Tool 6.1

Continuous Improvement Tool Index

Title of Tool:
Flow Chart Map

Tool Description:

A Flow Chart is a diagram that represents a process or workflow using a series
of standardized symbols and arrows to depict the sequence of steps and
decisions. It visually outlines the flow of actions, making it easier to
understand how a process works and identify potential issues or areas for
improvement.

Key Features:

« Startand End Points: Represented by ovals or rounded rectangles,
marking the beginning and end of the process.

» Process Steps: Rectangles or boxes are used to represent tasks or
actions within the process.

« Decisions: Diamonds are used to indicate decision points where a
yes/no or true/false question is answered, leading to different paths in
the process.

« Arrows: Arrows connect the various steps and decision points, showing
the direction of flow.

« Inputs and Outputs: Parallelograms represent data input or output
within the process.

o Flow Direction: The process flow is typically represented from top to
bottom or left to right.

Tool Utilization:

« Define the Process: Identify and define the process, procedure, or
system you want to map. It could be anything from a business process
to a workflow or decision-making sequence.
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List the Steps: Break down the process into individual steps. These
should be clear actions or decisions that need to be represented in the
flow chart.

Determine the Symbols; Familiarize yourself with the standard
flowchart symbols:

o Oval: Start and end points.
o Rectangle: Process steps or actions.

o Diamond: Decision points where a yes/no or true/false outcome
occurs.

o Parallelogram: Input or output of data.
o Arrows: Indicate the direction of flow between steps.

Arrange the Steps in Sequence: Place the steps in the correct order,
starting from the top or left. Ensure the flow logically follows from one
step to the next.

Connect with Arrows: Use arrows to connect each step and decision
point, showing the flow of the process. The arrows will indicate the path
the process takes based on different conditions or outcomes.

Use Decision Points (Diamonds): At any step where a decision needs to
be made, use a diamond to represent the choice. From the decision
point, the flow will branch out depending on the outcome (e.g., yes/no,
true/false).

Check for Completeness: Ensure all necessary steps are included and
the flow chart is logically sound. Make sure each decision leads to the
correct next step and that the process has a clear start and end.

Review and Refine: Review the flowchart for accuracy and clarity. If
needed, make adjustments to improve readability or logic. Test the
flowchart with others to ensure it makes sense and is easy to follow.
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Example of completed tool:
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