WNA’s HR Solutions  –  Your Way    ►    Using Gap Analysis to Bridge Any Gap                                                           W.N. Associates Inc.


Examining areas of concern around HR issues is a daily occurrence for Human Resources personnel and often, there is a major issue to address. 

For this reason, I am presenting the following guide to help you make required changes in work related behaviours, procedures, or practices.
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OVERVIEW

WNA’s comprehensive guide to 

“Using  Gap  Analysis

to  Bridge  any  Gap”

Investigate and resolve 

complicated workplace problems.

Instructions

Below are two examples of how 

observations, notes and responses 

are entered into 

‘WNA’s Bridging the Gap” guide: 

1.
Start keying responses inside the box
               
2. Key in an ‘X’ in only one of the boxes for each question: e.g. –

Extremely      Very Much      Sometimes       Very Little       Not at All

               FORMCHECKBOX 
                FORMCHECKBOX 
               FORMCHECKBOX 
                  FORMCHECKBOX 
                 FORMCHECKBOX 
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Six Stages to “WNA’s Bridging the GAP”

1. Where are we with an issue?

Define & assess the present state and current performance of a practice
2. Where do we want to go?


Identify a selected future desired performance after a review of all data

3. What’s different between where we are and what we want?

Define the GAP – the differences between the current and desired practice

4. What obstacles may block success?

Review barriers and determine the value of the future desired performance
5. What is the best route to get there?

Prioritize, design and implement a well-defined action plan to guide the change

6. How will we know when we get there? What action is required?


Carry out the plan to reach the desired outcome



101  HR  ‘PRACTICES’ 

There are within each organization, impressive ideas, significant methods, talented people and superior processes that contribute to the success of a company. These ‘practices’ are supported regularly because they apply to successful management, administration and the myriad of activities handled daily and therefore are the easiest practices to endorse and accordingly continue building upon. 

In addition, and of more immediate concern to HR, is any situation where change is necessitated because of a perceived shortcoming – those that impede continued success. The goal in this guide is to focus on providing a realistic framework in which to challenge an ineffective practice. Below is a list of some of the ‘practices’ where “WNA’s Bridging the GAP” can be utilized as a method to propose, investigate, plan and implement available / relevant alternatives that would work better.
1. Absenteeism

2. Accidental injuries

3. Accommodation

4. Awarding contracts 

5. Attendance / absence policy

6. Benefits policy

7. Bribery

8. Bullying 

9. Business travel

10. Capability issues

11. Career development

12. Chain of command 

13. Classifying functions

14. Coaching process 

15. Communication strategies

16. Compensation policy 

17. Computer use / misuse

18. Confidentiality 

19. Conflict of interest

20. Conflict resolution procedure

21. Consultant use

22. Corporate secrets

23. Credit checks

24. Customer treatment 

25. Delegating style

26. Discipline procedures

27. Discrimination

28. Diversity training 

29. Downsizing strategies

30. Dress code / wearing apparel 

31. Drug / alcohol abuse

32. Education grants / assistance 

33. Employee burnout 

34. Employee involvement

35. Employee transfers

36. Equipment / furniture acceptability

37. Exit interviews 

38. Family leave policy

39. Flexible work schedules

40. Fraud

41. Grievances

42. Handling whistle blowers

43. Harassment

44. Hiring process

45. Hostile environment claims 

46. Hours of work

47. Incentive schemes 

48. Ineffective boss

49. Information transfer

50. Inter-department competition

51. Interpersonal relationships

52. Intimidation 

53. Leadership style

54. Legislation compliance

55. Loss & grief

56. Making staff changes

57. Management style

58. Meeting management 

59. Military leave 

60. Motivating style 

61. Negativity by employees 

62. Office configuration

63. Office romances

64. Orientation process

65. Overtime

66. Outsourcing 

67. Parking policy

68. Passive-aggressive behavior

69. Pension 

70. Performance feedback

71. Personal habits

72. Planning process

73. Privacy

74. Problem staff behaviours

75. Promotion policy 

76. Protective gear 

77. Relationships

78. Respect

79. Retention

80. Rewards policy 

81. Safety policy

82. Severance pay policy 

83. Sexual harassment

84. Smoking

85. Staff conduct

86. Stress

87. Team building process

88. Testing policy 

89. Temp staff usage

90. Terminations

91. Texting, Twittering, Emailing

92. Theft

93. Training availability

94. Training style / process 

95. Treatment of staff & clients

96. Turnover 

97. Values and ethics- action discord

98. Violence at work 

99. Vision / mission - action discord

100. Work-life balance

101. Workplace atmosphere 


State an issue that concerns you enough - to investigate an alternate approach?
Issue:            
Preview notes

Capability issues and conflicts occur almost daily in the workplace and it is often up to Human Resource personnel to investigate and resolve them. “WNA’s Bridging the GAP” is a systematic, comprehensive guide to managing required changes in the more involved work related behaviours, procedures, or practices. 

Gap Analysis in Human Resources facilitates comparison of a current practice with some future desired performance and leads to development of a process to initiate effective improvements and implement a well-defined action plan to meet the specific requirements to bridge the gap. 

The process begins with data collection and qualitative research to recognize the gap. In the following electronic document, you will find questions that are presented to guide the reader though a GAP Analysis and planning - to resolution of a work related problem. To pull together qualitative information, spaces are provided where responses and notations can be entered. Highlight a box and begin typing.

In order to collect as much relevant quantitative data as possible, many questions have ‘check boxes’ for ratings that can be completed.

When all sections are finalized, the document can be saved electronically and a copy printed as your record.


1. “Where are we with an issue?” 


   Define and assess the present state and current conditions of an issue
State the current ‘practice’ that is in question and needs to be changed - (defined as: an issue, a termination, a cultural issue, strategic issue, method, policy, procedure, team, function, division, communication, transaction, product, supplier, operation, activity, group, action, behaviour, etc.)

Organize key quantifiable data and qualitative research with current relevant information. I.e.: to discover - - - “What is the current practice and how much does it result in added costs / losses, lowered employee morale or missed opportunities?” In the box below, outline the issue clearly in its entirety and state why it is relevant.

The issue defined:            
Relevance

1. In the three boxes below, list specific negative affects of the issue and negative reactions to the issue from staff or clients. How does the problem inhibit success? Confirm or refute assumptions about the situation. 


Rate the degree of  each negative effect on the scale provided by inserting and ‘X’ in only one of the boxes:

a      
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

b      
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

c      
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

2. Under what circumstances did negative results present?
Circumstances:       
How often do negative effects of the issue present 

         Extremely      Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   
Why and by whom?       
3. Why is the change deemed necessary? By whom?

4. Who are the key players involved in this issue? How?
Key players:       
5. Which aspects of the current practice or situation are of value, and can continue? State why they are positive attributes. 


Rate the degree of relevance on the scale provided by inserting and ‘X’ in only one of the boxes:

a      
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

b      
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

c      
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

6.
Who is most negatively affected by the situation?  How? And To what degree is each obstructed? 


Rate the degree that each is obstructed or negatively effected on the scale provided by inserting and ‘X’ in only one of the boxes:

Name:       
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Name:       
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Name:       
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Summary of research to this point

How serious is the problem?

Extremely     Very Much    Sometimes       Very Little      Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

1.      
2.      
3.      
4.      
5.      
6.      
7.      
8.      
7. Use the information from the previous pages to restate the issue and its seriousness in concise point form notes In the box below:

Accountabilities

1. Whose problem is it? (a specific individual’s, a group’s, the company’s?) Specify.
Who?       
2. Why is it their problem?
Why?       
3. Why has it become your challenge in Human Resources?
Why?       
Name:      
Name:      
Name:      
Name:      
Name:      
Name:      
Name:      
Name:      
4. Which employees will be (must be) consulted as part of the process to consider what must be done and how?
Measure and quantify the issue 

5. Briefly list the consequences of continuing the practice or behaviour in its present form. (I.e.: added costs, losses, lowered employee morale, lost time or missed opportunities, etc.)
In the accompanying scale, rate the degree to which each unacceptable productivity or operational consequence has a negative impact?
Consequence 1:       
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Consequence 2:       
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Consequence 3:       
           Extremely     Very Much    Sometimes   Very Little      Not at All

          FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

6. What solutions / ideas have been attempted to this point (successfully or unsuccessfully)?

By inserting and ‘X’ in only one of the boxes on the scale provided: rate the ways that each positively affected the existing issue? 

Solution / idea 1:       
Positively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Solution / idea 1:       
Positively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Solution / idea 1:       
Positively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Solution / idea 1:       
Positively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

7. In what ways did each negatively affect the existing issue? How?


And to what degree (check the appropriate box)?

Solution / idea 1:       
Negatively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Solution / idea 1:       
Negatively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Solution / idea 1:       
Negatively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Solution / idea 1:       
Negatively effect           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Bridge management 

8. How conducive to change is the atmosphere within the company, team, or department? 

Extremely     Very Much    Sometimes       Very Little      Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

9. What factors could impede change? Why? How?

By inserting and ‘X’ in only one of the boxes on the scale provided: rate the extent to which each factor impede change? 
Factor 1:       
Impede change           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

Factor 2:       
Impede change           Extremely     Very Much    Sometimes   Very Little      Not at All

        

  FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   




Amalgamate the pertinent quantifiable data and qualitative research gathered to this point and - - - in the space below, rewrite a concise summary of the issue (practice) and your findings as to why change is required. Confirm your rationale for change as clearly as possible. (Why change?) 

Current Practice:

     
Why change?

     



2. “Where do we want to go?” 


  Identify Desired Alternate Practice

Establish realistic ‘wants’ for the future: i.e.: “What change would you like to see happen?” “Where do you want to go?” Suggest the most beneficial competencies, behaviours, processes or success factors, and the expected performance level.

Write a concise, accurate summary of the desired performance / practice and the expected positive results that you want to occur when implemented and the major hurdles/ barriers to overcome.

Resolved to:

GOAL:       
Resulting in:

Result:       
Major Barriers:

Barrier 1:       
Barrier 2:       
Barrier 3:       
Barrier 4:       
How could the resolution on Page 13 above generate positive results?

1.  When do you want the preferred new solution (alternate practice) to be in place?

Rate the performance level would you expect?

When?:       
Performance level        Extremely High     Very High      Average           Low      Very Low

        

       FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
        FORMCHECKBOX 
   

2. What positive results do you want?

     
3. When would you expect to see positive results?
     
4. Who has the authority to establish and institute realistic ‘needs’ / ‘wants’ for the future?
     
5. Does this person want the change and see its value?
                   YES                        NO

        FORMCHECKBOX 
          FORMCHECKBOX 

6. Who will lead the process of identification and change?
     
7. Who else must be involved? In what capacity?
Name: 

     
Capacity:     
Name:

      
Capacity:     
Name: 

     
Capacity:      
How will I recognize success?
Overall, to what degree is the suggested change going to be useful, possible and valued to those mentioned in #’s 8, 9 and 10 above?

           Extremely High   Very High     Moderately High    Low             Very Low                                                     
          FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

8. What positive effects / results will the change generate? Look ahead. What do you anticipate the most beneficial competencies, behaviours, processes or success factors of the new practice will be? How will each factor (competencies, behaviours, processes or success factors) contribute to company / team / individual success? 

     

Summary of potential positive results of suggested alternate practice
Based on the above information, write a brief, point-form summary of why and how this solution may generate positive results.

1.
     
2. 
     
3. 
     
4.
     
5.
     
6.
     
7. 
     
8. 
     


Risks, threats and constraints (imposed and perceived)

9. What other data is available pertaining to this management practice (one that negatively affects business priorities and/or operations)?
     
10. What are all the credible causes of a problem? Distinguish symptoms from causes. Separate reality and facts from beliefs. Substantiate the cause(s) of the problem.
     
11. What other groundwork is required to cover all bases?
     
12. What immediate  barriers can limit progress or acquisition at this point in time?

     
13. What would a successful change be worth to each person / the company / department? Select and gather all the possible sources of information.

     
14. Consider Peter Drucker’s mnemonic, SMART goals: Is the new practice “SMART”: Specific, Measurable, Agreed to, Realistic, Time sensitive.   Rate each on the scales provided.
Specific

Extremely      Very Much      Sometimes       Very Little       Not at All

  
   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

Measurable

Extremely      Very Much      Sometimes       Very Little       Not at All

 

  
   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

Agreed to

Extremely      Very Much      Sometimes       Very Little       Not at All

  
   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

Realistic

Extremely      Very Much      Sometimes       Very Little       Not at All

 

 
   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

Time sensitive 
Extremely      Very Much      Sometimes       Very Little       Not at All

  


   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

      
Summary

Define barriers to making the change

1. Below, summarize the current practice and the best possible alternate solution (consider significant performance factors, qualities, characteristics, etc.).
2. Note critical differences between each factor. 
3. Restate the barriers, risks, threats and constraints (from P.13) that remain relevant.
Current Practice

     
(from p.11)
Desired Goal

     
(from p.12)
Remaining Barrier(s)

     
(Expand on P.18 below)



Engage major barriers

(from page 13)
Reaffirm and engage the barriers that persist below and state how you can best approach specific barriers to overcome or circumvent them using the guide provided. 

Now is the time to engage the obstacles to overcome / control those you can.

Barrier 1      
What are its affects?      
Major bottleneck(s) to overcoming it?       
Preferred result? When?      
When is the time to engage it?      
Who can best handle resolution of the barrier?      
What resources are available?      
What support must be secured?     
Other Information required.     
Barrier 2      
What are its affects?      
Major bottleneck(s) to overcoming it?       
Preferred result? When?      
When is the time to engage it?      
Who can best handle resolution of the barrier?      
What resources are available?      
What support must be secured?     
Other Information required.     
Barrier 3      
What are its affects?      
Major bottleneck(s) to overcoming it?       
Preferred result? When?      
When is the time to engage it?      
Who can best handle resolution of the barrier?      
What resources are available?      
What support must be secured?     
Other Information required.     
3. “What’s different between where we are and what we want?”



Define the GAP


Expose differences between current practice & desired goal

Ask again, “Does the change meet the following requirements?

 REQUIRED               REALISTIC               SPECIFIC         
     RELEVANT     

YES         NO            YES      NO             YES        NO               YES       NO         

 FORMCHECKBOX 
      FORMCHECKBOX 
        FORMCHECKBOX 
     FORMCHECKBOX 
         FORMCHECKBOX 
     FORMCHECKBOX 
          FORMCHECKBOX 
     FORMCHECKBOX 
        
   VALUED      
     MEASURABLE             TIMELY           
      AGREED TO    

YES         NO            YES      NO             YES        NO               YES       NO         

 FORMCHECKBOX 
      FORMCHECKBOX 
        FORMCHECKBOX 
     FORMCHECKBOX 
         FORMCHECKBOX 
     FORMCHECKBOX 
          FORMCHECKBOX 
     FORMCHECKBOX 
        

Define each relevant factor and state how it has an affect.

From the list below, check the significant factors, qualities or characteristics that indicate relevant differences between the current practice and the desired goal. (Note explanations beside the factor if required.) Below each, rate the impact that each has on the issue (from ‘extremely high’ to ‘very low)’. (At the bottom of this list, add additional factors that you consider relevant.)
 FORMCHECKBOX 
 productivity       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 good will       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 relationships       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 communication       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 costs       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 sales       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 operations       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 management       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 staff       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 union contracts       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 clients       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 function       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 procedures       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 policy       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 employee actions       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 processes       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 cultural shift       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 strategic shift       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 funds        
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 management practice        
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 methods       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 skills / skill level       
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 

 FORMCHECKBOX 
 other        
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 
 

 FORMCHECKBOX 
 other        
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 
 

 FORMCHECKBOX 
 other        
Extremely      Very Much      Sometimes       Very Little       Not at All

   FORMCHECKBOX 
            FORMCHECKBOX 
            FORMCHECKBOX 
             FORMCHECKBOX 
            FORMCHECKBOX 
 

4. “What obstacles may block success?”



Review desired alternate practice and resolve remaining barriers

Desired Goal:

     
Resulting in:

     
The purpose here is to a) review the available data, qualitative research and previous responses related to the practice that negatively affect business priorities and/or operations. 
b) review the most positive approach (desired goal). i.e.: “What value does achieving it have?” “How are these problems and inefficiencies and their related causes best overcome?”

and c) re-examine remaining barriers to making a successful change.

1. Reflect. Can you afford to make the adjustment to the alternate practice? 

YES              NO

         FORMCHECKBOX 
            FORMCHECKBOX 

2. Reflect. Can you afford not to make it?
YES              NO

         FORMCHECKBOX 
            FORMCHECKBOX 

3. Do you consider the change possible to make, given available resources and commitment from senior executive?

YES              NO

         FORMCHECKBOX 
            FORMCHECKBOX 

4. Who is selected to prepare an accurate summary and to keep the records to this point?

     
5. Restate the end-values or rewards anticipated / expected, hoped for {(E.g.) increased productivity, good will, positive relationships / communication, cost improvements, business increase, etc.}

     
6. Review and confirm the amount of investment required for corrective action to bridge the GAP: time, energy, money, resources, etc.

     
7. What other relevant information can be drawn upon?

     
8. What strengths and limitations of people, technology, departments, etc. must be considered?
     
9. What is most likely to happen if no change is made?
     
10. Again, confirm the intended consequences of the change - - - what do you want to see happen? 
     
11. Are all of the barriers resolvable?
YES              NO

         FORMCHECKBOX 
            FORMCHECKBOX 

 How can the remaining barriers be resolved? 

Barrier 1 

     
Barrier 2

     
Barrier 3
     
Barrier 4
     
Assign the barriers to team members on the ‘Project Plan’, P. 30 & 31 below

5. “What is the best route to get there?”




 
  Prioritize and plan the intervention

Generally, most plans that collapse, fail because they fall apart at the execution phase. Decide who will control and manage the plan? Initiate effective improvements and implement a well-defined action plan to meet the specific requirements to bridge the GAP. 

If you choose to institute the alternate practice, consider the promise it holds. 
1. Who will the Executive appoint (or who will volunteer) to lead the project and construct well-defined performance improvements from the GAP Analysis? (See Pages 23-26 below for other responsibilities.)

     
2. Whose perspectives must be considered? Who is affected by any shift in the practice?

     
3. Confirm that senior staff views the new practice to be required, useful, possible and valued and supports the change.

     
4. How will you secure definitive commitment from all stakeholders before proceeding?

     
5. How and when will the leaders of the organization be required to demonstrate commitment?

     
6. List the barriers, obstacles, hurdles, and resistance that have been resolved. List those barriers that persist.

Barriers Resolved to this point 

     
Barriers that persist at this point

     
7. What are the available options to overcoming each of these hurdles?  
     
 Repeat: 

Define the barrier? What are the major bottleneck(s) to overcoming it? Who will handle resolution? When is the time to begin? What resources are available? What support is secured? Preferred result? When? (Schedule the challenges below on Page 31)

     
8. How will you confirm that Senior Management continues to be committed to the desired goal? 
     
9. Confirm the investment (energy, time, money and resources) that is required to make changes (to bridge the GAP to the desired practice / goal)?
     
10. How and when will approvals for changes be determined / made?

     
11. How and when will all management personnel be introduced to the new practice?

     
12. Who will present the new course of action?

     
13. Who will sell it (bring understanding to the goal) and what media will be utilized (I.e.) discussion, classroom training, coaching, examples etc.?

     
14. What will adherence to the new practice look like?

     

6. “How will we know when we get there?”


      Carry out the plan

Preliminary thoughts: 

· To bridge the GAP, create a framework for managing learning; follow your implementation plan utilizing practical training and professional coaching. 

· Note all successes and continually identify concerns that arise - drawbacks or lack of progress. Consider and discuss any possible hurdles / barriers that could impact progress and discuss potential options.
· Focus individuals on their role in advancing solutions that build on success. Foster cooperation.
· Review and create a summary (P.26 below) to ensure basics to planning the performance objective are recorded. Do periodic assessments and adjust / improve approaches to tasks. I.e.: “Which practices must continue, what obstacles could have a negative impact progress and what adjustments must be made to the plan to ensure that progress continues?” Clarify and provide remedies for ongoing concerns. Continuous, full communications with all stakeholders is a major part of a well-defined action plan to meet the specific requirements to bridge the GAP? Use your responses to the following 20 questions as a way to maintain focus and interact with relevant others.

1. Who will sponsor / champion the plan - to lead, initiate and implement improvements?

     
2. Who will timetable a plan and accelerate / moderate the pace of implementation?
     
3. What is the anticipated timeframe for implementation?
     
4. Look ahead again. If you make the change, what impact will it have to success?

     
5.  What additional costs are associated with implementing the new practice have emerged?

     
6. What promise does the new practice hold; what negatives could present?
     
7. What adjustments and additions / deletions can be made to the wording of potential solutions?

     
8. Try out the selected solution again, “mentally” to its logical conclusion and success or fall-out.

     
9. Who will be the ‘check and balance’ to continuously assess effectiveness, check and evaluate information - to do periodic assessments to accumulate appropriate critique? 
     
10. When can you reasonably expect to see positive results?

     
11. How will you explore how all stakeholders view the change? Weigh limitations and advantages of each critique.

     
12. Who will create the learning development and training / coaching program to manage the GAP?
     
13. How will practical training and professional coaching for the target group be conducted? Who will do the training? 

     
14. How will drawbacks or lack of progress be controlled?

     
15. Who will develop future remedies for continuing concerns
     
16. Who will be responsible for continually identifying and resolving concerns through periodic assessments following implementation?

     
17. What rewards or benefits will be attached to the change?

     
18. How can cooperation and commitment among the players be fostered to solidify the new practice?

     
19. Who will report results – to whom?

     
20. What reviews will be conducted (how often and by whom) to ensure ongoing adherence to the performance objective?

     




SUMMARY

Building blocks for the ‘Bridging the GAP’ Action Plan (below)

     GAP Team members                 Time Commitments

	1.      
	Person days      

	2.      
	Person days      

	3.      
	Person days      

	4.      
	Person days      

	5.      
	Person days      

	6.      
	Person days      


Tasks required to bridge the GAP       $ commitments 

	1.      
	$      

	2.      
	$      

	3.      
	$      

	4.      
	$      

	5.      
	$      

	6.      
	$      

	7.      
	$      

	8.      
	$      

	9.      
	$      

	10.      
	$      

	11.      
	$      

	12.      
	$      

	13.      
	$      

	14.      
	$      

	15.      
	$      

	16.      
	$      

	17.      
	$      

	18.      
	$      

	19.      
	$      

	20.      
	$      


    Final approval obtained 
YES                NO

 FORMCHECKBOX 
            FORMCHECKBOX 


Launch date (#1) and planned follow-up meeting dates

	1.      

	2.      

	3.      

	4.      

	5.      

	6.      

	7.      

	8.      

	9.      

	10.      

	11.      


Agenda Items 

I  Practice / action / behaviour in question

       

II  Desired performance / outcome

        

III  GAP defined

        

IV  Obstacles 

        

        

     
Total Budgeted Time

           
Total Budgeted $

$      
Bridging the GAP Strategic Guide  -  Set the Plan in Motion

Project Name:

     
Company Name:

     
Project Leader:

     
Today’s Date:
     
Start Date:
      End Date:      
Resolved to:         
Resulting in:         
Barriers that persist at start date:

1.      
2.      
3.      

	Task #
	Priority


	Specific subtasks for each priority  


	Task Responsibility (who?)


	Start Date
	Date
	Date
	Date
	Date
	Date
	Date
	Completion by



	1. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	2. 
	
	·      
	
	
	
	
	
	
	
	
	     

	3. 
	
	·      
	
	
	
	
	
	
	
	
	     

	4. 
	
	·      
	
	
	
	
	
	
	
	
	     

	5. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	6. 
	
	·      
	
	
	
	
	
	
	
	
	     

	7. 
	
	·      
	
	
	
	
	
	
	
	
	     

	8. 
	
	·      
	
	
	
	
	
	
	
	
	     

	9. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	10. 
	
	·      
	
	
	
	
	
	
	
	
	     

	11. 
	
	·      
	
	
	
	
	
	
	
	
	     

	12. 
	
	·      
	
	
	
	
	
	
	
	
	     

	13. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	14. 
	
	·      
	
	
	
	
	
	
	
	
	     

	15. 
	
	·      
	
	
	
	
	
	
	
	
	     

	16. 
	
	·      
	
	
	
	
	
	
	
	
	     

	17. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	18. 
	
	·      
	
	
	
	
	
	
	
	
	     

	19. 
	
	·      
	
	
	
	
	
	
	
	
	     

	20. 
	
	·      
	
	
	
	
	
	
	
	
	     

	21. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	22. 
	
	·      
	
	
	
	
	
	
	
	
	     

	23. 
	
	·      
	
	
	
	
	
	
	
	
	     

	24. 
	
	·      
	
	
	
	
	
	
	
	
	     

	25. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	26. 
	
	·      
	
	
	
	
	
	
	
	
	     

	27. 
	
	·      
	
	
	
	
	
	
	
	
	     

	28. 
	
	·      
	
	
	
	
	
	
	
	
	     

	29. 
	     
	·      
	     
	     
	     
	     
	     
	     
	     
	     
	     

	30. 
	
	·      
	
	
	
	
	
	
	
	
	     

	31. 
	
	·      
	
	
	
	
	
	
	
	
	     

	32. 
	
	·      
	
	
	
	
	
	
	
	
	     


Project Team Follow-up Summary

List the notable successes - qualitative and quantitative results (I.e.: productivity, good will, relationship changes, communication, costs, business change, costs change, sales change, operations change, etc.) that were achieved following implementation of the new practice?

	Positive Results


	Negative Results
	Comments / Conclusions / Follow-up / Next Steps

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	

	Issues that may present some future concerns re: the success of the project



	A.        

	B.        


W.N. Associates Inc.
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“Customized Outplacement Counselling 

and Management Coaching that achieve results”


Overall, how successful was the project team in

transitioning to the desired outcome?

          Extremely High                    Very High                  Moderately High                  Low                              Very Low                                                     
 
 FORMCHECKBOX 
                      FORMCHECKBOX 
                  FORMCHECKBOX 
                    FORMCHECKBOX 
                     FORMCHECKBOX 

“A process to contrast a current practice

with some future desired performance

◦ ◦ ◦

and guide the implementation of

 a well-defined action plan 

◦ ◦ ◦

to produce an effective transition”


CRITERIA FOR SUCCESS

People treated fairly & with respect will make the difference

1. Review the present state and current performance of an ineffective practice

2. Base opinions, costs and judgments in reality

3. Establish clear priorities and a sound rationale for change

4. Consider positive aspects and constructive approaches

5. Investigate potential options and new approaches thoroughly

6. Select the alternate practice for consideration and state its potential value

7. Define and understand the GAP

8. Commit your goals and ideas to ‘paper’ 

9. Identify stakeholders

10. Defining goals and success criteria clearly for future evaluation
11. Visit and overcome barriers to success 

12. Work within the context of a principled, considerate, respectful environment

13. Transition to a desired practice thoughtfully

14. Establish targets

15. Focus on success 

16. Congratulate achievements

17. Reflect on positive experiences during the process 

18. Focus individuals on their roles in advancing solutions
19. Foster cooperation, honesty and open discussion among the players

20. Prioritize, design and implement a well-defined action plan 

21. Keep subprojects aligned with overall goal

22. Review regularly with relevant others to ensure ongoing adherence to the performance objective

23. Revisit, clarify and provide remedies for continuing concerns

24. Use your scheduled plan to drive the change 

25. Track and document your findings

26. Provide practical training / learning opportunities and professional coaching for the target  people or groups where appropriate

27. Evaluate progress on an ongoing basis

W.N. Associates Inc.
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NOTES

1.      
2.      
3.      
4.      
5.      
6.      
7.      
8.      
9.      
10.      
11.      
12.      
13.      
14.      
15.      
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Bridge the GAP











╦╦╦╦╦╦╦╦╦╦╦╦





Identify


desired alternate practice





Assess


current practice








Use the accompanying process and guide to establish the GAP and implement a well-defined action plan to bridge the GAP.





A ‘practice’ may involve any complicated workplace problem from: a capability issue, to a policy, a strategy, a method, procedure, termination, a  team, function, division, communication, restructuring, transaction, product, supplier, operation, activity, group, action, behaviour, etc. 





See P.5 below for a sample overview of 101 HR ‘practices


where you can use “WNA’s ‘Using Gap Analysis to Bridge any GAP”








Define & assess the GAP





Review








Prioritize and Plan








Carry out the plan























Review Dates





“GAP analysis 
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Using Gap Analysis 


to Bridge any GAP








Bridge the GAP between a Current Practice & the Desired Alternate Practice





1.	Where are we with an issue?


	Define & assess the present state and current performance of a practice


2.	Where do we want to go?


	Identify a selected future desired performance after a review of all data


3.	What’s different between where we are and what we want?


	Define the GAP – the differences between the current and desired practice


4.	What obstacles may block success?


	Review barriers and determine the value of the future desired performance


5.	What is the best route to get there?


	Prioritize, design and implement a well-defined action plan to guide the change


6.	How will we know when we get there?


	Manage the plan to reach the desired outcome











“GAP analysis consists of defining the present state, the desired or target state 


and hence the GAP between them”. (University. of Cambridge).


╦╦╦╦╦╦╦╦╦
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