



Ethical Decision-Action Model Checklist 
Use this checklist to guide your decision-making process. Review the items as you process your case to fully explore the complexity of the case. Checklist items represent a general guideline and may be used in a depth appropriate to the particular case. 
Identify and Frame the Ethical Issue
· Identified the main ethical dilemma
· Explored all the rights, values, duties, and/or responsibilities you have in the case and that may be in conflict – ensure you consider all stakeholders’ interests
· Checked your gut instinct and prior professional experience for the best approach
· Collected all facts relative to the case and made prudent assumptions when facts were missing/unavailable
· Contacted internal resources such as HR, Legal, PR as appropriate
· Reviewed applicable laws, regulations, and/or community standards
· Checked personal bias and assumptions to see if any need refining based on new information
· Defined the best decision criteria to achieve desired outcomes including both short and long term interests
Process Issue through Ethical Lenses
· Explored what action has the best outcomes- such as provides the greatest good and minimizes harm for the most people in the short and long term (utilitarianism)
· Explored what action upholds critical rights, duties, policies, and responsibilities including personal, organization, and external stakeholders’ and shareholders’ (deontological)
· Explored what action stays true to personal and/or organizational values in the short and long term (virtue)
· Considered the reality of implementation where possible
Decide
· Created at least two feasible, acceptable, and suitable courses of action
· Explored the short- and long-term pros and cons for each potential course of action by gaming them as a progression from start to finish
· Considered assumptions and refined courses of action based on any new information
· Analyzed each course of action using decision criteria (previously defined)
· Used all sources of information, Decision Criteria Matrix score, as well as professional judgment and instinct to make the decision
· Summarized the decision in a way that reflects the complexity of your thought process
Act
· Considered potential obstacles to action including those who may oppose the plan
· Consulted colleagues and trusted others to review and support the plan
· Developed an effective implementation plan for your decision
· Incorporated a consideration of the organizational values and culture
· Created a way to assess the effectiveness and impact of the decision’s implementation
· Crafted a communication to convey why the decision was made and how the decision supports the organization’s values and culture, including talking points
· Ensured that the selected action resolved the dilemma
· Defined and implemented changes to ensure the ethical issue is avoided or mitigated in the future (change policies, conduct training, etc.)
Ethical Decision-Action Model Frequently Asked Questions 
The EDAM is a tool to assist organizational leaders in making ethical decisions and in taking ethical action. Use the model and resources to the extent relevant and realistic for your unique case or ethical situation keeping in mind the systematic approach can lead to a more effective outcome. 
What if I have only a short time to make a decision?
To be able to make and implement ethical decisions in a short timeframe, a leader needs to be prepared through looking ahead and understanding the potential “ethical friction” points in the organization. By mentally working through how to address those based on your own and the organization’s values and your position responsibilities, you will be able to build the moral strength to make and execute ethical decisions. 
What if someone else arrives at a very different and even opposing decision based on the same facts and decision process?
The extensive consideration of each of the ethical lenses should help to provide insight on a variety of acceptable ways of looking at the “right” thing to do especially with a “right vs. right” or “wrong vs. wrong” situation. When making a decision, communicating the reasons behind the decision is essential to reinforce the acceptance and implementation. 
What kinds of organization resistance might I face with a complex issue?
When making a decision and building an implementation plan, common obstacles requiring consideration may include: 
· Threat to personal status/credibility (low confidence to implement ethical action, overly concerned about others’ perceptions, flagging conviction to stand for your values, financially entrapped in the job, etc.)
· Leadership resistance to plan (clarity of values and identity, courage, confidence, personal responsibility, duty, ethical leadership, etc.)
· Weak organizational supporting mechanisms (unclear organizational values, lack of role models, lack of policies that provide clear guidance and support, culture that is slow to embrace ethical action, etc.)
· Organizational pressures (vague or conflicting policies, perceived pressure from leaders to act in less than an ethical manner, ambiguous guidance from leaders, culture that rewards results without consideration on how they are obtained, etc.)
Working through these potential areas of resistance and developing mitigation plans will help to further reinforce the decision implementation and long term success.


Ethical Decision-Action Model Communication Checklist 
Use this checklist to persuade internal and external stakeholders to support, or at least understand, your decision through defining an effective overall plan for the communication delivery as well as the essence of your message. Consider the needs of your stakeholders and how to package the message in positive, collaborative terms. 
Develop the Communication Plan
· Identified who needs to be informed and what they need to know while considering the needs of executives, employees, customers, and external partners and supporters
· Involved Corporate Communications/Public Relations in the plan including gaining input on how the message is delivered to large groups and how it is aligned with corporate messaging
· Considered means and timing for message delivery including optimal communication channels
· Identified any stakeholder (or those resistant) who might need face-to-face delivery to enhance their support and commitment
· Identified questions the audience might have and developed talking points to address most common expected concerns
· Explored the symbolic signals that should come through in the message including secondary and long-term effects
Prepare the Communication
· Defined desired impact of the communication including what is expected to be accomplished
· Identified the issue and provided context including considering what the audience needs to know about the history of this issue
· Explored any barriers or potential resistance to the issue
· Stated the decision and implementation.
· Identified the next steps including what the audience can expect or what is being asked
· Defined what success looks like with the resolution of this issue
· Provided reasons for the decision criteria
· Gave a symbolic signal and relevance of criteria to organization
· Connected to other organizational initiatives and reinforced priority
· Connected to organizational values and set expectations for success
· Motivated the audience to support the success of this decision implementation
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IDENTIFY and FRAME THE ETHICAL ISSUE

 Identify tha type of ethical dilemma (e.0., wrong vs.right of right vs.right) and dstarmine the
arious conflicting rights, values, duties, and/or responsibilities you must consider
Check your inital intuition (“gut” fesling) regarding how to resolve the dilemma.
Gather ralevant facts and lst key assumptions you must make because confirming facts are not
available, and get darification and information from relavant sources (e.g., HR, legal, PR, atc)
 Identify and view th ssus from key stakeholders’ perspactives: Asses both interna stakeholders
(e.9. employess, teamlorganization) and key external stakeholders (2., customers, shareholders,
community, governments) to determine their concerns, noeds and desires

« Identify the most important riteria (e.g., maintain personal andior organizational integrity,
enhance the brand, sustainabilty, stc) that any solution must meet for effective resolution

PROCESS ISSUE THROUGH ETHICAL LENSES

* Consequences lens (utiltarian) — What action(s) has the best outcome and provides the greatast
good for the most people and/or minimizas harm for the most paople?

« Rights, duties, and responsibilities lens (deontological) — What action(s) best upholds the rights
of others, adheres to polices, laws, regulations, and your duties to key stakeholders?

« Virtue lans — What action() stays true to your personal and your organization's valuas, baliefs,
and identitylculture?

« Reality lens - What action(s) a feasible to actually implement given the current raality
(¢, finandal hoaltn, leadership, social and/or political environments, etc)?

DECIDE

» Based on the facts, assumptions, understanding of stakeholders and lens analyses, create at least
two courses of action (COAS) you can potentially enact to resolve the ethical issue.

= Game each COA by walking through each from start o finish to identiy the strengths and
‘weaknesses of each, and identify whers issues may arise in implementation - Create a st of short and
fong-term pros and cons.

« Revisit key assumptions to see if they are stillvalid after your desper analysis

* Analyze sach course of action using the key decision criteria you identified in the IDENTIFY stage

= Choose the best feasible COA based on pros and cons analysi, riteria assessment, and intuition

ACT

* Identify potential obstacles to implementing your desion and create a plan to mitigate them

* ek advice and support for the action, a time permits, from peers, mentors, leaders, and trusted others

* Communicate rationale, using data as much as possible, to gain key staksholders'support and to
reinforce your culture

= Implemant ethical action with goodwill, adjust as neadsd to rasolva th ssus, and follow up with kay
stakeholders to maintain ralationships.

* Reflect to identify lessons leared and make personal, team, or organizational changes needed to limit
the issue from recurring and to ensure future ethical action
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