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[bookmark: _Toc415143422][bookmark: _Toc415154318]Unit of Competency
Application

This unit describes the skills and knowledge required to create an environment that enables and supports the application of innovative practice focusing on a holistic approach to the integration of innovation across all areas of work practice.

It applies to individuals working in leadership or management roles in any industry or community context. The individual could be employed by the organisation, but may also be an external contractor, the leader of a cross organisation team or of a self-formed team of individuals. The work group could be permanent or temporary in nature.

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

Unit Sector

Creativity and Innovation – Innovation

[bookmark: _Toc329018037]

[bookmark: _Toc329018038]Performance Criteria
	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


	1. Lead innovation by example
	1.1 Make innovation an integral part of leadership and management activities
1.2 Demonstrate positive reception of ideas from others and provide constructive advice
1.3 Establish and maintain relationships based on mutual respect and trust
1.4 Take considered risks to open up opportunities for innovation
1.5 Regularly evaluate own approaches for consistency with the wider organisational or project context


	2. Establish work practices that support innovation
	2.1 Consult on and establish working conditions that reflect and encourage innovative practice
2.2 Introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas
2.3 Facilitate and participate in collaborative work arrangements to foster innovation
2.4 Build and lead teams to work in ways that maximise opportunities for innovation


	3. Promote innovation
	3.1 Acknowledge suggestions, improvements and innovations from all colleagues
3.2 Find appropriate ways of celebrating and promoting innovation
3.3 Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project
3.4 Promote and support the evaluation of innovative ideas within the wider organisational or project context


	4. Create a physical environment which supports innovation
	4.1 Evaluate the impact of the physical environment in relation to innovation
4.2 Collaborate with colleagues about ideas for enhancing the physical work environment before taking action
4.3 Consider potential for supporting innovation when selecting physical resources and equipment
4.4 Design, fit-out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships


	5. Provide learning opportunities
	5.1 Pro-actively share relevant information, knowledge and skills with colleagues
5.2 Provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation
5.3 Create opportunities in which individuals can learn from the experience of others





[bookmark: _Toc415143424][bookmark: _Toc415154320]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

[bookmark: _Toc329018040]
	Skill
	Performance
Criteria

	Description

	Reading


	1.5, 2.2, 4.1, 5.1
	· Interprets and evaluates information that may deal with complex ideas related to issues both within and outside a given workplace context


	Writing
	3.3, 3.4, 5.1
	· Develops information for others using language to suit the context and audience

	
	
	

	Oral Communication
	1.2, 2.1, 2.3, 3.1, 3.3, 3.4, 5.1
	· Presents ideas and concepts to a range of audiences using structure and language to suit the audience
· Uses active listening and questioning to discuss and clarify information and to confirm understanding


	Navigate the world of work
	1.1, 1.5, 2.1, 2.2, 3.3, 5.1, 5.2
	· Takes responsibility for implementing practices and procedures to achieve organisational objectives in innovation according to role requirements
· Stays up to date with professional development options to provide relevant information to staff


	Interact with others
	1.2, 1.3, 2.3, 2.4, 3.1-3.4, 4.2, 5.1, 5.3
	· Uses appropriate communication techniques to build rapport and foster strong relationships with co-workers in a range of work contexts
· Uses inclusive and collaborative techniques to share, promote and convey complex information about new ideas and systems within the workplace


	Get the work done
	1.1, 1.4, 1.5, 2.1, 3.2, 3.3, 4.1, 4.3, 4.4, 5.2, 5.3
	· Accepts responsibility for planning and implementing tasks and practices to achieve organisational goals, negotiating key aspects with others and taking into account current capabilities and needs
· Develops new and innovative ideas through exploration, evaluation, analysis and critical thinking
· Facilitates a climate where people feel comfortable suggesting and discussing improvements or new ideas
· Uses problem solving processes to identify, assess and respond to challenges and risks around innovation




[bookmark: _Toc415143425][bookmark: _Toc415154321]Assessment Requirements
Performance Evidence

Evidence of the ability to maximise opportunities for innovation by:

· Establishing procedures and practices that foster innovation including:
o	collaborative work arrangements
o	building team capacity to contribute to innovation
o	providing formal and informal learning opportunities
o	evaluating ideas
o	celebration and promotion of innovation
o	consultation
o	respectful communications and sharing of ideas and feedback
· 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 in at least one of:
o	design
o	fit-out
o	decoration

Knowledge Evidence

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

· 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



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

[bookmark: _Toc415154322][bookmark: _Toc420072624]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: _Toc415154323][bookmark: _Toc420072625]Objectives
Discover how to lead innovation by example
Know how to establish work practices that support innovation
Learn how to promote innovation
Understand how to create a physical environment which supports innovation
Comprehend how to provide learning opportunities
Gain skills and knowledge required for this unit 


[bookmark: _Toc420072626]1. Lead innovation by example
1.1	Make innovation an integral part of leadership and management activities 
1.2	Demonstrate positive reception of ideas from others and provide constructive advice
1.3	Establish and maintain relationships based on mutual respect and trust 
1.4	Take considered risks to open up opportunities for innovation
1.5	Regularly evaluate own approaches for consistency with the wider organisational or project context. 

[image: ]

[bookmark: _Toc420072627]1.1 – Make innovation an integral part of leadership and management activities
[bookmark: _Toc420072628]Leadership and management activities may include:
People management practices
Planning processes
Regular management meetings
Review processes
Making a commitment to innovation as an integral part of your business leadership and management activities requires planning.
[image: ]As stated, innovation is the key to competitive advantage for your business and to achieve this requires careful and accurate planning.
Innovation within an organisation can often be seen as an essential part of leadership.
As a manager, it is part of your responsibility to provide effective leadership and through those actions, contribute towards the overall objectives and success of the business.
Does your innovation through leadership contribute effectively to change in your organisation?
Is change management part of innovation or does innovation itself create the change?
Would trust and mutual respect of your staff, as a leader, play a significant part in creating new ideas or innovative change?
What are the levels of consultation with your staff and others are required to ensure innovation is an integral part of leadership and management activities, or is it a solo effort?
[bookmark: _Toc420072629]Your plans must be communicated effectively to all stakeholders:  
Innovation should be seen by staff and stakeholders as an essential part of leadership 
Introduce change that may be the result of innovation in consultation with your staff and other stakeholders
Try to avoid the common faults such as confusion or fear of change within your organisation that is often experienced through innovation.
[bookmark: _Toc420072630]Leadership and management activities:
	LEADERSHIP
With collaboration from: CLIFF WALLACE, CFE, Leadership and Problem Solving (Private notes).
Cliff Wallace is Managing Director of Hong Kong Convention and Exhibition Centre (Management) Ltd. (HML), having served in that position since 1995. 
Mr Wallace is also the Chairman of Hong Kong – Shanghai Venue Management (Zhengzhou) Ltd., a company responsible for the management and operation of the 224,000 square metre Zhengzhou International Exhibition & Convention Centre in Henan Province, PRC. 
Additionally, he serves as Managing Director of Hong Kong Ticketing and Venue Creative Services Ltd, a public assembly venue consulting firm.
Mr Wallace is an established and proven veteran with over 40 years in the public assembly facility industry. 
His record of leadership is regarded internationally as current and proven.
[bookmark: _Toc420072631]Leadership:
Contribute 
Ensure standards 
Provide a positive role model 
Develop and implement 
Monitor key performance.
It can be said that traditional concepts of leadership no longer work. It may follow that transformation (innovation) of your organisation may be inevitable in order that you successfully compete and/or meet, especially exceed, the expectations of your customers. 
Competition and customer demands dictate that we find and develop new innovative ways to operate and serve. 
Quality and depth of management are critical to our effectiveness. 
The status quo will never keep a company in front, much less save one that may be on the decline.
It is no longer possible for the manager to know, control or be responsible for everything. Interestingly however, this notion remains deeply ingrained in our culture, that of managers and that of our boards, owners and governments. 
Allen R. Cohen, co-author of Managing for Excellence, has written that “leadership is not about deeds of heroism but is a system in which what followers do is as important as what the leader does.” Leaders must help their followers discover what they are good at. 
Leaders enable self-knowledge!
The job of a leader is not, however, to provide energy, but to release it from others. It then follows that decisions are to be made concurrently and regularly throughout the organisation. 
For some chief executives, this may be a scary thought!



[bookmark: _Toc420072632]Leadership and management activities may include:
People management practices
Planning processes
Regular management meetings
Review processes.
[image: ]

[bookmark: _Toc420072633]1.2 – Demonstrate positive reception of ideas from others and provide constructive advice
[bookmark: _Toc420072634]Ideas from others:
Gathering ideas and thoughts from the workforce and your team members can be beneficial in a number of ways:
The workforce have a difference perspective of the working environment and how it works, meaning they can offer alternative viewpoints and use this perspective to solve problems that management may not be aware of or may not have the understanding or experience to resolve.
Generally, the more people there are involved, the more suggestions and variations there will be offered.
Listening to your team’s ideas and thoughts and taking them into consideration will encourage the workers to feel valued and more involved with workplace decisions. 
[bookmark: _Toc420072635]You can encourage others to offer their thoughts and ideas by:
Installing a suggestion box
Holding gatherings where they are encouraged to contribute
Individually addressing workers and enquiring about their ideas or concerns
Offering an incentive.
[bookmark: _Toc420072636][image: ]Positive reception:
It is important that you always offer a positive reception when receiving ideas and suggestions from workers and team members. This should involve thanking the participants, informing them of how valuable their input has been and possibly informing them of your next steps. 
Giving a positive reception also encourages people to contribute again in the future and encourages a culture of innovation and loyalty in the workplace. 

[bookmark: _Toc420072637]1.3 – Establish and maintain relationships based on mutual respect and trust
After you have addressed innovation as an integral part of leadership and management activities and likely put in place a series of plans, as suggested, this should include:
Information is gathering
Assessments made with recommendations.
Monitor results by means of:
Reports
Meetings
Identifying deviations
Planning and organising those results to solve any problems. 
For leadership to be effective in achieving a vision for innovation or possibly change requires motivating and inspiring people.
Leaders must keep people moving in the right direction, despite major obstacles to change, by appealing to basic but often untapped human needs, values and emotions.
The idea of getting people moving in the same direction is an organisational challenge 
[image: ]What you need to do is form an alliance among employees or other stakeholders if this innovation is widespread so they can help implement the vision and strategies for a preferred course of action 
Respond positively to the needs of others through identification of staff feedback 
Be flexible enough to change as their priorities shift 
Be consistent with the organisations overall planning and strategy process 
Support supervisors in their role as developers of staff and provide them with the appropriate levels of resources to achieve this 
Advise and guide staff in their pursuit of development options 
Align the development program activities with the strategic direction of the organisation
Highlight any other priority issues of the organisation that may inhibit the development of the program
The more the change the more the demand is for more leadership
This also raises the issue of credibility; this means getting people to believe the message or course of action. Many things contribute to credibility: 
The track record of the person (leader/manager) delivering the course of action
The content of the action itself
The reputation for integrity and trustworthiness
Consistency between words and deeds
[bookmark: _Toc420072638]Empowerment:
 If people within an organisation feel powerless, decisions that keep the organisation moving forward, consistent with its directions, simply will not be made. 
When and if a clear sense of direction has been communicated throughout an organisation, lower-level employees can initiate actions without vulnerability of error. 
This most likely requires a radical departure from previous methods of communications. Dozens of vehicles must be established to emphasise the new direction and align people to it.
[bookmark: _Toc420072639][image: ]Creating effective communications, acknowledge, respect and discuss:
If you're a team member, then you need to communicate:
If you have a problem with someone in your group....communicate!
If you wish to raise a subject....communicate!
If you think you are being ignored....communicate more!
Don’t blame others!
People in your team will generally lose respect for you if you are constantly blaming others for not meeting deadlines or lacking in participation. 
Pointing the finger will only make you look inferior and not a team player. 
Group members will usually understand if certain team members have a higher level workload as part on the team than others.  This is normal!


[bookmark: _Toc420072640]Activity 1A
[image: ]


[bookmark: _Toc420072641]1.4 – Take considered risks to open up opportunities for innovation
[bookmark: _Toc420072642]Risks may include:
Budgetary issues
Challenging changes in relationships, work practices and general workplace climate
Unforseen impacts of innovative ideas.
[bookmark: _Toc420072643]What do you consider a ‘considered risk’ to be?
Is it a considered innovation?
Is it a safe opportunity with minimal risk or taking a position as both risk and opportunity?
Is a considered risk based on time or uncertainty for your innovative outputs?
What is the main objective for your pursuit of opportunities for innovation, is it:
The human influences?
A management style you wish to alter?
A perception of your business processes being either unsuitable or outdated?
[image: ]In most instances, the reason why innovation is encouraged is a direct connection to the way the organisation or entity is structured.
As mentioned, in many instances it reflects on the way the company or group manage their human resources or maybe the way internal decision-making and subsequent innovation processes are developed or handled.
Innovation can also be encouraged because of the manner in which relationships with customers, clients or suppliers are handled and importantly the environment that support systems are managed and provided.
[bookmark: _Toc420072644]Innovation should involve employees and managers at all levels:
It is helpful if you and those around you recognise that innovation is a process which can be systematically pursued using a range of key elements. 
In many cases, workplace innovation is a reflex action based on meeting the demands of competition or continuing reflection, learning and improvements that are in place.  It will invariably turn to reduced costs.
Several innovation studies which have been conducted and documented over the recent years have stated that innovation projects as having higher than normal risk, resulting in increasing failure rates.
[bookmark: _Toc420072645]Recognise that risk is an inherent part of innovation:
Involve the workplace teams in the design and development of the innovation objectives
Generate agreed results through their involvement by using  collaboration
Be prepared to handle the risk in a managed way.
Some levels of risk may be averted using collaborative elements such as:
Fairness
Fun
Hardworking
Encourage innovative processes that encompass a wide range of experiences and expertise:
Facilitate creativity, welcome tests, trials and experiments
Make them equitable
An innovation risk assessment may depend on the business’ culture.
The overall company culture will impact on the innovation culture and will require an assessment of risk measurement and the methodology used to handle the risk.
Should there be a problem that may need risk management methods, firstly identify the problem and talk about it with the team.  Do not delegate it at this stage as you may run the risk of creating a “cop out” mentality that the team will look to for issues that arise.
[image: ]Make it a project for everybody
Solicit everybody's views and suggestions
Try to get the problem solved. 
Challenging changes in relationships, work practices and general workplace climate
[bookmark: _Toc420072646]The cynics and innovative risk:
Distinguish between cynicism and unwillingness
Cynics will point out the weakness and risks of a new idea which is helpful to measure how the group is doing in the overall assessment process
Don’t discourage negative comments totally...it may shut down the flow of positive ideas as well because staff or teams will see an authoritarian approach by the leader and not a willingness to accept all ideas!
Some staff may approach all new ideas and innovative strategies in a totally negative manner that may not be in your power to resolve, so they MAY need to be removed from the group
[bookmark: _Toc420072647]Budget risk issues and innovation:
This would generally be an early indicator if a significant gap exists between what you and a team may want in terms of an innovative concept and what the company budget can actually deliver.
In many cases, the team or individual may see the need for innovation differently to that of the company and usually budget is a convenient excuse to halt the process.
Does the basis of the innovation achieve the desired business value?
Innovation as a concept should not be confused with creativity.
In almost all cases, creativity is the form of a new idea even if it is relevant or not. 
The ultimate outcome of innovation will require a defined value for the company and therefore subject to a budget risk.
By just talking about innovation will not an automatic acceptance by a company, it requires a business plan.
Is there a cost criterion you need to meet?
[image: ]Availability of resources.
Try to identify costs that are not readily apparent at first.
What money or other resources have you committed?
Does it replace existing products or services that would impact on the current budget?
Does the innovation changes the company economic conditions?
What is the availability of funding?
Given these cost identifiers, does the innovation plan still make sense?


[bookmark: _Toc420072648]Activity 1B
[image: ]


[bookmark: _Toc420072649]1.5 – Regularly evaluate own approaches for consistency with the wider organisational or project context
[bookmark: _Toc420072650]The challenge of evaluation:
No matter the context, be it your approach, being consistent or developing and maintaining a business strategy, evaluation are answers to:
Are the objectives of the innovation or project appropriate to the wider organisation and the business itself? 
Are the policies and plans appropriate to the wider organisation? 
Do the intended objectives and results confirm these assumptions and do your strategies reflect this?
[bookmark: _Toc420072651]Evaluate your objectives:
[image: ]Your objectives should be:
Specific
Measurable with the wider organisational or project context
Attainable/achievable and consistent
Realistic.
Evaluate your own approaches by describing what you are trying to achieve:
The objective(s) should be structured and documented so that it can be evaluated at the conclusion to see if it was achieved or not.
Objectives should not be vague.
Identify and document the outcomes, activities, and indicators to be undertaken, and assess the program’s achievements.
Note: the objective is much more concrete and specific than the goal statement.
Objectives should refer to the deliverables of the innovation or project
If you don’t determine the deliverables first, the objective may be created at a level too high to deliver the eventual deliverable!
Note: If you describe an objective with features and functions they are requirements, not objectives.
[bookmark: _Toc420072652]Outcomes:
Identify 
Develop 
Achieve. 
Outcomes should be consistent and not overly idealistic.
There is a difference between outcomes and outputs.
The objective is what you are aiming to achieve
The more clearly defined and measurable the outcome, the better the organisation gains from the output
The output is what you actually deliver.
Outcomes are the result of what happen as a direct result of action.
Many projects do not achieve the outcome planned in the business case or proposal:
Many project business cases or proposals simply jump from the project output to the end benefit, without considering the intermediate steps
Do not assume that outcomes and benefits will automatically occur after the project is complete
An objective should lead to an outcome, otherwise you need to question why you are doing it.
Consider that it is beneficial in identifying outcomes and outputs to:
Highlight all the project initiatives
Detail any contribution they have toward identified outcomes
Indicate all the intermediate steps that may link to the final outcomes.
[bookmark: _Toc420072653]Have you identified or know what the project outcomes are?
Talk to all stakeholders
Figure out which outcomes each expects – and why
List the final outcomes that you want
Identify how the outcomes are aligned with the organisations business strategy
Decide what must happen within the project scope to achieve the desired outcomes.
Benefits:
Look at the overall plan
Can you ensure that the benefits are achievable and on time
Watch out for gaps in the planned benefits
Identify who is accountable for delivering any activities
Determine how the benefits will be reported
Include a benefits management summary.
Lead innovation by example: 
Measurement:
A great deal of time can elapse between the time that an innovation project is created and its completion.
The whole point of achieving a benefit from the innovation is to make sure that it provides this.
Benefits management:
Includes, developing a system or a process to ensure as much as possible that your innovation project delivers what you want.
If the expected benefits, for example, include “value for the organisation” this system can help to secure deliverables that provide such value.
Note that the measurements steps you use to identify may not just be physical like a dollar amount but they still need to be quantifiable.
To use the benefits management process, you can set up a table of questions and answers, such as:
	Benefit Management
	Your Comments

	Why are you or the organisation doing this?
	

	What objective/s will this innovation achieve in meeting the “value for the organisation?”
	

	Have you defined all of the benefits?
	

	Have you justified the time and resource expense in achieving the benefits?
	

	How do you measure the benefits through the planned deliverables and the company objectives?
	

	Are the benefits in fact still relevant or in need of further review?
	


Following the above comments, you would then need to go a step further:
	Extra Step
	Your Actions

	Benefit cost analysis
	

	Scoping the benefit
	

	Quality management
	

	Stakeholder engagement
	

	Risk management assessment
	






[bookmark: _Toc420072654]Activity 1C
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[bookmark: _Toc420072655]2. Establish work practices that support innovation
2.1 	Consult on and establish working conditions that reflect and encourage innovative practice
2.2	 Introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas
2.3	 Facilitate and participate in collaborative work arrangements to foster innovation
[image: ]2.4	 Build and lead teams to work in ways that maximise opportunities for innovation 

[bookmark: _Toc420072656]2.1 – Consult on and establish working conditions that reflect and encourage innovative practice 
Working conditions may include:
Family-friendly leave entitlements
Flexible working hours
Social leave
Study leave
Time provided for coming up with ideas.
Besides the obvious examples listed in the notes above, which would be relevant as ‘good working conditions’ for any business, there are some more holistic examples you should aim for:
Working conditions that encourages innovative practice by granting permissions and open thinking
Ability to challenge the status quo 
Leadership that encourages the culture for innovation
Workplace culture.
Does your workplace allow the staff the opportunity to get training and further education within the scope of the work it undertakes?
For staff to be innovative, in association with working conditions, they need to fully understand and participate in the organisation to be able to make effective suggestions. 
[image: ]Consequently, If your team understand their business thoroughly and how it relates to the grand picture, they can contribute good ideas with more confidence.
Having the added benefits of:
Understanding what the company wants to achieve
Understanding how the competition affects the work that everyone is undertaking
Contributing to open and constructive discussions about trends that are occurring in your particular industry.
To what degree do these examples contribute towards innovation?
Family-friendly leave entitlements
Flexible working hours
Social leave
Study leave.
An employer or working environment which provides a variety of flexible work arrangements for staff would generally result in encouraging innovation and creative thinking.
As mentioned already, the individual who is seeking to be innovative or creative does require the workplace to be an ‘atmosphere’ where such environments are conducive to innovation.
 The task of establishing such a program or atmosphere may rest with you or other responsible management, but should address the following:
Whatever your design model is, it must be one of encouragement and have the necessary ‘nurturing’ qualities amongst senior staff within the company
Leadership
Structure
Formal selection processes
Learning and development programs
Rules
Policies
Performance management systems
Decision making processes.
Organisations can improve the atmosphere of their workplace by recognising the components that make up a particular culture.
Recognise areas such as:
Colleagues
Managers.
These groups in particular generally have considerable influence over other employees.
This is an important factor in determining how the development of an innovative and creative workplace can be developed.
Cultural characteristics:
Develop a supportive workplace culture which allows employees to balance their work and personal life
Everyone working on the same page to achieve the same mutually beneficial outcome
Being accountable
Making a difference
Focusing on detail
Delivering quality
[image: ]Being completely honest
Keeping promises
Being reliable
Being positive
Meeting deadlines.
Communicating the plan may take several forms largely depending on the culture of the organisation:
A common understanding.
There are several options to ensure that as much as possible, the team, stakeholders and others have a clear and common understanding of the situation.


[bookmark: _Toc420072657]2.2 – Introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas
[bookmark: _Toc420072658]Workplace procedures may relate to:
Briefing processes
Client relations
Performance management
Project management
Staff meetings
Training.
[bookmark: _Toc420072659]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.
Explore the following suggested areas contained in this element:
	Workplace procedures may relate to:
	SUGGESTIONS
Establish work practices that support innovation

	Briefing processes
	Roles and responsibilities may include:
· Financial 
· Reporting 
· Subordinates
· Task descriptions
· Team culture values.

Roles and responsibilities:
· You would identify team members responsible for key briefing processes roles
· You would identify any additional training or special needs
· You would identify the briefing processes communications plan associated with governance and responsibilities
You may need to create:
· Steering committee
· Business committee 
· Operations


	Client relations
	Customer Relationship Management (CRM) is a widely implemented strategy for managing a company’s interactions with customers, clients and stakeholders.
It involves using technology to organise, automate, and synchronise client relations and relevant business processes.

	Performance management
	This describes the performance outcomes, skills and knowledge required to assist in the effective implementation of a performance management system and to facilitate employee performance.
Examples:
· Ensure that all positions have current position descriptions specifying key requirements of the role
· Check that performance appraisal meetings are held in accordance with organisational timeframes, that correct documentation has been completed and that all necessary parties have recorded agreement
· Clarify goals and methods of the performance management system
· Encourage ongoing and regular feedback on performance as well as formal performance appraisals
· Review performance management documentation to establish trends or problem areas which require attention
· Review patterns in skill or performance gaps and consider requirements and options for performance development


	Project management
	Projects are, by definition, delivering a once-off outcome, involving a group of interrelated activities, with a team of people, within a specific timeframe.
Although there is much written about project management and the processes that support it, there are still many issues you need to consider in the delivery of successful projects. 
· There are many frameworks and a great deal of information about project management, however, project delivery is still heavily influenced by the environment in which the project manager is working. 
· The application of any general project management methodology requires an appropriate consideration of the corporate and business culture that forms a particular project’s environment.
· This is especially important in an environment where there is a dynamic industry and where flexibility, attention to detail and risk management strategies are crucial components for successful delivery.


	Staff meetings
	· This includes making arrangements, liaising with participants, and developing and distributing meeting related documentation.
· Encourage constructive feedback in your management meetings but be mindful this environment may cause ‘conflict’ in the sense of privacy

Sometimes there are reasons to meet, if only briefly and at other times there are meetings set to last for hours and days depending on the reasons.  
Types of meetings (some examples only)
· Annual general meeting
· Board meeting
· Face-to-face
· Staff meeting
· Teleconference
· Video conference
· Skype ( VoIP)


	Training
	Identify, plan and implement ongoing development and training.
· Has any additional training for this area or process been identified, especially skill gaps?
· What are the different roles and how do they interface with your training and development plans?
· There are several options to identify and analyse personnel performance through assessment
· Initially, most use a self-assessment process by a team member or group in liaison with management or stakeholders which is a good way of establishing some ground data on the status of your team.
· The way in which a team member can conduct a self-assessment is simply to complete a simple check list…up to a complex online or hard copy data KPI review.

What types of training styles, system or methods could you plan and implement?
· Hold regular one-on-one meetings with team members  to assist in understanding individual developmental needs
· Develop specific training programs for new team members.   Helping teams become oriented to their new roles.
· Encourage mentoring programs within the team 
· Actively seek learning opportunities for the team with everyday project situations
· Work with teams to develop their leadership skills and talents



 
[bookmark: _Toc420072660]Evaluation of innovative ideas may relate to:
Is it an original idea or creation?
Is it an improvement?
Does it relate to services, products, systems, business models etc. to qualify?
With new innovations it usually is accepted when the company can demonstrate its useful purpose, for example, cost savings, efficiency gains or productivity improvements or it may be an innovation to achieve a competitive advantage.


[bookmark: _Toc420072661]Activity 2A
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[bookmark: _Toc420072662]2.3 – Facilitate and participate in collaborative work arrangements to foster innovation
[bookmark: _Toc420072663]Collaborative work arrangements might be:
Cross section
Vertical teams
Within a section
Working with supplier organisations or partner organisations.
How do today’s organisations create an innovative environment without collaboration?
True innovation development is likely impossible without some form of collaboration. 
Most organisations would have in place systems, communication methods to connect with both internal and external collaborators.
Techniques used in today’s collaborative environment usually focus on internet tools and electronic methods of communicating.
However communicating is not necessarily collaborating!
The ever changing acceptance to communication is giving rise to demands for personal and higher end software in pursuit of significant data, including collaboration
Most organisations will have communication technologies in place or in development stages and are encouraging the use more as a collaboration technique
Facilitating and participating in such collaborative work arrangements, on a global scale, are made possible by the Internet.
True collaboration, in a workplace, exists when individuals work together to a common purpose.
Methods employed to do this usually include:
[image: ]Collaboration techniques such as electronic communication, internet, online meetings such as Skype or similar and instant text messaging
Collaboration that usually involves direct connection such as working in a common office or workplace, where structures are in place such as shared workspaces, cross section integration, vertical teams and working within a section are common examples.
Social networking is reaching out beyond its original designs and is being used beyond a marketing awareness platform.
The use of social networking includes:
Collaboration
Brainstorming
Developing new innovative ideas
Engage conversations
Tapping into constructive communication energy
Supporting new and innovative issues.
What do you consider to be components that would be essential in creating a collaborative environment to enhance innovation?
Creating a collaborative environment to enhance innovation includes providing the facilities for staff to participate in a collaborative work arrangement
[bookmark: _Toc420072664]Accomplish goals you may not reach by working in isolation:
Networking
Coordinating
Cooperation.
Networking can be achieved in a range of circumstances including:
[image: ]Newsletters
E-mail networks
Seminars
Conferences.
Does your organisation support these methods or are there more?
Choose your approach:
The most appropriate methods of approaching these forms of collaboration may include decisions based on:
The network objectives plus the organisation policies
Methods of contact as discussed above, with a view to change, innovation or improvement
The desired outcomes from the form of contact must reach those you have identified in a positive manner.
As an example, an approach to colleagues at a function for industry professionals is going to be different to the approach taken online or intranet networking platforms.
Requesting a meeting with a network to discuss communication across the organisation may be a more sound approach.
[bookmark: _Toc420072665]How to get the most out of networking to ensure sound communication:
Networking:
Once you have selected the network opportunity do some homework and preparation to make sure you gain the maximum understanding and acceptance from your intended recipients.
Coordinating:
Don’t just turn up at a meeting and hit the communication running!
Check with those with whom you are intending to communicate with to ensure both technical and individual methods are suitable. 
[image: ]Ensure such routine things as mailing lists and contacts are up to date.
Cooperation:
Be prepared to share more than you deliver!
Maintain contact within your own network.
Communicate the benefits of the network, especially to colleagues and those who you can relate to within the organisation.


[bookmark: _Toc420072666]Activity 2B
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[bookmark: _Toc420072667]2.4 – Build and lead teams to work in ways that maximise opportunities for innovation
Ways that maximise opportunities for innovation may relate to:
Collaborating
Collecting data
Creative thinking
Future scanning
Getting feedback
Making suggestions
Networking
Many of these have been addressed thoroughly in previous sections.

[bookmark: _Toc420072668]What is a team?
“A team is a small number of people with complementary skills who are committed to a common purpose, performance goals and approach for which they hold themselves mutually accountable.”
Specific performance goals are an integral part of the purpose:
Specific performance goals allow broad objectives to be broken down into measurable units of achievement. 
Specific measureables facilitate clear communications and constructive conflict within the team. 
A specific goal allows the team to focus on or reconsider whether a goal should be changed to fit the outcome desired. 
The attainability of specific goals allows the team to focus and achieving and often creates compelling reasons to commit to the team.
Sizes:
Teams range in size from two to twenty five people; however, the majority of effective teams have averaged about ten people. 
Some organisations have teams numbering fifty or more however, these are usually broken into smaller units or sub teams.  The reason for this is that larger numbers of people have trouble communicating effectively, often disagreeing on specific actions and outcomes.  
Ten people are far more likely to work through their differences, agree to a common approach or plan and implement that plan.  The simple logistics of a team larger than ten meeting is a complication.
[bookmark: _Toc420072669]Complementary skills:
Teams must develop the appropriate mix of skills to complete the tasks assigned to that group.  These skill requirements “usually” fall into three categories:
1. Technical and Functional Expertise:	
Teams must contain the skills necessary to complete the task at hand.  For example, a product development group with only marketing experts is less likely to succeed than a group comprised of marketing experts and engineers.  The complementary skills of both groups will enable the team to function.
2. Problem solving and decision-making skills:	
Teams must be able to make decisions and identify the onset of a problem or opportunity, evaluate the opportunity and decide on an appropriate course of action.  Team members usually possess some level of these skills and develop them more on the job.
3. Interpersonal Skills:	
Skills which enable effective communication and management of any conflict arising will enable the team to develop common understandings of purpose and function.  This could include risk taking, helpful criticism, objectivity, active listening, giving the benefit of the doubt, supporting and recognising the needs of others.
[image: ]A team simply won’t work without these basic skill components.  The challenge for any team though is to strike the right balance between selection based on existing skills and those, which might be developed as a result of team membership.
The cynics:
Distinguish between team cynicism and unwillingness
Cynics will point out the weakness and risks of a new idea which is helpful to measure how the group is doing in the overall assessment process
 Don’t discourage negative comments totally; it may shut down the flow of positive ideas as well because members will see an authoritarian approach by the team leader and not a willingness to accept all ideas!
Some staff may approach all new ideas and innovative strategies in a totally negative manner that may not be in your power to resolve, so they need to be removed from the group.
Motivation:
Willingness to innovate is all about building and maintaining motivation ...and that appears and is developed very differently in everyone.
It usually is generated by the context of the subject or challenge!
Team leaders:
In most teams, there will be a leader and a role they play is to encourage the different ways that different people contribute to building or enhancing the team.
Besides taking accountability for the outcome, through leadership and encouraging participation, the team leader can assist the enhanced contributions by:  
Selecting the methodology of discussion
Planning the projects within the agendas to involve 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
The team questions:
What are we supposed to do?
Where are the goals?
Where do I fit in?
Where do I go for the answers/help?
What information needs to be gathered?
What does your team need and wish to achieve? To maximise opportunities for innovation.
What are some ways to maximise opportunities for innovation? Using specific goals or goals.
A thorough and honest analysis of these areas will enable you to develop strategies to:
CAPITALISE upon what you do well.
IMPROVE upon the areas that are blocking the realisation of your potential.
DEVELOP a specific strategy to move forward with clear direction.
KNOW how to implement this strategy into your Team with the available resources at your disposal.
In your analysis, review the key elements that make up your team.  These elements may be of an internal nature or relate to external factors.
[image: ]Areas to consider:
Your attitude
Your skills
Your communication
Your abilities
Your level of co-operation
Your compatibility.


[bookmark: _Toc420072670]Activity 2C
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[bookmark: _Toc420072671]3. Promote innovation 
3.1 	Acknowledge suggestions, improvements and innovations from all colleagues
3.2	Find appropriate ways of celebrating and promoting innovation 
3.3 	Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project 
[image: ]3.4 	Promote and support the evaluation of innovative ideas within the wider organisational or project context 

[bookmark: _Toc420072672]3.1 – Acknowledge suggestions, improvements and innovations from all colleagues
No matter how many variations you have placed on an innovative project or concept, listen to and acknowledge ideas and feedback from all colleagues.
There are always different suggestions, improvements and innovations of others that not only assist you directly but can be the start of other holistic projects or changes.
It is important to discuss these openly and frequently as you will be surprised at the different suggestions you will receive, many of which you may never have heard of.
Encourage honest and open communication:
Accept advice and support even though sometimes differences or misunderstanding may occur and if not checked early, can divide a team effort.
Constructive feedback usually consists of comments from others who are familiar with the work and efforts of the innovation or project in question:
Feedback is encouraged and should be made with the intention of assisting team members to improve or make informed changes
Remember, both positive and negative feedback is to be expected, however, human nature as it is will likely produce much more positive feedback than negative 
Ask for suggestions on possible solutions from all colleagues and if possible give the responsibility of implementing the agreed solutions within your team or area
Share suggestions, ideas, solutions and proposals with all colleagues
Take time to interact with other colleagues and team members and accept their requests for more information or assistance
This small degree of effort can establish trust and maybe there will be a time in the future when you will need some help or advice from them. 
Consider the following as well as your own experiences or workplace actions by other colleagues:
[image: ]Helping colleagues
Providing encouragement
Undertaking extra tasks if necessary
Agree and share tasks 
Plan and schedule 
Establish personal reward.
[bookmark: _Toc420072673]Activity 3A
[image: ]






[bookmark: _Toc420072674]3.2 – Find appropriate ways of celebrating and promoting innovation
Ways of celebrating and promoting innovation may include:
Congratulating the project team
Ensuring management acknowledgment
Providing a newsletter story about the idea
Using the idea to help foster other ideas
Well-planned group incentive schemes.
Recognise and celebrate individual and team accomplishments at all levels.
[bookmark: _Toc420072675]Champion the success of team members:
It is important to take time to privately and publicly recognise and congratulate achievements along the way.
Emphasise success rather than failure.
Give rewards of a practical nature, gifts or other forms of recognition (only if this is appropriate and complies with organisational policies and standards).
[bookmark: _Toc420072676]Using the idea to help foster other ideas:
Look to ideas that are easy to identify, for example, meeting customers’ needs have a wide variety of options.
Where are other ideas and innovation lacking in your company?
Consider communicating with managers or other teams to identify ideas that may have been started but not completed?
Are there new or developmental tools that you could foster into other ideas or projects?
Assist with testing, research, development and other creative areas to further develop your ideas.
Provide a newsletter story about the idea:
Desktop publishing provides an easy and convenient way in which to publish new ideas or congratulations to staff for achievement.
Internal mail, online blogs, social media and a host of freely available methods abound, though it may be that many organisations or teams/individuals are publishing newsletters without adequate checks and balances.
Is the content:
Valid?
Interesting?
Relevant?
Embarrassing?
Not checked for accuracy?
Breaches privacy laws or company policies?
Newsletters should be designed to create and deliver goodwill, not angst!
[bookmark: _Toc420072677]Incentive schemes:
Human resources are considered the most valuable tool a company has.
From time to time or as part of the role, the company encourages various innovative strategies and projects. 
Many companies have in place (or introduce) incentive schemes with the purpose being to keep the teams and individuals motivated.
[image: ]The rationale being that if new and innovative ideas are adopted, this will improve the company bottom line (profits).
[bookmark: _Toc420072678]Group incentive programs can be:
Higher salary or wages
Appreciation schemes
Bonus payments
Competitions
Rewards of a non-monetary nature, e.g., holidays, tickets to shows etc.
Pros and cons:
	PROS
	CONS

	Greater productivity
	De-motivates certain individuals

	Motivation
	May cause conflict on group performance

	More willingness to help one another
	May be regarded as contrary to what is a “team”

	Increases performance
	Competitiveness may create resentment

	Helps with staff retention
	


[bookmark: _Toc420072679]Activity 3B
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[bookmark: _Toc420072680]3.3 – Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project
[bookmark: _Toc420072681]The mission, vision and objectives of the organisation or project:
	MISSION
	VISION
	OBJECTIVES

	· A Mission Statement defines the purpose and primary objectives. 
· Its prime function is internal.
· A mission is about who you are. 
· Mission statements rarely change
· Example of a Mission Statement: “Yes we can!”

	· A vision is a set of ideas that describe the future of the organisation
· Create and communicate the vision of your organisation
· A company visions would aim at providing imagination and a desire to achieve
·  A vision should describe the basis and position of the company across all areas
	
· Objectives can be established to address a number of approaches to goals
· Objectives can be defined using both formal and informal procedures
· Consider gaining group consensus for all objectives
· The objective of the objective process should be a clear definition of goals to be incorporated into the decision process 


The vision and objectives of the organisation or project:
	Purpose
	

	What is the desired result of the organisation/project?
	Promote and reinforce the value of innovation



	Objectives
	YOUR COMMENTS

	Is there a limit the number of objectives?
	



	Outcomes
	YOUR COMMENTS

	What outcomes should be achieved?
	

	How will you measure these outcomes?
	



	Scope
	YOUR COMMENTS

	What are the boundaries?
	

	List any exclusions.
	

	What may be misunderstood?
	



	Deliverables
	YOUR COMMENTS

	Describe the deliverables.
	

	What should they achieve?
	

	What would you consider the level of achievement success?
	

	State timelines and deadlines.
	



	Constraints
	YOUR COMMENTS

	Are there things that may or will influence your objectives/scope/deliverables?
	

	Are there other external variables?
	





[bookmark: _Toc420072682]Promote and reinforce the value of innovation through the organisation culture:
The organisation culture is a key factor in promoting and reinforcing the value of innovation.  Within the three key areas above…mission, vision and objectives resides the heart of the organisation in its culture.
Strive for a culture of collaboration that develops highly successful product innovations.  
	Define your organisation’s culture?
	SOME EXAMPLES

	
	Part of the culture must be a commitment from management


	
	The format and detail of “culture” may vary considerably dependant on the organisation


	
	There should be a culture of ongoing improvement


	
	Innovation and possibly change becomes a key to the company culture

	
	Culture can be sustained by supporting staff/teams and individuals by providing the training that they require

	OTHER
	

	OTHER
	

	OTHER
	





[bookmark: _Toc420072683]3.4 – Promote and support the evaluation of innovative ideas within the wider organisational or project context
As has been previously stated, innovation can be described as ways of doing things better or differently.
The evaluation of creativity is sometimes difficult, except when it does not immediately display a practical or measurable outcome.
The evaluation of innovative ideas within the wider organisation:
Promote and support: 
	What qualifies as an innovation?

	It may start with an original idea or discovery within the wider organisation
· An original concept
· A new or improved device
· A product
· A business model
· A process or service

	What would the wider organisation likely consider such ideas as worthy of support?

	· Would likely be accepted by the organisations marketplace or business model 
· Clear improvements or  efficiency gains
· Productivity improvements in the wider context
· A competitive advantage


How would you advise supporting innovation?
	Many projects or ideas get blocked or tied up within red tape or procedural mazes!

	

	Should you and others empower employees to take risks and become more innovative?
	

	Is there a ‘spirit’ of promoting innovation in the workplace, or is the ‘culture’ one of a top-down management approach
	

	These quotes have already been mentioned elsewhere….
· Support supervisors in their role as developers of staff and provide them with the appropriate levels of resources to achieve this 
· Importantly the environment that support systems should be managed and provided
· Cultural characteristics are to be taken into account
· develop a supportive workplace culture which allows employees to balance their work and personal life
· Although there is much written about project management and the processes that support it,
· Supporting new and innovative issues
· Does your organisation support these methods or are there more?
· This could include risk taking, helpful criticism, objectivity, active listening, giving the benefit of the doubt, support and or recognising the needs of others.
· Encourage honest and open communication
· Accept advice and support even though sometimes differences or misunderstanding may occur and if not checked early, can divide a team effort



Evaluation:
Work with peers and managers to find the right pathway that meets your evaluation criteria
As this process is generally internalised it will become a mechanism that draws the team more and more together
Disagreements that depart from the evaluation process should be resolved immediately with reference to why and what solutions were used
New resources
Encourage support for new initiatives
Make effort to gain co-operation with other internal teams
Use the process to create similar evaluation practices elsewhere in the organisation.
Innovative ideas that demonstrate a physical or accountable outcome can be stated clearly as a success or a failure.
Innovation can be measured on a large scale like new technology or systems, or on a smaller level that may be indicatives that support programs or existing larger scale projects.
What is likely to be your organisation’s measurement of innovation?
As stated previously… “The measurements steps you use to identify may not just be physical like a dollar amount but they still need to be quantifiable”


By its very nature, innovation can be:
	
	COMMENT

	Risky
	

	Unpredictable
	

	Prove useful or not
	



	
	COMMENT

	Who will benefit?
	

	When exactly?
	

	Under what circumstances?
	





[bookmark: _Toc420072684]Activity 3C
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[bookmark: _Toc420072685]4. Create a physical environment which supports innovation
4.1 	Evaluate the impact of the physical environment in relation to innovation
4.2	Collaborate with colleagues about ideas for enhancing the physical work environment before taking action
4.3 	Consider potential for supporting innovation when selecting physical resources and equipment
[image: ]4.4 	Design, fit-out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships 

[bookmark: _Toc420072686]4.1 – Evaluate the impact of the physical environment in relation to innovation
Impact of the physical environment may relate to:
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.
	http://innovationedge.com/2013/03/25/work-environment-can-influence-creativity/
Work environment can influence creativity.
By Cheryl Perkins 
March 25, 2013

	Some people can be creative anywhere, but many struggle with creativity. Given the right encouragement, many experts believe that anyone can be effectively creative, given the right encouragement and conditions.
While this “nurture vs. nature” debate continues, in reality, creativity is a combination of the two. The right environment will always help stimulate creative thought and collaboration, and that can lead to breakthrough innovations.
There are of course many studies documenting the impact of environmental factors on health and well-being, and this just makes common sense. But today we are increasingly mindful of the role environment also plays in creativity and productivity.
People who are relaxed, comfortable, and positively stimulated are known to be more creative and innovative. The right mix of space, conditions, stimuli and aesthetics can enable creativity in many ways.
Environments that are most conducive to creativity have a focus on comfort, space, colour and lighting.
First creative thinking people need to be physically and psychologically comfortable to allow their minds to relax and “stretch.” Comfortable seating, space to move around, and a pleasant temperature can all contribute to a creative environment. Many advocate the availability of unconventional seating like beanbags or pillows to help people relax.
Large open areas in combination with smaller, more intimate spaces for individuals or small groups can also help. These spaces should facilitate collaboration and be flexible so groups or individuals can adjust in ways most effective and stimulating for them.
And don’t forget about colour. Colourful spaces can make people feel more childlike, playful and adventurous. These moods are conducive to new ways of thinking. Colours create visual interest and can also help fight fatigue.
There are many studies that indicate how light can affect people’s state of mind. Office workers report feeling happier and more productive when exposed to natural light. There is also evidence to connect daylight exposure with a person’s perceived feeling of creativity.
New technology also may help. The new Philips Hue light system, for example, allows users to create custom colour lighting schemes for specific needs, for relaxation, concentration or energising.
Everything we see and experience can be stimulus for creating new insights and innovations. Art, products, games, music and sounds, aromas and textures can all be used to affect the way people think. Including diversity in this way helps accommodate different personalities and thinking styles — ensuring auditory, visual, and tactile thinkers can fully engage.
It’s important to remember that creative environmental factors should not be limited to just offices or meeting rooms. Often, new insight and ideas can come anywhere or anytime, so “livening up” normally drab stairwells, elevators, break rooms, or even bathrooms can heighten the senses and stimulate creativity.
Environments have a significant impact on productivity, morale and collaboration. We all know this. Would you rather work in a drab warehouse basement, or an office with a view of a beach and palm trees?
That might be taking it to the extreme for trying to encourage productivity, but perhaps all of us would at least prefer an office with a window view, one that helps provide perspective on an outside world — the world where our customers live and work.


Evaluate the impact:
[bookmark: _Toc420072687]Job analysis and design:
This process defines a job in terms of specific tasks and responsibilities and identifies the abilities, skills and qualifications needed to perform it successfully.

Job analysis answers basic questions such as: 
How much time is taken to complete a particular task? 
Which tasks should be grouped together and considered a job? 
How should a job be designed so that the employee performance is enhanced? 
The products of job analyses are job descriptions and job specifications.
Ensure that work goals, objectives or KPIs are fully understood.
In understanding the performance indicators that are consistent with the particular position description in question, you would also need to establish if they are personal performance objectives or those which are set as an overall organisational requirement.
The two will invariably meet up at some point as the entire purpose of setting and reaching performance indicators in a business, be they personal or corporate, are aimed at the same output results.
Personal strategic performance indicators are usually those you will require the employee to achieve over a period of time or within a certain set of parameters.
[image: ]For example, they may involve additional qualifications, trade certificates, skill achievements etc and as they are ‘strategic’ in the method of application of how each employee will go about it, the timing can be short term or long term.
Company or organisation performance indicators are usually set to reflect a role statement or a mission objective of the organisation, as in output or revenue results and you can assess these through the organisations own Strengths, Weaknesses, Opportunities and Threats analysis (SWOT).


[bookmark: _Toc420072688]Activity 4A
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[bookmark: _Toc420072689]4.2 – Collaborate with colleagues about ideas for enhancing the physical work environment before taking action

	https://www.everbill.com/blog/tips-and-tricks/positive-work-ambience/
Positive Work Ambience
by Amit Shaw
March 29, 2013

	If you take a look at some of the top organisations around, you’ll see that they have many things in common – vacation times, good incentives and above everything a sense of importance with an organisation.
Today’s workplaces are no longer boring cubicles where they have to sit and work all day long. In fact, it’s something beyond the office area, employee lounge and antechamber. Resources, policies, professional bonding and work culture also contribute to the office work ambience.
Scott A. Snell, renowned author and professor at University of Virginia, explains a positive work environment as an ambience of employee ardency that works towards better business performance. Staffs gain health, social and individual benefits from a good working environment in their office. Companies that fail to provide such a positive work ambience for employees run the risk of demarcating their ability to flourish.
Remember, employees as well as the employers are responsible for creating a positive ambience in the workplace. Everyone should know this, accept this reality, and behave in the proper way. Set a standard for yourself and communicate the same with your boss, colleagues, supervisors and managers. In a lot of organisations, gossips are strictly restricted and cell phones are disallowed. Personally, I don’t think it makes any difference to the productivity. Rather, a little bit of freedom and leniency will encourage the employees to work more productively. Keep in mind that a positive work ambience helps employees feel nice and excited about coming to office; this, in turn, keeps them motivated to toil all day long.



Workplaces function and develop better when people are involved from all levels of the organisation; this allows a varied perception of the business and encourages and innovative and involved culture, where all people have the chance to be involved and to make a difference to their workplace. 

[bookmark: _Toc420072690]Activity 4B
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[bookmark: _Toc420072691]4.3 – Consider potential for supporting innovation when selecting physical resources and equipment

[bookmark: _Toc420072692]Health and safety in the workplace:
The importance of regulations
Codes of practice
Duty of care
Develop an OHS policy and related programs
Set up a consultation mechanism with employees
Establish a training strategy
Establish a hazard identification and workplace assessment process
Develop and implement risk control
Promote, maintain and improve these strategies.
[bookmark: _Toc420072693]Duty of care:
The various Acts impose strict duties on key stakeholders in the workplace to ensure health and safety under the general rule of duties of care. 

The duties place responsibilities on employers, manufacturers, suppliers and persons in all forms of workplaces, as well as employees themselves with respect to ensuring the health and safety of people at work.
“General duty of care” and “general duties” describes duties that the various Acts place upon people to ensure their own safety at work and that of others who are at the workplace or who might be injured by the work. 
These general duties are aimed at preventing anyone being killed, injured or contracting an illness because of work or activities at a workplace.
[image: ]Breaches of the duties attract heavy penalties including civil penalties of up to $242,000 and criminal penalties of up to $495,000 for an offence causing death or serious bodily harm.
[bookmark: _Toc420072694]What does the duty involve?
This duty requires employers to take proactive steps to identify hazards affecting the health and safety of their employees and eliminate or minimise the risks arising from those hazards so far as is reasonably practicable.


The scope of the duty at least requires employers to: 
Provide and maintain a safe working environment
Provide and maintain equipment used in the workplace to ensure it is safe and free from any risks to health
Provide and maintain safe systems of work
Provide and maintain a working environment that provides adequate facilities for the welfare 
Of employees at work
Ensure the workplace under their control is safe for the employees and without risk to their health
Provide and maintain a safe means of access to, and exit from, the workplace under their control
Ensure safety in the use, handling, storage or transport of equipment and substances at work
To develop in consultation with employees written health and safety management arrangements 
Provide employees, in appropriate languages, the information, instruction, supervision and training necessary to enable them to perform their work in a manner that is safe and without risk to their health
Take appropriate action to monitor the employees’ health and safety at work, and the conditions of the workplaces under the employer’s control
Maintain appropriate information and records relating to the employees’ health and safety 
Provide appropriate medical and first aid services for their employees.
The above is not an exhaustive list and it is necessary for employers to develop and implement appropriate systems to ensure the complete coverage of Duty of Care responsibilities are in place at their workplaces.
[bookmark: _Toc420072695]Employer’s duty
Employers are required to take all reasonably practicable steps to protect the health and safety at work of their employees. 
This duty is not, however, limited to employees. It also extends to contractors in relation to matters over which the employer has control or would normally have had control but for an agreement with the contractor to the contrary.
The employer’s duty to non-employees extends to persons at or near their workplace.
The employer also has a duty to take all reasonably practicable steps to ensure that persons at or near a workplace under their control, who are not their employees or contractors, are not exposed to risk to their health or safety arising from the conduct of their undertaking. 
[image: ]The duty is concerned with risks to health and safety. It is not necessary for an accident to occur for there to be a breach of the duty. The mere exposure of an employee to a risk to their health and safety is sufficient. 
The same applies for non-employees at or near the workplace.


[bookmark: _Toc420072696]4.4 – Design, fit-out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships

Be aware of what regulations, standards or WH&S restrictions may exist in your workplace:
Collaborate with colleagues about ideas for enhancing the physical work environment
Selecting physical resources and equipment
Design, fit-out and decorate workspaces
Identify standards and values considered to be detrimental to the organisation and communicate this through appropriate channels
The logical assessment of what is considered to be detrimental to the organisation in terms of standards, is to know what values and standards are expected and generally non-compliance is the most detrimental, as it’s the easiest to do!
The values and standards of an organisation are in place to indicate the type of conduct expected from all employees.
Such compliance is required by employees when carrying out their duties and operations of the organisation.
Such standards and values are what the organisation should consider:
Employee privacy
Employment conditions
Discrimination in the workplace
Compliance with legislation.
Behaviour that contributes to a safe work environment may include:
Discussing and negotiating problems and tasks with other team members
[image: ]Identifying and reporting any risks or hazards
Listening to the ideas and opinions of others in the team
Sharing knowledge and skills
Solving problems as a team
Using business equipment according to guidelines.
Some ideas to consider are environmental concerns, such as:
[image: ]Temperature
Noise control 
Air quality
Natural or air-conditioning
Access to views and daylight
Sensory changes
Colour schemes
Crowding
Ergonomics
Choices and variations
Indoor / outdoor.


[bookmark: _Toc420072697]Activity 4C
[image: ]






[bookmark: _Toc420072698]5. Provide learning opportunities
5.1 	Pro-actively share relevant information, knowledge and skills with colleagues
5.2	Provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation
5.3 	Create opportunities in which individuals can learn from the experience of others
[image: ]

[bookmark: _Toc420072699]5.1 – Pro-actively share relevant information, knowledge and skills with colleagues
[bookmark: _Toc420072700]Brainstorming as a method to share relevant information, knowledge and skills with colleagues:
Organise a group to meet and generate ideas. 
Come up with many ideas, from as many different perspectives as possible, e.g. for a problem, an issue or a creative design concept. 
Encourage ideas, without any discussion taking place on constraints or rules. 
Document/video/or note ideas for everyone or reference online
Narrow down or decide on those suggestions/ideas/innovations etc. with the most potential. 
If the process stalls, encourage the team to look at things from a range of different perspectives. 
Examples:
What would ABC people (e.g. client/end user) think about this? 
What if you did the opposite of what you are currently doing/thinking? 
How would a negative and/or positive person see this? 
[bookmark: _Toc420072701]Using a systematic approach
In using a systematic process approach to learning opportunities there are four types of analysis:
A competencies analysis of an individual will assist you in determining:
“What are the competencies that an individual/team must have to develop this learning?”
[image: ]The organisation requirements including the budget and other analysis will generally answer the question:
“Where is the learning and development need located in the organisation?”
A task analysis will guide you to establish:
“What must individuals and teams learn in order to satisfy the required learning and development need?”
A personal or team analysis will further determine:
“Who actually needs this learning and development and what specifically is the process to achieve this?
[bookmark: _Toc420072702]Checks:
Who are the individuals and teams (learners) and what are their characteristics?
What is the new proposed or desired outcome?
What types of learning constraints exist?
What are the delivery options?
What are the adult learning considerations?
What is the timeline for completion?
[bookmark: _Toc420072703]Steps in learning needs analysis: 
Know your present situation
Identify required competencies
Involve employees in decision making
Survey, discuss and analyse actual data
Prepare specific employee development plans
Implement the plans.
[bookmark: _Toc420072704]A good learning plan is a well-articulated document with the following components:
Collaboratively developed
[image: ]Contains a set of learning goals
Has within it a specific period of time for completion
Flexibility, e.g., divide larger goals in to more manageable sub-goals
Each learning goal should have a series of steps or actions
Actions should be actual behaviours
Each action should be associated with one or more resources with evidence
Resources are anything that can be used to realise the actions to be taken towards the learning goal.


[bookmark: _Toc420072705]5.2 – Provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation
[bookmark: _Toc420072706][image: ]Formal and informal learning opportunities may include:
Coaching
Conferences
Formal training courses/programs
Information seminars
Job rotation
Mentoring
Online learning.
[bookmark: _Toc420072707]Formal and informal learning opportunities:
Formal learning refers to learning within a program or course that leads to a recognised qualification
Informal learning is usually regarded as knowledge or skills acquired through everyday work and life experiences.
There are usually creative ways for combining both formal and informal learning opportunities:
Supplementing work with approved access to a formal course
Combine on-the-job training in a supervised environment with access to formal training while working 
The greater percentage of learning is informal on the job training, however, depending on the role, job requirement, career path or, in this case, demands for innovation, many people will seek formal learning leading to more insight and creative knowledge.
[bookmark: _Toc420072708]Informal/innovation:
In terms of creative and innovative learning, an informal process by its very nature means the person sets the goals and objectives which in itself fosters innovation.
The Informal approach can provide for processes in-house to monitor human resources for those organisations that are looking for innovative solutions.




[bookmark: _Toc420072709]5.3 – Create opportunities in which individuals can learn from the experience of others

	Developing Innovation Skills – Facilitator Guide 
© 2009 Innovation & Business Industry Skills Council Ltd
How can innovation be developed? 
There are some common myths about innovation. Some say that innovation cannot be taught because it only happens randomly. 
Others assume that innovation only applies to organisations which design or manufacture products, or is only applicable to high technology industries. 
However, it has been identified that the use of a variety of teaching and learning strategies can foster the development of innovation. This includes the movement of training methods away from being teacher centred to being learner centred, by using methods such as self-directed learning, activity-based and problem-based learning.


[bookmark: _Toc420072710]Benefits of a training needs analysis:
A clear indication of what needs to be included in a training program
Assists in developing learning outcomes (by identifying precisely what needs to be learnt)
Clarifies areas for assessment
Provides guidance on development, delivery, presentation methods and media to be used
Provides knowledge of the target audience, training gaps and proposed content
Will allow specific evaluation to ascertain its success. 
[image: ]
[bookmark: _Toc420072711]Encourage individuals to self-evaluate performance and identify areas for improvement:
In a self-evaluation, an employee responds to a series of questions that help the employee evaluate his or her performance.
Self-evaluation is intended to open up dialogue between an employee and the management of an organisation.
If individual goals are set for areas of improvement or learning specifics, than this can be evaluated relatively easily as an achievement/completed or competency style of evaluation.
However, when evaluation is based on individual assumptions/personal or personality views which are not based on evidence, then this type of self-assessment is subjective.
Self-evaluation can:
allow you to be in the driver's seat of the review process
be a tedious task
Your self-evaluation must be in a "tangible format." Tangibles are measurable and allow you to show how you are contributing to the objective be it training, team work or other contribution towards productivity.
What are some formal systems that an organisation may use in comparing established team learning needs?
Measurement systems (including planning)
Individual and team performance and reward systems
Resource allocation systems
Meeting formats
Conflict resolution protocols
Conference and seminar attendance
Formal course participation
Induction
Involvement in professional networks
On-the-job coaching or mentoring
Presentations/demonstrations
Problem-solving
[image: ]Work experience.
To help learners to use these methods you could help them to develop the following skills: 
Questioning 
Listening 
Observation 
Research 
Interviewing 
Analysis
Formal/innovation:
Formal learning contains a more structured set of learning arrangements usually following a pre-determined path.
Formal training or learning processes are focused on delivering qualifications that are accredited by state, national and international education and training authorities.
[bookmark: _Toc377373542][bookmark: _Toc377393104][bookmark: _Toc420072712]People never stop learning:
Innovative and creative workplaces, as previously discussed, contribute towards fostering the choices of informal or formal approaches both suitable as business focused learning methodologies.


[bookmark: _Toc420072713]Activity 5A
[image: ]






[bookmark: _Toc420072714]Skills and Knowledge Activity
[image: ]






Nearly there...
[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc420072715]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 and 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 session. 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 ‘Build and sustain an innovative work environment.’ 

[image: c:\Users\Sophie\Desktop\ArtWork\Fotolia_10056570_S.jpg]



[bookmark: _Toc420072716]References

These suggested references are for further reading and do not necessarily represent the contents of this Learner Guide

· Business.gov.au  http://www.business.gov.au/Pages/default.aspx
· Leadership and Problem Solving (Private notes) With collaboration from: CLIFF WALLACE, CFE
· Facilitation: Providing Opportunities for Learning Paperback
by Trevor J. Bentley  (Author)
· Innovations in Learning: New Environments for Education [Paperback]
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· Innovative Performance Support: Strategies and Practices for Learning in the Workflow Paperback
by Con Gottfredson (Author) , Bob Mosher (Author)
· Learning by Example: Imitation and Innovation at a Global Bank [Kindle Edition]
David Strang (Author)
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