Thinking Skills – Decision-Making Strategy

Module:	Decision-Making Strategy
			
Purpose:	 Participants being able to implement thinking strategies to:
· Use information from diverse sources to develop a clear understanding of a problem and its root causes.
· Evaluate the comparative strengths and weaknesses of alternative solutions, including potential risks, benefits, and short and long-term consequences.
· Make informed and balanced decisions appropriate to the goal, context, and available resources.
· Evaluate the effectiveness of selected solutions for future situations.

Logistics: 	 Half day or full day 

Facilitator: Member of the WEM Facilitation Team.

Special Instructions: Not available at this time.

Essential Skills 	Thinking Skills
Decision-making is considered one of 7 sub-skills under a broader category of Thinking Skills. Problem-solving, Use of Memory, Finding Information, Critical Thinking are other examples of the sub-skills.

Transferability to the Workplace 

Benefits to the organization:
· May increase revenue when good decisions are made by most employees.

Benefits to the team:
· May increase efficiency if team members learn to make quick, informed decisions.







Learning Objectives
 
By the end of the session the participants will be able to:
· Identify the 7 steps to decision-making.
· Discuss the 7 steps to decision-making.
· Practice decision-making strategies to workplace example.
· Explore thinking skills strengths and areas of growth.
· Discuss the 4 quadrants of the time-management matrix.
· Evaluate your personal decision-making skills.

Assessment

· Comments and ideas shared throughout the session.
· Data will be collected through the weekly feedback form.

Lesson Plan

Activity: What’s in the bag?

The facilitators will need four bags. Place a small treat inside each bag. Ask for three participants from the group. Each volunteer chooses a bag based on how it looks. Each volunteer can keep his bag, trade it with someone else or trade it for the extra fourth bag. 
Next, each volunteer feels the object inside the bag without looking. Then he has the option to trade again. Finally, each person opens his bag and sees what is inside. 
Debrief: The leader of the activity should ask why certain bags were chosen and what changed their desire for that bag. Ask participants if they felt confident in the decision-made or if there were moments of doubt? 
Ask: 
A) What do you think causes these moments of doubt? 
B) Do you ever experience moments of doubt when making decision in your life? 
C) What do you think is the cause of these moments of doubt when making a decision?

Learning objective: Identify the 7 steps to decision-making.
Learning objective: Discuss the 7 steps to decision-making.

Activity: Making a sandwich

Ask the participants to share with a partner the steps they go through in making a sandwich.

Hand out and review The Decision-Making Process with the participants, Appendix A.

Note: There is the Decision-Making Process Facilitator’s version available, Appendix B.

Work through the steps with practical life and workplace examples. Example: Grocery shopping, planning for a fishing/camping trip, having a barbecue, ensuring you have enough produce/product/material to complete a task at work.

Learning objective: Practice decision-making strategies to workplace example.

Move the participants into small groups, then hand out Decision-Making Practice, Appendix C.

Provide participants with time to work through the different sections of the document. Ideally, we would want to complete one section before moving on to the next.

Debrief – Ask the participants what has been their greatest area of learning so far. The facilitator would scribe their ideas on flip chart paper.


Learning objective: Explore thinking skills strengths and areas of growth.

Activity (Solo)
Hand out and provide the participants with the opportunity to work through Thinking Self-Assessment, Appendix D. 

Note: Provide participants with time to work through the different sections of the document. Ideally, we would want to complete one section before moving on to the next.



Activity: I am good at…

Write the following 3 statements on flip chart paper.

· I am good at….
· It is important to me because
· I learned this … from…

SOLO: Provide the participants with time to reflect on these 3 statements.

Have the participants stand up and create 2 equal lines facing each other. Each participant will have 2 minutes to share their answer to the reflective questions with the person standing in-front of them, then repeat with their partner.  Repeat 2 more times with another person in the line. 

Move the participants back into small groups where they will have the chance to share ideas relating to section 2 of the handout, Thinking Skills Assessment, Appendix D.

Debrief: What is one thing you could see yourself doing differently as a result of these conversations?
 
Learning objective: Discuss the 4 quadrants of the time-management matrix.

Activity: Urgent – Yes or No
Provide each table group with 4 – 6 cue cards. Suggested words on each card:

1) Flat tire on your way to work
2) Running out of coffee at home
3) No one to pick your child up from school
4) Running out of potato chips at home
5) Not having your driver’s license on you when pulled over by a Police Officer (Random check – Everyone is being pulled over)
6) Chipped your tooth

Ask the participants to do the following:
1) First, categorize these topics as either urgent or non-urgent.
2) Second, rank the items with the 2 categories from top priority to not a priority.

Ask: 
A) Was this activity easy for you to do? 
B) What caused this activity to be either easy or not for you?
 
Have the different groups share their ideas so everyone can hear the variety of answers from the room.

Hand out and review the Time-Management Matrix, Appendix E.

Activity: 4 Quadrants 
Ask the participants to find a blank piece of paper and place 4 quadrants on it.  

Working in partners ask the participants to identify 2 to 3 things which take place in their life, work or classroom that could apply to each of the 4 quadrants.

Ask the participants to share their ideas. It is important here to challenge the participants if they have placed an item in a quadrant that it is not suitable for.

Learning objective: Evaluate your personal decision-making skills.

Hand out Decision-Making Reflections, Appendix F.

Provide participants with solo time to reflect and write.

Wrap-Up: What is one word to describe our conversations today? 




Appendix

Appendix A – Decision-Making Process 
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Appendix B – The Decision-Making Process – Facilitator’s version
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Appendix C – Decision-Making Practice
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Appendix D – Thinking Self-Assessment
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Appendix E –  Time-Management Matrix
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Appendix F - Decision-Making Reflections
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Thinking Self-Assessment

Thinking is the ability fo find information, identify and evaluate solutions fo a problem, make
decisions, and plan and organize daily tasks. Strong thinking skills are essential to improving
success in the workplace (e.g. knowing how to deal with a difficult customer or managing
your workload effectively). Complete this self-assessment to help you better understand your
thinking skills strengths and areas you may want to improve. This information can help you
make more informed fraining decisions.

Instructions:

1. This self-assessment focuses on problem solving. decision making. and job-task planning
and organizing. It contains a series of statements that show how thinking skills are used to
carry out tasks. The statements are organized in order of difficulty starting with simple tasks
and progressing fo more difficult ones.

2. Read each statement in Section 1 and place a check mark in the column that best
describes how well you can complete that task. Tip: Consider both your past work and life
experiences as you read each statement.

3. Review your responses for each task. Add the number of checkmarks in the “Yes”,
“somewhat”, and "No" columns and record it in the Total box.

4. If you have five or more in the "Somewhat" and/or “No" columns, you may want to
consider upgrading your thinking skills.

5. Complete Section 2 fo identify your fraining needs.

Section 1: Self-Assessment Decision Making

lcan... Yes Somewhat No

Make decisions when following familiar rules
and fraditions

Use my knowledge and past experiences to
help me make decisions.

Consider all the relevant information available

before making.a decisian

Decide which of several options is most
appropriate.

Explain why | chose a particular decision.
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Thinking Self-Assessment

Section 2: Personal Development

Completing this section will help you identify your thinking skills strengths and areas that you
may want fo improve. You can use this information to help develop your fraining plans

THINKING STRENGTHS:

Look at the "Yes" column in Section 1 for each thinking skl to identify your strengths, and
record them below.

Iam confident that I can...
E.g. apply past experiences to new problems or decisions.

Tip: Consider using your strengths fo help a friend or family member improve their thinking skils.
AREAS FOR IMPROVEMENT:

Look at the "Somewhat" and/or "No” columns in Section 1 for each thinking skill to identify the
areas that you need to develop or strengthen, and record them below.

Iwould like to improve my ability fo

E.g. make sure that minor interruptions do not interfere with my daily life.

Tip: When developing your fraining plan, focus on improving one or two thinking skills tasks at
a fime.
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Time Management Matrix

Urgent

Not Urgent

1-DONOW

1 emergencies, complaints
and crisis issues

1 demands from family
and support workers

0 deadline driven tasks

0 meetings and

2-PLANTO DO

1 planning, preparation and
scheduling

0 researching and
investigating

0 building relationships

0 pointless routines or
activities (if you have the
choice)

Examine requests from
others. Are you the right
person to do the task?

Do you have time to
complete the taskz

Should the person asking
for you to complete the
task be doing it themselves.

|mportant o anticipation and
appointments prevention of problems
© job applications Critical fo success: plan time
slots for these tasks.
Priorifize these tasks
according fo their urgency.
3 - REJECT AND EXPLAIN 4 - RESIST AND DECEASE
 trivial requests from others
1 excessive fexfing, net
{ interruptions and surfing
Not distractions
Important 1 Inappropriate chat, gossip,

and social communications

0 excessive video gaming

0 daydreaming, doodling

These activities are not
productive. Minimize them or
cease doing them
completely.
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Decision-Making Reflections Decision-Making Reflections

A) What have you leamed about decision making? D) Do others influence your decision or are you firm in your own judgment. Did that work out
ornot?z What did you learn from that exercise 2

8) Do you have a better sense of what are urgent and what are non-urgent tasks in your life?

E) What do you think is the most important step in decision-making? Establish evaluation
criteriaz Collect the information? Find altematives? Evaluate the alternativesz Evaluate
the outcome of the decision?

C) Do you have a better sense of when group decisions are more practical than decisions
made on your own?
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The Decision-Making Process

How to Make a Decision

Step 1: Establish evaluation criteria-how do you define “success?

Step 2: Collect the information needed:

Step 3: Find alternatives:

Step 4: Evaluate the alternatives:

Step 5: Make the decision!

Step é: Evaluate the outcome of the decision:

STEP 7: Go back to Step 1 if needed.
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The Decision-Making Process — Facilitator’s version
How to make a decision?

Ask: What types of decisions do you need to make over the course of a day? Do you consult with your friends, family or
other knowledgeable people?

Step 1: Establish evaluation criteria-how do you define “success?”

Itis important to establish criteria by which you will evaluate the decision early in the decision making process. These
criteria tell you what information you need in order to make the decision.

If you are working as part of a group, establishing criteria together ensures that everyone involved knows what the
decision will be judged against. Ask yourself “what does success look like?”, “what will be different as a result of these

actions?”

Step 2: Collect the information needed:

In this step you collect all of the information that you will need to make an informed decision.

Find alternatives:

step

Decisions usually require making a choice between alternatives. Making a successful decision depends on choosing the
best alternative.

Be creative when finding alternatives. Remember that you always have the alternative of doing nothing!
Step 4: Evaluate the alternatives:

Judge each alternative against the criteria you selected. The alternative that meets all o the criteria is probably the best
one.

Step 5: Make the decision!
Make the decision and take the actions needed to implement it

Evaluate the outcome of the decision:

step

Review the outcome of your decision. Was it successful? If faced with the same decision again, would you choose the
same alternative or a different one? Why?

Reviewing the outcome of the decision allows you to improve your decision-making skils.If you are working as part of a
group, evaluate the outcome together. This will improve your group's decision-making skills and improve communication
between group members

Step 7: Go back to step 1if needed:

Upon evaluation, your decision may not have been the right one and things do not go s planned. Go back to step 1 and
see if your criteria was flawed or not specific enough.
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Decision-Making Practice

situation: Helen works at a gas station. She likes her job but is thinking about finding a new
one because she is always short of money. Her mother tells her o cut back on her spending
rather than change jobs. She advises Helen to start by eating at home more often. Helen
thinks about her mom's commentsfand realizes that she does spend a lot of money eating
out. She buys juice and a bagel every morning at work. For lunch, she offen goes to a local
restaurant. She gets take out or goes out two or three times a week for dinner.

For the next two weeks Helen keeps track of how much money she spends on food and
beverages. When she adds up the money at the end of the two weeks, it fotals about
$250.00. Helen also spends some time thinking about why she eats out. She decides it is
most likely because she does not like fo cook and clean, which she would have fo do if she
ate at home.

a) What are three choices Helen might consider to reduce her spending on food? What are
the advantages and disadvantages associated with each choice?

1.

Choice  Disadvantages Advantages

b) Pick the choice that you prefer and explain why. How could Helen put this choice info
actionz
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Decision-Making Practice

2a.Imagine that you have seen a new fruck that you really like, and it costs $42.000.00.
Before you make a decision fo buy or lease this vehicle, what are the key factors you should
consider?

b) What are the advantages and disadvantages of such a purchase?

) How could you make this purchase happen?

d) If you can make it happen, what are the consequences for you and your family? What
will you need to do?
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