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Instructions to Assessor
[bookmark: _Toc471479536]Prior to conducting the assessment
· Read this document in its entirety
· Contextualise the activities, observations/demonstrations and other submitted evidence to ensure it reflects the learner cohort. Check this against the mapping, to ensure it is still valid
· Ensure that workplace (or simulated environment for learners that are not working) is suitable for the parameters of any required task, to ensure the learners will have an appropriate opportunity to demonstrate their skills
· If observations are undertaken on the job/in a simulated environment, discuss the assessment methods with the third party, so that they are aware of what is required of them (e.g. using the Third Party Observations/Demonstrations document), as well as any modifications that may be required in the workplace
· Ensure that the learner is allocated the appropriate time and resources required for the tasks
· If appropriate, determine and agree with the third party an acceptable timeframe for each observation
· Advise the learner prior to conducting observation/assessment:
· what will occur throughout the assessment process
· when the assessment will occur
· the level of competency expected
· Confirm arrangements for the third party to observe the learner in the workplace with the learner and the third party
· Ensure that the third party understands the requirements and instructions regarding the Third Party Observations/Demonstrations
· Never tell the learner how to perform a task or answer a question, as that would render the assessment invalid – the expectation is that the learner should know this prior to commencing the assessment
· Use the checklists and answer guides to assist you with marking, but never show or share them with the learner or the third party.

[bookmark: _Toc471479537]Selecting a third party
· The third party must be someone in a position to make a valid comment on performance of the learner, e.g. a line manager
· You may use the third party at your discretion, when you feel the learner has not given a satisfactory response for any of the criteria in the unit of competency. Therefore, you may not need third party evidence for all of the performance criteria.
[bookmark: _Toc471479538]Conducting the assessment
· Establish and oversee the evidence-gathering process to ensure it remains valid, sufficient, authentic, current and flexible
· Advise the learner when to commence the assessment
· Gather supporting documents, where available and appropriate, as evidence to help you make a judgement of the learner’s competency
· Record observations and evidence against the checklist
· Where a checklist point is not observable due to reasons outside the learner’s control, modify the scenario to allow the learner an opportunity to perform the task in question
· Do not interfere with the assessment unless the learner’s actions impose a risk of harm
· If there is an error, record it
· When the assessment is complete, advise the learner and record your comments in the relevant section. You must determine whether they are competent (C) or not yet competent (NYC).
[bookmark: _Toc471479539]Making the decision on competency
· The learner needs to be deemed satisfactory for all of the criteria in the unit to gain competency
· If you are in doubt of the learner’s competency, gather further evidence to guide your decision. For example, this may include asking supplementary questions or requesting a portfolio of evidence from the learner
· Assess learners on their performance in this unit, not on actions before or after the assessment (unless a portfolio of evidence is required)
· Use the checklists and your professional judgment to determine the final outcome. However, if the learner’s performance in the assessment does not reflect performance during the course, consider undertaking an oral quiz or other supplementary assessment
· If you are marking the learner NYC (Not Yet Competent), ensure you outline why you have made this decision, and provide advice on how the learner can improve skills/knowledge prior to their next attempt.


When using evidence you have gathered on the learner to judge their competency, the following criteria will need to be met (as applicable to the unit of competency):
· All the performance criteria elements have been addressed to the required standard (set out in the unit of competency)
· The knowledge evidence/required knowledge has been demonstrated
· The performance evidence has been practically demonstrated
· The foundation skills/required skills have been practically demonstrated
· The assessment conditions/critical aspects of assessment have been met
· The context and consistency of assessment are addressed to appropriate AQF level
· The learner has been assessed through a range of assessment methods
· The learner has completed all assessments to the levels defined in the assessor workbook (as stated in the Learner Workbook activity answers and summative assessment answers).
[bookmark: _Toc471479540]After the assessment
· Provide learners with:
· clear and constructive feedback based on the assessment decision
· information on ways of overcoming any identified gaps in competency revealed by the assessment
· the opportunity to discuss the assessment process and outcome 
· information on reassessment and the appeals process
· an opportunity for reassessment, if appropriate
· Regardless of the outcome of the assessment, provide all learners with a copy of the completed checklist, ensuring the comments section is completed. 
· Where the learner’s performance is deemed not yet competent, provide detailed feedback on the criteria they need to improve upon, if requested
· Record and report the outcome of assessment for each learner.

[bookmark: _Toc415147200][bookmark: _Toc471479541]Observation/demonstration
Throughout this unit, the learners will be expected to show their competency of the elements through observations or demonstrations. As trainer/assessor, you will compile a list of demonstrations that you recognise the learners will need to complete, or tasks to be observed. Any required observations and demonstrations will need to be completed, as well as the activities found in the Learner Workbook. 
An explanation of observations and demonstrations:
Observation is on-the-job
The observation will usually require:
· Performing a work based skill or task 
· Interaction with colleagues and/or customers.
Demonstration is off-the-job
A demonstration will require:
· Performing a skill or task that is asked of you
· Undertaking a simulation exercise.
You will need to inform each learner which one of the above they will be required to do. The observation/demonstration will cover one of the unit’s elements.
The observation/demonstration will take place either in the workplace or the training environment, depending on the task to be undertaken and whether it is an observation or demonstration. As trainer/assessor, you will ensure each learner is provided with the correct equipment and/or materials to complete the task. Learners should also be informed on how long they have to complete the task.
Learners should be able to demonstrate the skills, knowledge and performance criteria required for competency in this unit, as seen in the Learner Guide.


[bookmark: _Toc471479542]Reasonable adjustments
Where learners are unable to complete the tasks in the methods specified due to situations beyond your/their control, you will need to make reasonable adjustments.
These will be dependent on the specific needs of the learners.
While learner needs will vary on an individual basis, examples are given below:
Learner workbook written answers
If the student is unable to write (e.g. due to a disability or injury), you may ask them questions verbally and record their responses on an audio device.
Also, you have the option of asking supplementary questions to confirm their competency in a given criteria, if necessary.
Skills activity
If the learner is unable to demonstrate their skills at the time of your presence, for whatever reason, they could provide a video demonstration to the assessor, or obtain third party evidence of them demonstrating the skills in question.
Knowledge activity
If the learner is unable to verbally answer questions, for whatever reason, they could provide written answers to the questions, or provide an audio recording of their answer at a later date.
Performance activity
If the learner is unable to perform the required practical tasks at the time of asking, for whatever reason, they may provide video evidence at a later date, or complete the task in a simulated environment, with evidence given by the designated third party, if required.




[bookmark: _Toc471479543]Additional Evidence
In addition to the assessments provided in this unit, learners may also display competence through additional evidence. 
This may include, but is not limited to:
Workplace evidence
Portfolios
Existing qualifications
Workplace documents
Case studies
Research
Reports.
This additional evidence may be submitted by the learner or their third party, but should be subject to validation by the assessor.

[bookmark: _Toc471479544]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.
[bookmark: _Toc471479545]Activity 1A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to make innovation an integral part of leadership and management activities.

	
	Identify five traits that should be demonstrated by leaders of innovation.

Leaders of innovation should have these traits:

· Ability to imagine and express innovative visions
· Excellent understanding of customer desires and motivations
· Good communication skills and willingness to tolerate mistakes
· Ability to gain respect and encourage contributions from staff members at all levels
· Ability to present and provide information about innovative ideas
· Good employee feedback skills (feedback should be honest and realistic)
· Ability to lead by example and inspire others.






[bookmark: _Toc435695596][bookmark: _Toc435782284][bookmark: _Toc471479546]Activity 1B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to demonstrate positive reception of ideas from others and provide constructive advice.

	
	Specify four ways of responding positively to ideas that are contributed by employees.

Positive ways of responding to employee contributions include:

· Writing personalised thank you notes
· Thanking employees directly 
· Sharing contributed ideas with other members of the workforce
· Using incentive schemes and providing rewards for contributions.






[bookmark: _Toc471479547]Activity 1C
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to establish and maintain relationships based on mutual respect and trust.

	
	1. Access your organisation’s code of conduct and identify five rules or standards which apply to mutual respect and trust in the workplace.

2. Specify four ways in which leaders may establish respect and trust in the workplace.

1. Learners should have the opportunity to access organisational codes of conduct. The codes of conduct may include sections on how to act when dealing with other members of the workforce. They might specify appropriate ways of providing feedback and collaborating on work projects.

Other aspects that may be addressed by codes of conduct include:

· Integrity 
· Credibility 
· Accountability 
· Reliability 
· Transparency.

2. Leaders may develop trust and respect in the following ways:

· Setting positive examples
· Maintaining open communication
· Not apportioning blame 
· Addressing issues of trust.






[bookmark: _Toc471479548]Activity 1D
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to take considered risks to open up opportunities for innovation.

	
	1. Identify at least three innovative opportunities which could be taken by your organisation. Create a risk assessment matrix highlighting the associated business impact and probability of risks relating to these ideas.

2. Identify three possible ways of addressing the risks associated with innovative opportunities that may be taken by your organisation.

1. Learners should have the opportunity to research and identify opportunities for innovation. They should create risk assessment matrixes which accurately reflect the associated business impact and probability of risk.

This risk assessment matrix template may be used:

	
	Associated business impact

	

Probability of risk
	
	Low
	Medium
	High

	
	Extreme
	
	
	

	
	High
	
	
	

	
	Moderate
	
	
	

	
	Low
	
	
	



2. Risks may be addressed in the following ways:

· Drawing upon the knowledge and advice of professionals both within and outside your organisation
· Using licensing programmes, allowing other organisations to test the implementation of ideas and assess the associated consequences
· Taking time over the implementation of ideas so that the organisation isn’t placed at considerable risk.






[bookmark: _Toc471479549]Activity 1E
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to regularly evaluate own approaches for consistency with the wider organisational or project context.

	
	Carry out a review of your personal approaches to innovation and write a short description of the are consistent or inconsistent with the wider organisational or project context.

Learners should demonstrate an understanding of approaches to innovation, which may include:

· Improving products and processes
· Developing new products or services
· Developing the business model
· Integrating new technologies for business improvement.

They should provide an accurate overview of the aspects which are consistent and inconsistent with the wider organisational or project context.
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 Activity 2A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to consult on and establish working conditions that reflect and encourage innovative practice and introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas.

	
	1. Give five examples of working conditions which relate to levels of innovation within an organisation.

2. Specify five ways of fostering innovation which may be included in workplace procedures.

1. Working conditions may include:

· Flexible working hours
· Social leave
· Study leave
· Encouragement of risk-taking and tolerance of failures 
· Opportunities for collaboration and team meetings
· Support of senior staff members in the development of ideas
· Allocation of resources for innovation
· Time provided for coming up with ideas.

2. Ways of fostering innovation may include:

· Hiring employees with creativity and the ability to innovate
· Allowing and actively encouraging employees to spend time thinking creatively
· Maintaining open communication and addressing innovation 
· Allowing for failure and tolerating mistakes
· Providing innovation training opportunities.




[bookmark: _Toc471479551]
 Activity 2B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to facilitate and participate in collaborative work arrangements to foster innovation.

	
	1. Identify three ways in which senior staff members may foster innovation within an organisation.

2. Specify for types of collaborative work arrangements.

1. Senior staff members may foster innovation in the following ways:

· Arranging meetings involving staff members from all levels and ensuring that business details are openly shared
· Maintaining an open door policy and engage actively with employees throughout the organisation
· Providing employees with opportunities for informal discussions and social meetings outside the workplace.

2. Collaborative work arrangements might be:

· Cross section
· Vertical teams
· Within a section 
· Working with supplier organisations or partner organisations.
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 Activity 2C
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to build and lead teams to work in ways that maximise opportunities for innovation.

	
	1. Give five examples of team building requirements.

2. Identify five ways of working that maximise opportunities for innovation.

1. Team building requirements may include:

· Highlighting and agreeing on common objectives and team purposes
· Selecting and organising team members with appropriate skill sets
· Detailing the contribution that the team is expected to make in relation to the progression of the business
· Developing schedules and timelines for the completion of team tasks
· Developing means of evaluating team contributions and making improvements as necessary
· Ensuring the commitment and motivation of team members.

2. Ways that maximise opportunities for innovation may relate to:

· Collaborating
· Collecting data
· Creative thinking
· Future scanning
· Getting feedback
· Making suggestions
· Networking.



[bookmark: _Toc471479553]
 Activity 3A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to acknowledge suggestions, improvements and innovations from all colleagues.

	
	Specify five ways of acknowledging staff contributions.

Staff contributions may be acknowledged in the following ways:

· Personalised thank you notes
· Written pieces in bulletins and newsletters
· Statements during staff meetings
· Social media and blog posts 
· Informal workplace discussions.
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 Activity 3B
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to find appropriate ways of celebrating and promoting innovation.

	
	1. Detail five ways of celebrating and promoting innovation.

2. Identify four ways of encouraging employees to come up with innovative ideas.

1. Ways of celebrating and promoting innovation may include: 

· Congratulating the project team
· Ensuring management acknowledgement
· Providing a newsletter story about the idea
· Using the idea to help foster other ideas 
· Well-planned group incentive schemes.

2. Ways of encouraging employees to come up with innovative ideas may include:

· Highlighting the importance of innovation in staff bulletins and newsletters
· Maintaining an open door policy and ensure that all employees feel able and willing to contribute make innovative suggestions
· Arranging regular meetings and brainstorming sessions for the encouragement of staff contributions
· Placing suggestion boxes in various areas throughout the organisation to emphasise the focus on innovation.






[bookmark: _Toc471479555]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to promote and reinforce the value of innovation according to the vision and objectives of the organisation or project and to promote and support the evaluation of innovative ideas within the wider organisational or project context.

	
	1. Write a paragraph on your organisational vision and the ways that it relates to innovation.

2. Identify five ways of evaluating innovative ideas.

1. Learners should have the opportunity to access organisational mission statements and identify visions which should guide their work. They should accurately describe the ways in which the organisational vision is related to innovation.

2. Evaluation of innovative ideas may relate to:

· Analysing consistency with overall goals, values or vision
· Assessing resource requirements and practicalities
· Assessing the potential to find 'champions' or supporters
· Evaluating the external factors that may impact on the idea
· Exploring the implications of ideas that may stretch or change existing ways of doing things.




[bookmark: _Toc471479556]
 Activity 4A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to evaluate the impact of the physical environment in relation to innovation.

	
	Identify eight environmental factors which may have a bearing on the levels of innovation within an organisation.

Learners may identify the following environmental factors:

· Eating areas
· Extent to which design or style links with declared philosophies or objectives
· External areas
· General ambience of the work environment
· Location of different people
· Presence and ambience of relaxation areas
· Style of decor
· Use of creative messages or images in the workplace
· Workspace design and decor
· Workstation arrangements and opportunities for interaction.




[bookmark: _Toc471479557]
 Activity 4B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to collaborate with colleagues about ideas for enhancing the physical work environment before taking action.

	
	This practical activity will require you to hold a discussion with a colleague and identify a range of ideas for enhancement of the physical work environment. You should demonstrate a variety of collaborative skills.

Learners should have the opportunity to collaborate for the identification of ideas which can be implemented for improvement of the physical environment. They should generate a range of appropriate suggestions.

These collaborative skills should be demonstrated:

· Defining individual roles and establishing mutual respect
· Talking openly, sharing opinions and perspectives
· Encouraging others to communicate and listening respectfully
· Recognising and thanking colleagues for their contributions.




[bookmark: _Toc471479558]
 Activity 4C
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to consider potential for supporting innovation when selecting physical resources and equipment and to design, fit-out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships.

	
	1. Identify at least four pieces of equipment and describe why they would be suitable for the purpose of supporting innovation in your workplace.

2. Specify four design methods that may be used to encourage innovation and collaboration in the workplace.

1. Learners should have the opportunity to research and identify appropriate items of equipment. They should provide relevant details about the suitability of this equipment for the purpose of supporting innovation.

Examples of physical resources and equipment may include:

· Tables
· Chairs
· Computers
· Digital projectors
· Printers and photocopiers
· Telephones
· Pens and pencils
· Writing and sketching pads.

Equipment may be chosen for these reasons:

· Comfort and homeliness
· Flexibility and mobility
· Convenience.

2. Learners may specify the following design methods:

· Integrating open floor plans
· Installing large tables
· Providing furniture which allows for independent and group working
· Encouraging employees to bring their personal belongings and add their own personal touches
· Separating the environment into zones for particular tasks and ways of working.




[bookmark: _Toc471479559]
 Activity 5A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to pro-actively share relevant information, knowledge and skills with colleagues, to provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation and to create opportunities in which individuals can learn from the experience of others.

	
	1. Identify five possible ways of sharing information about innovation.

2. Give five examples of formal/informal learning opportunities for helping to develop the skills needed for innovation.

3. Identify three possible ways in which individuals can learn from the experience of others in relation to innovation.

1. Ways of sharing information include:

· Conversations in person
· Intranet messages 
· Emails
· Forums
· Telephone calls
· Cloud-based computing systems.

2. Formal and informal learning opportunities may include:

· Coaching
· Conferences
· Formal training courses/programs
· Information seminars
· Job rotation
· Mentoring 
· Online learning.

3. Ways of learning from the experience of others may include:

· Accessing information sources such as books and journals
· Meeting and holding discussions with colleagues
· External training
· Visiting other businesses and observing working practices.




[bookmark: _Toc471479560]
 Summative Assessments
The summative assessments are the major activities designed to assess the learner’s skills, knowledge and performance, as required to show competency in this unit. These activities should be completed after finishing the Learner Guide. These should be completed as stated under the trainer/assessor instructions.
Skills, knowledge and performance may be termed as:
· Skills – skill requirements, required skills, essential skills, foundation skills
· Knowledge – knowledge requirements, required knowledge, essential knowledge, knowledge evidence
· Performance – evidence requirements, critical aspects of assessment, performance evidence.
Section A: Skills Activity
The Skills Activity is designed to be a series of demonstrative tasks that should be assessed by observation (by the assessor or third party, depending on the circumstances).
It will demonstrate all of the skills required for this unit of competency, and observation should be recorded in the relevant section of the Observations/Demonstrations document.
Section B: Knowledge Activity (Q & A)
The Knowledge Activity is designed to be a verbal questionnaire where the assessor asks the learner a series of questions to confirm their competency for all of the required knowledge in the unit of competency.
Section C: Performance Activity
The Performance Activity is designed to be a practical activity performed either in the workplace or a simulated environment. The learner should demonstrate the required practical tasks for the unit of competency and be observed by the assessor and/or third party, as applicable to the situation.
The observation should be recorded in the relevant section of the Observations/Demonstrations document.
Note: The learner should have completed written answers, portfolios or any evidence of competency should be attached to the learner workbook.



[bookmark: _Toc471479561]Summative Assessments answer guide
[bookmark: _Toc471479562]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

This activity will enable you to demonstrate the following skills:
· Reading
· Writing
· Oral Communication
· Navigate the world of work
· Interact with others
· Get the work done

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for but the learner should be able to demonstrate their competency in the unit requirements.

1. Create a planning document outlining a plan you could implement in order to build and sustain an innovative working environment in your workplace. You may choose any method to achieve this, but you should detail your plan thoroughly, explaining how each element of the plan will enable you to achieve the outcomes of the project.

This activity will need to be observed, and a signed record of this observation (completed by the assessor or third party) should be uploaded in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should demonstrate their knowledge and understanding of the course content so far by formulating a plan to achieve the outcomes of the unit, being to build and sustain an innovative working environment, by adapting workplace layout and design, consulting with team members, etc.


[bookmark: _Toc471479563]Section B: Knowledge Activity (Q & A)
Objective: To provide you with an opportunity to show you have the required knowledge for this unit.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Explain the concepts and theories of innovation and how these link to innovation in practice
· Explain the context for innovation in the workplace including core business values, overall objectives, broader environmental context and the need to ensure the value and benefit of innovative ideas and projects
· Discuss the factors and tools that can motivate individuals to use creative thinking and apply innovative work practices
· Research the legislative framework that impacts on operations in the relevant workplace context
· Explain how different approaches to management and leadership can support or hinder innovation
· Discuss typical challenges and barriers to innovation within teams and organisations and ways of overcoming these including rewarding and celebrating innovation, coaching and learning, modelling behaviour and managing the physical environment.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

1. Can you identify five factors that should be taken into consideration in relation to opportunities for innovation?

2. Can you identify five ways of maximising opportunities for innovation?

3. Can you provide four examples of considerations that relate to organisational values and standards?

4. What should SMART objectives be?

5. Can you identify five ways in which team leaders can enhance contributions to the development of innovative opportunities?

6. What is the purpose of copyright according to Australian legislation and how does copyright work?

7. Can you identify five leadership roles in the context of innovation?

8. Can you identify five ways of celebrating and promoting innovation?

1. Learners may refer to the following factors:

· Cost criterion
· Availability of resources
· Costs that are not readily apparent at first.
· Other money or resources that have been committed
· Replacement of existing products or services that would impact on the current budget
· Innovation resulting in changes in economic conditions related to the organisation
· Availability of funding.

2. Opportunities for innovation may be maximised in the following ways:

· Collaborating
· Collecting data
· Creative thinking
· Future scanning
· Getting feedback
· Making suggestions
· Networking.

3. Standards and values may relate to these considerations:

· Employee privacy
· Employment conditions
· Discrimination in the workplace
· Compliance with legislation.

4. SMART objectives should be:

· Specific
· Measurable in terms of the wider organisational or project context
· Attainable/achievable and consistent
· Realistic
· Timely.

5. Team leaders may enhance contributions in the following ways:

· Selecting the methodology of discussion
· Planning projects within agendas for the involvement of all team members
· Interacting with any sub-committees that are formed 
· Managing the budget if the team is of such a nature that expenses are to be incurred
· Leading the team
· Encouraging project scheduling and milestone tracking for pre-determined areas
· Managing all sub-team activities
· Monitoring progress and identifying items that may cause distractions or unnecessary time delays.

6. The purpose of copyright is the protection of the expression of ideas, as opposed to the ideas themselves. The way copyright works is that ideas and creative concepts are automatically protected the moment they are documented (electronically or on paper) – there is no need to register or apply for it.

7. Leadership roles may include:

· Contributing
· Ensuring standards 
· Providing a positive role model 
· Developing and implementing ideas 
· Monitoring key performance.

8. Ways of celebrating and promoting innovation may include:

· Congratulating the project team
· Ensuring the acknowledgement of management
· Providing a newsletter story about the idea
· Using the idea to help foster other ideas
· Organising group incentive schemes. 





[bookmark: _Toc471479564]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

Where applicable, a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

This activity will enable you to demonstrate the following performance evidence:
· Establishing procedures and practices that foster innovation 
· Reinforcing the value of innovation to the vision and objectives of the organisation
· Modelling behaviour including being receptive to ideas, giving constructive advice, evaluating own work, establishing and maintaining relationships based on mutual respect and trust, taking considered risks that provide opportunities for innovation
· Evaluating how the physical environment can be enhanced to support innovation and collaboration and collaborating on ideas to make improvements including in the selection of physical resources and equipment, and the design, fit-out and decoration of the workspaces
· Making changes to a workspace that will encourage innovation

Answer the activity in as much detail as possible, considering your organisational requirements.

All activity answers will vary depending on the learner and the organisation they work for but the learner should be able to demonstrate their competency in the unit requirements.

1. While leading a small team of between two to five employees in an innovation project, demonstrate that you can establish appropriate procedures and practices which are likely to contribute to efficient, safe, and effective work actions.

For example, you should establish how employees communicate and collaborate, set up consultation procedures, and promote the sharing of ideas/feedback.

This activity will need to be observed, and a signed record of this observation (completed by the assessor or third party) should be uploaded in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

2. During a team meeting, demonstrate that you can communicate and reinforce the importance of innovation to your organisation. Remember to refer to vision and organisational objectives, which are linked closely to innovation.

This activity will need to be observed, and a signed record of this observation (completed by the assessor or third party) should be uploaded in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

3. Demonstrate that you model appropriate behaviours while working on three innovation tasks of your choice. You should lead by example and show that you can give constructive advice, evaluate your own work, and establish and maintain respectful, professional relationships.

This activity will need to be observed, and a signed record of this observation (completed by the assessor or third party) should be uploaded in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

4. Identify two areas of your immediate work environment that could be improved, before making appropriate changes to enhance the space to improve innovation and collaborative practices in your organisation.

This activity will need to be observed, and a signed record of this observation (completed by the assessor or third party) should be uploaded in your answer. It should detail what was done, when it was done, the time it was completed in, the completed actions and the overall outcome of the tasks.

1. Learners should show that they can establish appropriate standard practices which can be incorporated into every employee’s work tasks. They should concentrate on ensuring that all employees understand what is expected of them. The result should be consistent/standardised practices across the innovation department/group.

2. Learners should show that they can influence a group of workers through strong, motivational, and persuasive speaking. They must succeed in emphasising the importance of innovation and refer to how it relates to organisational vision statements and goals.

3. Learners must show that they can carry out their own tasks effectively and efficiently in order to lead by example. They should show that they understand why this is important and realise that their actions can have a major impact on other employees.

4. Learners must be able to identify two areas of their work environment which prevent or reduce the impact of innovation work. They should then make changes, such as making more space available, so that employees can collaborate and innovate more effectively.
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