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Candidate Details
[bookmark: _Toc448402636]Assessment – BSBINN502: Build and sustain an innovative working environment. 
The learners must complete the following activities and hand them into you for marking.  This forms part of the learner’s assessment for BSBINN502: Build and sustain an innovative work environment. The initial activities are formative - the Major Activity is summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below;
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed.  We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc448402637]
Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as;
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT    (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:________________________________________________________
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[bookmark: _Toc366436425][bookmark: _Toc448402639]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to make innovation an integral part of leadership and management activities, to demonstrate positive reception of ideas from others and maintain relationships based on mutual respect and trust.

	Activity
	
· This is a reflective activity.
· In teams, or as directed by the INSTRUCTOR, reflect on what has been discussed so far and address what are the actions and steps needed to achieve a result from an ACTIVITY or EXAMPLE from your WORKPLACE?
· If no workplace example is possible, draw an activity PROVIDED by the INSTRUCTOR.
	EXAMPLE
Your company wishes to focus on its core business and is looking to management for innovative ideas and an approach to areas within the organisation that explores outside opportunities



How would you approach the areas discussed so far in your example?
Make notes and be prepared to then discuss with the class

	Your Comments


	INSTRUCTOR’S NOTES
· Integrity 
· Credibility  
· Accountability  
· Reliability 
· Transparency 
· Courtesy
Using these headings, you can discuss the character traits of individuals or teams and how they play an important role with establishing and maintaining relationships based on mutual respect and trust. Look at existing codes of conduct or references to if one exists in the student workplace.
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 Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to take considered risks to open up opportunities for innovation.

	Activity
	In teams, or as directed by the INSTRUCTOR, conduct a risk analysis exercise using an example of considered risks to open up opportunities for innovation.  Draw your example from your WORKPLACE or as provided by the INSTRUCTOR.
	YOUR EXAMPLE




	Or….EXAMPLE PROVIDED BY THE INSTRUCTOR






Detail your findings under these categories:
	A risk categorisation
	Risk assessment
	Risk likelihood and consequence 
	Risk resolution
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Activity 1C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to regularly evaluate own approaches for consistency with the wider organisational or project context.

	Activity
	· In teams, or as directed by the INSTRUCTOR, complete the following tables.
· Discuss each in the class 
· Draw your example from your WORKPLACE or as provided by the INSTRUCTOR.
	Benefit Management
	Your Comments

	Why are you or the organisation doing this?
	

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

	Have you defined all of the benefits?
	

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

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

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







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

	Benefit cost analysis
	

	Scoping the benefit
	

	Quality management
	

	Stakeholder engagement
	

	Risk management assessment
	



Answers will depend on learners, the outcomes of class discussion and their workplace or instructor-given example.
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to consult on and establish working conditions that reflect and encourage innovative practice and to introduce and maintain workplace procedures that foster innovation and allow for rigorous evaluation of innovative ideas.

	Activity
	
	Examples
	What are the likely processes applicable to these examples?

	Analysing consistency with overall goals, values or vision
	INSTRUCTOR NOTES
· Analysis of environment, competition, customer needs, and one’s own strengths and weaknesses
· A plan or course of action
· Resources
· Time to reach identified goals

	Assessing resource requirements and practicalities
	INSTRUCTOR NOTES
· What assessment tool/s is required?
· Human resources….who will be involved?
· What will be their respective roles and responsibilities?
· Are there certain skills and training that will be required either prior or during this process?
Equipment and practicalities
· What ‘equipment’ or physical resources do you need?
· Do you have them or do they need to be acquired?
Outsourcing
· Are there requirements for outsourcing resources?
· Is it practical to use outsourcing or what timeline would you need to establish for this?
· What advantages does outsourcing provide?
Financial assessment
· How much will this cost?
· Is there a budget to follow?
· Do you need to make application for funding?
· Are there grants or other financial support available?

	Assessing the potential to find 'champions' or supporters

	INSTRUCTOR NOTES
Assessing the potential to find 'champions' can generally be found at any level throughout your organisation.

Resources comprise several areas as mentioned above.  Of these “innovation champions” are the most critical, because they have a significant impact on the innovation outcome especially if they are part of the company culture.
 
“Champions” for your innovation or creative support are not necessarily experts or only related to your “innovation” applicability, although technical champions are extremely useful if the innovation is very technical or complex.
· Suggest conducting a staff survey
· Is the support for innovation in your workplace an ongoing process
· The evaluation type must be appropriate to the project type
· Consultants and specialist tools can be champions
· Some specialist tools may be available to support or improve creative ability
· Assess the degree to which knowledge is gathered both from within and outside the workplace
· Assess the degree to which your workplace supports teams and networks of self-motivated individuals

	Evaluating the external factors that may impact on the idea
	INSTRUCTOR NOTES
As innovation in a workplace environment usually takes place in a dynamic range of circumstances, many external factors can impact on creation and development.

A huge range of factors, both internal and external may exist and affect the success of any innovation, of which many will be outside the control of the management team involved.
· Economics
· Cultural
· Political
· Short term versus long term planning
· Benefits
Evaluation
The standard model for evaluation is:
1. List Inputs
2. List outputs
	(External Influences)
3. List outcomes

	Exploring the implications of ideas that may stretch or change existing ways of doing things
	INSTRUCTOR NOTES
Exploring the implications of ideas that may include change or doing things differently is part of a remedy to complacency.

Workplace environments exist on knowledge and this can be created by anyone which means that an organisations competitive edge could disappear overnight
· Current issues
· Change management
· Resistance
Company culture and individual personalities will influence acceptance of change to the existing ways of doing things.
Carlopio, Andrewartha & Armstrong (1997) expand on these points:
Leaders have been said to focus on direction setting, articulating a vision, and creating something new. Managers have been said to focus on monitoring, directing and refining current performance. Leadership has been equated with dynamism, vibrancy and charisma; management with hierarchy, equilibrium and control (p. xix).
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Activity 2B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to facilitate and participate in collaborative work arrangements to foster innovation.

	Activity
	Collaborative work arrangements might be: (provided examples)
· Cross section
· Vertical teams
· Within a section
· Working with supplier organisations or partner organisations
	Your Examples
	Why?
	INSTRUCTOR NOTES

	
	
	Look for:
· Participation
· Motivation
· Awareness
· Engagement
Collaboration is generally accepted to be SHARING, but it does rely on a reasonably high level of focus and accountability on the part of those “collaborating”
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to build and lead teams to work in ways that maximise opportunities for innovation.

	Activity
	· Using an example from your WORKPLACE, or as provided by the INSTRUCTOR, provide your comments to the questions below.
· Build and lead teams to work in ways that maximise opportunities for innovation
	Question
	Examples From Your Experiences Or As Provided By The Instructor

	Are they team goals versus the broader organisational goals or just one individual’s goals (e.g. the leaders)?
	INSTRUCTOR NOTES
There is often a challenge when the team views the goals differently to the organisation in respect to function or priority.
A solution is to try and meet the collective goals at a point to arrive at the success of the team’s objectives.
As an individual, or leader of a team, the things that matter are decisiveness, follow-through and delivering on commitment.

	Are they simple, clear and measurable? If not measurable, can their achievement be determined?
	INSTRUCTOR NOTES
· Qualitative or quantitative?
· Look for attributes that make up a rationale measure
· What is the context in which it is to be measured? 
Monitoring requirements
· Monitoring type
· Monitoring frequency
· Data measurement method
· Data collation/calculation method
· Data analysis and interpretation
· Quality assurance or other

	Are they realistic as well as ambitious? 
	INSTRUCTOR NOTES
· The team vision must be such that it is easily translated into a realistic strategy.
· Being ambitious will largely depend on the constraints imposed by the organisation.

	Do they allow small wins along the way?
	INSTRUCTOR NOTES
· Make your team progress visible to all so that the see a pathway
· Treat both wins and losses as opportunities
· Embrace the idea of small wins can lead to bigger successes
· Your team would likely be encouraged by small wins as they tend to indicate steps toward greater productivity and engagement.

	Do all members agree with the goals, their relative importance and the way in which their achievement will be measured?
	INSTRUCTOR NOTES
· What is the objective?
· What are the goals?
· A team’s purpose and its performance are closely related.  Without a common purpose a team will quickly break apart and operate as a collective of individuals or smaller teams 

	Do all members articulate the goals in the same way?
	INSTRUCTOR NOTES
· Committed to a common approach
· Teams need to develop a clear working approach to ensure they work together to accomplish their purpose.  It is almost as important to develop their preferred working style as it is to formulate team goals.  
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to acknowledge suggestions, improvements and innovations from all colleagues.

	Activity
		Acknowledge Suggestions
	Discuss your views

	Talk about the individual and team current status of issues
	


INSTRUCTOR NOTES  - ASSESSMENT NOTES
· Evaluation of outcomes and processes from activities managed by the candidate, particularly in relation to how innovation and innovative practice was encouraged and supported
· Oral or written questioning to assess knowledge of ways that innovation can be fostered and the typical challenges and barriers to innovation

	Provide colleagues members with feedback from other sources
	

	Slowly open positives and negatives
	

	Careful wording
Words should make colleagues team members think and not to react negatively
	

	Relate to experience and examples as much as possible
	

	Feedback on areas such as time management is always a positive approach to a variety of issues
	








[bookmark: _Toc448402646]Activity 3B
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to find appropriate ways of celebrating and promoting innovation.

	Activity
		Provided Examples
	Your Comments or Experiences

	
Congratulating the project team

	INSTRUCTOR NOTES
· It often occurs that many people thrive on attention, recognition and acknowledgement, yet fail to exercise this when they are in a “management” or team leader role.
· Acknowledge both subjective and objective factors 
INSTRUCTOR NOTES  - ASSESSMENT NOTES
· Evaluation of outcomes and processes from activities managed by the candidate, particularly in relation to how innovation and innovative practice was encouraged and supported
· Oral or written questioning to assess knowledge of ways that innovation can be fostered and the typical challenges and barriers to innovation

	
Ensuring management acknowledgment

	

	
Providing a newsletter story about the idea

	

	
Using the idea to help foster other ideas

	

	
Well-planned group incentive schemes

	







[bookmark: _Toc448402647]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to promote and reinforce the value of innovation according to the vision and objectives of the organisation or project and to promote and support the evaluation of innovative ideas within the wider organisational or project context.

	Activity
	· Promote and reinforce the value of innovation according to the vision and objectives of the organisation or project
· Promote and support the evaluation of innovative ideas within the wider organisational or project context
In groups, or as directed by the INSTRUCTOR, conduct an activity on making an assessment for an innovative idea.
Use an example from your WORKPLACE or, as provided by the INSTRUCTOR.
Risk Taking 
The degree to which there is intellectual and emotional support for team members that want to try out something new, given some reasonable precautions to avoid harm or completely disastrous disruptions to the work place
	Your Innovation Workplace Example




	What qualifies this as an innovation
	
	INSTRUCTOR NOTES

	Is the innovation new or a continuance of an earlier one
	
	· Examine the operational requirements
·  Identify potential safety any environmental hazards
· Investigate a production assessment
· Estimate cots, research, development etc. budgets
Some warning signals
· The innovation is not feasible
· Little or no demand
· Poorly planned
· Inadequate knowledge for the innovation 
· Inadequate skills


	Does it have benefits or impact on:
· Commercial areas of the company
· Internal
· External
· Other
	
	

	Has the company marketplace been tested for the possible innovation outcome
	
	

	What, if any, financial support is needed

	
	

	Are there special or specific skills needed for this innovation to proceed
	
	

	Is it technically viable
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to evaluate the impact of the physical environment in relation to innovation.

	Activity
	· Evaluate the impact of the physical environment in relation to innovation
· Using an example from your WORKPLACE or, one provided by the INSTRUCTOR, describe circumstances that would evaluate the pros or cons of the impact in relation to INNOVATION.
	Evaluate the impact of the physical environment in relation to innovation
	What are your workplace findings/ evidence/compliance to innovation

	Eating areas
	

	Extent to which design or style links with declared philosophies or objectives
	SOME INSTRUCTOR NOTES OF AREAS TO HIGHLIGHT
· Business planning
· Financial performance
· Flexibility, responsiveness
· Interpersonal communication
· Marketing and customer service
· Organisational values and behaviours
· People management
· Work procedures and/or procedures manuals

	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
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to collaborate with colleagues about ideas for enhancing the physical work environment before taking action.

	Activity
	· Selecting physical resources and equipment
· Design, fit-out and decorate workspaces
	Trends
 The Right Mix
	Yes
Your Experience
	No
Your Experience

	Intense interaction
	
	

	Optimised space
	
	

	Large formal meetings
	
	

	Quick transitions
	
	

	Thinking spaces
	
	

	Activity settings
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	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to consider potential for supporting innovation when selecting physical resources and equipment and to design, fit-out and decorate workspaces to encourage creative mindsets, collaborative working and the development of positive workplace relationships.

	Activity
	Discuss from your WORKPLACE experience, or as provided by the INSTRUCTOR, examples of these questions relating to:
· Collaborate with colleagues about ideas for enhancing the physical work environment
· Selecting physical resources and equipment
· Design, fit-out and decorate workspaces
	Is your organisation willing to support collaboration with colleagues about ideas for enhancing the physical work environment?
 
	YES/NO: 
INSTRUCTOR HINT
Because its potential benefit/harm to workplace culture or productivity

	Do individuals have an awareness of these ideas and methods of collaboration but no actual involvement in their development, implementation or review?
	YES/NO: 
INSTRUCTOR HINT
Because its potential benefit/harm to workplace culture or productivity

	Are there standard processes either formally or informally used to address special needs or demands such as these?

	YES/NO: 
INSTRUCTOR HINT
But are largely ignored …Because of...

	Do managers have the ability to make changes to physical resources and equipment depending on the organisations and individual needs?

	YES/NO: 
INSTRUCTOR HINT
They listen and respond to their staff’s concerns.

	Is the trend in your workplace or environment to have fewer and smaller individual workspaces and a larger space allocated to interactive use for a variety of functions?
	YES/NO:
INSTRUCTOR HINT
Because technology drives new office designs …








[bookmark: _Toc448402651]Activity 5A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to pro-actively share relevant information, knowledge and skills with colleagues, to provide or encourage formal and informal learning opportunities to help develop the skills needed for innovation and to create opportunities in which individuals can learn from the experience of others.

	Activity
	An effective network
There are a number of ways in which information you seek or the assistance you may wish to find exists in the organisation and this pro-active environment can be shared between staff members. 
As mentioned, this communication of knowledge can be formal or informal. 
Learning from the experience of others is normally part of a well thought out strategy that includes forums, workshops and publications.
This also includes daily conversations with colleagues, managers, clients and others with whom the organisation conducts its daily business.
			Suggestions
Create Your Effective Network
	INSTRUCTOR HINTS

	
	Start with a body of knowledge and then advance from there

	
	By ignoring experience of others it can be described as wasting time.  What if the experience is wrong?

	
	When attending schools, colleges and Universities we learn from formal text, but in a working environment 
We encourage learning from others. Why?

	
	Creating opportunities for learning from others may include finding a mentor who can advise and guide you in the area you are interested in.

	
	Consider placing staff in environments that have a department structure where several members can offer advice and suggestions.

	
	Observe those who have already achieved innovation and creativity in your field. Reference any written materials they have published or recorded on social media or research forums. 

	
	Join groups, blogs and other associations of like-minded individuals in your area of innovation.







[bookmark: _Toc448402652]Skills and Knowledge Activity
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	Complete the following individually and attach your completed work to your workbook.

The answers to the following questions will enable you to demonstrate your knowledge of:
· Reading
· Writing
· Oral Communication
· Navigating the world of work
· Interacting with others
· Getting the work done
· 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.

Answer each question in as much detail as possible, considering your organisational requirements for each one.

All answers will vary depending on the learner and the organisation they work for but the learner should be able to answer each question competently.

Create a planning document outlining a plan you could implement in order to build and sustain an innovative working environment in your workplace. 
You may choose any method to achieve this, but you should detail your plan thoroughly, explaining how each element of the plan will enable you to achieve the outcomes of the project.
 
Learners should demonstrate their knowledge and understanding of the course content so far by formulating a plan to achieve the outcomes of the unit, being to build and sustain an innovative working environment, by adapting workplace layout and design, consulting with team members, etc. 
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	Estimated Time
	1 - 2 Hours

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Lead innovation by example
2. Establish work practices that support innovation
3. Promote innovation
4. Create a physical environment which supports innovation
5. Provide learning opportunities

1. While leading a small team of between two to five employees in an innovation project, demonstrate that you can establish appropriate procedures and practices which are likely to contribute to efficient, safe, and effective work actions.

For example, you should establish how employees communicate and collaborate, set up consultation procedures, and promote the sharing of ideas/feedback.

Learners should show that they can establish appropriate standard practices which can be incorporated into every employee’s work tasks. They should concentrate on ensuring that all employees understand what is expected of them. The result should be consistent/standardised practices across the innovation department/group.

2. During a team meeting, demonstrate that you can communicate and reinforce the importance of innovation to your organisation. Remember to refer to vision and organisational objectives, which are linked closely to innovation.

Learners should show that they can influence a group of workers through strong, motivational, and persuasive speaking. They must succeed in emphasising the importance of innovation and refer to how it relates to organisational vision statements and goals.

3. Demonstrate that you model appropriate behaviours while working on three innovation tasks of your choice. You should lead by example and show that you can give constructive advice, evaluate your own work, and establish and maintain respectful professional relationships.

Learners must show that they can carry out their own tasks effectively and efficiently in order to lead by example. They should show that they understand why this is important and realise that their actions can have a major impact on other employees.

4. Identify two areas of your immediate work environment that could be improved, before making appropriate changes to enhance the space to improve innovation and collaborative practices in your organisation.

Learners must be able to identify two areas of their work environment which prevent or reduce the impact of innovation work. They should then make changes, such as making more space available, so that employees can collaborate and innovate more effectively.
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