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Schematic of the components of a process



AKA a Rapid Process Improvement

3

Explanation of a kaizen/RPI



FACILITATION involves two views (at the same time)
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The macro view

The micro view
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THE PATH:  WHAT IS DIFFERENT? 

• Laying the foundation.

• Improve right away: clean up the process.

Improve the flow in all parts of process.

• Pause…Review the charter again.

• Improvements tied to Continuous Improvement 
efforts.

-
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THE JEEP VIEW

This is the DETAIL:  

WHAT IS TO HAPPEN AT 

EACH STEP IN THE 

WORKSHOP



What’s different?

• Process thinking review

• Give team context.

• Data collection map

• Plan, Do, Study, Act Forms

a. Introductions
b. Administrative items
c. Charter
d. Review background 

packet/flowchart
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TO EXPLAIN WHERE THE WORK OF 

THE RPI FITS
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A LISTING OF DATA TOOLS FOR 

THE  RPI TEAM
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A BLANK PDSA FORM USED TO COLLECT 

IMPROVEMENT IDEAS



a. Walk the process

b. Make spaghetti, handoff 

charts

c. Backlog

d. Estimate times

What’s different?

• Backlog plan
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HANDOFF CHART
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EX. OTHER INFORMATION COLLECTED 

DURING THE WALK-THRU
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EX. DATA COLLECTED ON THE 

BACKLOG
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A PLAN TO 

CLEAR THE 

BACKLOG



a. Conduct step-by-step 

analysis

b. Note times between steps

c. Cause of loopbacks

What’s different?

• Questionnaire for step-by-step 

analysis
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EX.THIS IS WHAT THE TEAM DOES IN A STEP-BY-STEP 

ANALYSIS
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NEW TOOL: HELP THE TEAM DETERMINE HOW TO 

LABEL THE STEPS IN THE PROCESS



a. RPI’s don’t have to be a 

week.

b. Check the charter again.

What’s different?

• Pausing to review the charter
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A WORKSHOP 

CHARTER
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TOOL: TO DECIDE HOW LONG AN RPI CAN BE



a. Data about the amount

of work

b. Kinds of work coming in

c. Different points of entry

d. Appoint a gatekeeper

What’s different?

• Gatekeeper- segregate the work up 

front
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EX. OF SEGREGATI

EX. HOW TO ‘SORT’ INCOMING WORK! DIFFERENT 



a. Minimize batching 

b. Balancing the workload

c. Kanban

d. Push/Pull

e. Error-proofing

What’s different?

• Challenges of takt time

26



27

EX. OF ALTERNATIVES TO TAKT TIME.  WHITEBOARD SHOWS DAILY 

WORK SCHEDULES. 



a. Research industry 

benchmarks

b. Standardization

What’s different?

• Getting to best practices
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THREE DIFFERENT FLOWCHARTS FOR THE SAME WORK



Check in 
client

Determine 
needs

Are they 
eligible?

Client 
receives 
program 
benefits

MAIN TASKS

Best practices in each branch
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TEAM MEMBERS PUT THEIR BEST PRACTICES ON POST-ITS 

FOR EACH ACTIVITY



a. Materials

b. Equipment

c. Physical Environment

d. Organizational Culture

What’s different?

• People ‘miss’ the organization culture
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EX. OF MATERIALS, FORMS.  39 DIFFERENT FORMS USED!

Process supports-MATERIALS
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PROCESS SUPPORTS-Environment/Culture

Lean requires cultural transformation.  

“Lean strategies fail as a result of 

not recognizing this key 

element of success.”
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CULTURE: Employee empowerment is the cornerstone of continuous  

improvement.
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What’s different?

• PDSA forms:  Impact/Difficulty Matrix

a. Develop the improvement 

recommendations

b. Implementation plan
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THIS MATRIX IS USED TO CATEGORIZE DIFFERENT 

IMPROVEMENT RECOMMENDATIONS



a. Team members prepped

b. Oral presentation

c. Continuous improvement 

program

What’s different?

• Example of a daily management system
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CONTINUOUS IMPROVEMENT

EX. PERFORMANCE BOARD FROM A DAILY 

MANAGEMENT SYSTEM
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WHAT’S GOING ON IN MY FACILITATION MIND?

• Do I know the critical junctures/decision places in the 
workshop?

• Do I know when to pull back the team when they need to do 
more work?

• Do I know when tasks are too big for the group and need to 
make mini-teams?

• As the workshop progresses, am I able to start writing the final 
report ‘ in my head’ ?
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Thank you!


