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deBone Thinking Systems

Imagine it. Your teamn has the skills and techniques they need to
make the best decision. Fast. Smart. Efficient.

It's not impossible. In fact, it's simple. Once they know how. That's
where Dr. Edward de Bono's Six Thinking Hats® comes in.

This systematic method of thinking in a completely new and different
way will provide your employees with skills and tools that they can
apply immediately! See results in days, not months.

It is a simple, effective technique that helps them become more
productive. You and your team members can iearn how to separate
thinking into six distinct categories. Each category is identified with
its own colored metaphorical "thinking hat." By mentally wearing
and switching "hats," you can easily focus or redirect thoughts, the conversation, or the meeting.

The difference between brilliant and mediocre teams isn't so much in their collective mental

capacity, but in how well they can tap into their collective wisdom and how well they function
together. After your team learns the skills behind the Six Thinking Hats® system they'll:

10/15/2015 11:09 AM



de Bano Thinking Systems | Six Thinking Hats® http://www.debonoﬂlinkingsystems.com/tools/ 6hats.htt

Hold critical meetings without emotions or €gos making bad decisions

Avoid the easy but mediocre decisions by knowing how to dig deeper
® Increase productivity and even more important -- be more effective
® Make creative solutions the norm

® Maximize and organize each person's thoughts and ideas

Get to the right solution quickly and with a shared vision

The Six Thinking Hats (or modes)

The White Hat

The White Hat calls for information known or needed.

The Red Hat

The Red Hat signifies feelings, hunches and intuition.

The Black Hat

The Black Hat is judgment -- the devil's advocate or why something may not work.

The Yellow Hat

I .

The Yellow Hat symbolizes brightness and optimism.

The Green Hat

The Green Hat focuses on creativity: the possibilities, alternatives and new ideas.

The Blue Hat

The Blue Hat is used to manage the thinking process.

]

To find a Six Thinking Hats® training seminar or certification course near you, please refer

to the Trainin or contact an Authorized Distributor in your region.

HOME DISTRIBUTORS

2of2 10/15/2015 11:09 AM



Page 1 of 1

to put on neut, thinks about the process of thinl

White: pure facts, only data & information, don’t interpret, stay
neutral to the facts, be objective. Bulld up a picture of all the fads

Bladi: what's vrong with it, negative aspects, play devil's
advocate. UWhy won't it work? What is the logic of its failure?

Red: what do you feel about it, what do your fear, love, hate, feel angry about
it?Do you have any hunches, what’s your gut feeling, does it feel right?

i Yellow: what’s great about it, what are the things which will make it
L o= work? How can we get it to work better? Proposals, suggestions...

Green: How can we develop a new view? How can we grow this thing?
what 1l provoke new ideas, new approaches, different solutions..

Six thinking hats - Edward de Bono >

http://www.xasa.co.za/resources/Tools/images/6Hat.gif 5/22/2012
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Defining a Process with SIPOC

What is SIPOC?

SIPOC is an abbreviation of:

Suppliers — Inputs — Process — Outputs — Customers

It provides a “template” for defining a process, before you begin to map, measure, or improve it.

Why use it?

Whenever you are planning to start some process management or improvement activity, it’s
important to get a high-level understanding of the scope of the process first. A SIPOC Process
Definition helps the Process Owner and those working on the process to agree the boundaries of

what they will be working on.

It provides a structured way to discuss the process and get consensus on what it involves before
rushing off and drawing process maps.

How to use it

To create a SIPOC process definition:

1. ‘Agree the name of the process. Use a Verb + Noun format (e.g. Recruit Staff).

2. Define the Outputs of the process. These are the tangible things that the process produces
(c.g. a report, or letter).

3. Define the Customers of the process. These are the people who receive the Outputs. Every
Output should have a Customer.

4. Define the Inputs to the process. These are the things that trigger the process. They will
often be tangible (e.g. a customer request)

5. Define the Suppliers to the process. These are the people who supply the inputs. Every
input should have a Supplier. In some “end-to-end” processes, the supplier and the

customer may be the same person.

6. Define the sub-processes that make up the process. These are the activities that are carried
out to convert the inputs into outputs. They will form the basis of a process map.

© 2008 Improvement Skills Consulting Itd. Registered in England number 06427548
Registered Office: 204 Blind Lane, Flackwell 1eath, High Wycombe P10 9LE
Tt +44 (0)7850 728506 E: info@improvement-skills.co.uk W: www.improvement-skills.co.uk
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Defining a Process with SIPOC

SIPOC Example:
Process: Recruit Staff
Suppliers |Inputs Process Outputs Customers
Line Manager Requesttofilla | 1. Specify needs New member of | Line Manager
vacancy 2. Authorise staff
recruitment
3. Place adverts
4. Assess
applicants
5. Offer
appointment

6. Confirm start

Above is a simplified example of a SIPOC. In practice, you may need to include several other
suppliers (e.g. Candidates, Recruitment Agencies) and other customers (HR Dept., Candidates).

Adding more definition:

There are several elements that you can add to make a SIPOC process definition more useful...

Include a Process Purpose statement. Define why the process exists; .g. the recruit Staff process
exists to provide the right people, with the right skills at the right time. The purpose should reflect a
benefit to the organisation, not simply be a re-statement of the name of the process.

Identify the Process Owner. Decide who is the single, named individual with responsibility for the
end-to end process. That person needs to be involved in any definition and improvement activities.

Define the start and end-points of the process. These will be the first and last activities on the
process map. Note that some processes may have multiple start and end points.

Define any boundaries, or scope limitations for the process. For example, does the process deal
with all types of customer, or just some (e.g. Retail vs. Business Customers)? Or, does the process
only deal with a particular type of transaction (e.g. high risk vs. low risk)? These boundaries can
help you decide whether you need more than one process map, or if everything can be inchided in
one map.

© 2008 Improvement Skills Consulting I.td. Registered in Tingland number 06427548
Registered Office: 204 Blind Lane, Ilackwell Heath, I1igh Wycombe 11P10 911
Tt +44 (0)7850 728506 Ii: info@improvement-skills.co.uk W: www.improvement-skills.co.uk
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Getting it right

To be useful, your SIPOC process definition needs to follow the basic steps listed above. There are
some common errors that people make when defining a process. Here’s how to avoid them. ..

Good practice Common errors
Process names define how you | Use Verb + Noun format: Names that use the “past
“do stuff”; no more, no less. e.g. “Recruit Staff” or “Prepare | tense™
Reports™. e.g. “Staff Recruited”, or
“Reports Produced”
Process names should not Use the Process Purpose Names that define what the
define performance Statement to define why the process is trying to achieve:

requirements or improvement
objectives.

process exists. That will help
you to identify improvement
objectives and performance
measurements.

e.g. “Recruit Staff Quickly”, or
“Improve Report Timeliness”.
These are improvement
objectives, not names of the
process.

Outputs should specify what
the process delivers, not what it

achieves.

Outputs are “things”. They
may be right, or with errors.
They may meet customer

Outputs that are actually
cutcomes; e.g. “Satisfied
Customers™ or “On-time

needs, or not. Reports™.
Inputs should specify what Inputs are “things” provided by | Staff and other resources
triggers the process and what suppliers to the process. included as inputs. They don’t
gets “worked on” by the trigger the process and don’t
Process. get worked on by it.

Policies and Rules included as
inputs. These guide the
process, but don’t get worked
on by it.

© 2008 Improvement Skills Consulting 1td. Registered in England number 06427548
Registered Office: 204 Blind Lane, Flackwell 11eath, [{igh Wycombe HP10 9LJ2
T: +44 (0)7850 728506 E: info@imptovement-skills.co.uk W: www.improvement-skills.co.uk
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Defining a Process with SIPOC

SIPOC Summary

Sub-process o
Policies steps boaatrol )
& Rules s .
7 ‘ A
Input Output
; Process Name
5 (Verb + Noun} !
Suppliers Customers
Process Cwner
Staff & Resources

© 2008 Improvement Skills Consulting Led. Registered in Iingland number 06427548
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SIPOC Process Definition Template:

Process:

Purpose:

Owner:

Suppliers |Inputs

Process Outputs Customefs
Steps B '

Boundaries:

Start-point:

End-point:

Includes:

Excludes:

© 2008 Improverent Skills Consulting 1.td. Registered in Tingland number 06427548
Registered Office: 204 Blind Lane, Ilackwell ITeath, High Wycombe 1TP10 9113
T: +44 (07850 728506 1i: info@improvement-skills.co.uk W: www improvement-skills.co.uk
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SIPOC Diagram
ADVERTIBEMENTS
font size Frint | 5 comments
Rate this item (28 voies)
" . . Related articles
A SIPOC diagram Is a tool used by a process improvement team to identify all relevant elements of a
process improvemnent project before work begins. Read more about SIPOG, view samples, and * Using the DMAIC Model to Achieve Buy-in
download templates. . - S .
Harvesting Value in Transactional Processes with

Lean Six Sigma
The Cause and Effect {a.k.a. Fishbone) Diagram

Many recent inquiries and discussions have focused on the SIPOC diagram — a tool used in the Six : rcal DOE Explained (Free Templtol
Sigma methodology. Bacause of the interest level, a further explanation is presented here along with MBS Sractice *plained {Free Templats)

a sample and template for your use.

By Kerri Simon

" Six Sigma Project Charter

A SIPOC diagram Is a ool used by a team to identify all relevant elements of a process improvement
project before work bagins. It heips define a complex project that may not be well scoped, and is typically employed at the Measure phase of the Six Sigma

DMAIC methadology. It Is similar and related to Process Mapping and 'In/Out Of Scope' tools, but provides additions! detall.

The tool name prompts the team to consider the Suppliers (the 'S" in SIPOC) of your process, the Inputs (the ') to the process, the Pragess (the 'P*) your team
is improving, the Outputs (the 'C") of the process, and the Customers (the ‘C') that receive the process outputs. In some cases, Reguirements of the
Cuslomers can be appended to the end of the SIPOC for further detail.

The SIPOC tool is particularly useful when itis not clear:

*  Who supplies Inputs to the process?

» What specifications are placed on the Inpuis?
* Who are the true Customers of the process?

= What are the Requiremenis of the customers?

Sample SIPOC Diagram

A SIPOC diagram is a tool usad by a team to identify all relevant elements of a process improvement project before work begins. It helps define a2 complax
project that may not be wall scoped, and is typically employed at the Measure phase of the Six Sigma DMAIC methodology.
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Steps To Complete The SIPOC Diagram

SIPOC diagrams are very easy to complete. Hers are the steps you should follow:

http://www.isixsigma.com/index.php?option=com_k2&view=item&id=1013:sipoc-diagra... ~5/12/2011



SIPOC Diagram Page 2 of 2

1. Create an area that will allow the team to post additions to the SIPOC diagram. This could be a transparancy {to be projected by an overhead) made of the
provided tempiate, fiip charts with headings (8-1-P-0-C) written on each, or headings written on post-it notes posted to a wall,

2. Begin with the Procass. Map it in four to five high level steps,

3. Identify the Qutputs of this Process.

4. ldentify the Customers that will receive the Qutputs of this Process,

5. identify the Inputs requirad for the Process to function praperly.

6. Identify the Suppliers of the Inputs that are required by the Process,

7. Optionai: ldentify the prefiminary requirements of the Customners, This will be verified during a later step of the Six Sigma measurement phase.

8. Discuss with Profect Sponsar, Champion, and other involved stakeholders for verification.

SIPOC Templates

Adobe Acrobat (.PDF)

Microsoft PowerPoint (.PPT)

Tagged under SIPOC Template

Social sharing
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Fictitious Car Dealer Example
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