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

	Assessor’s name
	

	Unit of Competence
(Code and Title)
	BSBINN301: Promote innovation in a team 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. Evaluate and reflect on what the team needs and wants to achieve
The learner should:
· Consult their team on what they believe works well and what achievements they would like to make
· Make staff aware of the reason for evaluation and ask their team if they have any ideas or experiences they can share
· Take time to reflect on their findings and the input from staff before taking further action
· Provide clear, achievable goals for their team, orientated around small tasks.
	Type of observation/evidence:


	2. 
	What did the learner do?


	3. 
	When did s/he do it? Over what period of time?


	4. 
	How did s/he do it?


	5. 
	What was the outcome?


	6. 
	Other relevant comments/evidence:




	7. Check out information about current or potential team members' work in the context of developing a more innovative team
The learner should:
· Research characteristics of team members, such as their interests, lifestyle preference, past jobs, technical strengths, work preferences, and working team styles.

	Type of observation/evidence:


	8. 
	What did the learner do?


	9. 
	When did s/he do it? Over what period of time?


	10. 
	How did s/he do it?


	11. 
	What was the outcome?


	12. 
	Other relevant comments/evidence:




	13. 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
The learner should:
· Liaise with other departments/teams in order to assess the potential for cross-overs or collaborative work. 
· Bring additional people to the team to help promote innovation
· Work alongside team members, frequently asking for their input rather than just overseeing the process
· Understand and take into account the potential for the cross-fertilisation of ideas when selecting team members.

	Type of observation/evidence:


	14. 
	What did the learner do?


	15. 
	When did s/he do it? Over what period of time?


	16. 
	How did s/he do it?


	17. 
	What was the outcome?


	18. 
	Other relevant comments/evidence:


	19. Acknowledge, respect and discuss the different ways that people may contribute to building or enhancing the team
The learner should:
· Listen to ideas from team members and discuss them with respect
· Keep a record of all input from staff members so that their ideas may be used in the future
· Demonstrate they understand the importance of effective communicating through the way that they interact with every team member
· Demonstrate effective communication.
	Type of observation/evidence:


	20. 
	What did the learner do?


	21. 
	When did s/he do it? Over what period of time?


	22. 
	How did s/he do it?


	23. 
	What was the outcome?


	24. 
	Other relevant comments/evidence:








	25. Jointly establish ground rules for how the team will operate
The learner should:
· Establish ground rules for their team by:
· clarifying the roles and responsibilities of each team member, including any chain of command that will operate within the team
· outlining any legislative or organisational policies, procedures or other requirements that will govern the team’s work processes
· laying out expectations in regards to attitude, work ethic and team culture
· explaining proper procedures for expressing grievances or concerns
· describing any reporting structures that will be in place
· outlining modes and means of communication between the team
· assigning work allocations
· setting out any other expectations or obligations, e.g. attendance at team meetings, notice of leave, etc.
· allowing team members to ask questions and clarify any issues.






	Type of observation/evidence:


	26. 
	What did the learner do?


	27. 
	When did s/he do it? Over what period of time?


	28. 
	How did s/he do it?


	29. 
	What was the outcome?


	30. 
	Other relevant comments/evidence:






	31. Agree and communicate responsibilities in ways that encourage and reinforce team-based innovation
The learner should:
· Communicate in a positive manner with team members and create general discussion about the needs of roles and responsibilities within the team. 
· Match the skills of team members to given roles and duties to best promote innovation. 





	Type of observation/evidence:


	32. 
	What did the learner do?


	33. 
	When did s/he do it? Over what period of time?


	34. 
	How did s/he do it?


	35. 
	What was the outcome?


	36. 
	Other relevant comments/evidence:









	37. Agree and share tasks and activities to ensure the best use of skills and abilities within the team
The learner should:
· Be able to delegate tasks based on the skills shown by their team. 
· Try to ensure that team members will enjoy the tasks and activities they have been given as this will promote of cohesive team all working to the same goal.
· Use team development models to create an effective team. 
.
	Type of observation/evidence:


	38. 
	What did the learner do?


	39. 
	When did s/he do it? Over what period of time?


	40. 
	How did s/he do it?


	41. 
	What was the outcome?


	42. 
	Other relevant comments/evidence:










	43. Plan and schedule activities to allow time for thinking, challenging and collaboration
The learner should:
· Go through a process to plan and schedule activities that takes into account the full scope of work activities, requirements and possible constraints.



	Type of observation/evidence:


	44. 
	What did the learner do?


	45. 
	When did s/he do it? Over what period of time?


	46. 
	How did s/he do it?


	47. 
	What was the outcome?


	48. 
	Other relevant comments/evidence:









	49. Establish personal reward and stimulation as an integral part of the team's way of working
The learner should:
· Show an understanding of the link between rewards and team member drive and productivity
· Use rewards systems effectively and appropriately.

	Type of observation/evidence:


	50. 
	What did the learner do?


	51. 
	When did s/he do it? Over what period of time?


	52. 
	How did s/he do it?


	53. 
	What was the outcome?


	54. 
	Other relevant comments/evidence:









	55. Model behaviour that supports innovation
The learner should:
· Implement a workplace behaviour system that encourages positivity, creativity and cooperation 
· Promote, through their own actions, positive behaviours amongst team members.

	Type of observation/evidence:


	56. 
	What did the learner do?


	57. 
	When did s/he do it? Over what period of time?


	58. 
	How did s/he do it?


	59. 
	What was the outcome?


	60. 
	Other relevant comments/evidence:









	61. Seek external stimuli and ideas to feed into team activities
The learner should:
· Provide team members with access to stimuli outside their own workplace/team in order to keep them inspired and promote innovation
· Use a range of sources for stimuli.

 
	Type of observation/evidence:


	62. 
	What did the learner do?


	63. 
	When did s/he do it? Over what period of time?


	64. 
	How did s/he do it?


	65. 
	What was the outcome?


	66. 
	Other relevant comments/evidence:









	67. Proactively share information, knowledge and experiences with other team members
The learner should:
· Encourage team members to share their enthusiasm, knowledge, experiences and findings with other colleagues
· Provide adequate opportunities for team members to do share information. 

	Type of observation/evidence:


	68. 
	What did the learner do?


	69. 
	When did s/he do it? Over what period of time?


	70. 
	How did s/he do it?


	71. 
	What was the outcome?


	72. 
	Other relevant comments/evidence:









	73. Challenge and test ideas within the team in a positive and collaborative way
The learner should:
· Provide opportunities for the team to test their work and discuss the outcomes in a positive way
· Promote a positive attitude from team members when approaching challenges and tests.

	Type of observation/evidence:


	74. 
	What did the learner do?


	75. 
	When did s/he do it? Over what period of time?


	76. 
	How did s/he do it?


	77. 
	What was the outcome?


	78. 
	Other relevant comments/evidence:









	79. Proactively discuss and explore ideas with other team members on an ongoing basis
The learner should:
· Encourage their team to ask questions about their products and practice
· Provide opportunities for team members to talk about the development of their ideas using the WISH team review.

	Type of observation/evidence:


	80. 
	What did the learner do?


	81. 
	When did s/he do it? Over what period of time?


	82. 
	How did s/he do it?


	83. 
	What was the outcome?


	84. 
	Other relevant comments/evidence:









	85. Debrief and reflect on activities and on opportunities for improvement and innovation
The learner should:
· Provide opportunities for debriefing and reflection so that the results of the team’s work can be truly understood. 
· During debriefing include discussion of results and outcomes
· Should seek feedback from team members about the work and ask if there are any concerns
· Ensure that debriefing is an open forum to discuss absolutely everything about the work without judgement
· Engage in the reflective process.
	Type of observation/evidence:


	86. 
	What did the learner do?


	87. 
	When did s/he do it? Over what period of time?


	88. 
	How did s/he do it?


	89. 
	What was the outcome?


	90. 
	Other relevant comments/evidence:









	91. Gather and use feedback from within and outside the team to generate discussion and debate
The learner should:
· Gather feedback from any individuals that were involved with the work
· Provide opportunities for debate about the work, where appropriate
· Identify appropriate methods of gathering feedback. 
	Type of observation/evidence:


	92. 
	What did the learner do?


	93. 
	When did s/he do it? Over what period of time?


	94. 
	How did s/he do it?


	95. 
	What was the outcome?


	96. 
	Other relevant comments/evidence:









	97. Discuss the challenges of being innovative in a constructive and open way
The learner should 
· Seek thoughts from team members on any challenges or restrictions that prevented innovation 
· Promote open and constructive discussion of restrictions.

	Type of observation/evidence:


	98. 
	What did the learner do?


	99. 
	When did s/he do it? Over what period of time?


	100. 
	How did s/he do it?


	101. 
	What was the outcome?


	102. 
	Other relevant comments/evidence:









	103. Take ideas for improvement, build them into future activities and communicate key issues to relevant colleagues
The learner should 
· Take forward the ideas that have worked well and look at the potential ways the team can improve these
· Use verifiable information to understand the parts that worked well and were successful
· Invite discussion with colleagues and communicate the important issues that have arisen
· Report feedback to their team in order for them to use the information for improvements
· Reward and/or recognise achievement in a manner that encourages future innovation.
	Type of observation/evidence:


	104. 
	What did the learner do?


	105. 
	When did s/he do it? Over what period of time?


	106. 
	How did s/he do it?


	107. 
	What was the outcome?


	108. 
	Other relevant comments/evidence:









	109. Identify, promote and celebrate successes and examples of successful innovation
The learner should:
· Allow their team to enjoy and celebrate successes after the completion of the process and encourage them to feel proud of what they have achieved
· Not cloud the achievements of the team by discussing further improvements at this stage
· Endeavour to highlight efforts made by all team members.
	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:









	110. Apply practices that promote innovation within a team including:
The learner should:
· Model open and respectful communications
· Contribute to the makeup and rules of the team
· Plan and schedule activities
· Reflect on activities of themselves and the team and consider improvement options.
	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:









	111. Encourage others to contribute to innovation in the team
The learner should:
· Encourage others to innovate by providing:
· a compelling vision
· goal interdependence
· support of innovation
· a cohesive team
· strong internal and external communication.

	Type of observation/evidence:


	112. 
	What did the learner do?


	113. 
	When did s/he do it? Over what period of time?


	114. 
	How did s/he do it?


	115. 
	What was the outcome?


	116. 
	Other relevant comments/evidence:









	117. Implement improvements and communicate about them
The learner should:
· Identify issues 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)
· Discuss possible improvement strategies with team
· Communicate final improvement strategies to team in an appropriate format.

	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:









	118. Reading:
The learner should:
· Interprets and analyses textual information, from a wide range of sources, to identify information relevant to team activities.
	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:









	119. Writing: 
The learner should:
· Uses clear language and formats appropriate for the audience to highlight and present specific information.
	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:









	120. Oral communication
The learner should:
· 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.
	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:









	121. [bookmark: _Toc443310638]Numeracy
The learner should:
· Interprets numeric information relevant to team activities.
	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:









	122. Navigate the world of work
The learner should:
· Understands the nature and purpose of own role and how it affects others in the work 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:









	123. Interact with others
The learner should:
· 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.
	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:









	124. Get the work done
The learner should:
· 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.
	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: _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. Evaluate and reflect on what the team needs and wants to achieve
The learner should:
· Consult their team on what they believe works well and what achievements they would like to make
· Make staff aware of the reason for evaluation and ask their team if they have any ideas or experiences they can share
· Take time to reflect on their findings and the input from staff before taking further action
· Provide clear, achievable goals for their team, orientated around small tasks.
	Type of observation/evidence:


	2. 
	What did the learner do?


	3. 
	When did s/he do it? Over what period of time?


	4. 
	How did s/he do it?


	5. 
	What was the outcome?


	6. 
	Other relevant comments/evidence:


	7. Check out information about current or potential team members' work in the context of developing a more innovative team
The learner should:
· Research characteristics of team members, such as their interests, lifestyle preference, past jobs, technical strengths, work preferences, and working team styles.

	Type of observation/evidence:


	8. 
	What did the learner do?


	9. 
	When did s/he do it? Over what period of time?


	10. 
	How did s/he do it?


	11. 
	What was the outcome?


	12. 
	Other relevant comments/evidence:


	13. 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
The learner should:
· Liaise with other departments/teams in order to assess the potential for cross-overs or collaborative work. 
· Bring additional people to the team to help promote innovation
· Work alongside team members, frequently asking for their input rather than just overseeing the process
· Understand and take into account the potential for the cross-fertilisation of ideas when selecting team members.

	Type of observation/evidence:


	14. 
	What did the learner do?


	15. 
	When did s/he do it? Over what period of time?


	16. 
	How did s/he do it?


	17. 
	What was the outcome?


	18. 
	Other relevant comments/evidence:


	19. Acknowledge, respect and discuss the different ways that people may contribute to building or enhancing the team
The learner should:
· Listen to ideas from team members and discuss them with respect
· Keep a record of all input from staff members so that their ideas may be used in the future
· Demonstrate they understand the importance of effective communicating through the way that they interact with every team member
· Demonstrate effective communication.
	Type of observation/evidence:


	20. 
	What did the learner do?


	21. 
	When did s/he do it? Over what period of time?


	22. 
	How did s/he do it?


	23. 
	What was the outcome?


	24. 
	Other relevant comments/evidence:








	25. Jointly establish ground rules for how the team will operate
The learner should:
· Establish ground rules for their team by:
· clarifying the roles and responsibilities of each team member, including any chain of command that will operate within the team
· outlining any legislative or organisational policies, procedures or other requirements that will govern the team’s work processes
· laying out expectations in regards to attitude, work ethic and team culture
· explaining proper procedures for expressing grievances or concerns
· describing any reporting structures that will be in place
· outlining modes and means of communication between the team
· assigning work allocations
· setting out any other expectations or obligations, e.g. attendance at team meetings, notice of leave, etc.
· allowing team members to ask questions and clarify any issues.






	Type of observation/evidence:


	26. 
	What did the learner do?


	27. 
	When did s/he do it? Over what period of time?


	28. 
	How did s/he do it?


	29. 
	What was the outcome?


	30. 
	Other relevant comments/evidence:






	31. Agree and communicate responsibilities in ways that encourage and reinforce team-based innovation
The learner should:
· Communicate in a positive manner with team members and create general discussion about the needs of roles and responsibilities within the team. 
· Match the skills of team members to given roles and duties to best promote innovation. 





	Type of observation/evidence:


	32. 
	What did the learner do?


	33. 
	When did s/he do it? Over what period of time?


	34. 
	How did s/he do it?


	35. 
	What was the outcome?


	36. 
	Other relevant comments/evidence:









	37. Agree and share tasks and activities to ensure the best use of skills and abilities within the team
The learner should:
· Be able to delegate tasks based on the skills shown by their team. 
· Try to ensure that team members will enjoy the tasks and activities they have been given as this will promote of cohesive team all working to the same goal.
· Use team development models to create an effective team. 
.
	Type of observation/evidence:


	38. 
	What did the learner do?


	39. 
	When did s/he do it? Over what period of time?


	40. 
	How did s/he do it?


	41. 
	What was the outcome?


	42. 
	Other relevant comments/evidence:










	43. Plan and schedule activities to allow time for thinking, challenging and collaboration
The learner should:
· Go through a process to plan and schedule activities that takes into account the full scope of work activities, requirements and possible constraints.



	Type of observation/evidence:


	44. 
	What did the learner do?


	45. 
	When did s/he do it? Over what period of time?


	46. 
	How did s/he do it?


	47. 
	What was the outcome?


	48. 
	Other relevant comments/evidence:









	49. Establish personal reward and stimulation as an integral part of the team's way of working
The learner should:
· Show an understanding of the link between rewards and team member drive and productivity
· Use rewards systems effectively and appropriately.

	Type of observation/evidence:


	50. 
	What did the learner do?


	51. 
	When did s/he do it? Over what period of time?


	52. 
	How did s/he do it?


	53. 
	What was the outcome?


	54. 
	Other relevant comments/evidence:









	55. Model behaviour that supports innovation
The learner should:
· Implement a workplace behaviour system that encourages positivity, creativity and cooperation 
· Promote, through their own actions, positive behaviours amongst team members.

	Type of observation/evidence:


	56. 
	What did the learner do?


	57. 
	When did s/he do it? Over what period of time?


	58. 
	How did s/he do it?


	59. 
	What was the outcome?


	60. 
	Other relevant comments/evidence:









	61. Seek external stimuli and ideas to feed into team activities
The learner should:
· Provide team members with access to stimuli outside their own workplace/team in order to keep them inspired and promote innovation
· Use a range of sources for stimuli.

 
	Type of observation/evidence:


	62. 
	What did the learner do?


	63. 
	When did s/he do it? Over what period of time?


	64. 
	How did s/he do it?


	65. 
	What was the outcome?


	66. 
	Other relevant comments/evidence:









	67. Proactively share information, knowledge and experiences with other team members
The learner should:
· Encourage team members to share their enthusiasm, knowledge, experiences and findings with other colleagues
· Provide adequate opportunities for team members to do share information. 

	Type of observation/evidence:


	68. 
	What did the learner do?


	69. 
	When did s/he do it? Over what period of time?


	70. 
	How did s/he do it?


	71. 
	What was the outcome?


	72. 
	Other relevant comments/evidence:









	73. Challenge and test ideas within the team in a positive and collaborative way
The learner should:
· Provide opportunities for the team to test their work and discuss the outcomes in a positive way
· Promote a positive attitude from team members when approaching challenges and tests.

	Type of observation/evidence:


	74. 
	What did the learner do?


	75. 
	When did s/he do it? Over what period of time?


	76. 
	How did s/he do it?


	77. 
	What was the outcome?


	78. 
	Other relevant comments/evidence:









	79. Proactively discuss and explore ideas with other team members on an ongoing basis
The learner should:
· Encourage their team to ask questions about their products and practice
· Provide opportunities for team members to talk about the development of their ideas using the WISH team review.

	Type of observation/evidence:


	80. 
	What did the learner do?


	81. 
	When did s/he do it? Over what period of time?


	82. 
	How did s/he do it?


	83. 
	What was the outcome?


	84. 
	Other relevant comments/evidence:









	85. Debrief and reflect on activities and on opportunities for improvement and innovation
The learner should:
· Provide opportunities for debriefing and reflection so that the results of the team’s work can be truly understood. 
· During debriefing include discussion of results and outcomes
· Should seek feedback from team members about the work and ask if there are any concerns
· Ensure that debriefing is an open forum to discuss absolutely everything about the work without judgement
· Engage in the reflective process.
	Type of observation/evidence:


	86. 
	What did the learner do?


	87. 
	When did s/he do it? Over what period of time?


	88. 
	How did s/he do it?


	89. 
	What was the outcome?


	90. 
	Other relevant comments/evidence:









	91. Gather and use feedback from within and outside the team to generate discussion and debate
The learner should:
· Gather feedback from any individuals that were involved with the work
· Provide opportunities for debate about the work, where appropriate
· Identify appropriate methods of gathering feedback. 
	Type of observation/evidence:


	92. 
	What did the learner do?


	93. 
	When did s/he do it? Over what period of time?


	94. 
	How did s/he do it?


	95. 
	What was the outcome?


	96. 
	Other relevant comments/evidence:









	97. Discuss the challenges of being innovative in a constructive and open way
The learner should 
· Seek thoughts from team members on any challenges or restrictions that prevented innovation 
· Promote open and constructive discussion of restrictions.

	Type of observation/evidence:


	98. 
	What did the learner do?


	99. 
	When did s/he do it? Over what period of time?


	100. 
	How did s/he do it?


	101. 
	What was the outcome?


	102. 
	Other relevant comments/evidence:









	103. Take ideas for improvement, build them into future activities and communicate key issues to relevant colleagues
The learner should 
· Take forward the ideas that have worked well and look at the potential ways the team can improve these
· Use verifiable information to understand the parts that worked well and were successful
· Invite discussion with colleagues and communicate the important issues that have arisen
· Report feedback to their team in order for them to use the information for improvements
· Reward and/or recognise achievement in a manner that encourages future innovation.
	Type of observation/evidence:


	104. 
	What did the learner do?


	105. 
	When did s/he do it? Over what period of time?


	106. 
	How did s/he do it?


	107. 
	What was the outcome?


	108. 
	Other relevant comments/evidence:









	109. Identify, promote and celebrate successes and examples of successful innovation
The learner should:
· Allow their team to enjoy and celebrate successes after the completion of the process and encourage them to feel proud of what they have achieved
· Not cloud the achievements of the team by discussing further improvements at this stage
· Endeavour to highlight efforts made by all team members.
	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:









	110. Apply practices that promote innovation within a team including:
The learner should:
· Model open and respectful communications
· Contribute to the makeup and rules of the team
· Plan and schedule activities
· Reflect on activities of themselves and the team and consider improvement options.
	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:









	111. Encourage others to contribute to innovation in the team
The learner should:
· Encourage others to innovate by providing:
· a compelling vision
· goal interdependence
· support of innovation
· a cohesive team
· strong internal and external communication.

	Type of observation/evidence:


	112. 
	What did the learner do?


	113. 
	When did s/he do it? Over what period of time?


	114. 
	How did s/he do it?


	115. 
	What was the outcome?


	116. 
	Other relevant comments/evidence:









	117. Implement improvements and communicate about them
The learner should:
· Identify issues 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)
· Discuss possible improvement strategies with team
· Communicate final improvement strategies to team in an appropriate format.

	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:









	118. Reading:
The learner should:
· Interprets and analyses textual information, from a wide range of sources, to identify information relevant to team activities.
	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:









	119. Writing: 
The learner should:
· Uses clear language and formats appropriate for the audience to highlight and present specific information.
	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:









	120. Oral communication
The learner should:
· 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.
	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:









	121. Numeracy
The learner should:
· Interprets numeric information relevant to team activities.
	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:









	122. Navigate the world of work
The learner should:
· Understands the nature and purpose of own role and how it affects others in the work 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:









	123. Interact with others
The learner should:
· 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.
	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:









	124. Get the work done
The learner should:
· 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.
	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: _Toc443488398][bookmark: _Toc443571354]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
	






