Gemba Walk Instructions
What is a Gemba Walk?
	A Gemba Walk is a technique used to gather information on a process for the purpose of making operational improvements. To use this technique, one or more members of a process improvement team will go to where a task or work is being performed and engage process owners to gain their perspective on the work being done. Each Gemba Walk will have a preparation, conduct, and reflection phase that will need to be completed. 
	While many continuous improvement tools rely on a process improver and their ability to solve problems, participants in a Gemba Walk take on a more facilitative role. As a participant in a Gemba Walk, conduct yourself in a fact-finding mindset. The intent of this exercise is to observe how a process is process is being carried out, evaluate its effectiveness and efficiency, and make assessments on possible changes that would improve outcomes.

Directions
1. Prepare for the Walk by addressing the 5-Ws (who, what, when, where, why) of the exercise.
· Answering the following questions on this worksheet to begin your preparations.
2. When ready prepare discussion points for the exercise, conduct the Walk and record your findings.
· Prepared questions will be unique to every process but need to be centered around operating realities. E.x. lead time, number of actions taken, reporting and monitoring, etc.
3. Reflect on the group findings with Gemba Walk participants.
· This may take the form of a team debrief or report out to a leader, but in not an optional step in this exercise.
	
Tips: 
· Do not confuse this with a similar activity called “stand in the circle” where an individual takes a passive role in observing the work. To effectively conduct a Gemba Walk, participants must actively engage process owners by having conversations and asking questions concerning the work and the reasoning behind actions taken.
· Conducting a Gemba Walk may spark resistance in process owners requires facilitation to conduct effectively. Being transparent and remembering in continuous improvement the goal is to “fix processes, not people”, will help ensure the best results.
· It may be helpful to take on the mindset of a new team member and ask questions from this perspective.	


Preparation
	Purpose
Specifically, what process or task will be observed and why is this being studied? 

	

	Time & Place 
When and where will this Walk Be conducted?

	

	Personnel
Which process owners, supervisors, or managers will need to be contacted prior to the exercise?

	

	Materials 
Are there any supplies, resources, or discussion points that need to be prepared before the Walk?

	



Reflection
	Were there any false assumptions or unforeseen circumstances we encountered?

	

	What can we learn from this to make future walks more effective and reliable?

	

	What was learned about the process?
Were there any surprise findings?

	

	Can we begin to make informed decisions after this Walk?
What additional information do we need?

	




Discussion Topics
	Question
	Takeaways
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