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[bookmark: _Toc415143422][bookmark: _Toc471479197]Unit of Competency
[bookmark: _Toc471479198]Application

This unit describes the skills and knowledge required to create an environment that enables and supports the application of innovative practice focusing on a holistic approach to the integration of innovation across all areas of work practice.
It applies to individuals working in leadership or management roles in any industry or community context. The individual could be employed by the organisation, but may also be an external contractor, the leader of a cross organisation team or of a self-formed team of individuals. The work group could be permanent or temporary in nature.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: _Toc329018037]Unit Sector

Creativity and Innovation – Innovation

[bookmark: _Toc471479199][bookmark: _Toc329018038]Performance Criteria
	Element
Elements describe the essential outcomes.
	Performance Criteria
Performance criteria describe the performance needed to demonstrate achievement of the element.


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


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


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


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


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





[bookmark: _Toc415143424][bookmark: _Toc329018039][bookmark: _Toc471479200]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

[bookmark: _Toc329018040]Reading
Interprets and evaluates information that may deal with complex ideas related to issues both within and outside a given workplace context.
Writing
Develops information for others using language to suit the context and audience.
Oral Communication
Presents ideas and concepts to a range of audiences using structure and language to suit the audience 
Uses active listening and questioning to discuss and clarify information and to confirm understanding.
Navigate the world of work
Takes responsibility for implementing practices and procedures to achieve organisational objectives in innovation according to role requirements
Stays up to date with professional development options to provide relevant information to staff.
Interact with others
Uses appropriate communication techniques to build rapport and foster strong relationships with co-workers in a range of work contexts 
Uses inclusive and collaborative techniques to share, promote and convey complex information about new ideas and systems within the workplace.
Get the work done
Accepts responsibility for planning and implementing tasks and practices to achieve organisational goals, negotiating key aspects with others and taking into account current capabilities and needs
Develops new and innovative ideas through exploration, evaluation, analysis and critical thinking 
Facilitates a climate where people feel comfortable suggesting and discussing improvements or new ideas
Uses problem solving processes to identify, assess and respond to challenges and risks around innovation.
[bookmark: _Toc415143425][bookmark: _Toc285113079][bookmark: _Toc326743761][bookmark: _Toc328654777][bookmark: _Toc330386596][bookmark: _Toc471479201]Assessment Requirements
Performance Evidence

Evidence of the ability to maximise opportunities for innovation by:
Establishing procedures and practices that foster innovation 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
Reinforcing the value of innovation to the vision and objectives of the organisation
Modelling behaviour including being receptive to ideas, giving constructive advice, evaluating own work, establishing and maintaining relationships based on mutual respect and trust, taking considered risks that provide opportunities for innovation
Evaluating how the physical environment can be enhanced to support innovation and collaboration and collaborating on ideas to make improvements including in the selection of physical resources and equipment, and the design, fit-out and decoration of the workspaces
Making changes to a workspace that will encourage innovation in at least one of
design
fit-out
decoration.
Note: If a specific volume or frequency is not stated, then evidence must be provided at least once.


Knowledge Evidence

To complete the unit requirements safely and effectively, the individual must:
Explain the concepts and theories of innovation and how these link to innovation in practice
Explain the context for innovation in the workplace including core business values, overall objectives, broader environmental context and the need to ensure the value and benefit of innovative ideas and projects
Discuss the factors and tools that can motivate individuals to use creative thinking and apply innovative work practices
Research the legislative framework that impacts on operations in the relevant workplace context
Explain how different approaches to management and leadership can support or hinder innovation
Discuss typical challenges and barriers to innovation within teams and organisations and ways of overcoming these including rewarding and celebrating innovation, coaching and learning, modelling behaviour and managing the physical environment.
Assessment Conditions

Assessment must be conducted in a safe environment where evidence gathered demonstrates consistent performance of typical activities experienced in the creativity and innovation and include access to:
Workplace documents
Case studies and, where possible, real situations
Office equipment and resources
Interaction with others.
Assessors must satisfy NVR/AQTF assessor requirements.
Links

Companion Volume implementation guides are found in VETNet - https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc471479202]1. Lead innovation by example
1.1. 	Make innovation an integral part of leadership and management activities
1.2. 	Demonstrate positive reception of ideas from others and provide constructive advice
1.3.	Establish and maintain relationships based on mutual respect and trust
1.4.	Take considered risks to open up opportunities for innovation
1.5.	Regularly evaluate own approaches for consistency with the wider organisational or project context
[image: ]

[bookmark: _Toc471479203]1.1 – Make innovation an integral part of leadership and management activities
[bookmark: _Toc420072628]By the end of this chapter, the learner should be able to:
Demonstrate a range of leadership and management skills for the effective integration and development of innovation.
[bookmark: _Toc471479204]Innovative leadership and management
It will be necessary for the leaders and managers within your organisation to set a positive example if a culture of innovation is to be established. They should be actively involved in innovation processes, coming up with new ideas, and encouraging other staff members to make innovative contributions. Innovative leaders should have the ability to envision the successful development and implementation of ideas. They should also be able to collaborate and inspire other members of the workforce. These leaders should be able to effectively communicate the reasons for and benefits of innovation.
Innovative leaders should understand the importance of taking well-researched and considered risks. However, they should also know when to stop the process of innovation for the general good of the business. It is quite common for business leaders to invest considerable time and energy into the development of innovative ideas. However, it might be necessary to consider alternative opportunities if the initial ideas prove unsuccessful.
It is worth emphasising that some of the most effective and valuable ideas are developed by teams working collaboratively. Innovative leaders should recognise the responsibility for organising such teams and ensuring that everybody feels able to make contributions, no matter their rank or level of authority. There should be regular opportunities for informal and formal meetings, where innovative ideas can be actively discussed. As an innovative leader you should demonstrate trust and be prepared to implement the innovative suggestions made by other members of your organisation.
A study carried out by the Harvard Business review revealed that leaders of innovation have these traits:
[image: C:\Users\Stuart New\Pictures\figure_riding_an_upward_arrow_400_clr_18095.png]Ability to imagine and express innovative visions
Excellent understanding of customer desires and motivations
Good communication skills and willingness to tolerate mistakes
Ability to gain respect and encourage contributions from staff members at all levels
Ability to present and provide information about innovative ideas
Good employee feedback skills (feedback should be honest and realistic)
Ability to lead by example and inspire others. 
There are numerous examples of innovative leaders who have set positive examples for modern business people to learn from. Richard Branson, the internationally recognised entrepreneur and founder of Virgin, is one such example. He has emphasised the importance of taking calculated risks and developing plans of action in case events don’t go as expected. He has also suggested that business should engage with charities, as a means of giving employees a common cause and establishing a shared sense of positivity.
Richard Branson’s suggestions for inspiring innovation include:
Creating a culture of fun
Being prepared to deal with challenges and negative events
Listening and taking note of other people’s contributions
Delegating tasks and giving employees the opportunity to prove themselves
Establishing positive relationships with co-workers and related experts
Maintaining open communication with employees at all levels.
Elon Musk, the American entrepreneur and founder of PayPal, Tesla Motors, and Space X is another good example of a highly innovative leader. He has proved the importance of maintaining the belief in innovative ideas despite the fears and criticisms of others. There are a variety of traits which set Elon Musk apart. He is known to be extremely dedicated, working all hours and focussing intently on the development of his innovative projects. He sets the highest expectations, both of himself and those around him, not tolerating anybody who is prepared to settle for second best.
Elon Musk sets an innovative example in the following ways:
Showing complete devotion and belief in every brand that he creates
Developing unique innovative visions and being prepared to challenge accepted beliefs about what is possible and achievable
Pursuing innovative opportunities despite other people’s negative beliefs and perspectives
Focussing on delivering exceptional customer service and pursuing opportunities for diversification within different industries. 


[bookmark: _Toc471479205][image: ]Activity 1A


[bookmark: _Toc471479206]1.2 – Demonstrate positive reception of ideas from others and provide constructive advice
[bookmark: _Toc420072634]By the end of this chapter, the learner should be able to:
Demonstrate the ability to receive staff contributions and ideas in a positive manner providing recognition and constructive feedback accordingly
[bookmark: _Toc471479207]Demonstrating positive reception of ideas
It is important for the staff members within your organisation to feel able to share innovative ideas without the fear of criticism or ridicule. They should feel confident of their place within your company and know that you take their contributions seriously. It is possible that the employees will contribute ideas that have already been considered or that seem highly unrealistic. However, you should be prepared to listen actively and maintain a positive sense of professionalism. A variety of questions should be asked so that employees are encouraged to explore their ideas in depth. 
Positive ways of responding to employee contributions include:
[image: C:\Users\Stuart New\Pictures\thank_you_400_wht_4252.png]Writing personalised thank you notes
Thanking employees directly 
Sharing contributed ideas with other members of the workforce
Using incentive schemes and providing rewards for contributions.
[bookmark: _Toc471479208]Providing constructive advice
You should give well-considered responses to any ideas that are contributed by your staff members. Your initial thought may be that the employee suggestions are ridiculous and impractical. However, you should be happy and thankful that they have decided to share their ideas. If you respond positively then the employees will be more likely to go away and rework the initial ideas or come up with completely original suggestions which could be implemented by your organisation. 
You should consider the types of language that you use when responding to the contribution of ideas. The employees should feel that you are focussing on their suggestions, rather than their personalities. You should avoid the use of hurtful and hostile language. You will have to demonstrate tact and emotional restraint.
It will be important to focus entirely on the employee’s contributions, rather than their personalities or character traits when providing feedback. Your response should also be focussed on different aspects of the suggestions that have been contributed. You might use a feedback sandwich, making suggestions for improvement, between praising and recognising the merits of ideas.


[bookmark: _Toc471479209][image: ]Activity 1B


[bookmark: _Toc471479210]1.3 – Establish and maintain relationships based on mutual respect and trust
By the end of this chapter, the learner should be able to:
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.
[bookmark: _Toc471479211]Establishing and maintaining relationships
The need for establishing and maintaining relationships based on mutual respect and trust applies to all businesses. Employees will need to respect and trust their colleagues if they are to collaborate and share ideas in the workplace. They should also have confidence in the positive characteristics of supervisors and other senior members of the workforce.
The development of mutual respect and trust will depend on these factors:
[image: C:\Users\Stuart New\Pictures\push_the_bullseye_400_clr_18524.png]Integrity – all communications should be fair and honest
Credibility – employees should draw upon evidence when making points and suggestions
Accountability – employees should accept that they are accountable for their actions in the workplace
Reliability – employees should fulfil their obligations and promises to others
Transparency – employees should be prepared to share their perspectives and not withhold knowledge or information.
n.d. retrieved from http://www.contentextra.com/publicrelations/files/topicguides/PR_TopicGuide_13_3.pdf on 21/12/2016.
It is likely that your organisation will have a code of conduct which clearly outlines employee expectations and responsibilities. This may include sections on how to act when dealing with other members of the workforce. It might specify appropriate ways of providing feedback and collaborating on work projects. If you are unsure of how to access the code of conduct, then you should ask a supervisor or other senior staff member.
Leaders may develop trust and respect in the following ways:
Setting positive examples – you might consider the earlier example of Richard Branson. He is prepared to delegate and provide employees with the opportunity to work on challenging projects. This wouldn’t be the case if he didn’t have trust and belief in their abilities
Maintaining open communication – leaders should be prepared to share a range of relevant information about their organisations. Such information may be provided in the form of regular newsletters or bulletins. They may also provide team-building opportunities, giving employees the chance to meet and learn about each other’s strengths and responsibilities
Not apportioning blame – it is likely that employees will make mistakes when working independently or collaboratively. However, good leaders will focus on the reasons for such errors and identify opportunities for learning, rather than pointing the finger at those responsible for such mistakes
Addressing issues of trust – there are various ways of identifying issues of trust which exist in the workplace. You may arrange workplace meetings and encourage open discussions. Alternatively, you might provide employees with the opportunity to complete anonymous trust surveys. It will be necessary to identify the reasons for low levels of trust and the improvements that could be made.
There are likely to be arguments and disputes in any workplace. Employees may disagree about the merit of innovative ideas or the need to focus on particular tasks. Care should be taken over the management of conflict to ensure the maintenance of trust and respect. It is important to view different arguments in a subjective and professional manner. You shouldn’t favour employees because of their rank or authority within your organisation. However, you should attempt to negotiate and establish a compromise between the different parties.


[bookmark: _Toc471479212][image: ]Activity 1C


[bookmark: _Toc471479213]1.4 – Take considered risks to open up opportunities for innovation
[bookmark: _Toc420072642]By the end of this chapter, the learner should be able to:
Demonstrate an understanding of the risks associated with innovation and implement ideas accordingly.
[bookmark: _Toc471479214][image: C:\Users\Stuart New\Pictures\cost_benefit_risk_red_dice_400_wht_2631.png]Taking considered risks
You should appreciate that all innovative opportunities are likely to be associated with some degree of risk. However, you will need to consider the risk in relation to the potential benefit for your organisation. If the level of risk is relatively low and the potential benefit high then the idea should be implemented. As Facebook founder Mark Zuckerberg says, “The biggest risk is not taking any risk.”
Examples of risks include:
Budgetary issues
Challenging changes in relationships, work practices and general workplace climate
Unforeseen impacts of innovative ideas. 
There are numerous examples of businesses which take positive approaches with regards to risk. Major online retail company Amazon operate a strategy called the “institutional yes”. This involves agreeing to all ideas that are contributed by staff members unless it is possible to write a two-page thesis outlining the reasons why the ideas shouldn’t be implemented. 
There are a number of factors that should be taken into consideration when evaluating the risk associated with business ideas. Such ideas will ideally fit in with the strategy and objectives of your organisation. It is also important to consider the nature of risks and contingencies which could be implemented in the event that negative events affect your organisation. You should be prepared to fail and know how to respond when necessary. You should also know when to stop the pursuit of innovative opportunities.
Managing risks
It is important that you identify the widest possible range of risks associated with the innovation process. You should take the opportunity to discuss such risks with your employees and take notes accordingly. It will be necessary to consider the negative events which have affected your projects in the past and the level of impact that they had on your organisation. You should then consider the best ways of mitigating the risks that have been identified.
You may use a risk assessment matrix to identify those negative events which have to be dealt with as matters of priority.



Here is an example of a risk assessment matrix which may be adapted by your organisation:
	
	Associated business impact

	

Probability of risk
	
	Low
	Medium
	High

	
	Extreme
	
	
	

	
	High
	
	
	

	
	Moderate
	
	
	

	
	Low
	
	
	



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


[bookmark: _Toc471479215][image: ]Activity 1D


[bookmark: _Toc471479216]1.5 – Regularly evaluate own approaches for consistency with the wider organisational or project context
[bookmark: _Toc420072650]By the end of this chapter, the learner should be able to:
Evaluate and review personal approaches to innovation and the ways that they fit in with the wider organisational or project context.
[bookmark: _Toc471479217]Evaluating own approaches
It is important you set aside regular time for reflection on your own approaches to innovation and ensure that they are consistent with the wider organisational or project context. Your innovative work will ideally be consistent with the objectives and mission of your business. Such objectives and missions may be reflected in organisational policies and procedures which you should refer to on a regular basis. You should aim to come up with ideas which can aid the desired progression of your business.
[image: C:\Users\Stuart New\Pictures\stick_figure_in_deep_thought_400_clr_8120.png]Approaches to innovation may include:
Improving products and processes
Developing new products or services
Developing the business model
Integrating new technologies for business improvement. 
You should consider the objectives that have been set for the projects that you are working on. The achievement of these objectives should enable you to successfully complete the projects and make a contribution to the overall progression of your business. The objectives that you are attempting to achieve should be SMART (specific, measurable, achievable, realistic, and smart).
If you are a senior manager or supervisor, then it is likely that your thinking will align with the business objectives and strategy. You are likely to come up with consistent ideas which can be implemented in accordance with the organisational aims. However, those individuals lower down the hierarchical chain may come up with good ideas which aren’t entirely consistent with the wider organisational context. It might be worth considering how you can adapt these ideas and make sure that they are more aligned with the strategic direction of your business.
You may also use an evaluation matrix when evaluating your own approaches. This will involve identifying those business strategies and objectives that you consider to be particularly important. You can then consider how well different ideas fit in.



[bookmark: _Toc471479218][image: ]Activity 1E


[bookmark: _Toc471479219]2. Establish work practices that support innovation
2.1. 	Consult on and establish working conditions that reflect and encourage innovative practice
2.2.	Introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas
2.3.	Facilitate and participate in collaborative work arrangements to foster innovation
2.4.	Build and lead teams to work in ways that maximise opportunities for innovation
[image: ]

[bookmark: _Toc471479220]2.1 – Consult on and establish working conditions that reflect and encourage innovative practice
[bookmark: _Toc471479221]2.2 – Introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas
By the end of this chapter, the learner should be able to:
Consult with employees, using appropriate communication techniques and make appropriate changes to working conditions for innovation
Develop workplace procedures including a range of measures which will foster innovation and allow for rigorous evaluation of innovative ideas.
[bookmark: _Toc471479222]Consulting on and establishing working conditions
If you want to maximise the opportunities for innovation, then it will be necessary to consult your employees regarding appropriate working conditions. There are numerous methods of consultation that may be used. You may choose to send emails, engage in informal workplace discussions, or arrange meetings for the purpose of discussing changes to the workplace. The employees should be encouraged to openly share their ideas, without fear of criticism or ridicule. You should pay attention and seriously consider all of the suggestions that are made.
There are bound to be some suggestions which you deem impractical. However, you should give explanations for rejecting or delaying decisions about their implementation. It will also be necessary to give the employees recognition when their ideas are implemented. The employees may make demands for more challenging work and independence in the workplace. They may also want to be involved in the most creative business projects. 
[image: C:\Users\Stuart New\Pictures\lots_of_ideas_one_winner_400_wht_18190.png]Working conditions may include:
Flexible working hours
Social leave
Study leave
Encouragement of risk-taking and tolerance of failures 
Opportunities for collaboration and team meetings
Support of senior staff members in the development of ideas
Allocation of resources for innovation
Time provided for coming up with ideas.
[bookmark: _Toc471479223]Introducing and maintaining workplace procedures
You should ensure that innovation practices are integrated within your workplace procedures. Such procedures should relate to the support and encouragement of innovation within your organisation. It will also be necessary to investigate and analyse any innovative contributions that are made. 
There are a variety of rules that should be followed when writing workplace procedures. You should spend time considering the steps that employees will be expected to follow and ensure that they are organised logically. It will be necessary to designate the staff members who should take responsibility and detail the actions that should be carried out. The process should be written up in a step-by-step fashion. You should write in the active tense and ensure that the language is easily understandable. It would be worth asking an experienced staff member to review the procedures and identify any errors or details that need to be added.
Workplace procedures may relate to:
Briefing processes
Client relations
Performance management
Project management
Staff meetings
Training.
Ways of fostering innovation may include:
Hiring employees with creativity and the ability to innovate
Allowing and actively encouraging employees to spend time thinking creatively
Maintaining open communication and addressing innovation 
[image: C:\Users\Stuart New\Pictures\corporate_think_tank_solution_400_wht_5163.png]Allowing for failure and tolerating mistakes
Providing innovation training opportunities.
Evaluation of innovative ideas may relate to:
Analysing consistency with overall goals, values or vision
Assessing resource requirements and practicalities
Assessing the potential to find 'champions' or supporters
Evaluating the external factors that may impact on the idea
Exploring the implications of ideas that may stretch or change existing ways of doing things.
[bookmark: _Toc471479224][image: ]Activity 2A
[bookmark: _Toc471479225]
2.3 – Facilitate and participate in collaborative work arrangements to foster innovation
[bookmark: _Toc420072663]By the end of this chapter, the learner should be able to:
Demonstrate leadership skills and make arrangements which provide employees with the opportunity for collaboration and innovation.
[bookmark: _Toc471479226]Facilitating and participating in collaborative work arrangements
The development of collaborative work arrangements should be seen as an essential means of fostering innovation in your workplace. Staff members should be actively encouraged to come together for the opportunity to pool their knowledge and experience. There should be regular opportunities for meetings and collaboration on innovative work projects.
There are numerous ways of encouraging and enabling collaboration in the workplace. It is important that you highlight company expectations and ensure that all staff members understand their responsibilities within designated teams. You should maintain open communication and ensure that employees from various departments are given the opportunity to collaborate. It will be necessary to include team members in business decisions and not make any assumptions about what they can or can’t do. Every member of staff should have the chance to contribute and be taken seriously, no matter their level of authority within your organisation.
It is important to provide team members with the opportunity to work on projects which test their skills and knowledge. They should be actively encouraged to work together and come up with solutions to a range of business problems. You should also ensure that staff members are recognised and rewarded both individually and as part of the team. 
Leaders should set a positive example with regards to workplace collaboration. They should arrange meetings involving staff members from all levels and ensure that business details are openly shared. It will be necessary to maintain an open door policy and engage actively with employees throughout the organisation. Senior staff members should also provide opportunities for informal discussions and social meetings outside the workplace. Employees who are given the chance to bond will be more likely to collaborate effectively. 
Collaborative work arrangements might be:
[image: C:\Users\Stuart New\Pictures\outline_heads_teamwork_idea_400_wht_12328 (1).png]Cross section
Vertical teams
Within a section 
Working with supplier organisations or partner organisations.



[bookmark: _Toc471479227][image: ]Activity 2B


[bookmark: _Toc471479228]2.4 – Build and lead teams to work in ways that maximise opportunities for innovation
By the end of this chapter, the learner should be able to:
Create teams with the capacity for innovation, defining objectives, identifying relevant staff members, and assigning tasks accordingly
Demonstrate a variety of team leadership skills.
[bookmark: _Toc471479229]Building and leading teams
Some of the benefits of workplace collaboration were mentioned during the previous criteria. However, these benefits may only be enjoyed if you demonstrate the ability to effectively build and lead teams. The development of such teams should be directed towards a common purpose, enabling improved productivity and problem-solving. It may involve staff members with a diverse range of skills and knowledge.
One of the first steps when developing a workplace team should be to define the objectives that you are hoping to achieve. This should allow you to identify relevant staff members who can work collaboratively for a common purpose. As an example, you might be interested in facilitating digital development and online interaction with customers. Your team may then be comprised of employees with marketing and technical expertise. However, there will be a greater chance of innovation if you organise a diverse group of employees with skills and knowledge in different areas. They may offer fresh perspectives and be able to draw upon knowledge in different areas.
Different employees may take responsibility for guiding and facilitating team communication. However, there will ideally be one leader with ultimate authority and responsibility for team management. As innovation expert Tim Ogilvie has said, “any innovation team that has more than one leader isn’t set up for success.” This leader should take responsibility for selecting team members and assigning tasks which fit in with existing skills and knowledge. They should also be able to remove team members who are causing disruption or not working effectively.
Research by David Magellan Horth and Jonathan Vehar has emphasised that innovative thinkers have the following characteristics:
[image: C:\Users\Stuart New\Pictures\stickman_question_mark_thinking_pc_400_clr_1680.png]Intuitive
Abductive reasoning
Asks what if
Not constrained by the past
Realises multiple possibilities
Always looks for better ways
Relishes ambiguity.
n.d. retrieved from http://www.ccl.org/wp-content/uploads/2014/03/BecomingLeaderFostersInnovation.pdf on 22/12/2016.
You should take the earliest possible opportunity to arrange a meeting involving the team members. It will be necessary to identify and discuss the common purpose and objectives which you are hoping to achieve. The team members should be encouraged to make suggestions and discuss the ways in which they would like to work. You should take such suggestions on board and make arrangements accordingly. It will be necessary to allocate individual responsibilities and ensure that team members are willing to accept accountability for their actions and decisions.
Team building requirements may include:
Highlighting and agreeing on common objectives and team purposes
Selecting and organising team members with appropriate skill sets
Detailing the contribution that the team is expected to make in relation to the progression of the business
Developing schedules and timelines for the completion of team tasks
Developing means of evaluating team contributions and making improvements as necessary
Ensuring the commitment and motivation of team members.
Team -based innovation may be encouraged through:
[image: C:\Users\Stuart New\Pictures\business_men_row_arrow_400_wht_17907.png]Accessing training and learning opportunities
Enough but not too much guidance and structure
Equitable sharing of workload
Follow-through with ideas
Supportive communication.
Team leadership
There are various elements required for the effective leadership of innovative teams. It isn’t simply a matter of taking charge and instructing staff members to begin thinking creatively. Leaders should set a positive example and provide support when required. They should provide opportunities for team members to learn and develop the skills necessary for effective innovation. Innovation leaders should allow team members a fair degree of independence and freedom within their work. Employees should be assigned tasks which stretch their abilities, without placing them under too much pressure. They should feel confident in the leader’s ability and able to express any ideas or concerns. Leaders should maintain authority while being approachable and encouraging communication with team members.  


Ways that maximise opportunities for innovation may relate to:
Collaborating
Collecting data
Creative thinking
Future scanning
Getting feedback
Making suggestions
Networking.




[bookmark: _Toc471479230][image: ]Activity 2C


[bookmark: _Toc471479231]3. Promote innovation
3.1. 	Acknowledge suggestions, improvements and innovations from all colleagues
3.2. 	Find appropriate ways of celebrating and promoting innovation
3.3.	Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project
3.4.	Promote and support the evaluation of innovative ideas within the wider organisational or project context
[image: ]

[bookmark: _Toc471479232]3.1 – Acknowledge suggestions, improvements and innovations from all colleagues
By the end of this chapter, the learner should be able to:
Use appropriate methods of acknowledgement and ensure that colleagues of all levels are recognised for their innovative contributions.
[bookmark: _Toc471479233]Acknowledging colleagues
It is very important for you to acknowledge the innovative suggestions, improvements, and innovations that are contributed by your colleagues. Ideas and suggestions should be acknowledged, whether you plan on implementing them or not. It is quite likely that staff members will make some suggestions which are beyond the scope or capabilities of your organisation. However, you should recognise that they are made with positive intent and provide feedback accordingly.
There are a variety of benefits associated with the acknowledgement of colleagues in the workplace. If you provide detailed feedback, then the colleagues are likely to be happy that you have taken their ideas and suggestions into serious consideration. Their levels of motivation should remain relatively high and they should be inspired to keep on generating innovative ideas. You may even encourage other staff members to go away and rework ideas which have some merit.
If you are to develop a culture of innovation, then it will be necessary to acknowledge staff members of various levels for their contributions. You shouldn’t make any presumptions about the value of ideas that are contributed by workers at the lower levels of your organisation. All suggestions should be properly evaluated and you should ensure that your feedback is fair and consistent.
[image: C:\Users\Stuart New\Pictures\two_thumbs_up_400_wht_11665.png]Staff contributions may be acknowledged in the following ways:
Personalised thank you notes
Written pieces in bulletins and newsletters
Statements during staff meetings
Social media and blog posts 
Informal workplace discussions.
It will be important for you to give specific feedback in response to the suggestions and contributions that are made by staff members. You should give reasons why you are happy with the contributions in a way that the employees can easily understand. It would also be worth providing suggestions for improvement so that the employees are inspired to go away and develop their innovative contributions further. Your feedback should be given as soon as possible after a staff member has made a positive contribution for the maximum impact.


[bookmark: _Toc471479234]Activity 3A
[image: ]

[bookmark: _Toc471479235]3.2 – Find appropriate ways of celebrating and promoting innovation
By the end of this chapter, the learner should be able to:
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.
[bookmark: _Toc471479236]Celebrating innovation
[image: C:\Users\Stuart New\Pictures\woman_celebration_arms_up_400_clr_11340.png]You will need to find ways of celebrating innovation which positively engage with the employees within your organisation. You should choose methods of celebration based upon the interests of the employees. They should be given the opportunity to share successes for the development of a positive team ethic. You are advised to spend a reasonable amount of time and effort planning staff celebrations. The workers should feel that their contributions have been fully recognised and that they are at the centre of the organisation’s drive for improvement. 
Ways of celebrating and promoting innovation may include: 
Congratulating the project team
Ensuring management acknowledgement
Providing a newsletter story about the idea
Using the idea to help foster other ideas 
Well-planned group incentive schemes.
You may need to consider a range of aspects, depending upon the nature of employee celebrations. If you are planning a staff outing to a local restaurant, then you should find out everybody’s food preferences and ensure that they can be catered for. It is essential that nobody feels left out. It would be worth asking employees from various levels of your organisation to come and join in the celebrations. Employees at lower levels might appreciate the opportunity to share their success with senior management. However, it’s generally advisable to keep celebrations as informal and relaxed as possible.
[bookmark: _Toc471479237]Promoting innovation
You should also recognise the importance of actively promoting innovation within your organisation. If you promote innovation successfully, then employees will feel motivated to keep on generating ideas and making contributions which drive your business forward. It will be necessary to promote innovation at all levels and ensure that its worth is fully recognised by workers throughout your organisation. You should ensure that all employees are aware of the innovative strategies and challenges that need to be overcome. They should be involved in meetings and discussions about necessary business change.
You should find ways of encouraging staff members at all levels to come up with innovative ideas. This might mean highlighting the importance of innovation in staff bulletins and newsletters. You are also advised to maintain an open door policy and ensure that all employees feel able and willing to approach you and make innovative suggestions. It would be worth arranging regular meetings and brainstorming sessions for the encouragement of staff contributions. Suggestion boxes may be placed in various areas throughout your organisation to emphasise the focus on innovation.
Every employee within your organisation should be encouraged to share their innovative ideas. There shouldn’t be any fear of criticism or ridicule. The workers should know that you will take their suggestions seriously and provide well-considered feedback. They should also understand that you are willing to accept a certain degree of risk and tolerate errors. You should be fully prepared to implement the ideas that are contributed and reward success accordingly.





 

[bookmark: _Toc471479238]Activity 3B
[image: ]

[bookmark: _Toc471479239]3.3 – Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project
[bookmark: _Toc471479240]3.4 – Promote and support the evaluation of innovative ideas within the wider organisational or project context
[bookmark: _Toc420072681]By the end of this chapter, the learner should be able to:
Identify organisational visions and objectives, accounting for the ways that they relate to innovation
Communicate the importance of evaluating innovative ideas and methods that employees should use.
[bookmark: _Toc471479241]Promoting and reinforcing the value of innovation
[image: C:\Users\Stuart New\Pictures\figure_sizing_up_target_400_clr_15776 (1).png]It will be necessary to emphasise the value of innovation throughout your organisation. Employees should have an understanding of the reasons for making innovative contributions. They should appreciate that innovation is necessary for the continued success of the business and achievement of established objectives. Employees will be more likely to make meaningful contributions and collaborate if they have a shared understanding of the ways in which innovation ties in with organisational vision and objectives. 
Employees should feel committed and confident of fulfilling their roles within the organisation. They should feel able to come together and drive the business towards defined targets. Employees should also have the opportunity to contribute ideas about the best ways of achieving the business targets and call upon support when necessary. The vision will ideally pose some challenge to the employees. They must have the opportunity to engage in work and projects where their skills and knowledge can be effectively utilised.  However, they must also be confident that the vision can be realised.
The organisational vision should be outlined in a mission statement which can be readily accessed by all staff members. It should be clear and easily understandable. The vision should also resonate with the employees and motivate them to take combined action.
Consider these examples of mission statements focussed on innovation:
Disney Corporation – To use our imagination to bring happiness to millions of people.
Tesco – To create value for customers to earn their lifetime loyalty.
3M – To be the most innovative enterprise in the world.
Glaxo, Smith, Kline – To improve the quality of human life by enabling people to do more, feel better and live longer.
How to Develop a Vision for Innovation | Innovation Management. (n.d.). Retrieved from http://www.innovationmanagement.se/imtool-articles/how-to-develop-a-vision-for-i (Access date: 06/01/16)
[bookmark: _Toc471479242]Promoting and supporting the evaluation of innovative ideas
Employees at all levels should be aware of the need to evaluate innovative ideas. They should be aware that that are a range of factors which have a bearing on the practicality and feasibility of such ideas. The availability of finance and business resources should be taken into account. Employees should also ensure that ideas fit in with the organisational objectives and vision.
Evaluation of innovative ideas may relate to:
Analysing consistency with overall goals, values or vision
Assessing resource requirements and practicalities
Assessing the potential to find 'champions' or supporters
Evaluating the external factors that may impact on the idea
Exploring the implications of ideas that may stretch or change existing ways of doing things.
You should ensure that employees are provided with the necessary support for thorough analysis and evaluation of their innovative ideas. They may require the assistance of specialists and senior staff members when judging whether ideas can be successfully implemented by the organisation. Such staff members may be able to provide information about the availability of technological or financial resources. It should also be possible to identify issues which may need to be overcome if certain ideas are implemented.

[bookmark: _Toc471479243]Activity 3C
[image: ]

[bookmark: _Toc471479244]4. Create a physical environment which supports innovation
4.1. 	Evaluate the impact of the physical environment in relation to innovation
4.2. 	Collaborate with colleagues about ideas for enhancing the physical work environment before taking action
4.3.	Consider potential for supporting innovation when selecting physical resources and equipment
4.4.	Design, fit‑out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive[image: ] 

[bookmark: _Toc471479245]4.1 – Evaluate the impact of the physical environment in relation to innovation
By the end of this chapter, the learner should be able to:
Evaluate different aspects of the workplace environment and ensure that it is suitable for the encouragement of worker innovation.
[bookmark: _Toc471479246]Evaluating the impact of the physical environment
You should be aware that the physical environment will have a direct bearing on levels of innovation within your organisation. It is also worth bearing in mind that employees will react individually to different workplace environments. Some may be inspired when working in open environments with a variety of colours. Others may prefer basic colour schemes and be keen to spend considerable amounts of time in their own private spaces. You should consider the individual preferences of workers when evaluating the business environment. However, there are some common factors which are known to be associated with levels of innovation.
Finnish academic Kaisa Oksanen has emphasised the importance of these factors:
[image: C:\Users\Stuart New\Pictures\relaxing_in_office_cubicle_400_clr_5106.png]Collaboration enabling – there is some evidence that levels of innovation increase when employees are given the opportunity to work in collaboration. The prospects of collaboration will be greater in open working environments, where employees can meet and discuss their work
Modifiability – ideally it will be possible to modify the types of working environment depending upon the nature of tasks and projects that employees are engaged in. Modifications may apply to the levels of lighting, positioning of furniture, and other environmental factors
Smartness – this relates to the integration of technology which allows employees to work in collaboration and carry out specific tasks. 
Attractiveness – employees are likely to have different perceptions of attractiveness in the working environment. However, all workspaces should be healthy, safe and comfortable
Value reflecting – different elements of workplace design will be associated with specific signs and symbols by workers. Certain types of environment may emphasise values such as sharing and warmth.
n.d. retrieved from https://www2.deloitte.com/au/en/pages/human-capital/articles/physical-environment-innovation.html on 04/01/2016.
The impact of the physical environment may also relate to: 
Eating areas
Extent to which design or style links with declared philosophies or objectives
External areas
General ambience of the work environment
Location of different people
Presence and ambience of relaxation areas
Style of decor
Use of creative messages or images in the workplace
Workspace design and decor
Workstation arrangements and opportunities for interaction.


[bookmark: _Toc471479247]Activity 4A
[image: ]

[bookmark: _Toc471479248]4.2 – Collaborate with colleagues about ideas for enhancing the physical work environment before taking action
By the end of this chapter, the learner should be able to:
Demonstrate the ability to collaborate, using appropriate methods of communication and obtaining ideas about enhancement of the physical work environment.
[bookmark: _Toc471479249]Collaborating with colleagues
It has already been mentioned that employees are likely to have different ideas about the best ways of enhancing the physical work environment for innovation. However, there are likely to be some common areas of agreement and shared preferences. You will need to find opportunities for collaboration and discussion of such ideas regarding enhancement of the work environment.
If you are to collaborate effectively with your colleagues, then they should feel that you value and respect their opinions. You should ask a range of questions and actively listen to the responses that are given. It is unlikely that you will agree with all of the ideas or suggestions that are made. However, you should respond in a professional and respectful manner. Engage your fellow workers and attempt to explore ideas in depth. It might be necessary to negotiate and compromise in some instances.
You should demonstrate these collaborative skills:
Defining individual roles and establishing mutual respect
Talking openly, sharing opinions and perspectives
[image: C:\Users\Stuart New\Pictures\single_red_question_mark_400_wht_4859.png]Encouraging others to communicate and listening respectfully
Recognising and thanking colleagues for their contributions. 
The following methods of consultation may be used:
Group discussions
Brainstorming
Focus groups.
n.d. retrieved from https://www.epigeum.com/downloads/ulm_accessible/us/03_culture/html/course_files/uc_2_80.htmlon 04/01/2016.





[bookmark: _Toc471479250]Activity 4B
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[bookmark: _Toc471479251]4.3 – Consider potential for supporting innovation when selecting physical resources and equipment
[bookmark: _Toc471479252]4.4 – Design, fit‑out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships
[bookmark: _Toc420072692]By the end of this chapter, the learner should be able to:
Select appropriate physical resources and equipment, considering the effects on levels of innovation
Make appropriate choices of design and decoration for the purposes of ensuring innovation and collaboration in the workplace.
[bookmark: _Toc471479253]Considering potential for supporting innovation
[image: C:\Users\Stuart New\Pictures\stick_figure_question_mark_400_wht_7059.png]There are a wide range of physical resources and items of equipment suitable for different types of business premises. It is likely that you will find it difficult to choose the most appropriate items unless you assign selection criteria. In particular, you should consider the bearing on levels of innovation. 
Some physical resources and items of equipment are specifically designed for the purpose of enhancing innovation. Hive meeting pods are one example. These enclosed workspaces are designed for individuals and small groups working collaboratively on tasks. They ensure a degree of privacy and quietness for maximum concentration. You may also consider the impact of placing plants and flowers in the working environment. They will have the effect of calming the employees and have a positive impact on productivity. 
It is likely that employees will be required to work on a variety of innovative tasks in your workplace. You should ensure that it is possible to make changes to the workplace layout and choose furniture which can be modified according to working requirements. You should also ensure that the furniture is comfortable and that a reasonable amount of light and ventilation flows through the workspace. 
Examples of physical resources and equipment include:
Tables
Chairs
Computers
Digital projectors
Printers and photocopiers
Telephones
Pens and pencils
Writing and sketching pads.

Workplaces with high levels of innovation may have these characteristics:
Comfort
Personalisation
Flexibility and mobility
Convenience.
[bookmark: _Toc471479254]Designing workspaces
You should take great care when designing and fitting out workspaces with the intention of maximising opportunities for innovation. If you are aiming to integrate a culture of innovation, then this should be reflected in the design of your workplace. There are a wide range of inexpensive materials and physical items which can be put to alternative uses in your workplace. Such materials may be bought from a variety of places, including local junk shops and office suppliers. 
Research has revealed that there is a direct link between levels of physical activity and creativity in the workplace. It is important that you choose design elements which maximise the opportunities for such activity. Staff may be provided with standing desks and you may decorate the stairs so that they are more attractive than lifts or elevators. It would also be advisable to keep the floor plan open and install large tables which employees can use for collaboration.  Employees will ideally be provided with the opportunity to work in a flexible manner. You should provide furniture which allows for independent and group working.
You may encourage employees to bring their personal belongings and add their own personal touches to give a sense of ownership and control in the workplace environment. This should ensure that the workers feel relaxed and comfortable in their surroundings. Levels of motivation and productivity may then be increased. It has already been mentioned that you should ensure good levels of ventilation and lighting in the working environment. If you place plants and flowers then feelings of wellbeing and general health may improve.
It would be worth observing your employees and considering how they behave in the working environment. You might find that workers show a preference for particular areas due to increased comfort or opportunities for collaboration. You might consider the option of separating the environment into zones for particular tasks and ways of working. One area may be designated for quiet concentration, while another may be specifically designed for collaboration. 
[image: C:\Users\Stuart New\Pictures\businessman_multi_tasking_400_clr_17779.png]
 




[bookmark: _Toc471479255]Activity 4C
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[bookmark: _Toc471479256]5. Provide learning opportunities
5.1. 	Pro‑actively share relevant information, knowledge and skills with colleagues
5.2. 	Provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation
5.3.	Create opportunities in which individuals can learn from the experience of others[image: ] 

[bookmark: _Toc471479257]5.1 – Pro‑actively share relevant information, knowledge and skills with colleagues
[bookmark: _Toc471479258]5.2 – Provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation
[bookmark: _Toc471479259]5.3 - Create opportunities in which individuals can learn from the experience of others
[bookmark: _Toc420072700]By the end of this chapter, the learner should be able to:
Use appropriate communication methods and maintain working relationships with colleagues through the sharing of information, knowledge and skills
Select and arrange a variety of formal and informal learning opportunities in accordance with employee needs and organisational capabilities
Provide employees with the opportunity to access relevant information and make arrangements so that they are able to learn from the experience of others.
[bookmark: _Toc471479260]Sharing relevant information, knowledge and skills
[image: C:\Users\Stuart New\Pictures\figures_speech_bubbles_400_clr_19093.png]Collaboration and sharing are both essential for innovation in the workplace. You should be prepared to take the initiative and pro-actively share relevant information which has a bearing on innovation within your business. There are various types of information that may be shared, depending upon the activities that you are involved in. You might be expected to share information about steps that are to be taken as a follow-up to business meetings or about the integration of innovative technology. It is important that you choose appropriate communication platforms and ensure that the information is easily understandable.
Ways of sharing information include:
Conversations in person
Intranet messages 
Emails
Forums
Telephone calls
Cloud-based computing systems.
You might be reluctant to share the knowledge and skills which have taken you a considerable amount of time to build. However, you should be aware that the sharing of such knowledge and skills will have a direct bearing on the performance of your organisation and your professional standing. You should be prepared to work together with less experienced colleagues and provide them with guidance. It might be possible to assume the role of a workplace coach or mentor. You may also write down details of relevant knowledge and skills for sharing via internal communication channels.
You might provide the following types of formal and informal learning opportunities:
[image: C:\Users\Stuart New\Pictures\figures_solve_puzzle_400_clr_2127.png]Coaching
Conferences
Formal training courses/programs
Information seminars
Job rotation
Mentoring 
Online learning.
The workers within your organisation should have the opportunity to learn as much about innovation as possible. They will ideally be given time and resources to conduct their own research into relevant topics. Books, journals, media reports and other sources may all include relevant information about innovation which could be implemented in the workplace. 
You should also ensure that employees have regular opportunities to meet and hold discussions about innovation. They should have the chance to learn about different perspectives and develop new skills in partnership with their colleagues.
It might also be possible to facilitate external learning opportunities for the employees of your organisation. There might be specialist training organisations offering training in your local area. Employees might also be given the option of visiting other businesses for the purpose of observing and learning innovative work practices.



[bookmark: _Toc471479261][image: ]Activity 5A


[bookmark: _Toc326743832][bookmark: _Toc330309176][bookmark: _Toc338606027][bookmark: _Toc338792185][bookmark: _Toc348021071][bookmark: _Toc471479262]Summative Assessments
At the end of your Learner Workbook, you will find the Summative Assessments.
This includes:
Skills assessment
Knowledge assessment
Performance assessment.
This holistically assesses your understanding and application of the skills, knowledge and performance requirements for this unit. Once this is completed, you will have finished this unit and be ready to move onto the next one – well done!


[bookmark: _Toc471479263]Legislation
[bookmark: _Toc400970225][bookmark: _Toc411796929][bookmark: _Toc411801752][bookmark: _Toc471479264](Advertising) Legal, ethical and cultural considerations
It is important to consider legal, ethical and cultural aspects when conducting your advertising research. This will ensure that you comply with codes of conduct and don't risk upsetting certain demographics. In other words, you should avoid advertising in such a way that would offend others and bring negative publicity to your product.
Your advertising strategy needs to reflect your company's values and morals. It also needs to follow the advertising codes and regulations set out by the various governing bodies.
Therefore you should avoid being discriminatory against people on the basis of:
· Race
· Colour
· Sex
· Religion
· Political opinion
· National extraction
· Social origin
· [image: C:\Users\Tom\Desktop\ArtWork\MGab.jpg]Age
· Medical record
· Criminal record 
· Marital status
· Impairment
· Disability
· Nationality
· Sexual preference
· Trade union activity.
You can find links to all of the advertising codes and regulations applicable in Australia at www.communicationscouncil.org.au.
[bookmark: _Toc411796967][bookmark: _Toc411801763][bookmark: _Toc471479265]Competition and Consumer Act 2010
The Competition and Consumer Act 2010 replaced the Trade Practices 1974. It promotes fair trading and competition for businesses, as well as protecting the consumers their products are aimed at. 
It covers the following:
· [image: C:\Users\Tom\Desktop\ArtWork\Fotolia_26681287_S.jpg]Dealings with suppliers, wholesalers, retailers, customers and competitors
· Industry codes of practices
· Product safety
· Unfair market practices
· Product labelling
· Price
· Industry regulation (e.g. gas, electricity, airports, telecommunications).
The Australian Competition and Consumer Commission is in charge of enforcing the Competition and Consumer Act.
The Trade Practices Act 1974 was superseded by the Competition and Consumer Act on January 1st 2011 and is contained within Australian Consumer Law (ACL).
The ConsumerLaw website offers this overview:
“Since 1 January 2011, Australia has one national law for fair trading and consumer protection—the Australian Consumer Law.  This means that Australian consumers and businesses have the same rights and obligations wherever they are in Australia. 
The Australian Consumer Law fulfils key reforms in the Council of Australian Government’s National Partnership Agreement to Deliver a Seamless National Economy, and will help to reduce regulatory complexity and duplication for businesses and consumers.
The ACL includes:
· A national unfair contract terms law covering standard form consumer contracts; 
· A national law guaranteeing consumer rights when buying goods and services; 
· A national product safety law and enforcement system; 
· A national law for unsolicited consumer agreements covering door-to-door sales and telephone sales; 
· Simple national rules for lay-by agreements; and 
· New penalties, enforcement powers and consumer redress.”
Accessed 09/12/2014
Trade Practices Act Competition and Consumer Act
http://www.consumerlaw.gov.au/content/Content.aspx?doc=fact_sheets/FAQ.htm
[bookmark: _Toc400970229][bookmark: _Toc411796222][bookmark: _Toc411801766][bookmark: _Toc471479266]Copyright legislation
Copyright protection is automatic and free – it protects the expression of ideas, as opposed to the ideas themselves.
Common works protected by copyright are: 
· [image: C:\Users\Tom\Desktop\ArtWork\Fotolia_5006145_S.jpg]Books 
· Films 
· Music 
· Sound recordings 
· Newspapers 
· Magazines 
· Artwork.
Copyright also protects originally created: 
· Typographical arrangements 
· Databases 
· Media broadcasts 
· Computer programs 
· Compositions of other people's work such as academic journals or CD compilations.
Source: www.ipaustralia.gov.au 
The way copyright works is that ideas and creative concepts are automatically protected the moment they are documented (electronically or on paper) – there is no need to register or apply for it.
Copyright exists under the Copyright Act 1968, giving you exclusive rights to licence your work to others. The specific rights vary depending on the nature of the work protected. However, it doesn't protect against the creation (independently) of other similar work.
The Australian Copyright Council provides information on copyright issues (including international considerations): www.copyright.org.au. 
[bookmark: _Toc411796254]Copyright laws
Copyright is free and automatic in Australia and protects the creator or originator of literary, artistic, musical material, etc. from having others copy, produce or reproduce their work, whether for profit or not. 
The Copyright Act 1968 is applicable in Australia. 


[bookmark: _Toc411796400][bookmark: _Toc411801767][bookmark: _Toc471479267]Defamation laws
Defamation is when one party spreads false information about another party. This is usually done with malicious intent, in order to ‘defame’ or damage the victim’s reputation. 
[bookmark: _Toc411796416][bookmark: _Toc411801768][bookmark: _Toc471479268]Duty of care in law
Duty of care comes under the ruling of tort law i.e. a civil wrong as opposed to a breach of contract. It requires an individual to provide a standard of reasonable care while carrying out any activity that could potentially harm others. Breaching duty of care means that you, as an individual, are liable to legal action from the claimant.
Duty of care has been developed through common law i.e. it exists based on past related court rulings – therefore, there is no exact legal definition of things like duty of care and negligence.
Negligence is when damage/harm occurs to another person as a result of someone else not exercising reasonable care. Duty of care requires that an acceptable standard of care is exercised, where it is reasonably practicable, to ensure the health and safety of yourself and others.
[image: C:\Users\Tom\Desktop\ArtWork\MGab.jpg]Duty of care also means that everyone has a responsibility to ensure a safe and healthy working environment. This can include the following people:
Community and disability service workers
Doctors
Solicitors
Financial advisors
Drivers
Local governments. 
Duty of care is written legally into the Workplace Health and Safety Act 1995 – it is a moral duty to anticipate possible hazards and causes of injury and do everything reasonably practicable to prevent/remove/minimise these causes.
This means that duty of care cannot be delegated – all adults in the workplace are responsible for health and safety.
Courts will determine breaches of duty of care based on the following criteria:
What is typically expected of another person in the same situation
The person's roles and responsibilities within their organisation
The experience/level of training for the individual
The practicalities of the situation
What is deemed acceptable practice within the community
Generally acceptable standards in the situation
Relevant laws e.g. the Workplace Health and Safety Act 1995.
[bookmark: _Toc411796778][bookmark: _Toc411801782][bookmark: _Toc471479269]Privacy laws
You need to be able to protect client data and respect the relationships you have – if you fail to do this, they can likely move to your competitors.
Privacy is governed by the Privacy Act 1988 (Privacy Act), which regulates the handling of personal information.
As of March 2014, the following privacy legislation amendments came into effect:
Privacy Amendment (Enhancing Privacy Protection) Act 2012
· Privacy Regulation 2013
· Credit Reporting Privacy Code.
You can read more about the privacy law reform at: www.oaic.gov.au/privacy/privacy-act/privacy-law-reform
There are 13 Australian Privacy Principles that apply to the handling of personal information, contained in Schedule 1 of the Privacy Act:
1. [image: C:\Users\Tom\Desktop\ArtWork\Fotolia_27884267_S.jpg]Open and transparent management of personal information
2. Anonymity and pseudonymity
3. Collection of solicited personal information
4. Dealing with unsolicited personal information
5. Notification of the collection of personal information
6. Use or disclosure of personal information 
7. Direct marketing
8. Cross-border disclosure of personal information
9. Adoption, use or disclosure of government related identifiers
10. Quality of personal information
11. Security of personal information
12. Access to personal information
13. Correction of personal information.
Full information on the Privacy Act and its terms can be found at www.oaic.gov.au/privacy/privacy-act/the-privacy-act. 
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