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Instructions to Assessor
[bookmark: _Toc476841527]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: _Toc476841528]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: _Toc476841529]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: _Toc476841530]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: _Toc476841531]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: _Toc476841532]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: _Toc476841533]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: _Toc476841534]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: _Toc476841535]Learner Workbook Activity answers
Complete the following activities individually or in a group (as applicable to the specific activity and the assessment environment).
[bookmark: _Toc415521000][bookmark: _Toc476841536]Activity 1A
	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to evaluate and reflect on what the team needs and wants to achieve.

	Activity
	1. Name three aspects that you should look at when you make your evaluation.

2. Why should you include your team when you evaluate?

3. After you evaluate your team’s needs and potential achievements what should you reflect upon?

4. How should you set your goals?

1. Answers will vary but should include the following:
· How the business/organisation works
· Who the customers are 
· What the needs of the customer are
· The effectiveness of your customer services
· Complaints procedure and number of complaints
· The team and their work performance
· Profitability
· Current working practices
· The needs of your team
· Your organisation’s ethos
· What your team would like to achieve.

2. You should include your team as involving them will validate their input and make them more likely to want to make positive changes.

3. Answers may include:
· You should reflect upon the findings to see where improvements could be made and how this fits with the needs of your organisation and team
· Reflect upon the ways that you and your team could improve performance and growth
· You should also reflect upon how you can promote the required innovation within your team to help achieve any changes.

4. Answers may include:
· You should look at the goals of the team and make sure that they correspond to the goals of the organisation
· Make your goals clear and defined
· Goals should be achievable and far-reaching – break down goals into smaller tasks that can be ticked off and show progression.


[bookmark: _Toc415521001][bookmark: _Toc476841537]
Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to check out information about current or potential team members’ work in the context of developing a more innovative team.

	Activity
	1. For three different team members, research each of the following:

· Interests
· Lifestyle preferences
· Past jobs
· Technical strengths
· Work preferences
· Working team work styles.

2. Why is it important to be familiar with current and potential team members in the context of innovation?

1. The learner should demonstrate that they are able to effectively obtain information about team members. The learner may obtain information by:

· Talking with or interviewing team members
· Asking team members to complete self-assessments or questionnaires
· Considering the team members’ current role in their organisation and/or their work history.

2. Knowing about team members allows a team leader to identify skills and knowledge amongst team members that will complement each other and consider how to most efficiently and effectively use team members as  a resource.





[bookmark: _Toc415521002][bookmark: _Toc476841538]Activity 1C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to bring people into the team or make suggestions for team members based on what needs to be achieved and the potential for cross-fertilising ideas.

	Activity
	1. What is the purpose of asking other departments/personnel their opinions on your team’s needs and ways to make achievements?

2. What will your team gain by talking to other personnel within your organisation on developing their needs and ideas?

3. What is meant by ‘the cross-fertilisation of ideas’, and why is it important?

1. The purpose is to listen to as many points of view as possible, as this may bring forth insights that had not been considered previously. It could bring possibilities of cross-overs of work with other departments which could strengthen your team’s performance.You may discover useful information which helps your team. It can build upon organisational camaraderie and possible improvements to cross-departmental work processes.

2. The team will gain:
· Fresh perspectives 
· Unbiased feedback
· New ideas.

3. The cross-fertilisation of ideas refers to the process of bringing together ideas from different sources. Selecting a diverse set of team members within a team can help to facilitate the cross-fertilisation of ideas and inspire innovation. This is because the unique characteristics of each person come with a unique insight and perspective. When brought together, a range of insights and perspectives can help to generate new and innovative ideas.





[bookmark: _Toc415521003][bookmark: _Toc476841539]Activity 1D
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to acknowledge, respect and discuss the different ways that different people may contribute to building or enhancing the team.

	Activity
	1. Name two things that may result from contributions made by other people.

2. What can networks or spheres of influence bring to your team?

3. What do good team leaders do?

1. Answers will vary but should include the following:
· Creating positive energy within the team
· Fundamental literacy strengths
· Generating ideas
· New ways of thinking
· Belief in making achievements
· Problem-solving capabilities
· Additional technical skills or knowledge.

2. Networks are a great way to share thoughts, experiences, and to gain advice. Spheres of influence set examples of innovative thinking and successes and can inspire your team.

3. Good team leaders:
· Celebrate team successes
· Let the team take the credit for good work done
· Recognise individual achievements and acknowledge the contribution with a thank you.





[bookmark: _Toc415521004][bookmark: _Toc476841540]Activity 2A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to jointly establish ground rules for how the team will operate.

	Activity
	Describe at least three things that you, as a leader, can do to establish ground rules for your team.

Answers may include:

· Clarify the roles and responsibilities of each team member, including any chain of command that will operate within the team
· Outline any legislative or organisational policies, procedures or other requirements that will govern the team’s work processes
· Lay out expectations in regards to attitude, work ethic and team culture
· Explain proper procedures for expressing grievances or concerns
· Describe any reporting structures that will be in place
· Outline modes and means of communication between the team
· Assign work allocations
· Set out any other expectations or obligations, e.g. attendance at team meetings, notice of leave, etc.
· Allow team members to ask questions and clarify any issues.





[bookmark: _Toc415521005][bookmark: _Toc476841541]Activity 2B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to agree and communicate responsibilities in ways that encourage and reinforce team-based innovation. 

	Activity
	1. How would training and learning opportunities help provide team-based innovation?

2. What is equitable sharing of work?

3. List three team purposes.

1. By taking part in training and learning, your team will increase their knowledge and be inspired and motivated to look for innovative approaches with their work.

2. Equitable sharing of work is when all work is fairly distributed and allocated, and agreed upon by the team.

3. Answers will vary but should include the following:
· Understanding and articulating the goals in the same way as others
· Defining goals in discussions with other personnel outside of your team
· Exploring implications and outcomes of the intended goal
· Meaningful subjects/themes set as goals
· Ensuring that the purpose is important and worthwhile.





[bookmark: _Toc415521006][bookmark: _Toc476841542]Activity 2C
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to agree and share tasks and activities to ensure the best use of skills and abilities within the team.

	Activity
	1. How should you use the skills of the team when sharing tasks?

2. List four skills that your team may have.

1. You should use the skills of your team to the best advantage and allocate tasks to the team member who has the right skills for the work involved.

2. Answers will vary but should include the following:
· Good customer service experience
· Excellent verbal skills
· Excellent literacy skills
· Mathematical/budgetary skills
· Negotiating skills
· Organisational skills
· Administration skills
· Sales experience
· ICT skills
· Speaker/presentation meeting skills. 





[bookmark: _Toc415521007][bookmark: _Toc476841543]Activity 2D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to plan and schedule activities to allow time for thinking, challenging and collaboration.

	Activity
	Describe the process you would undertake to plan and schedule team activities.

For example:

· Identify objectives – what needs to be done?
· Establish priorities – what needs to be done first? What is the most important task(s)?
· Establish sequence – in what order should tasks be carried out?
· Determine who is needed to complete the task
· Establish timeline – when must this task be completed? Are there deadlines for each stage of the task? When are these?
· Consider resources requirements and limitations – what is needed to complete this task? E.g. personnel, man hours, venue, equipment, etc.





[bookmark: _Toc415521008][bookmark: _Toc476841544]Activity 2E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to establish personal reward and stimulation as an integral part of the team’s way of working.

	Activity
	1. What is the benefit of a reward system?

2. Name three ways you could reward your team.

1. A reward system would help motivate your team to make achievements and introduce a healthy competitiveness to the team. It also shows that recognition of achievements is valued.

2. Answers will vary and may include:
· Recognition of the team’s/individual’s achievements
· Praising efforts and successes
· Flexible working hours
· Making work fun
· Helping people connect
· Rewarding effort as well as success
· Coffee mornings/refreshments during work to interact socially
· Offering a project of the individual’s/team’s choosing
· Receiving a voucher reward system which can be redeemed for a prize
· Wall of fame with photos and explanations of achievements made
· Create a chill zone/break-out area.





[bookmark: _Toc415521009][bookmark: _Toc476841545]Activity 3A
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to model behaviour that supports innovation.

	Activity
	1. Why does it help to introduce an element of fun into the workplace?

2. Why would your team work better if you give them responsibility?

3. Why would you want your team to be sympathetic in the workplace?

1. This helps to promote enjoyment of work for personnel and this happiness will reflect onto customers and other personnel in the workplace. It helps to relieve stress and boredom.

2. This would help your team to take ownership and allow them to rise to challenges. This, in turn, will help them to grow and make more confident decisions.

3. This helps your team to see another person’s point of view and to understand the impact that they/their work may have on others.





[bookmark: _Toc415521010][bookmark: _Toc476841546]Activity 3B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to seek external stimuli and ideas to feed into team activities.

	Activity
	List three sources of stimuli that could help your team.

Answers will vary but should include the following:
· Look at what is happening in Australia or overseas
· Colleagues outside of your team
· Family and friends
· The internet
· Journals
· Networks or technical experts
· Other organisations.





[bookmark: _Toc415521011][bookmark: _Toc476841547]Activity 3C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to proactively share information, knowledge and experiences with other team members.

	Activity
	Why share information, knowledge and experiences with your team?

You should share information, knowledge and experiences to inspire and empower others. You are more likely to attract a sharing of information, knowledge and experiences throughout your team. It promotes a creative and innovative environment.
 




[bookmark: _Toc415521012][bookmark: _Toc476841548]Activity 3D
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to challenge and test ideas within the team in a positive and collaborative way; and proactively discuss and explore ideas with other team members on an ongoing basis.

	Activity
	1. What questions should you ask when testing ideas within the team?

2. Why should you discuss and explore ideas with your team on an on-going basis?

1. Answers will vary but should include the following:
· How does this perform?
· Have you tried to use this model and if so, does it work to the expected outcomes?
· Does it fulfil the original goal set?
· Does it add value to the overall objectives?
· Could this be improved?

2. You should regularly discuss and explore ideas to share information and to make sure that your team are on track. It helps break through any problems and issues that team members may have.





[bookmark: _Toc415521013][bookmark: _Toc476841549]Activity 4A
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to debrief and reflect on activities and on opportunities for improvement and innovation.

	Activity
	1. What would your team benefit from a debriefing?

2. What can a debriefing include?

3. Write an outline of the reflective process.

1. Your team would be able to discuss how all parts of the project/work were performed and what the results of this were.

2. Answers will vary but should include the following:
· Explaining the activities
· How the activities were performed
· The outcome
· The results of this. 

3. An example of a structured reflective process:

· Which activities were carried out and how they were carried out -  by whom, under which conditions, in which timeframes, etc.?
· What went well?
· What went wrong?
· Why did things go well?
· Why did things go wrong?
· What could have been done differently to achieve better outcomes?





[bookmark: _Toc415521014][bookmark: _Toc476841550]Activity 4B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to gather and use feedback from within and outside the team to generate discussion and debate.

	Activity
	1. How can feedback help your team?

2. What are some methods of gathering feedback? List at least two.

3. What is a debate?

4. How can a debate help your team’s work?

1. Feedback lets you know what other persons think about the ideas/work and can help you develop further ideas.

2. For example:

· One-on-one interviews
· A team meeting or feedback session
· Written questionnaires
· Self-assessments.

3. A debate is a formal discussion with audience participation.

4. It allows for all the pros and cons to be discussed and for the outcomes and values to be understood.





[bookmark: _Toc415521015][bookmark: _Toc476841551]Activity 4C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to discuss the challenges of being innovative in a constructive and open way.

	Activity
	What challenges to being innovative could you come across?

Answers will vary but should include the following:
· Budgets
· Competing priorities
· Organisational culture
· Problems with breaking old patterns of behaviour or thinking
· Time pressures
· Broader environmental factors, such as:
· industry maturity
· customer needs and expectations
· demand
· technological opportunity
· intensity of competition
· company size.





[bookmark: _Toc415521016][bookmark: _Toc476841552]Activity 4D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to take ideas for improvement, build them into future activities and communicate key issues to relevant colleagues; and identify, promote and celebrate successes and examples of successful innovation.

	Activity
	1. Describe the process of identifying issues and building and implementing an improvement strategy.

2. Least three ways that you can reward and/or recognise successes in innovation.

1. For example:

“Issues can be identified by:

· Engaging in reflective practice
· Gathering feedback from the team
· Analysing work outcomes – were targets met? If not, why not?
· Observing the work practice of the team
· Hearing feedback from the manager(s).

Then the team should work together to establish:

· The roots of issues
· Alternative actions that could be taken in future tasks
· Changes that could be made to team makeup to improve performance
· Additional resources that were needed
· Objectives that need to be reviewed
· Different communication strategies
· Whether the scheduling of tasks was successful
· Personal leadership style, i.e. were instructions clear, were work tasks properly monitored, etc.

Finally, an effective improvement strategy should be agreed upon by the team and put into practice. Depending on the issue, this may involve:

· Implementing new procedures for carrying out work tasks
· Changing the team makeup
· Reviewing work allocation
· Reviewing chain of command
· Adjusting which team members work together, etc.
· Sourcing and delivering resources, e.g. better/more equipment, better/more accessible venue, etc.
· Reviewing objectives to make them more SMART
· Implementing new communication strategies for greater team cohesion
· Reviewing the work schedule
· Adjusting personal leadership style, e.g. taking a greater role in work tasks, providing more feedback, working more closely with team members, monitoring more frequently, etc.
The final improvement strategy should be communicated to the team to be implemented in future work practice.

2. Answers may include:

· Consistently acknowledge those who contribute ideas, knowledge, and time
· Provide special recognition to volunteers, change agents, and model innovators
· Keep names associated with contributions. 
· Disseminate success stories concerning invention of a successful new product or approach
· Make innovation self-rewarding. Being perceived as an expert by peers and management matters
· Link innovation to the core cultural values of the organisation. Explain the justification behind rewards and how meeting goals will affect overall and individual outcomes. 
· Compile a committee of human resources, knowledge management, research and development, and representatives from business units to develop guidelines and suggestions to encourage innovation. 





[bookmark: _Toc435695596][bookmark: _Toc435782284][bookmark: _Toc476841553]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: _Toc476841554]Summative Assessments answer guide
[bookmark: _Toc476841555]Section A: Skills Activity
Objective: To provide you with an opportunity to show you have the required skills for this unit.

This activity will enable you to demonstrate the following skills:
Reading:
· Interprets and analyses textual information, from a wide range of sources, to identify information relevant to team activities 
Writing:
· Uses clear language and formats appropriate for the audience to highlight and present specific information
Oral communication:
· Actively participates in verbal exchanges of ideas and elicits the views and opinions of team members by listening and questioning
· Uses clear language to clarify rules and roles relating to team activities in formal and informal situations
Numeracy:
· Interprets numeric information relevant to team activities
Navigate the world of work:
· Understands the nature and purpose of own role and how it affects others in the work context
Interact with others
· Uses inclusive techniques to initiate, contribute and promote discussion amongst potentially diverse team members
· Recognises the importance of establishing and building effective working relationships
· Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role
Get the work done
· Plans, sequences and prioritises tasks for efficient and effective outcomes
· Contributes to continuous improvement of current work practices by applying basic principles of analytical and lateral thinking
· Uses problem-solving processes to address less predictable problems, and when appropriate, seeking input from others 
· Reflects on outcomes and further explores own and the team’s role in implementing innovation
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.

Your assessor will assign you a simulated work activity to carry out in a team. In this activity, you will have the role of team leader.  Throughout this activity, you must demonstrate working practice that facilitates the building of effective working relationships with your team.

This activity will need to be observed and a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion.

1. Conduct a meeting with your team. In this meeting you must:

· Explain and clarify the team purpose and objectives
· Establish and clarify the roles and responsibilities of each team member
· Establish the ground rules for the team and its work practice.

You must use clear language to clarify rules and roles relating to team activities.

2. Plan and schedule the upcoming work activities for your team. You must:

· Interpret and analyse textual information, from a wide range of sources, to identify information relevant to team activities 
· Interpret numeric information relevant to team activities, such as budget and timeframes
· Plan, sequence and prioritise tasks for efficient and effective outcomes.
3. Circulate the plan/schedule you have created to team members in a written format. You must:

· Use clear language and a format appropriate for the audience to highlight and present your information
· Selects the appropriate form, channel and mode of communication for a specific purpose relevant to own role.
4. Carry out the work activity, monitoring the progress of your team. You must address any issues as they arise in collaboration with team members.
5. Reflect upon the activity you have carried out as a team and gather feedback from team members in a group feedback session. You must:
· Effectively lead the feedback session
· Use inclusive techniques to initiate, contribute and promote discussion amongst potentially diverse team members.

6. As a team, identify key issues with the work activity that was carried out. Discuss and determine an improvement strategy.

During this task, you must actively participate in verbal exchanges of ideas and elicits the views and opinions of team members by listening and questioning. Circulate, in written form, your agreed-upon improvement strategy to your team. Ensure that you use clear language and formats appropriate for the audience to highlight and present specific information

7. Reflect upon your team’s performance and upon your own performance as a team leader. How did the nature and purpose of your own role affect others in a work context? Summarise your ideas in a written essay of 500-800 words.

1. The learner must demonstrate their oral communication skills in establishing and clarifying the purpose and objectives of the team, the roles and responsibilities of each team member, and the ground rules for the team and its work practice. The learner should model open and respectful communication throughout the meeting. The learner should:

· Use clear language to clarify rules and roles relating to team members in both formal and informal situations
· Actively participate in verbal exchanges of ideas 
· Elicit the views and opinions of team members by listening and questioning, taking on board the views of others
· Use inclusive techniques to initiate, contribute ad promote discussion amongst potentially diverse team members
· remain unbiased
· adjust communication style for specific audiences, cultures or group
· encourage a collaborative team culture
· Be transparent in what and how they communicate expectations
· Be mindful of tone, volume and type of language that is used, being consciously respectful at all times
· Demonstrate patience, calm and approachability as a leader
· Follow organisational protocol for communications.

2. The learner must demonstrate their reading abilities in identifying information relevant to team activities. The sources of information will vary according to the task that is assigned, but should relate to the planning and scheduling of work activities, e.g. room/building schedules, policy and procedure, written instructions, work schedules, etc.

Where necessary, numerical information should be interpreted by the learner. For the purpose of this task, this will namely be related to scheduling. The learner should be able to identify the availabilities/shift patterns of team members and schedule accordingly. The learner should calculate realistic timeframes for allocating work tasks and organise work tasks according to their priority level.

The learner should ensure that:

· The necessary staff will be available and that scheduling conflicts are resolved (e.g. if different team members have different availabilities)
· The necessary equipment will be available for use
· Timelines are realistic
· Solutions for potential obstacles or issues are prepared, and alternative options arranged.

3. The plan/schedule that is developed must be circulated by the learner to their team in an appropriate written format.

For example:

· Filling out digital or online calendar tools with the arranged activities
· Using organisational tools such as Gantt charts as visual reminders of arranged activities
· Use of an online project management program
· Email.

The information must be successfully received by every team member, and the plan/schedule must use clear language and an appropriate format.

4. The learner must monitor the progress of the task and respond to any issues that may arise.

They may use the seven step CPSP method to approach problem-solving:

· Clarify and identify the problem
· Research the problem
· Formulate creative challenges
· Generate ideas
· Combine and evaluate the ideas
· Draw up an action plan
· Do it! (implement the ideas).

5. The learner should lead a feedback session with the team to gather feedback on the activity undertaken.

The learner must:

· Effectively lead the feedback session
· Use inclusive techniques to initiate, contribute and promote discussion amongst potentially diverse team members.

To effectively lead a feedback session, the learner should:

· Provide structure for the discussion, and address any deviation to bring the discussion back to the topic at hand
· Mediate any conflicts that may arise amongst team members
· Encourage participation in the discussion from all team members
· Provide opportunities for team members to speak up and contribute thoughts
· Make a record of what is said and key points that are established. Somebody may be assigned the task of taking minutes of the meeting.

The team should engage in the reflective process by evaluating:

· Which activities were carried out and how they were carried out -  by whom, under which conditions, in which timeframes, etc.?
· What went well?
· What went wrong?
· Why did things go well?
· Why did things go wrong?
· What could have been done differently to achieve better outcomes?

6. The learner must work with their team to determine an improvement strategy based on issues that were identified during the activity.

The learner should lead the team to establish:

· The roots of issues
· Alternative actions that could be taken in future tasks
· Changes that could be made to team makeup to improve performance
· Additional resources that were needed
· Objectives that need to be reviewed
· Different communication strategies
· Whether the scheduling of tasks was successful
· Personal leadership style, i.e. were instructions clear, were work tasks properly monitored, etc.

As a follow-up to this task, the learner should communicate the improvement strategy to their team in an appropriate written form. This may involve the use of email, producing a written report, or sending out a new schedule or plan.

During this task, the learner must actively participate in verbal exchanges of ideas and elicits the views and opinions of team members by listening and questioning.

7. The learner must reflect upon their own role as a team leader. They may demonstrate evidence of having undertaken the reflective process to analyse own strengths and weaknesses. The learner should consider their own role as a leader in this essay, and consider how their position affects others in the team.
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[bookmark: _Toc476841556]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 what innovation is, the different types of innovation and the benefits of innovation
· Describe the internal and external factors that contribute to a team becoming and remaining innovative including:
· team characteristics
· the role of group dynamics and diversity
· broader environmental factors
· Explain how activities can encourage or hinder innovation in a team including:
· allocation of time and activities
· modelling behaviour
· rewards and recognition
· communications
· feedback.

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. Define innovation and then complete the following:

· List three different types of innovation
· List three benefits of innovation.

2. Write a 1000-word essay that describes the internal and external factors that contribute to a team becoming and remaining innovative, including:

· Team characteristics
· The role of group dynamics and diversity
· Broader environmental factors.

Make sure that you draw links between factors you identify and how and why these factors may affect innovation.

3. Explain how activities can encourage or hinder innovation in a team, including:

· Allocation of time and activities
· Modelling behaviour
· Rewards and recognition
· Communications
· Feedback.

1. Innovation is a term used to describe out-of-the-box thinking that results in new or improved products, services or processes.

Types of innovation may include:

· Product innovation: A good or service that is new or significantly improved. This includes significant improvements in technical specifications, components and materials, software in the product, user friendliness or other functional characteristics
· Process innovation: A new or significantly improved production or delivery method. This includes significant changes in techniques, equipment and/or software
· Marketing innovation: A new marketing method involving significant changes in product design or packaging, product placement, product promotion or pricing
· Organisational innovation: A new organisational method in business practices, workplace organisation or external relations.

Benefits of innovation may include:

· Having more efficient and effective work processes
· Saving time and money
· Innovation can be a profit centre- it can help drive sales and results
· Business agility
· Increased customer satisfaction
· Compliance with legislation and possible tax benefits
· Encourages and supports diversity
· May lead to competitive advantage.

2. The learner should demonstrate understanding of the key terms of the question (team characteristics, group dynamics, diversity, broader environmental factors) and critically discuss how these things relate to innovation.

When discussing team characteristics, the learner may refer to:

· Ability to take direction and show initiative
· A positive, proactive approach
· Productivity
· Flexibility
· Integrity, honesty and loyalty
· Willingness to learn and progress
· Communication and interpersonal skills.

When discussing group dynamics, the learner may refer to:

· Features of a positive group dynamic, such as:
· strong leadership
· defined roles and responsibilities
· strong accountability (i.e. team members hold each other responsible for their actions and take responsibility for their own)
· excellent communication
· trust
· effective problem-solving procedures
· Features of a negative group dynamic, such as:
· a weak leader
· a tendency to always agree with the leader even if the team doesn’t agree
· ‘groupthink’ – a term used to describe what happens when a team believes there has to be a consensus to move forward, which results in good ideas not being explored
· ‘free riding’ – a term used to describe team members who let others do all the work and do not contribute themselves
· ‘evaluation apprehension’ – a term used to describe team members holding back on their contributions and ideas because they are afraid of being judged of viewed poorly by their team
· ‘Blockers’.

When discussing diversity, the learner should recognise that the more diverse a team, the more innovative it may be. They may recognise specific factors of diversity, such as:

· Race
· Gender
· Age
· Education
· Experience
· Values
· Goals.

When considering broader environmental factors, the learner may refer to:

· Industry maturity
· Customer needs and expectations
· Demand
· Technological opportunity
· Intensity of competition
· Company size.

In a strong answer, the learner will not only have identified factors that may affect innovation, but also discussed critically how and why innovation may be affected by these factors.

3. When discussing work allocation and scheduling time, the learner may refer to the following process:

· Identify objectives – what needs to be done?
· Establish priorities – what needs to be done first? What is the most important task(s)?
· Establish sequence – in what order should tasks be carried out?
· Determine who is needed to complete the task
· Establish timeline – when must this task be completed? Are there deadlines for each stage of the task? When are these?
· Consider resources requirements and limitations – what is needed to complete this task? E.g. personnel, man hours, venue, equipment, etc.
· Consider potential problems or obstacles, e.g. pre-arranged holidays of team members, lack of access to buildings or equipment, public holidays, etc.

When discussing modelling behaviour that supports innovation, the learner may refer to the following practices:

· Using clear language to clarify rules and roles relating to team members in both formal and informal situations
· Actively participating in verbal exchanges of ideas 
· Eliciting the views and opinions of team members by listening and questioning, taking on board the views of others
· Using inclusive techniques to initiate, contribute ad promote discussion amongst potentially diverse team members
· remaining unbiased
· adjusting communication style for specific audiences, cultures or group
· encouraging a collaborative team culture
· Being transparent in what and how they communicate expectations
· Being mindful of tone, volume and type of language that is used, being consciously respectful at all times
· Demonstrating patience, calm and approachability as a leader
· Following organisational protocol for communications.

When discussing rewards and recognition, the learner may refer to the following systems of reward and recognition:

· Consistently acknowledge those who contribute ideas, knowledge, and time
· Provide special recognition to volunteers, change agents, and model innovators
· Keep names associated with contributions. 
· Disseminate success stories concerning invention of a successful new product or approach
· Make innovation self-rewarding. Being perceived as an expert by peers and management matters
· Link innovation to the core cultural values of the organisation. Explain the justification behind rewards and how meeting goals will affect overall and individual outcomes. 
· Compile a committee of human resources, knowledge management, research and development, and representatives from business units to develop guidelines and suggestions to encourage innovation. 

When discussing communications, the learner may refer to:

· The communication strategies that are in place for team members 
· Communication structure
· Feedback loops 
· Style of communication.

When discussing feedback, the learner may refer to methods of gathering feedback, such as:

· One-on-one interviews
· A team meeting or feedback session
· Written questionnaires
· Self-assessments.

The learner should expand upon any factors they identify in their answer by explaining how each factor or process has the potential to encourage or hinder innovation.

 



[bookmark: _Toc476841557]Section C: Performance Activity
Objective: To provide you with an opportunity to demonstrate the required performance elements for this unit.

This activity will enable you to demonstrate the following performance evidence:
· Apply practices that promote innovation within a team including:
· modelling open and respectful communications
· contributing to the make-up and rules of the team
· planning and scheduling of activities
· reflecting on activities, feedback and challenges to identify improvement options
· Encourage others to contribute to innovation in the team
· Implement improvements and communicate about them

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. In a simulated work environment, you will lead a team in a work task according to instructions received from your assessor.

You must:

· Establish the makeup of the team
· Establish team rules
· Plan and schedule activities.

Throughout this task, you must model open and respectful communications as a team leader.

2. Reflect on the activities that were completed for the previous question.

You must:

· Reflect on how activities were carried out and their outcomes. Consider what went well, and identify possible areas for improvement. Write a 500 word summary of your reflective practice and attach this to your workbook.
· Gather feedback from your team to take on their perspective of how the activities were carried out and their outcomes
· Identify at least two key areas for improvement and discuss these with your team, exploring and identifying options for improvement.

3. Write a 1,000-word essay that reflects upon your performance as a leader during a specific work task of your choice. In your essay, you must describe how you successfully implemented any two of the following steps for encouraging innovation:

· A compelling vision
· Goal interdependence
· Support of innovation
· A cohesive team
· Strong internal and external communication.

Your essay should detail what was done, how it was done and the timeframe in which is was completed. Attach your completed essay to your workbook.

4. The following may be completed as an actual or simulated work activity.

Identify an issue in the work practice of any current or previous activity that you have undertaken as a team leader. Discuss this issue with the relevant team members and agree upon steps that can be taken for improvement and implement these improvements in future work practice. 

Follow-up on this discussion by communicating final decisions and/or an action plan to your team in a medium of your choice.

You should also create a dated list of tasks undertaken to implement steps necessary for improvement and attach this to your workbook.

This activity should be observed and a signed observation by either an approved third party or the assessor will need to be included in these activities as proof of completion. 

1. To establish the makeup of the team, the learner must:

· Assess the skills, experiences, qualifications and knowledge of each team member and how these will relate to upcoming work tasks
· Consult with team members to provide an opportunity for preferences of team members to be taken into account
· Consider the working relationships between team members, personal characteristics and the team dynamic, and consider who will work well together.

To establish ground rules, the learner must:

· Clarify the roles and responsibilities of each team member, including any chain of command that will operate within the team
· Outline any legislative or organisational policies, procedures or other requirements that will govern the team’s work processes
· Lay out expectations in regards to attitude, work ethic and team culture
· Explain proper procedures for expressing grievances or concerns
· Describe any reporting structures that will be in place
· Outline modes and means of communication between the team
· Assign work allocations
· Set out any other expectations or obligations, e.g. attendance at team meetings, notice of leave, etc.
· Allow team members to ask questions and clarify any issues.

To plan and schedule activities, the learner must:

· Identify objectives – what needs to be done?
· Establish priorities – what needs to be done first? What is the most important task(s)?
· Establish sequence – in what order should tasks be carried out?
· Determine who is needed to complete the task
· Establish timeline – when must this task be completed? Are there deadlines for each stage of the task? When are these?
· Consider resources requirements and limitations – what is needed to complete this task? E.g. personnel, man hours, venue, equipment, etc.
· Consider potential problems or obstacles, e.g. pre-arranged holidays of team members, lack of access to buildings or equipment, public holidays, etc.

The learner must take all of these things into account in order to effectively plan and schedule activities. 

It is important that a proper planning process is undertaken to ensure that:

· The necessary staff will be available and that scheduling conflicts are resolved (e.g. if different team members have different availabilities)
· The necessary equipment will be available for use
· Timelines are realistic
· Solutions for potential obstacles or issues are prepared, and alternative options arranged.

Once activities have been planned and scheduled, they must be communicated effectively to team members. Options for communicating scheduled activities may include:

· Filling out digital or online calendar tools with the arranged activities
· Using organisational tools such as Gantt charts as visual reminders of arranged activities
· Use of an online project management program
· [bookmark: _GoBack]Establishing an intra-team communication network so that team members are able to collaborate effectively
· Setting up email reminders or other digital notifications
· Arranging a group meeting to discuss upcoming activities
· Scheduling progress meetings.

To model open and respectful communications, the learner must:

· Use clear language to clarify rules and roles relating to team members in both formal and informal situations
· Actively participate in verbal exchanges of ideas 
· Elicit the views and opinions of team members by listening and questioning, taking on board the views of others
· Use inclusive techniques to initiate, contribute ad promote discussion amongst potentially diverse team members
· remain unbiased
· adjust communication style for specific audiences, cultures or group
· encourage a collaborative team culture
· Be transparent in what and how they communicate expectations
· Be mindful of tone, volume and type of language that is used, being consciously respectful at all times
· Demonstrate patience, calm and approachability as a leader
· Follow organisational protocol for communications.

2. The learner should reflect personally on the activities that were undertaken.

The learner should:

· Establish which activities were carried out and how they were carried out -  by whom, under which conditions, in which timeframes, etc.
· Identify what went well
· Identify what went wrong
· Consider why things went well
· Consider why things went wrong
· Consider what could have been done differently to achieve better outcomes.

The learner should summarise their ideas in a 500-word report that follows a similar structure to that outlined above.

The learner should then gather feedback from their team to gain their perspective on the activities. This may be conducted through one-on-one interviews, a team meeting/feedback session or through the completion of written questionnaires or self-assessments by team members.

The learner may talk their team members through the reflective process, as outlined above, and should take into consideration any insights of which they were previously unaware.

With their team, the learner should then clarify the key issues that were identified during reflection. The learner must then lead their team in a productive discussion that identifies possible means of improvement.

To lead a feedback session effectively, the learner should:

· Provide structure for the discussion, and address any deviation to bring the discussion back to the topic at hand
· Mediate any conflicts that may arise amongst team members
· Encourage participation in the discussion from all team members
· Provide opportunities for team members to speak up and contribute thoughts
· Make a record of what is said and key points that are established. Somebody may be assigned the task of taking minutes of the meeting.

3. The learner’s essay should demonstrate evidence of the learner’s ability to encourage innovation within a team and should make reference to any two of the following steps:

· A compelling vision
· Goal interdependence
· Support of innovation
· A cohesive team
· Strong internal and external communication.

The learner must demonstrate that they understand the definition of the above terms and how any two of these steps may be applied in working practice. A strong answer will draw a link between any two steps and related work tasks.

For example:

“During Task X, I made sure that my team was led by a compelling vision. I did this by going through the organisation’s Mission, Vision and Values statement with my team and having a discussion about our goals and values as a company. I kept referring back to this vision throughout the task.”

4. The learner must identify and implement improvements in this task.

Identifying issues may be done by:

· Engaging in reflective practice
· Gathering feedback from the team
· Analysing work outcomes – were targets met? If not, why not?
· Observing the work practice of the team
· Hearing feedback from the manager(s).

When issues have been identified, the learner should work with their team to identify how improvements could be made. The learner will need to successfully lead a discussion that establishes the following:

· The roots of issues
· Alternative actions that could be taken in future tasks
· Changes that could be made to team makeup to improve performance
· Additional resources that were needed
· Objectives that need to be reviewed
· Different communication strategies
· Whether the scheduling of tasks was successful
· Personal leadership style, i.e. were instructions clear, were work tasks properly monitored, etc.

Discussion of the above should lead to the identification of key issues and suggestions for which improvements should be implemented.

The learner should follow-up on this discussion by confirming decisions that have been made with their team and circulating this information in a medium of their choice.

This could include:

· Email
· Face-to-face
· Group meetings
· Written report
· Circulating a new schedule or plan
· Workshop.

Finally, the learner must implement the identified improvements in work practice. Depending on the issues that have been identified and the decision that has been made, this may involve:

· Implementing new procedures for carrying out work tasks
· Changing the team makeup
· Work allocation
· Chain of command
· Which team members work together, etc.
· Sourcing and delivering resources, e.g. better/more equipment, better/more accessible venue, etc.
· Reviewing objectives to make them more SMART
· Implementing new communication strategies for greater team cohesion
· Reviewing the work schedule
· Adjusting personal leadership style, e.g. taking a greater role in work tasks, providing more feedback, working more closely with team members, monitoring more frequently, etc.
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