

a) Specify the general area of concern 

b) Brainstorm a larger list of related problems 

c) Select a specific problem from the list that is most 
important to you to resolve 

Leader 
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____ minutes 2. Identify Root Causes  

a) Brainstorm a list possible causes in the following 
5 areas 

i) Chance 

ii) Policies/Procedures 

iii) Equipment/Resources 

iv) Systems 

v) People 

b) Select and list the ones that are most likely to be 
the cause and easiest to fix 

c) Select a single cause to fix 

Participants, 
Leader 

____ minutes 3. Generate Alternative Solutions to the Cause  (a skill 
applied here:  “going wide” to produce information through 
brainstorming) 

a) Brainstorm a list of possible solutions to the cause 
you selected in 2c 

Participants, 
Leader 

____ minutes 4. Select the Best Solution to Implement  (Note:  As with 
each of the other 7 tools, this step is a “narrowing-in” step 
to bring clarity and closure to the process.)  

a) Produce a matrix of criteria for selecting the best 
solution:  The must haves, the want to haves 

b) Review each possible solution against the criteria 
you have developed 

c) Select the solution that best matches your criteria 

d) Commit to generating an implementation plan 

Participants, 
Leader 

Depends on project 5. Implement the Solution   

a) Take action per project plan to pursue tasks/goals  

b) Monitor progress and needs as they arise 

Participants, 
Leader 

Depends on project 6. Evaluate the Implementation and Modify 

a) Measure process variables and outcomes to 
determine project’s success/deviation with desired 

b) Modify plan and actions accordingly  

Participants, 
Leader 

15 Minutes Administrative Wrap-up  (Note:  This is the standard ending for 
all eight work session tools.) 

 Address issues in Parking Lot 

 Review action items and  accountabilities (what by 
whom by when). Confirm next meeting 

 Provide Process Observer report 

 Provide Learning Observer report 

 Discuss:  Were the goals of this meeting met? 

 

 

Parking Attndnt 

Recorder 

Process Observer 

Learning Observer 

Participants 
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