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Application

This unit describes the skills and knowledge required to be an effective and proactive member of an innovative team.

It applies to individuals who play a proactive role in demonstrating, encouraging or supporting innovation in a team environment. The individual may be a team participant or a team leader. Teams may be formal or informal and may comprise a range of personnel.

No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.

Unit Sector

Creativity and innovation – Innovation 
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	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


	1. Create opportunities to maximise innovation within the team
	1.1 Evaluate and reflect on what the team needs and wants to achieve
1.2 Check out information about current or potential team members’ work in the context of developing a more innovative team
1.3 Bring people into the team or make suggestions for team members based on what needs to be achieved and the potential for cross fertilising ideas
1.4 Acknowledge, respect and discuss the different ways that people may contribute to building or enhancing the team


	2. Organise and agree effective ways of working
	2.1 Jointly establish ground rules for how the team will operate
2.2 Agree and communicate responsibilities in ways that encourage and reinforce team‑based innovation
2.3 Agree and share tasks and activities to ensure the best use of skills and abilities within the team
2.4 Plan and schedule activities to allow time for thinking, challenging and collaboration 
2.5 Establish personal reward and stimulation as an integral part of the team’s way of working


	3. Support and guide colleagues
	3.1 Model behaviour that supports innovation 
3.2 Seek external stimuli and ideas to feed into team activities
3.3 Proactively share information, knowledge and experiences with other team members
3.4 Challenge and test ideas within the team in a positive and collaborative way
3.5 Proactively discuss and explore ideas with other team members on an ongoing basis


	4. Reflect on how the team is working
	4.1 Debrief and reflect on activities and on opportunities for improvement and innovation
4.2 Gather and use feedback from within and outside the team to generate discussion and debate
4.3 Discuss the challenges of being innovative in a constructive and open way
4.4 Take ideas for improvement, build them into future activities and communicate key issues to relevant colleagues
4.5 Identify, promote and celebrate successes and examples of successful innovation




[bookmark: _Toc415483434][bookmark: _Toc329018039][bookmark: _Toc415143424]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

	[bookmark: _Toc329018040]Reading
	1.2, 4.2
	· Interprets and analyses textual information, from a wide range of sources, to identify information relevant to team activities


	Writing
	2.2, 3.3, 4.4
	· Uses clear language and formats appropriate for the audience to highlight and present specific information 


	Oral Communication
	1.2, 1.3, 1.4, 2.1, 2.2, 3.5, 4.1, 4.2, 4.3, 4.4, 4.5
	· Actively participates in verbal exchanges of ideas and elicits the views and opinions of team members by listening and questioning
· Uses clear language to clarify rules and roles relating to team activities in formal and informal situations


	Numeracy
	1.2, 4.2
	· Interprets numeric information relevant to team activities


	Navigate the world of work
	1.1, 3.1, 3.2, 3.5 
	· Understands the nature and purpose of own role and how it affects others in the work context


	Interact with others
	1.1-1.4, 2.1, 2.2, 3.1, 3.2, 3.4, 3.5, 4.1, 4.2, 4.4, 4.5
	· Uses inclusive techniques to initiate, contribute and promote discussion amongst potentially diverse team members
· Recognises the importance of establishing and building effective working relationships
· Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role


	Get the work done
	1.3, 1.4, 2.2, 2.4, 2.5, 3.2, 3.4, 4.2, 4.4, 4.5
	· Plans, sequences and prioritises tasks for efficient and effective outcomes
· Contributes to continuous improvement of current work practices by applying basic principles of analytical and lateral thinking
· Uses problem-solving processes to address less predictable problems, and when appropriate, seeking input from others 
· Reflects on outcomes and further explores own and the team’s role in implementing innovation
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Performance Evidence

Evidence of the ability to:

· Apply practices that promote innovation within a team including:
· modelling open and respectful communications
· contributing to the make-up and rules of the team
· planning and scheduling of activities
· reflecting on activities, feedback and challenges to identity improvement options
· Encourage others to contribute to innovation in the team
· Implement improvements and communicate about them.

Knowledge Evidence

To complete the unit requirements safely and effectively, the individual must:

· Explain what innovation is, the different types of innovation and the benefits of innovation
· Describe the internal and external factors that contribute to a team becoming and remaining innovative including:
· team characteristics
· the role of group dynamics and diversity
· broader environmental factors
· Explain how activities can encourage or hinder innovation in a team including:
· allocation of time and activities
· modelling behaviour
· rewards and recognition
· communications
· feedback.

Assessment Conditions

Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the creativity and innovation and include access to:

· Workplace documents
· Case studies and, where possible, real situations
· Office equipment and resources
· Interaction with others.

Assessors must satisfy NVR/AQTF assessor requirements.

Links

Companion volumes available from the IBSA website: http://www.ibsa.org.au/companion_volumes - http://www.ibsa.org.au/companion_volumes


[bookmark: _Toc415483436]Housekeeping Items
Your trainer will inform you of the following:
Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Any rules, for example asking that all mobile phones are set to silent and of any security issues they need to be aware of. 
What times the breaks will be held and what the smoking policy is.
That this is an interactive course and you should ask questions.
That to get the most out of this workshop, we must all work together, listen to each other, explore new ideas, and make mistakes. After all, that’s how we learn.
Ground rules for participation:
· Smile
· Support and encourage other participants
· When someone is contributing everyone else is quiet
· Be patient with others who may not be grasping the ideas
· Be on time
· Focus discussion on the topic
· Speak to the trainer if you have any concerns
[bookmark: _Toc326743762][bookmark: _Toc328654778][bookmark: _Toc330386597][bookmark: _Toc415483437]Objectives
Discover how to create opportunities to maximise innovation within the team
Know how to organise and agree effective ways of working
Learn how to support and guide colleagues 
Understand how to reflect on how the team is working
Gain the skills and knowledge required for this unit 


[bookmark: _Toc412546444][bookmark: _Toc415483438]1. Create opportunities to maximise innovation within 
the team
1.1. 	Evaluate and reflect on what the team needs and wants to achieve
1.2. 	Check out information about current or potential team members' work in the context of developing a more innovative team
1.3.	Bring people into the team or make suggestions for team members based on what needs to be achieved and the potential for cross fertilising ideas 
1.4.	Acknowledge, respect and discuss the different ways that people may contribute to building or enhancing the team
[image: ]

[bookmark: _Toc412546445][bookmark: _Toc415483439]1.1 – Evaluate and reflect on what the team needs and wants to achieve
Within an organisation, the needs of business are to meet targets and to increase profitability. To create longevity and stability in the business market, an organisation needs to be a market leader, or at the very least to keep pace with its competitors. An organisation should create a secure and reputable business which looks after the needs of their customers.
In order to keep your organisation moving forwards, there will be times when innovation within the workplace is required. New ideas and working methods will need to be considered as businesses evolve in a constantly changing economic environment. 
As part of your role, you will need to promote innovation within your team to help inspire and develop working practices and any necessary changes to keep pace with your organisation’s business needs. 
[bookmark: _Toc412546446][bookmark: _Toc415483440]Evaluate
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_15998379_XS.jpg]In order to promote innovation you will need to know precisely how your business works and who your customers are. You should check your customers’ needs and if these are being met. 
You should:
Check the effectiveness of your customer services 
Look at your complaints procedure and the number of complaints handled over a period of time
Compile information on your services and strategies, and analyse performance and profitability.
You also need to know your organisation’s ethos and how your organisation wants to develop within the business market. Their ideals and goals need to be incorporated into your team’s achievements.
You should also look at your team and their work performance. Take note of how they work as individuals and together, see which tasks are done well and which tasks are disliked or left until last. You should also evaluate the current working practices that your team follow and question which work well and which do not meet the changing needs of your organisation’s business. 
Include your team
Check with your team on what they believe works well and what achievements they would like to make. Explain your evaluation to them so they can be involved and fully understand that you are looking to make improvements and to increase innovation. There will be particular needs that each member of your team will be able to identify. Ask your team what they would want to change and if they have any experiences they would like to share. This inclusion will validate their input as important within the team and organisation, and they will feel more connected to making positive changes with you. 

[bookmark: _Toc412546447][bookmark: _Toc415483441]Reflect
From your initial evaluation look at what your team needs so they can perform their work tasks even better than before. Reflect upon where the improvements could be made and how this fits with the needs of the team and organisation. Think on how you and your team could improve on performance and growth and how to promote the required innovation within your team to make the changes.
[bookmark: _Toc412546448][bookmark: _Toc415483442]Your team
Innovation can be a difficult concept to materialise into business operations. You should talk more about the drives and goals that you want to achieve with your team. Your team are the best people to drive forwards new ideas as they have the direct work experience and understand the customers’ needs. Your team are working to the same objectives to fulfil performance goals that they are accountable for. You should look at defining specific goals and working at tangible ideals with them.
Your team can include as little as two people or could be much larger and contain over twenty people. However small or large your team is, you will need to ensure you consider all the needs of your team and include every member in your team discussions/meetings.
What the team needs and wants to achieve may relate to:
Addressing particular customer feedback
Conceiving and implementing a particular project
Developing new services or products
Generating ongoing ideas within the work unit
Improving budgetary performance
Improving or changing work conditions
[image: C:\Users\Sophie2\Desktop\ArtWork\MHappyGroup.jpg]New ideas that impact beyond the workplace (e.g. that have a broader social or community impact).

[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_5090137_XS.jpg]Setting goals
Do not overwhelm your team with a list of goals that are undefined, you should break down the achievements that need to be made into smaller tasks. Look at the goals of the team against the larger goal(s) of the organisation/managing director. You will need to align your team’s goals to work with the organisational goals. Make them clear and defined so that the smaller goals can be worked through successfully. This will affirm to your team that they are making achievements.
Your goals should be achievable and far-reaching. It is good to introduce goals which can be ticked off along the way, but it is also important to work at more creative and ambitious goals that drive your organisation forwards in the business arena.
Make sure you prioritise your team’s goals and that this is made clear to all; agree with your team on the goals and how you should all go about meeting these. Check that your team’s interpretations of the goals are the same as your understanding of them so you can make sure all of your team know the parameters. 
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[bookmark: _Toc412546450][bookmark: _Toc415483444]1.2 – Check out information about current or potential team members' work in the context of developing a more innovative team
With current work practices, look at the strengths and weaknesses within your team. There will be a variety of work experience that your team will have and you should look to maximise this valuable resource. Some personnel will thrive with certain tasks, such as working directly with customers, and there may be others who would prefer to be less customer-facing. 
[bookmark: _Toc412546451][bookmark: _Toc415483445][image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_15998535_XS.jpg]Team members’ skills
A team of people will provide you with a range of skills and experience that should complement each other and work effectively when brought together. There will be a range of personalities and outlooks in your team. You should take the time to talk to your team members and understand who they are and what motivates them. By finding out more information you can find the best way to utilise each individual’s skills and to promote innovation within your team. Work towards making the achievements that will benefit all. 
You could also spend time with each team member, as they work, and look at the tasks that they perform. This will help you to understand the work that they do and will also help you to get to know your team members more thoroughly. 
Potential new team members
If you evaluate that additional skills and work tasks would greatly benefit the direction and growth of your team, you could look to adding new personnel to fill the gaps. If you are looking to expand your team and have the budgetary allowance from your organisation to do so, you should include them in your findings so that they are aware of any potential changes. It is important not to isolate individuals or your team as this will undo some of the good work that you have started.
Information about current or potential team members' work may relate to:
Interests: Your team may have common shared interests and/or belong to a sports team which promotes an excellent team spirit, or you may find that some individuals have specific interests outside of work which takes a lot of their time and energy. You should consider how your team spend their time outside of work in order to maintain a healthy work/life balance.
Lifestyle preferences: Understand your team members and who they are as individuals. You may have staff with family/childcare commitments who need to have structured working hours, or staff who work early or late and have no set working pattern. 
Past jobs: This will indicate their work experiences gained and also the kind of company cultures they have been a part of. It will also show previous achievements and skills that may prove relevant but are as yet may be an untapped resource.
Technical strengths: You need to know your team’s capabilities and leanings, for example, if you have an individual that has a real flair for data analysis, encourage them to use this skill.
Work preferences: Look at the preferences that your team have with work tasks they perform and use this as a way to build upon the skills of the team. Try to incorporate as many of your team member’s preferred aspects to suit individuals. This will encourage an increase in positive energy and a more innovative approach through the tasks that are enjoyed.
Working/Teamwork styles: Check the different ways that your team members work, you may have some individuals who relish the team environment and enjoy a competitive rapport, alternatively you may have individuals who prefer set tasks that they can work through independently of others. Both are of equal importance and should be nurtured to increase your team’s strengths.
You should also look at developing the following characteristics within your team:
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_22226979_S.jpg]Ability to take direction and show initiative
A positive, proactive approach
Productivity
Flexibility
Integrity, honesty and loyalty
Willingness to learn and progress
Communication and interpersonal skills.
You should work with the team dynamics and use this effectively to develop an innovative team that works well together.
Motivation
How willing are your team members to embrace taking on challenges and working innovatively? Do they have the ability to take on these new challenges? 
You should talk to your team members and assess how they feel about the changes. Look to support them in any areas of learning or with motivation, some personnel may find changes at work uncomfortable or even a little scary. You may find that some are not convinced that any changes will happen at all. By supporting their needs, you can break down the barriers they may have and ultimately improve their work experiences. It may take time, but look at the individual and try to nurture their needs towards achieving team-wide purpose and working innovatively together.
[image: C:\Users\Sophie2\Desktop\ArtWork\employee_work_completed_800_wht.png]To help your team in their tasks, you should look to developing the following requirements for cooperation within your team:
Share management of tasks
Planning tasks
Organising tasks
Setting performance targets
Assessing team performance
Encouraging your team to develop their own strategies for change
Obtaining the required resources.
By giving your team certain responsibilities in structuring their needs, you will develop accountability within your team. You should allow them to develop their own working practices with you and build upon a mutual trust and commitment to the goals of the team. 
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[bookmark: _Toc412546453][bookmark: _Toc415483447]1.3 – Bring people into the team or make suggestions for team members based on what needs to be achieved and the potential for cross fertilising ideas
[bookmark: _Toc412546454][bookmark: _Toc415483448]Interaction with other personnel
To create a more innovative environment, you and your team could look at meeting with people from other departments/teams within your organisation, to discuss your needs and goals. It could provide beneficial insights by knowing what others think and how they work themselves. It is very useful to look at possible cross-overs of work which can help strengthen your team’s performance. You may discover useful information, not commonly known within your organisation, which helps your team to make links between tasks. It also builds upon organisational camaraderie and opens the possibilities to improved cross-departmental work processes.
Other departments may include:
Marketing 
Accounts
Sales
Quality Assurance
Facilities.
[bookmark: _Toc412546455][bookmark: _Toc415483449]Complementary skills
Other teams and personnel within your organisation may have complementary skills that could benefit your team. Technical expertise to complete tasks – the fundamental skills needed to physically perform tasks, problem-solving and decision-making – the ability to take action, and interpersonal skills – to be able to work effectively with others. These are important skills that your team will need to carry out their work and should develop these skills and look to others for support if needed.
Different levels of staff
[image: C:\Users\Sophie2\Desktop\ArtWork\stick_figure_listen_800_wht.png]It is helpful to include all levels of staff in your discussions with your teams. All will bring their own perspectives and add valid contributions from their experiences. It is more commonplace to see managers and directors interacting with their employees. This is a much healthier working environment for all and helps to promote a cross-over of skills and ideas.
To help the cross fertilisation of ideas you should:
Bring experienced individuals in who can spark ideas
Bring in technical advisors to make your team aware of the technical possibilities
Bring in individuals who have no knowledge of your work for fresh perspectives.


Add your own comments
Rather than just overseeing the process, you should also sit with your team and suggest possible ideas for them to consider. From your evaluations and task to promote innovation, you will be able to see other directions that could be taken and you should be open with your team on this. Discuss your thoughts, ask your team what they think and be open to some frank discussions. Your team need to know that you are with them so that they can respond correctly to your motivations. 
Talking to others will help your team to gain:
Fresh perspectives 
Unbiased feedback
New ideas.
[image: C:\Users\Sophie2\Desktop\ArtWork\team_high_five_800_wht.png]This will empower your team with knowledge and encourage a more innovative approach to achieving new goals. It is about drawing forth information from all sources available to you and your team to make progress. From a range of thoughts you can bring forth more developed ideas and generate real working possibilities for your team.
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[bookmark: _Toc412546457][bookmark: _Toc415483451]1.4 – Acknowledge, respect and discuss the different ways that people may contribute to building or enhancing the team
No idea is too small or abstract. From all ideas you can bring forth realistic working solutions and make developments towards your achievements. You and your team should be respectful of all contributions gathered from other departments. Even if some ideas are not possible or too unrealistic at this time, acknowledge the contributions and make sure you remember to thank all that participated. Keep a record of all comments received as it may be that an idea not used at the current time may become a real option within six months.
[image: C:\Users\Sophie2\Desktop\ArtWork\creative_thinking_on_a_park_bench_400_clr_15171.png]Set the goal and purpose with your team and determine the motivation and aspiration. To achieve future success, you must make the purpose clear to your team and enable them to take the steps needed to fulfil this. 
[bookmark: _Toc412546458][bookmark: _Toc415483452]Different ways that people may contribute 
From your discussions with other personnel, you will not only benefit from the variety of thoughts and opinions given but also from other influences.
Creating positive energy within the team 
By talking with others that you do not normally interact with, you may find that your team gain fresh positive energy into your team. This will help your team to be inspired to push forwards and develop their creative thought processes.
Fundamental literacy strengths
Others may be able to assist in helping your team to shape their visions. It is important to have a strong skillset in your communications and reports. Your team can look at how others produce their communications, such as reports and presentations. The use of visual literacy, for example, charts and graphs to show projected growth illustrations is a great way to highlight important facts. From other personnel with strong literacy skills your team can benefit from improved written, visual and spoken communications.
Generating ideas
Your team can be inspired by the input of others. They could work with other teams or personnel to help with developing ideas. Arrange separate discussions and group sessions to promote interaction throughout your organisation. 
Networks or spheres of influence
Networks are groups of like-minded individuals who are normally looking to further themselves or their profession by sharing thoughts, experiences and giving advice. By listening and sharing ideas with appropriate business networks, your team could find new perspectives and this could provide another source of inspiration for your team. 

[image: C:\Users\Sophie2\Desktop\ArtWork\riding_the_winds_13990.png]Spheres of influence could include:
Business peers
Business entrepreneurs
 Other professionals/organisations
Books
Business papers/reports
Fields of research.
All spheres of influence are usually leaps ahead of where your team/organisation wants to be. They may show proven experience as leaders and innovators within the professional arena, or with their own very personal goals that have set them apart from others. They can originate from many areas of business or walks of life, but all will be trail blazers that pushed through barriers to reach achievements.
Particular ways of thinking 
Your team may think in very set ways and it is helpful to bring in other types of people who use different approaches/thought processes. Over time team dynamics can also settle into regular, less creative patterns and introducing other personnel can bring new perspectives which enliven your team.
Powers of persuasion
Persuasion may not necessarily be an obvious contribution to your team’s success, but in this situation it can be used to help instil positivity and belief into making achievements. Others can literally persuade your team that they can make great changes and that they have the abilities and skills to make innovative decisions. As long as persuasion is used positively to help push through boundaries, this can be a great asset.
Problem-solving capacities
Look at how others solve problems. By approaching things in a different way or by emulating how others may deal with situations can also help your team. This can inspire your team to look at different ways to solve issues that they may have almost given up on. By changing viewpoints, answers to problems can become easier to find. Your team may also discover that by discussing problems directly with others, that they are able to reach solutions. Sometimes a fresh mind can pick out a thought that no one else had reached.
Specific technical skills or knowledge
Others outside of your team may have skills and knowledge that can help in certain areas of progress and in making developments. You should encourage your team to make use of other personnel’s expertise and gain advice on how they too can use this to further their ideas and work.

[bookmark: _Toc412546459][bookmark: _Toc415483453]Effective communication between your team members
Communication is key to achieving innovation in the workplace. Make sure your team acknowledge other team member’s thoughts and comments, respect what has been said and then take this forward into a discussion with all the team. Treat all your team member’s input with respect, however abstract, as it may prove useful at some point.
Don’t put blame on others – your team will lose respect for individuals who are not seen to be achieving. You want your team to work well together and you should be assisting them in meeting their goals as best you can. If you have a team member who is struggling with any aspect of their work, or is not meeting deadlines because of high workloads, look to supporting them.
As chief motivator for your team, make sure you listen to your team member’s ideas and consider how an idea could fit into the goals. If the idea is not quite right or is lacking in any part, see if you/your team could add to it and shape it more fully. Engage your team in collaborative thinking and show interest in all ideas. This will promote good team-working skills.
Good team leaders do:
Celebrate team successes
Let the team take the credit for good work done
Recognise individual achievements and acknowledge the contribution with a thank you.
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_5006143_S.jpg]Assigning a team leader within your team
Most teams will have a team member who tends to take the lead on tasks. This could be down to the team member having the most experience or being the most ambitious. There are many reasons as to why this may occur and you, as overall team leader, should assign certain team members to take the lead on certain tasks. This will help structure your team’s work and also enable the m to take accountability for their work.
Value that they can bring may include:
Setting the direction and pace
Planning work and setting agendas
Interacting with managers/other colleagues to approve work strategies
Central leadership within the team
Creating milestones and scheduling tasks for completion
Monitoring work with colleagues and managing day-to-day achievements. 
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[bookmark: _Toc412546461][bookmark: _Toc415483455]2. Organise and agree effective ways of working
2.1. 	Jointly establish ground rules for how the team will operate
2.2.	Agree and communicate responsibilities in ways that encourage and reinforce team-based innovation
2.3.	Agree and share tasks and activities to ensure the best use of skills and abilities within the team
2.4.	Plan and schedule activities to allow time for thinking, challenging and collaboration
2.5.	Establish personal reward and stimulation as an integral part of the team's way of working

[image: ]

[bookmark: _Toc412546462][bookmark: _Toc415483456]2.1 – Jointly establish ground rules for how the team will operate
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_26681287_S.jpg]You need to organise the most effective way for your team to work innovatively. Once you have looked at the best use of skills, team dynamics and motivations within your team, arrange a team meeting to discuss how you can work together and create the processes that should be followed to support your team. Your team should be committed to a common approach.
[bookmark: _Toc412546463][bookmark: _Toc415483457]Establish rules
Make sure your team are aware of their boundaries. If you do not make this clear, you are opening up possible conflicts of interest with the direction your team should be moving towards. Team activities should be made clear and discussions and ideas progressed cohesively. Your team will work more confidently together if they know what is expected of them. Make sure that you guide your team along the process. 
Roles and responsibilities
Discuss the key roles and responsibilities with your team so that everyone knows who is doing what, and how this will work for the team. You need to be clear with your requirements for your team and also on what your team’s requirements are with themselves. If you are to play an involved role within your team make this clear and work with them accordingly. Alternatively if you are giving certain responsibilities to members within your team, let them and all of your team know. By giving part-ownership of the roles and responsibilities to your team, you will involve them in the decision-making process and they will become more invested in the changes.
Your team needs to:
Develop a clear working approach to achieve the purpose
Look at the social, economic and administrative details of the project
Agree and allocate specific tasks to individuals within the team
Use their preferred working styles to achieve the team goals.
Timelines
To work innovatively will require structure and planning. In order to free up the creative side of producing ideas and visions, you will need firm guidelines for your team to work within. Timelines are important to keep on track. Without such parameters, your team could be forever discussing possibilities that are never taken to the next stage of development.
Encourage your team to set timelines for each step to progress, by putting this down onto paper or into a document for others to see, you are making a commitment to fulfil another step. For example, you could allow your team one-week to work on their own ideas and suggestions for producing a new script to use for conversations with customers. You could plan a meeting at the start of week two and discuss all of the team’s suggestions, take forwards the ideas that work best and produce a new script. 
At the beginning of week three you could seek sign-off with management to use the new script and have this implemented at the start of week four.
Without timelines, your positive projects may never see the light of day. Timelines allow you to assess progress, make revisions, keep on track and see tasks through to completion. 
Example Gantt chart:
	
	W/C 2nd
	W/C 9th
	W/C 16th
	W/C 23rd

	Work on own ideas for new customer script
	
	
	
	

	Meeting to discuss ideas and produce definitive script
	
	
	
	

	Meet with management to sign-off new script
	
	
	
	

	Implement use of new script
	
	
	
	


The above chart illustrates the example timeline given in the text on the previous page.
This type of chart is known as a Gantt chart and allows you to visually present a project schedule of the tasks that need to be done. By laying out the project tasks and events in the order they should be completed in, the Gantt chart helps to sequence those events and tasks. It will show the project activities displayed against time and the time is broken down into increments; days, weeks or months. To the left of the chart is the list of activities and along the top there is a suitable time scale. The activities are represented by bars and the position and length of that bar reflects the start date, duration and end date of each activity. This chart uses the horizontal lines to show the amount of work that is done in certain periods of time in relation to the amount of time that was originally planned for those periods. 
A Gantt chart allows you to easily see:
The start and end date of the whole project
What the various activities are
When each activity begins and ends
How long each activity is scheduled to last
Where activities overlap with other activities, and by how much.
Confidentiality
When your team develop ideas, look at the best ways to nurture these and bring the achievements to fruition. Some ideas will benefit from asking opinions with other teams and personnel within your organisation, but others may need to be developed in confidential surroundings. Work out which ideas need to remain confidential through the development phase, discuss this with your team and make sure they all know which should remain in confidence.


[image: C:\Users\Sophie2\Desktop\ArtWork\bored_reading_paper_800_wht.png]Copyright, moral rights or intellectual property
Be aware of any copyrights or intellectual property (IP) that may exist on any new ideas or products that you are developing. When developing ideas, it is encouraged to be as creative as possible, but sometimes looking at other successes in business can also be an inspiration. Be wary of copying another’s idea(s) and if looking to launch a new business product, check that no patent or trademark/IP already exists for this.
Alternatively, if your team’s ideas or developments result in a final product/service, you may need to look at obtaining IP protection. Intellectual property is taken very seriously in business and you should include time to factor this aspect in. Your team/organisation can produce the most innovative work and invest time and money into developing a new product/service, only to discover that without correct IP, you could lose the rights to use this and/or make profits.
You can find more information on this at the Australian Government IP Australia website: http://www.ipaustralia.gov.au/ (access date: 11.02.2015). There is a wide range of advice given on the many aspects of Intellectual property in Australia, and how this works. 
You should also take the time to check with your team that moral issues/rights are not infringed. Your team should be considerate to all others in their developments. For example, if another team within your organisation has started developments on an idea that your team would also like to work on, is it right for you to compete with the other team, or could you join forces and work together? Do not over step the moral line; be sensitive to how others may see the actions of your team.
Communication
Your team will need to communicate with each other through the project and to reach the goals of the work set. Your team could approach the task by brainstorming a list of items that cover the work needed to be done, in order to ensure that everyone understands the requirements.
Operational standards may include:
Meeting at an arranged time to brainstorm
Having a prepared agenda with objectives and outcomes
Complete actions listed
Allow each team member to speak and contribute
Treat all team members equally
Address any conflicts by looking at the issues not the individuals
Create an ‘off the record’ environment in your meeting so that all views can be discussed without negative consequences
Have fun with your discussions but never at the expense of another colleague/person
Other items discussed; this could be unrelated to the initial goal but could be additional goals or objectives. 
Make sure that your team’s development is monitored and communicated. It is helpful to have regular communications to both assess work developments within your team and to share successes within your organisation. Communication is key to maintaining an innovative working environment; it allows for expression, and exchange of ideas and information. You or your team could make regular announcements to key personnel within your organisation on progress and achievements. Encourage your tea m to take part in communicating their developments to others as it will promote your team’s efforts and alert other persons within your organisation to the work you and your team are doing. This in turn may also inspire others to innovation.
Ways of communicating to others include:
Email updates
Reports/newsletters
Memos
Verbal communications, such as group discussions.
Team culture
Keep a check on how your team work together and on any cultural or lifestyle differences that may cause difficulties within your team. All your team will be valued members that have a lot to contribute and you should help your team to embrace differences.
Your team should:
Treat each other with respect
Get to know one another as people and develop better personal relationships with their colleagues to enhance trust and good communication
Value constructive feedback, both in receiving and in giving
Treat visitors to the team as they would expect themselves, or their team members to be treated
Recognise and value individual and team accomplishments
[image: C:\Users\Sophie2\Desktop\ArtWork\drawing_bubble_tasks_skills_11017.png]Help their fellow team members and pitch-in if needed to solve issues.
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[bookmark: _Toc412546465][bookmark: _Toc415483459]2.2 – Agree and communicate responsibilities in ways that encourage and reinforce team-based innovation
[image: C:\Users\Sophie2\Desktop\ArtWork\MPie.jpg]You should agree upon the responsibilities to be allocated and discuss this openly within your team. Make sure that you communicate with your team positively; you could start with a general discussion on the needs of roles and responsibilities within the team and open up the discussion to your team to see what they think. 
Match the skills of your team to the roles/responsibilities that need to be performed. Work together to determine the best outcomes and how these are best achieved. Assign the tasks to suit the individuals within your team and to achieve the most positive results. 
Remind your team that the purpose is first and foremost to ensure that the team draws on its strengths and produces the ultimate performance. You should also be aware of which of your team members will be better at maintaining team motivation and momentum – these individuals are better placed to drive the team ahead and may be best placed in key roles. Do you need to consider sub-teams to get the work done? Think about the logistics of your team.
Team-based innovation
Accessing training and learning opportunities 
Your team could take part in training opportunities to help them in their work. Check the options available through your organisation; they may be able to attend events such as training days, seminars and business talks. There is a wealth of opportunities that your team could tap into for improved knowledge through your organisation or through their own research into the matter. This will keep them inspired and motivated to maintain innovative approaches within their work.
Enough but not too much guidance and structure
Let your team know that you are there to help and guide them through their work. Make them aware that the responsibilities and roles are their tasks but you are available to assist and help them to maximise upon their ideas and projects. Manage from a distance, but check regularly on progress and on any current developments; you could add input and also inspire further innovation.
Equitable sharing of workload
Make sure tasks are shared evenly between your team. Ask what your team members would like to do and where they can bring value. Monitor tasks over time and check to see if the current task-sharing is working. If you need to make adjustments or help your team to re-allocate work tasks, you should do so.

Follow-through with ideas
Make sure your team work on ideas and develop them into real working goals. Not all ideas will be suitable or realistic, but there will be real possibilities that come through the ideas stage. Guide your team to bring these ideas along, encourage them to use timelines to develop and progress work. When work is broken down into smaller tasks, the smaller tasks become more achievable and are less daunting.
Supportive communication
Be positive with your team and encourage them to be positive back. You should embrace a supportive team environment where all tasks within the team are seen as achieving the same goal. If one team member needs advice or is stuck, openly advocate group discussion to see if others in the team can resolve any problem encountered. You could also promote group work and encourage certain tasks to be done together. Keep your team talking through work issues and keep them interested in their goals.
[bookmark: _Toc412546466][bookmark: _Toc415483460]Levels of skills
Do your team members have the required technical, problem-solving/decision-making and interpersonal skills to do the tasks required? If you need to combine skills within your team to fill these categories then look at the best ways to do this. You may recommend that certain people work together, or that tasks are ordered and passed in sequence to colleagues. Discuss the best methods to use with your team and if needed, arrange for training to fill any gaps in skills.
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_14576350_S.jpg]Team purpose may include:
Understanding and articulating the goals in the same way as others
Defining goals in discussions with other personnel outside of your team
Exploring implications and outcomes of the intended goal
Meaningful subjects/themes set as goals
Ensuring that the purpose is important and worthwhile.
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[bookmark: _Toc412546468][bookmark: _Toc415483462]2.3 – Agree and share tasks and activities to ensure the best use of skills and abilities within the team
[bookmark: _Toc412546469][bookmark: _Toc415483463]Agree and share tasks
Agree to share the various tasks and activities and work out the best ways to do this. Some of your team members will be enthusiastic with certain tasks and others may be less complicit. Use the skills of your team to yours and their best advantage, and work out who is better at taking on which task/activity. Talk to your team and try to keep in mind that your team need to enjoy their work to maintain an innovative approach. Choose the right tasks for the individual and help your team to work well and to be happy. They are more likely to enjoy the tasks that they have strong skills for.
If you find that one task is disliked by all your team members, one way to ensure the task is effectively performed is to rotate the task between some/all of your team members. This way no one person will be left with a task for too long and this will greatly reduce the chance of de-motivation.
Skills your team may have include:
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_5006183_S.jpg]Good customer service skills
Excellent verbal skills
Excellent literacy skills
Mathematical/budgetary skills
Negotiating skills
Organisational skills
Administration skills
Sales skills
ICT skills
Speaker/presentation meeting skills. 
By including all of your team, your team members will cooperate in the shared tasks and goals that they need to fulfil. This includes management aspects such as planning, organising, setting performance goals and developing strategies. These shared mental models will allow your team to have their own predictions and expectations about their fellow team members’ roles and tasks. This will enable them to make adjustments to keep an effective team performance. (Shared mental models in team processes has been researched by Cannon-Bowers, Salas & Converse, 1993.)


[bookmark: _Toc412546470][bookmark: _Toc415483464]Team development model (Dr Bruce W. Tuckman)
[image: ]The American born psychologist, Bruce Tuckman researched group dynamics and published one of his theories known as ‘Tuckman’s Stages' in 1965. This model originally had four stages to describe the phases of team development. Teams could go through some or all of the stages, depending on the nature of the group. Tuckman advocated that teams needed to go through all stages to grow and work effectively, and to overcome challenges in order to find solutions for producing successful results. In 1977, he added an additional fifth stage to this model. 
This model is outlined below:
Stage 1 – Forming
The development of the individual into team member occurs; there is still a need for a team leader to guide processes and initiate work. Roles and responsibilities are unclear at this point and some friction within the team may result.
Stage 2 – Storming
Team members are looking to find their position within the team and challenges between the individuals begins. This stage is one of conflict as all individuals find their place within the team. Compromises need to be made so that work can be carried out and clarity of purpose can be formed.
Stage 3 – Norming
The team begin to agree on roles and responsibilities and decisions are made more easily. An understanding and bond begins to develop within the team and working together occurs.
Stage 4 – Performing
The team develop strategies and processes and works towards the common goal within the team. Any disagreements that happen are sorted easily and work is now performed without the need of constant guidance by the team leader.
Stage 5 – Adjourning
The final stage is the end of the group, or conclusion of the project. The members of the team can move on to new projects and can have a feeling of satisfaction at a job well done. The team members at this point may also feel vulnerable to new changes and have a sense of loss from the end of the team.
This has become widely used as a basis for other models of team behaviour. Tuckman spent time observing teams in action and described the phases of development that he saw them go through, whether the team were aware or not. A team will work well in the ‘norming’ or ‘performing’ stages but if the team changes, such as a new member joining, it could put the team back into the ‘storming’ phase which could cause difficulties with performance. An experienced team leader should be aware of this change and help the team transition back to ‘performing’ as quickly as possible, which is where all teams want to be.
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[bookmark: _Toc412546472][bookmark: _Toc415483466]2.4 – Plan and schedule activities to allow time for thinking, challenging and collaboration
[bookmark: _Toc412546473][bookmark: _Toc415483467]Business activities
Business activities, also known as business operations, are there to help your organisation make a healthy profit and to perform good business. You should also look to include other work activities that help your team to perform innovatively. These activities can be a great tool to provide motivation, collegiality and to further work opportunities.
The types of activities that help free-up thought processes are informal team meetings, group discussions, team-building activities and attending inspirational events such as a business/industry-related conference or hosting a well-respected guest speaker to lead a motivational talk. Try to make a range of activities available to your team during the course of their work. They will need constant positive influences to keep an open and creative mind, which in turn will greatly aid the development of their ideas.
Thinking
Some thought processes need time to develop or shape into workable solutions. You should look into planning appropriate inspirational events that may help free-up the creativity of your team. If there is an evening event, such as a leading business entrepreneur speaking about his experiences in business, you could invite your team out to attend. An out of work event could also be a good social event and team bonding experience. Your team will work better together if they have a more social relationship as they will have a better understanding of the people in their team.
[bookmark: _Toc412546474][bookmark: _Toc415483468]Challenge and collaboration
Include activities that also promote challenge and collaboration within your team. An activity that allows open and frank interactions such as a team-building day would be an ideal forum to get your team to open up and talk. They will need to work together on solving challenges and this kind of activity is usually fun-based and imaginative. It allows your team to let go of their inhibitions and to get creative.
Tasks on team building activities can include:
Solving puzzles
Relying on another team member to help you in a task (e.g. being blind-folded and allowing a colleague to verbally guide you to a designated point) 
[image: C:\Users\Sophie2\Desktop\ArtWork\puzzle_piece_hole_business_400_clr_6354.png]Making a video/short-film.
As this tends to be a more competitive activity you could try different team combinations so that your team have an opportunity to get to know all their colleagues in the team. You need to challenge and see how your team collaborate with one another. Check to see who works well together and if there are any conflicts.
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_3485037_S.jpg]Group discussions should also be used within your team to keep a good flow of communications, Ask your team questions that may challenge them, be direct and help them work through their thought processes.
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[bookmark: _Toc412546476][bookmark: _Toc415483470]2.5 – Establish personal reward and stimulation as an integral part of the team's way of working
[image: C:\Users\Sophie2\Desktop\ArtWork\MCup.jpg]To recognise and celebrate the efforts and successes of your team, you could establish a reward system. This would show that achievements are valued and that it is acceptable to recognise and reward efforts made. Be proud of your team. 
A reward system would also help to motivate your team to make achievements and could also promote a healthy competitiveness to encourage your team in their work. This stimulation would give your team the ability to make innovative changes and the benefits that ultimately will push your team and organisation forwards.
Rewards may include:
Recognition of the team’s/individual’s achievements – celebrate all successes and share the positivity within your team
Praising efforts and successes – thank your team for their work and acknowledge the progress that is made
Flexible hours – if within your organisation’s remit, individuals could negotiate suitable working practices
Making work fun – celebrate occasions such as birthdays and allow your team to enjoy a little social interaction
Helping people connect – to acknowledge your team’s progress, you could arrange meetings with suppliers/customers and involve them in establishing those contacts
Rewarding effort as well as success – no achievement is too small, celebrate all your team’s work
Arranging coffee mornings/refreshments during work – you could combine this with a departmental/staff meeting and allow all personnel to celebrate achievements
Offering a project of the individual’s/team’s choosing – with achievements made, you could ask your team which ideas they would like to develop next
Receiving a voucher – this could be redeemed for a leisure activity of the individual’s choice, for example, collecting five vouchers in exchange for theatre tickets
Wall of fame – You could put staff photos on the wall with an explanation of their achievements
Create a chill zone/break-out area – This could provide a place for breaks, informal team meetings and, for individuals working early or late, just a quiet place to relax. 
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[bookmark: _Toc412546478][bookmark: _Toc415483472]3. Support and guide colleagues
3.1. 	Model behaviour that supports innovation
3.2. 	Seek external stimuli and ideas to feed into team activities
3.3.	Proactively share information, knowledge and experiences with other team members
3.4.	Challenge and test ideas within the team in a positive and collaborative way
3.5.	Proactively discuss and explore ideas with other team members on an ongoing basis
[image: ]

[bookmark: _Toc412546479][bookmark: _Toc415483473]3.1 – Model behaviour that supports innovation
To lead your team to innovation, you should introduce a behaviour system that supports this. You will need a structure that encourages positivity, creativity and cooperation. Influence your team to develop the best behaviour that supports their innovation. 
Collaborative
Encourage your team to collaborate, let them know that being part of a team has its own strengths. It is healthy to have a friendly competitive nature between individuals, to spark debates and ideas, but this should not be at the expense of others. Ultimately your strength to innovation is through collaboration, which draws on combined talents.
Equitable/fair
Work should be fairly allocated, equally distributed and there should be a chance for all your team members to perform and add value. Each team member should be recognised for their own achievements as well as the team’s achievements as a whole. 
Fun
If you introduce a fun element into the workplace you will have happy staff that will enjoy coming to work. This will reflect onto your customers/clients and they will enjoy your business contact. It is also a good way to relieve stress or boredom, especially if your team encounter blocks or problems with their work development. It is an important tool to keep your team balanced and also to help them bond, as long as they do not put fun before work goals. If your organisation allows, you could introduce some fun activities, such as ten-minute brain teasers, joke of the week competition, lateral thinking puzzles and even introduce a charity money box for when staff say certain words (e.g. for over-used business cliché terms).
Hard working
[image: C:\Users\Sophie2\Desktop\ArtWork\read_together_story.png]Help your team to set themselves goals. If you empower your team to do work tasks that they can manage and control, this will automatically bring a better working ethos into the team. By handing your team certain responsibilities, they will rise to the position and work hard to achieve the desired results. Treat your staff with respect, listen to their thoughts and ideas and encourage them to move in the direction that works best. Your team will connect more closely with their work and will want to work to produce results.
Reflective
It is not all about generating as much volume of work as possible, your team also need to take time to reflect on work as projects develop. Allow some breathing time so that your team can analyse and test their work, them make improvements before taking it to the next stage. Your team should have the time to experiment and explore all possibilities to create a well-rounded product/service.

Responsible
Allow your team to be responsible within their work, not only does this encourage your team to work well and hard, but it also allows them to rise to challenges. By empowering your team to be responsible, you are helping them to grow and develop as people within the workplace. Your team will make better and more confident decisions.
Sympathetic
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_26239612_S.jpg]It is also healthy for your team to have a sympathetic side to them. This capability will enable them to listen to others and to understand different viewpoints more clearly. Although it is a good quality to be driven and focussed there are times when this approach can be detrimental to your colleagues or customers. It is a strength to be able to visualise yourself on the receiving end of either your conversation or actions at work. Encourage your team to be aware of the impact they may have on other persons.
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[bookmark: _Toc412546481][bookmark: _Toc415483475]3.2 – Seek external stimuli and ideas to feed into team activities
Keep your team inspired with team activities that provide external influences to support innovation. It is all too easy for personnel to settle into workplace routines and to forget what is going on around them. You should be there to constantly introduce sources of stimuli as part of your promoting innovation to your team.
[bookmark: _Toc412546482][bookmark: _Toc415483476]Sources of stimuli
Look at other areas to bring in ideas to the team. There is a wealth of information outside of your organisation that can be used to inspire your team and provide motivation through ideas, developments and the actions of others.
To add to the fun element of introducing stimuli at work, you could introduce a monthly quiz for your team; this could draw on a range of subjects that could interest your team. Use business trends/developments as well as more personal acts of inspiration. Why not try introducing an interesting fact every week to your team, or you could ask your team to share any interesting facts/news that they have heard about.
Australia or overseas
Look at what is happening throughout Australia and around the world. Find inspirational acts to talk about. Look at more off-beat news, such as unusual businesses, young entrepreneurs or emerging economy trends. 
Colleagues outside of the team
Bring in other colleagues to your team environment, encourage a friendly banter and build on these relationships within your team. This is a great way to exchange information and to spark ideas through conversation.
Family and friends
[image: C:\Users\Sophie2\Desktop\ArtWork\stick_figures_team_puzzle.png]Encourage your team to talk to their family and friend and to the people that always have their best interests at heart. Not only is this a great release at the end of the working day/week, it also may bring in different views and perspectives on work situations. A comment said in isolation may be a great way to turn around a thought or idea.
[image: C:\Users\Sophie2\Desktop\ArtWork\computer_monitor_tech_code_800_wht_5829.png]Internet
The internet is a great source for finding quirky news and to follow interesting trends. With so much information to hand, this should be a much valued resource to inspire your team.
Journals
Read specific business journal and discuss the interesting articles with your team. You could bring the journals into your organisation and if you do have a break area, leave the journals on coffee tables and encourage your team to take the time to read them. 
Networks or technical experts
These will provide professional sources of information for your team and is a great way to exchange information.
Other organisations
Look at how other organisations operate, if a process works well for them, you could consider if it would work well for you/your organisation. Be inspired by your business peers.
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[bookmark: _Toc412546484][bookmark: _Toc415483478]3.3 – Proactively share information, knowledge and experiences with other team members
Share your enthusiasm and your findings. You and your team’s combined knowledge and experiences should be inspiring to all and you should all share as much as possible. Let your team know that knowledge should be shared and by sharing knowledge you will empower yourselves and others. 
By sharing information, knowledge and experiences, you will attract this back from your colleagues. This circulation of information will increase both you and your team’s awareness and promote a creative and innovative environment. 
[bookmark: _Toc412546485][bookmark: _Toc415483479]Share your knowledge
[image: ]Arrange regular team meetings or you could have a regular ten-minute morning conversation with your team. This will be a perfect way to share your knowledge and will also start the working day positively. By talking to your team and including them, you will automatically create a more positive frame of mind for the day ahead and if there are issues to be raised, you can discuss this together. 
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[bookmark: _Toc412546487][bookmark: _Toc415483481]3.4 – Challenge and test ideas within the team in a positive and collaborative way
[bookmark: _Toc412546488][bookmark: _Toc415483482]3.5 – Proactively discuss and explore ideas with other team members on an ongoing basis
Your team should challenge and test their ideas; this is part of the developmental phase of creating new work.
[bookmark: _Toc412546489][bookmark: _Toc415483483]Test ideas
Your team should test their work; get them to talk through the options, possibilities and outcomes of the work produced. Make this a team collaboration exercise and look at what works well.
Discuss and explore ideas with your team and ask your team the following:
How does this perform?
Have you tried to use this model and if so, does it work to the expected outcomes?
Does it fulfil the original goal set?
Does it add value to the overall objectives?
Could this be improved?
You and your team should review all work developments and remind yourselves of your original objectives. Make sure you stay on target, review, improve and move forwards.
[bookmark: _Toc412546490][bookmark: _Toc415483484]Discuss and explore ideas
Regularly discuss and explore your work ideas within your team. This is important to keep a free-flow of ideas and to keep a track of what everyone in the team is working on. Team members will value the interaction and it will help break through on sticking points and difficult issues. It also is a great way to reset your original objectives and goals to make sure no one is working along on a different tangent.
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_22252264_S.jpg]Frequent communications can be used to explore a variety of opportunities which could be catalogued into a central resource area. If you keep relevant information and ideas that are discussed, it will give you an opportunity to explore these in more depth over time and to revisit and develop unformed visions.

[bookmark: _Toc412546491][bookmark: _Toc415483485]W.I.S.H. team review
[image: C:\Users\Sophie2\Desktop\ArtWork\Fotolia_23643125_S.jpg]The W.I.S.H. team review is a process for analysing where your team are at in their development. It can help you to plan how to move your team forward and progress to the next level. 
This involves:
Well – looking at what your team does well
Improve – looking at the ways your team can improve
Strategy – developing the right strategy to further your teamwork
How – finally, how you are going to implement your strategy with your team.
The result of the above process can help your team to enhance on what they do well and show any areas that may need to be worked on. It can show the elements that may be causing blocks to your team’s growth. Look at your team and analyse how they function and what influences them. By focusing on the strategy, you can help your team to develop their potential. Make sure you take the time to implement the strategy with your team so that real development can occur. 
In your review, you should consider the following:
Attitude
Skills
Communication
Abilities
Cooperation 
Compatibility.
Use the W.I.S.H. model against each of the above and see where your team are currently at. For example, does your team’s attitude work well, or does your team need to make improvements on any aspects of their attitude? This process is helpful in breaking down the questions that you need to ask so that you can see clearly how your team work together.


[bookmark: _Toc412546492][bookmark: _Toc415483486]Activity 3D
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[bookmark: _Toc412546493][bookmark: _Toc415483487]4. Reflect on how the team is working
4.1. 	Debrief and reflect on activities and on opportunities for improvement and innovation
4.2. 	Gather and use feedback from within and outside the team to generate discussion and debate
4.3.	Discuss the challenges of being innovative in a constructive and open way
4.4.	Take ideas for improvement, build them into future activities and communicate key issues to relevant colleagues
4.5.	Identify, promote and celebrate successes and examples of successful innovation
[image: ] 

[bookmark: _Toc412546494][bookmark: _Toc415483488]4.1 – Debrief and reflect on activities and on opportunities for improvement and innovation
To truly understand the results of your team’s work, you will need to come together and analyse the results of their work and their experiences. How did the activities work and what opportunities arose for further improvement and/or innovation?
[bookmark: _Toc412546495][bookmark: _Toc415483489][image: C:\Users\Sophie2\Desktop\ArtWork\stick_figure_drawing_checklist_800_wht.png]Debrief
Arrange a meeting to bring your team together. You should ask your team to prepare beforehand on the activities that have taken place. Ask them to bring a record of all that has been done and their supporting work and evidence. You should meet together to discuss what has been done and what has resulted from this.
Debriefing may include:
Explaining the activities
How the activities were performed
The outcome
The results of this. 
Debriefing discussions
You should talk about the events that have happened and what outcomes have led you to this point. Discuss all the good and the bad, and whether the outcomes have proven to be successful. You should look at any misconceptions that may have occurred, and why these happened and how you addressed these as individuals and as a team.
Ask your team if there are any concerns that they have on the work performed. The debriefing should be an open forum to discuss absolutely everything and you should encourage your team to voice all their opinions and concerns about processes and functions. 
What did your team find to be their main accomplishments? Ask them to explain in detail how they concluded this and did they measure this by the success of the outcomes.
Did all of your team feel included in the work, or did any feel their involvement in the task was not of value? It is important for all of your team to be included and your debriefing should include these issues. Check with your team on whether they felt that their working methods and assigned tasks worked well. 
Share the experiences, emotions and reactions of your team through their experiences. What did they get from this as a working project and what do they feel could be improved or changed for the next time?
Debriefing can be performed over a series of sessions and should be constructed to allow your team members to relay their accounts and achievements honestly and accurately.
[bookmark: _Toc412546496][bookmark: _Toc415483490]Reflect
[image: C:\Users\Sophie2\Desktop\ArtWork\stick_figure_chart_data_trend_800_wht.png]You should also look at further opportunities and other innovations that can be pushed forwards. Keep the momentum on your innovative approach. If you slow down or stop, you will find that your team will also stop. It is good practice to make innovation a natural part of the working day. Encourage your team to express their thoughts and ideas regularly and celebrate successes, achievements and experiences.

[bookmark: _Toc412546497][bookmark: _Toc415483491][image: ]Activity 4A


[bookmark: _Toc412546498][bookmark: _Toc415483492]4.2 – Gather and use feedback from within and outside the team to generate discussion and debate
Analyse your results. Gather feedback from both your team and others that have had an input into your developmental work along the way.
[bookmark: _Toc412546499][bookmark: _Toc415483493]Feedback
Look at the feedback for tangible results of you and your team’s work efforts. This is an opportunity to pause, take stock and evaluate your findings. This is the time that you can learn how your work has impacted on your intended goals. 
[bookmark: _Toc412546500][bookmark: _Toc415483494]Discussion
Talk about your findings within the team, ask the following questions:
What did you learn from the experience?
Did you achieve what you set out to achieve?
Does this add value?
Did you fulfil your goals?
Can this be improved upon?
[bookmark: _Toc412546501][bookmark: _Toc415483495]Debate
A debate is, by definition, a formal discussion on a particular subject with expected audience participation. It is a chance for open discussions and to look at the pros and cons. As such, your work can benefit from open and frank communications to understand the outcomes and value gained with your team’s work. 
[image: C:\Users\Sophie2\Desktop\ArtWork\stick_figure_debate_pc_800_wht.png]You and your team may just debate the results together, in a more informal way, or you may be debating outcomes to management or a work committee that has been put together for this project. There may be evaluations and debates with other teams to look at the possible impacts throughout your organisation, such as marketing a new product with your marketing department, or technical possibilities and difficulties with your ICT department.

[bookmark: _Toc412546502][bookmark: _Toc415483496][image: ]Activity 4B


[bookmark: _Toc412546503][bookmark: _Toc415483497]4.3 – Discuss the challenges of being innovative in a constructive and open way
[image: C:\Users\Sophie2\Desktop\ArtWork\proff_Einstein_smart_stick_idea_pc_800_wht.png]Challenges of being innovative may have affected the outcomes to your work. Look at how these influences have impacted you and your team.
Budgets
Budgetary or other resource constraints can be a big obstacle to innovation. Not only is it difficult to secure budgets on projects that may not be successful or show instant returns, there may also be a lengthy internal process to apply for budgets. You may need to prove the worth of your ideas and you should back this up with supporting data and information to show the potential benefits to your organisation.
Competing priorities
This is a difficult challenge as other priorities may not show up until crunch time occurs and you need to take a step forwards with your own project. Discuss the competing priorities with your management and try to agree a time when your project can be scheduled in for progressing. If you can supply your evaluations and feedback with verifiable data, it will add weight to your purpose and may influence a positive outcome. 
Organisational culture
This can be a unpredictable challenge as it doesn’t always follow a logical path. It may be that a director has no interest in the area that you are developing, and your organisation places less value on it. It may be that the organisation has layers of procedures that will prolong the development to completion stage of you and your team’s work. Try to work with the culture of your organisation and introduce positive influences where you can. Be patient with any blocks you may come across and look at where you can make positive differences.
Problems with breaking old patterns of behaviour or thinking
This can be similar to organisational culture, in the sense that you may need to break down belief-systems that just do not serve in the current business market. This can prove frustrating at times, but you can make positive influences over time by suggesting new and proved ways of working and by showing other examples of successful business competitors that work with innovative methods.
Time pressures
You may find that your team are given very tight deadlines that could cause difficulties with meeting schedules. Try to mediate between your team and organisation to work out a reasonable work schedule that will enable the team to complete the work that is needed and to a time-frame that is agreed by your organisation. Produce a timeline of processes and tasks that need to take place to explain your team’s needs to management, as it could be a simple misunderstanding of expectations.

[bookmark: _Toc412546504][bookmark: _Toc415483498][image: ]Activity 4C


[bookmark: _Toc412546505][bookmark: _Toc415483499]4.4 – Take ideas for improvement, build them into future activities and communicate key issues to relevant colleagues
[bookmark: _Toc412546506][bookmark: _Toc415483500]4.5 – Identify, promote and celebrate successes and examples of successful innovation
Take forwards the ideas that have worked well and look at the potential ways your team can improve these. Look to build upon the work and at how progress can be made.
You should now have verifiable information to understand the parts that worked well and were successful. Look to see how your team can further develop and improve this into future work activities.
[bookmark: _Toc412546507][bookmark: _Toc415483501]Communicate key issues to relevant colleagues
Invite discussions with colleagues. Communicate the important issues that have arisen and get their take on your findings. Report the feedback to your team to enable them to use this information for the improvements.
[bookmark: _Toc412546508][bookmark: _Toc415483502]Celebrate results
Let your team enjoy the successes – include them in the positivity of generating new ideas and let them know the positive comments you received. Try not to place too much emphasis on further improvements at this stage, as your team need to stop and be proud of their achievements. 
You should recap the successes with your team and identify the key points that were achieved. Highlight examples and include all your team in particular efforts made.
[bookmark: _Toc412546509][bookmark: _Toc415483503]Successes
[image: C:\Users\Sophie2\Desktop\ArtWork\strategy_success_block_crossword_800_wht.png]Keep celebrating success. To promote innovation you need to celebrate all successes and reward your team with praise and the thanks that they deserve. 
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[bookmark: _Toc412546511][bookmark: _Toc415483505][image: ]Skills and Knowledge Activity


Nearly there...
[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc412546512][bookmark: _Toc415483506]Major Activity – An opportunity to revise the unit

At the end of your Learner Workbook, you will find an activity titled ‘Major Activity’. This is an opportunity to revise the entire unit and allows your trainer to check your knowledge and understanding of what you have covered. It should take between 1-2 hours to complete and your trainer will let you know whether they wish for you to complete it in your own time or during the sessions. Once this is completed, you will have finished this unit and be ready to move onto the next, well done!

Congratulations!
You have now finished the unit 'Promote innovation in a team environment.'
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