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[bookmark: _Toc443571346][bookmark: _GoBack]Third Party Observations/Demonstrations
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	BSBINN502: Build and sustain an innovative work environment

	Assessment
	Third party

	Due date of assessment
	

	Third party’s name
	

	Third party’s position
	

	Third party’s relation to learner
	

	Name of workplace
	

	Third party’s telephone and email
	





[bookmark: _Toc443310635][bookmark: _Toc443571347]Part 1 – Preliminary questions for the third party
	What is your relationship to the learner?
	

	How long have you worked with the learner?

	

	How closely do you work with the learner in the area being assessed?

	

	What is your technical experience and/or qualification (s) in the area being assessed? (Include any assessment or training qualifications.)

	

	In your opinion, does the learner:
· Perform tasks to the industry standards?
· Manage job tasks effectively?
· Implement safe working practices?
· Solve problems on the job?	
· Work well with others?	
· Adapt to new tasks?	
· Adapt to unusual or non-routine situations?
	


        (Please circle yes or no)
Do you understand which evidence/tasks the learner has			Yes		No
provided/performed that you are required to comment on?

Has the assessor explained the purpose of the learner’s				Yes 		No
assessment?

Are you aware that the learner will see a copy of this form?			Yes 		No

Are you willing to be contacted should further verification of this		Yes 		No
statement be required?


[bookmark: _Toc443310636][bookmark: _Toc443571348]Part 2 – Main questions for the third party
Please indicate the type of evidence the learner has provided you with for each criteria:
· Direct – such as an observation of workplace performance by an assessor
· Indirect – such as a portfolio of evidence
· Supplementary – such as supervisor reports.
Please indicate if your observations were real-time (in the workplace) or simulated (demonstrations in a simulated environment).
Please provide your response, based on your observation (direct/indirect/supplementary) in the area marked below – attach an additional sheet(s) if required. In responding, please make sure to specify the manner of observation and address the following, to the extent appropriate:
· What did the learner do?
· When did s/he do it?
· When or over what period of time did s/he do it?
· How did s/he do it?
· What was the outcome?
Remember, as a third party, your information should be purely factual and not represent your opinion on the learner’s competency.


[bookmark: _Toc443310637][bookmark: _Toc443571349]Third party observation
	Tasks 
	Third party response based on observation (direct/indirect/supplementary – please indicate)

	1. Make innovation an integral part of leadership and management activities
Learners should:
· Demonstrate a range of leadership and management skills for the effective integration and development of innovation.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	2. Demonstrate positive reception of ideas from others and provide constructive advice
Learners should:
· Demonstrate the ability to receive staff contributions and ideas in a positive manner providing recognition and constructive feedback accordingly.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:






	3. Establish and maintain relationships based on mutual respect and trust
Learners should:
· Employ a range of methods in order to establish mutual respect among all members of the workforce
· Demonstrate excellent leadership skills and set positive examples in relation to respect and trust.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	4. Take considered risks to open up opportunities for innovation
Learners should:
· Demonstrate an understanding of the risks associated with innovation and implement ideas accordingly.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	5. Regularly evaluate own approaches for consistency with the wider organisational or project context
Learners should:
· Evaluate and review personal approaches to innovation and the ways that they fit in with the wider organisational or project context.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	6. Consult on and establish working conditions that reflect and encourage innovative practice
Learners should:
· Consult with employees, using appropriate communication techniques and make appropriate changes to working conditions for innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	7. Introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas
Learners should:
· Develop workplace procedures including a range of measures which will foster innovation and allow for rigorous evaluation of innovative ideas.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	8. Facilitate and participate in collaborative work arrangements to foster innovation
Learners should:
· Demonstrate leadership skills and make arrangements which provide employees with the opportunity for collaboration and innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	9. Build and lead teams to work in ways that maximise opportunities for innovation
Learners should:
· Create teams with the capacity for innovation, defining objectives, identifying relevant staff members, and assigning tasks accordingly
· Demonstrate a variety of team leadership skills.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	10. Acknowledge suggestions, improvements and innovations from all colleagues
Learners should:
· Use appropriate methods of acknowledgement and ensure that colleagues of all levels are recognised for their innovative contributions.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	11. Find appropriate ways of celebrating and promoting innovation
Learners should:
· Recognise employee contributions and arrange appropriate celebrations as reward for innovative contributions
· Use appropriate communication channels and ensure that all employees understand the value of innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	12. Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project
Learners should:
· Identify organisational visions and objectives, accounting for the ways that they relate to innovation

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	13. Promote and support the evaluation of innovative ideas within the wider organisational or project context
Learners should:
· Communicate the importance of evaluating innovative ideas and methods that employees should use.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	14. Evaluate the impact of the physical environment in relation to innovation
Learners should:
· Evaluate different aspects of the workplace environment and ensure that it is suitable for the encouragement of worker innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	15. Collaborate with colleagues about ideas for enhancing the physical work environment before taking action
Learners should:
· Demonstrate the ability to collaborate, using appropriate methods of communication and obtaining ideas about enhancement of the physical work environment.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	16. Consider potential for supporting innovation when selecting physical resources and equipment
Learners should:
· Select appropriate physical resources and equipment, considering the effects on levels of innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	17. Design, fit‑out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships
Learners should:
· Make appropriate choices of design and decoration for the purposes of ensuring innovation and collaboration in the workplace.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	18. Pro‑actively share relevant information, knowledge and skills with colleagues
Learners should:
· Use appropriate communication methods and maintain working relationships with colleagues through the sharing of information, knowledge and skills.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	19. Provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation
Learners should:
· Select and arrange a variety of formal and informal learning opportunities in accordance with employee needs and organisational capabilities.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	20. Create opportunities in which individuals can learn from the experience of others
Learners should:
· Provide employees with the opportunity to access relevant information and make arrangements so that they are able to learn from the experience of others.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	21. Establish procedures and practices that foster innovation
Learners should:
· Establish procedures and practices, including:
· collaborative work arrangements
· building team capacity to contribute to innovation
· providing formal and informal learning opportunities
· evaluating ideas
· celebration and promotion of innovation
· consultation
· respectful communications and sharing of ideas and feedback.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	22. Reinforce the value of innovation to the vision and objectives of the organisation
Learners should:
· Ensure that the importance of innovation is reflected in documented organisational visions and objectives
· Ensure that the principles of innovation are communicated appropriately to key stakeholders.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	23. Model 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
Learners should:
· Act within the scope of their responsibilities, taking leadership roles, maintaining communication, and taking innovation opportunities which don’t pose considerable risk to the organisation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	24. Evaluate how the physical environment can be enhanced to support innovation and collaboration and collaborate on ideas to make improvements including in the selection of physical resources and equipment, and the design, fit-out and decoration of the workspaces
Learners should:
· Perform comprehensive evaluations of the workplace, make appropriate suggestions, and implement changes for the maximisation of innovative contributions
· Communicate with other stakeholders regarding possible workplace changes.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	25. Make changes to a workspace that will encourage innovation
Learners should:
· Make a range of appropriate changes to the following aspects of the workplace:
· design
· fit-out
· decoration.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	26. Reading
Learners should:
· Interpret and evaluate information that may deal with complex ideas related to issues both within and outside a given workplace context

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	27. Writing
Learners should:
· Develop information for others using language to suit the context and audience
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	28. Oral Communication
Learners should:
· Present ideas and concepts to a range of audiences using structure and language to suit the audience 
· Use active listening and questioning to discuss and clarify information and to confirm understanding
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	29. Navigate the world of work
Learners should:
· 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
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	30. Interact with others
Learners should:
· Use appropriate communication techniques to build rapport and foster strong relationships with co-workers in a range of work contexts 
· Use inclusive and collaborative techniques to share, promote and convey complex information about new ideas and systems within the workplace
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	31. Get the work done
Learners should:
· Accept 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
· Develop new and innovative ideas through exploration, evaluation, analysis and critical thinking 
· Facilitate a climate where people feel comfortable suggesting and discussing improvements or new ideas
· Use problem solving processes to identify, assess and respond to challenges and risks around innovation.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:










[bookmark: _Toc443310638]


[bookmark: _Toc443571350]Third party declaration
To the best of my knowledge and belief, and after making diligent enquiries where relevant, I declare that I the contents of this Third Party Report are true, correct and complete and represent my views. I have not colluded with the learner and have not discussed my responses to the Third Party Report with the learner or anyone acting on behalf of the learner.
Third party’s name:	_______________________________________________________
Third party’s signature:	_______________________________________________________
Date:			_______________________________________________________


[bookmark: _Toc443488395][bookmark: _Toc443571351][bookmark: _Toc443314908][bookmark: _Toc443310641]Assessor’s third party checklist
This should be used by the trainer/assessor to document that observations/demonstrations carried out by the third party are satisfactory, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have the third party observations been carried out correctly and successfully?
	    Yes         No
    (Please circle)

	Has the third party covered all relevant criteria in their observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:










	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
	


[bookmark: _Toc443571352]


Assessor Observations/Demonstrations
[bookmark: _Toc443314909][bookmark: _Toc443571353]Assessor observation
	Tasks 
	Observer response based on observation (direct/indirect/supplementary – please indicate)

	1. Make innovation an integral part of leadership and management activities
Learners should:
· Demonstrate a range of leadership and management skills for the effective integration and development of innovation.


	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:

	2. Demonstrate positive reception of ideas from others and provide constructive advice
Learners should:
· Demonstrate the ability to receive staff contributions and ideas in a positive manner providing recognition and constructive feedback accordingly.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:




	3. Establish and maintain relationships based on mutual respect and trust
Learners should:
· Employ a range of methods in order to establish mutual respect among all members of the workforce
· Demonstrate excellent leadership skills and set positive examples in relation to respect and trust.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	4. Take considered risks to open up opportunities for innovation
Learners should:
· Demonstrate an understanding of the risks associated with innovation and implement ideas accordingly.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	5. Regularly evaluate own approaches for consistency with the wider organisational or project context
Learners should:
· Evaluate and review personal approaches to innovation and the ways that they fit in with the wider organisational or project context.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	6. Consult on and establish working conditions that reflect and encourage innovative practice
Learners should:
· Consult with employees, using appropriate communication techniques and make appropriate changes to working conditions for innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	7. Introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas
Learners should:
· Develop workplace procedures including a range of measures which will foster innovation and allow for rigorous evaluation of innovative ideas.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	8. Facilitate and participate in collaborative work arrangements to foster innovation
Learners should:
· Demonstrate leadership skills and make arrangements which provide employees with the opportunity for collaboration and innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	9. Build and lead teams to work in ways that maximise opportunities for innovation
Learners should:
· Create teams with the capacity for innovation, defining objectives, identifying relevant staff members, and assigning tasks accordingly
· Demonstrate a variety of team leadership skills.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	10. Acknowledge suggestions, improvements and innovations from all colleagues
Learners should:
· Use appropriate methods of acknowledgement and ensure that colleagues of all levels are recognised for their innovative contributions.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	11. Find appropriate ways of celebrating and promoting innovation
Learners should:
· Recognise employee contributions and arrange appropriate celebrations as reward for innovative contributions
· Use appropriate communication channels and ensure that all employees understand the value of innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	12. Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project
Learners should:
· Identify organisational visions and objectives, accounting for the ways that they relate to innovation

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	13. Promote and support the evaluation of innovative ideas within the wider organisational or project context
Learners should:
· Communicate the importance of evaluating innovative ideas and methods that employees should use.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	14. Evaluate the impact of the physical environment in relation to innovation
Learners should:
· Evaluate different aspects of the workplace environment and ensure that it is suitable for the encouragement of worker innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	15. Collaborate with colleagues about ideas for enhancing the physical work environment before taking action
Learners should:
· Demonstrate the ability to collaborate, using appropriate methods of communication and obtaining ideas about enhancement of the physical work environment.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	16. Consider potential for supporting innovation when selecting physical resources and equipment
Learners should:
· Select appropriate physical resources and equipment, considering the effects on levels of innovation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	17. Design, fit‑out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships
Learners should:
· Make appropriate choices of design and decoration for the purposes of ensuring innovation and collaboration in the workplace.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	18. Pro‑actively share relevant information, knowledge and skills with colleagues
Learners should:
· Use appropriate communication methods and maintain working relationships with colleagues through the sharing of information, knowledge and skills.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	19. Provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation
Learners should:
· Select and arrange a variety of formal and informal learning opportunities in accordance with employee needs and organisational capabilities.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	20. Create opportunities in which individuals can learn from the experience of others
Learners should:
· Provide employees with the opportunity to access relevant information and make arrangements so that they are able to learn from the experience of others.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	21. Establish procedures and practices that foster innovation
Learners should:
· Establish procedures and practices, including:
· collaborative work arrangements
· building team capacity to contribute to innovation
· providing formal and informal learning opportunities
· evaluating ideas
· celebration and promotion of innovation
· consultation
· respectful communications and sharing of ideas and feedback.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	22. Reinforce the value of innovation to the vision and objectives of the organisation
Learners should:
· Ensure that the importance of innovation is reflected in documented organisational visions and objectives
· Ensure that the principles of innovation are communicated appropriately to key stakeholders.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	23. Model 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
Learners should:
· Act within the scope of their responsibilities, taking leadership roles, maintaining communication, and taking innovation opportunities which don’t pose considerable risk to the organisation.

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	24. Evaluate how the physical environment can be enhanced to support innovation and collaboration and collaborate on ideas to make improvements including in the selection of physical resources and equipment, and the design, fit-out and decoration of the workspaces
Learners should:
· Perform comprehensive evaluations of the workplace, make appropriate suggestions, and implement changes for the maximisation of innovative contributions
· Communicate with other stakeholders regarding possible workplace changes.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	25. Make changes to a workspace that will encourage innovation
Learners should:
· Make a range of appropriate changes to the following aspects of the workplace:
· design
· fit-out
· decoration.
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	26. Reading
Learners should:
· Interpret and evaluate information that may deal with complex ideas related to issues both within and outside a given workplace context

	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	27. Writing
Learners should:
· Develop information for others using language to suit the context and audience
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	28. Oral Communication
Learners should:
· Present ideas and concepts to a range of audiences using structure and language to suit the audience 
· Use active listening and questioning to discuss and clarify information and to confirm understanding
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	29. Navigate the world of work
Learners should:
· 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
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	30. Interact with others
Learners should:
· Use appropriate communication techniques to build rapport and foster strong relationships with co-workers in a range of work contexts 
· Use inclusive and collaborative techniques to share, promote and convey complex information about new ideas and systems within the workplace
	Type of observation/evidence:


	
	What did the learner do?


	
	When did s/he do it? Over what period of time?


	
	How did s/he do it?


	
	What was the outcome?


	
	Other relevant comments/evidence:









	31. Get the work done
Learners should:
· Accept 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
· Develop new and innovative ideas through exploration, evaluation, analysis and critical thinking 
· Facilitate a climate where people feel comfortable suggesting and discussing improvements or new ideas
· Use problem solving processes to identify, assess and respond to challenges and risks around innovation.
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Assessor’s checklist
This should be used by the trainer/assessor to document the learner’s performance during observations/demonstrations, as relevant to the performance criteria of this unit. Indicate in the table below if the learner is deemed satisfactory (S) or not satisfactory (NS) in the observations or if reassessment is required.
	Learner’s name
	

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	

	Date(s) of assessment
	

	Have all observations been performed fully and as required to assess the competency of the learner?
	    Yes         No
    (Please circle)

	Has sufficient knowledge been displayed by the learner during all observations?
	    Yes         No
    (Please circle)

	Comments

	Provide your comments here:















	The learner’s performance was:
	Not yet satisfactory
	Satisfactory

	If not yet satisfactory, date for reassessment:
	

	Learner’s signature
	

	Assessor’s signature
	






