[bookmark: _Toc510094777]Assessment Task 2.1 Instructions

Provide answers to all of the questions below: 


1. Explain what is meant by the term “innovation”. (35 words)
Innovation meaning is a "new idea, creative thoughts, new imaginations in form of device or method". Innovation is often also viewed as the application of better  solutions that meet new requirements, unarticulated needs, or existing market needs.

2. Provide examples of three different types of innovation. (78 words)
The three types of Innovations are Product, Process, & Business Model.

Product innovation can come in three different forms. 1) The development of a new product, such as the apple air pods. 2) An improvement of the performance of the existing product, such as an increase in the digital camera resolution of the iPhone. 3) A new feature to an existing product, such as Self-driving to a car.

Process innovation is the combination of facilities, skills, and technologies used to produce, deliver, and support a product or provide a service. Within these broad categories, there are countless ways process can improve. Such as Toyota: Kanban System.

Business model innovation does not necessarily imply changes in the product or even in the production process, but in the way as it is brought to the market.
Amazon found a new channel to the customer through technology by eliminating the traditional retail distribution channel and developing direct relationships.

3. Outline two benefits of innovation in the workplace. (30 – 40 words)
Usually innovation provide the increase number of customers if that innovation was agree with customers wanted, and reduce production cost.  Process innovation can be reduce costs of production when that is effective innovation.

4. Describe two characteristics of a work team that may contribute to the team becoming innovative. (20 – 25 words)
· Working Together to Achieve a Goal. All members need to work together to achieve the specific goal.
· Teams should have a good communications, that give us more effective and creative ideas.


5. Describe two environmental factors external to the organisation that may contribute to a work team remaining innovative. (60-70 words)
General environment is the first factors. The general environment is the nonspecific forces and dimensions in the surroundings of an organization that might touch its doings. It comprises political, economic, social-cultural, technological, legal, demographical and international forces.
Industry environment is the second factors. Industry environment is the competitive environment of the business organization. Its elements are suppliers, consumers, competitors, new entrants, substitute products etc.
6. Describe two aspects of group dynamics that may hinder a work team remaining innovative.(60-70 words)
Lack of communication and if do not respect team members, that makes stress, unmet expectations, relational breakdown. Good leaders must believe in the people they are leading.  This practice grows through clear communication. Keep a clear vision in front of your teams at all times. that can be focused on the vision, and better equipped to deal with daily wins and losses than a team merely headed in the general direction of some ideal place.

7. Outline two reasons why having people from different cultures or job roles or with different skill sets in a work team may contribute to the team becoming innovative. (60 – 70 words)
Diversity unlocks innovation by creating an environment where “outside the box” ideas are heard. Different cultures and different thinking deliver new ideas. diverse team members with different worldviews and experiences will create products and services that reflect the communities they serve. So with the growing diversity of our global community, it only makes sense to reflect it among the teams that work within them.


8. Explain why it is important to allocate sufficient time for team activities to encourage innovation. (50-60 words)
Innovation take to come up with truly innovative idea. When you don't understand the importance of time to innovation, you can significantly decrease your chances of success. 
Innovation need time for: Time to think, plan, brainstorm and research. Time to collaborate with others to assess ideas and test them. 

9. Explain why role modelling behaviour may impact innovation in a team. (40- 50 words)
Leaders have an important role in shaping the climate of their teams by being role models.  group members came up with more original and creative ideas for arguments when their leader role modelled creativity. Role modelling give them to more creative thinking.

10. Explain why recognising and rewarding innovative ideas may encourage team innovation. (20 – 30 words)
When rewarding their ideas, that not only keep team members engaged, also they will encourage further development and contribution to innovation.

11. Explain the possible effect poor communication may have on team innovation. (30 – 40 words)
Poor communication can create a feel tense, overworked and have little-to-no sense of humour. that makes team members lack of thinking. but Good communication causes a sense of stability and predictability.

12. Explain how providing constructive feedback to team members can affect team innovation. (50 – 60 words) 
Feedback is  crucial tasks to manage motivation, If giving constructive feedback to team members, that they will be think about their performance, and how they can improve it. 
Sometimes constructive feedback makes only negative images but when team members responds sincerely, it will make a good product or services and increase more customer.
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Student assessment checklist 
Your trainer will be using this checklist to assess your competence.
	
Check your work

	Did you…
	
	Comments

	
	Yes
	No
	

	Question 1
	
	
	

	Question 2
	
	
	

	Question 3
	
	
	

	Question 4
	
	
	

	Question 5
	
	
	

	Question 6
	
	
	

	Question 7
	
	
	

	Question 8
	
	
	

	Question 9
	
	
	

	Question 10
	
	
	

	Question 11
	
	
	

	Question 12
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Task summary 
In this assessment task, you are required, in the role of project team leader, to lead a team project to promote innovation in the workplace. This focus of the innovation project is to promote innovation in environmental sustainability. You will do this by researching and investigating environmental sustainability, presenting information to their team, encouraging innovation within the team, and plan and agree on activities for carrying out environmental sustainability actions.

This assessment is to be completed in the simulated work environment.


Required
Access to textbooks/other learning materials
Computer with Microsoft Office and internet access
Roleplay participants
Resource Use Record Template


Timing
Your trainer will advise you of the due date of these submissions.


Submit
Sustainability presentation
Meeting report
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Assessment Task 2.2 Instructions 

[bookmark: _Toc463011448]Carefully read the following:

The Management at the College where you work are worried about the poor standard and performance of the environmental sustainability and resource usage practices in the workplace. This also includes organisational practices, staff team practices and use of equipment technology.

They are concerned that the College is not implementing environmental sustainability and resource usage practices, have high levels of resource wastage, and are paying higher utility bills than is necessary. 

You have been appointed by management to lead a project team to investigate the performance of the environmental sustainability and resource usage issues in the workplace, identify innovations in practices and technology and then recommend which ones will have the greatest impacts. 

Management has also asked you to review and present to your team an environmental sustainability and resource use efficiency inspection record (Resource Use Report Template) that they would like to be used during the project.

They would also like a range of activities completed throughout the project including staff surveys, inspections as per the records, staff meeting to discuss progress and ideas and regular newsletters on progress. 

Management has also asked you to select the best team for the project and has indicated that the team should encompass no more than four people, including yourself. 

Potential team member profiles are listed below:
Robyn Jackson (Trainer) He is a member of the Greens Party outside of work and is very committed to environmental sustainability. He regular speaks at Green Party Meeting.
Amanda Barid (Administration Officer) Amanda has three children and has recently come back to work in a part-time capacity. She is also an artist and is studying a degree in Creative Arts. No particular background in sustainability. 
Barry Johns (Trainer) A great communicator and well-liked by all of the team. He loves finding out about information on the Internet. 
Simon Sharp (Academic Manager) Simon has very good project management skills, as well as a good understanding of working in a training organisation. Simon is also the WHS representative. 
Billie Bloom (Human Resources Manager) Billie is known for her innovative ideas in a range of areas. She is also a Greens Party member. 
Sonja Singh (Trainer) Sonja has recently joined the College. She was a former project engineer in India working on large, complex projects requiring innovative solutions. She is quiet but highly knowledgeable.




Complete the following activities:

1. Prepare for team meeting 
Undertake some initial research based on the issues identified in the scenario information. 

Your research must include:
Identifying at least four examples of environmental sustainability/ resource usage issues that can impact any company, including Colleges. The environmental sustainability/ resource usage issues may relate to:
· Disposal/ recycling/ reusing materials/ consumables
· Use of equipment, tools, technology, machinery
· Utility usage: electricity or gas or water
· Any other area of environmental sustainability/ resource usage relevant to an College
Identifying two different external specialist organisations that can provide advice/ guidance on environmental sustainable work practices. 
Identifying at least two innovative and environmentally sustainable practices in workplace from the expert sources you have identified. 
Identifying challenges to innovation in the workplace. 

As part of this task, you should also review the Resource Use Record Template, as you will need to explain this resource to your team and discuss how it will be used to conduct the environmental assessment of the College in Assessment Task 3. 

Prior to the meeting you will need to consider what you wish the team to achieve for this project based on the scenario information and the required tasks and activities and this should be reflected in the power point presentation you develop. 

You are also required to review the team profiles and select the three team members that you consider would be most suited to your project team in terms of their ability to provide innovative ideas, as well as their subject matter knowledge and general skills. 

2. Develop a presentation
You are required to prepare a 5 to 10-minute PowerPoint (or another presentation program) presentation that you will give to your selected team members. 

The presentation must address all of the following:
A summary of the College management’s environmental sustainability and resource usage concerns, including your review of the Resource Use Record Template.
A summary of four examples of environmental sustainability/ resource usage issues that may impact companies, including training organisations.
A list of the two external specialist sources of information you identified and a summary of the expert advice they can provide, as well as at least two examples of innovative sustainability practices. 
An outline of what the management wants the team to undertake, including a discussion of the environmental sustainability and resource usage efficiency inspection record.
An outline of how you want the team to operate when undertaking the project including:
· Planning and sharing tasks and responsibilities (as per the scenario information)
· Emphasising the importance of establishing and building effective working relationships 
· Emphasising encouraging innovative ideas to address issues
· Indicating the importance of contributions/ suggestions from all members and respecting each team members’ contributions/ suggestions throughout the process
· Outlining the challenges to being innovative 
· Explaining the value of this innovation process for all the team on a personal, as well as professional level. 



Environmental sustainability and resource use record
	· Areas of RTO & practices reviewed
	· Description of the issue in this area. 
	· Estimate size, amounts, numbers, weight, levels.

	Use of consumables, materials, technology, equipment
	· Many people use paper towel after washing hand 
	· Everyone, every time 

	Usage of electricity, gas or water
	· Room has not blind/curtain, that will rise room temperature
	· All room 

	Disposal of waste materials and consumables
	· All information provide to student by paper even not required recording. 
	· All student and staff 

	Recycling/reusing
	· Paper recycling does not work because no one remove staples 
· 
	· 

	Completed by:
	· 
	· Date of inspection/ review
	· [bookmark: _GoBack]
· 





3. Write an email in a word document to your trainer.
The text of the email should be in an appropriate (polite, business-like) style.

The text of the email should outline all of the work colleagues’ skills and knowledge and give the names of the staff you have selected to be part of the team. Include a clear rationale for your choices, including how you believe those team members will assist in achieving the project aims and to maximise the potential for coming up with great ideas. 

You are also required to clearly explain in a positive manner the different skills and knowledge that each selected team member will bring to the team, including an outline of your own skills and knowledge. 

The email text should also introduce and summarise the contents of the document and seek their feedback and approval to move forward with the project. 

Upload the sustainability presentation with your email.
Your trainer will respond to this email with the date, time and place of your presentation.

4. Deliver your presentation to the team.
The next part of the assessment, task requires students to present information on the project, seek feedback/ suggestions and then reach agreement on how the project will be undertaken. 
This task is to be completed in approximately 30 minutes, which will include the presentation as well as the discussion. 

Following your presentation, generate discussion on the impact of environmental sustainability and resource usage issues on organisations or the environment in general. 

Discuss team members’ knowledge of innovative practices and technology that may be implemented to improve environmental satiability and resource usage in organisations.

Provide opportunities for team members to ask questions and to share their experiences of environmental sustainability/ resource usage issues they have experienced in any context. Listen to all ideas. Your trainer will provide at least one idea that you will need to consider and provide a response to. 

Ask team members if they have any questions and provide each team member with the opportunity to contribute, not let one person dominate idea generation.

Encourage the team to value each other’s contributions to enhance the effectiveness of the team as a whole.

Ask team members questions to confirm their understanding of what the management want the project team to undertake during this project. Clarify any misunderstandings if required. 

Discuss and agree on how information will be collected during the project and how decisions will be made. 

Discuss and agree on responsibilities for completing the review/inspection to ensure the best use of skills and abilities of the team.

Discuss and agree on the amount of time needed to complete the review/ inspection, including allowing time for thinking of ideas following the inspection, finding solutions for challenges and for collaborating to find the best possible outcome.

Discuss and agree on how the information gained during the review/ inspection will be collated and analysed. 

Acknowledge and reward team members for effective contributions to the process, as well as emphasise the value of the process for everyone’s personal development.

Giving people constructive feedback and praise for effective contributions, suggesting reward schemes to management for innovations that lead to issues being addressed. 

During the meeting, students are required to communicate effectively at all times and:
Use welcoming body language, including smiles and open body stances to make team members feel comfortable
Speak clearly, concisely and use appropriate pitch, tone and speed of delivery
Encourage contributions/ suggestions from team members
Acknowledge all contributions/ suggestions and respond positively to challenging ideas
Ask relevant questions to identify specific information
Provide opportunities to for team members to ask questions
Listen carefully and respect the feedback/ suggestions/ contributions by acknowledging each and providing opportunities for discussion
Listen carefully to questions/ feedback/ suggestions and provide relevant and timely responses
Encourage the team to express their opinions freely
Demonstrate respect for differences of opinion by acknowledging opinions, providing opportunities for discussion 

5. Write a meeting report
Following the meeting you are to submit a summary of the meeting outcomes in a report between 1 and 2 pages long.

This should also include an outline of the planned activities and timelines for the project as discussed at the meeting. Your plan should also demonstrate how there will be time for:
Discussion of ideas following the inspection
Finding solutions for challenges 
Collaborating to find the best possible outcomes.
You should also indicate the feedback that you received from the team about the meeting process and structure and how you intend to use this feedback to improve meetings in the future. 

Create a new Word document for this and save it as Meeting Report.



Meating report


Environmental sustainability/ resource usage

•	Many people use paper towel after washing hand.
•	Room has not blind/curtain, that will rise room temperature. 
•	All information provide to student by paper even not required recording. 
•	Paper recycling does not work because no one remove staples. 


External specialist organisations	
       
· The Environment Protection Act 1997 (the Act) protects the environment from pollution and its effects. The Act provides the regulatory framework to help reduce and eliminate the discharge of pollutants into the air, land and water. The Act establishes the Environment Protection Authority (EPA) as the statutory decision maker for environmental regulation and policy. The EPA administers legislation covering air and water quality, waste, contaminated land, noise, pesticides and hazardous waste.
(https://www.environment.act.gov.au/environment/legislation_and_policies)

· The Kyoto Protocol was finally negotiated and concluded at the 3rd meeting of the United Nations Framework Convention on Climate Change (UNFCCC) Conference of Parties (COP-3) in December 1997 in Kyoto, Japan, following a series of submissions by Parties to the UNFCCC and talks held by the Ad Hoc Working Group established after COP-1 held in Berlin, 1995. The Kyoto Protocol entered into force generally on 16 February 2005. Australia signed the Kyoto Protocol on 24 April 1998.
(https://www.aph.gov.au/About_Parliament/Parliamentary_Departments/Parliamentary_Library/Browse_by_Topic/ClimateChangeold/governance/international/theKyoto)



What we can do 
· Simply we can turn off the light every time when leave room. More effective solution is install sensor light.
· Turn off computer switch if you leave from computers at least 30 minutes.
· Use reusable cup or bottle, instead of paper cup.


   

We have to change about 
· Hand towel can change to hand dryer that makes reduce paper waste and cost of buying towel.
· Install curtains to each rooms, that help more effective air conditioning and also reduce electricity cost. 
· Provide information and collecting information by email and/or website we can reduce paper waste and cost of paper. 
· We have to notice and post some poster about how to recycle paper.




6. Write an email in a word document to your trainer.
The text of the email should be written in an appropriate (polite, business-like) style.
It should introduce and summarise the contents of the document. 

Upload the meeting report with your email.
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Student assessment checklist 
Your trainer will be using this checklist to assess your competence.
	
Check your work

	Did you
	
	Comments

	
	Yes
	No
	

	Demonstrate the ability to evaluate and reflect on what the team is required to achieve?
	
	
	

	Review and report on work colleagues’ skills and knowledge?
	
	
	

	Identify and report on selected team members, including a clear rationale for the choice? 
	
	
	

	Discuss and report in a positive manner the different ways in which each of the selected team members can contribute to the team?
	
	
	

	Identifies and uses information from suitable expert sources to inform and communicate ideas on innovation environmentally sustainability? 
	
	
	

	Identifies and uses information from suitable expert sources to inform ideas? 
	
	
	

	During the team meeting and presentation, communicate information, own knowledge and experience, as well as ideas with the team? 
	
	
	

	During the meeting, model innovative behaviour?
	
	
	

	During the meeting, demonstrate the ability to communicate effectively at all times and:
· Use welcoming body language, including smiles and open body stances to make team members feel comfortable
· Speak clearly, concisely and use appropriate pitch, tone and speed of delivery
· Encourage contributions/ suggestions from team members
· Acknowledge all contributions/ suggestions
· Ask relevant questions to identify specific information
· Provide opportunities to for team members to ask questions
· Listen carefully and respect the feedback/ suggestions/ contributions by acknowledging each and providing opportunities for discussion
· Listen carefully to questions/ feedback/ suggestions and provide relevant and timely responses
· Encourage team to express their opinions freely
· Demonstrate respect for differences of opinion by acknowledging opinions, providing opportunities for discussion? 
	
	
	





	During the meeting, discuss and agree on how the project will be completed?
	
	
	

	During the meeting, ensure a cooperative approach to establishing responsibilities?
	
	
	

	During the meeting, respond to challenging ideas presented by others in a positive and collaborative way? 
	
	
	

	Explain to the team the value of the process of innovation on a personal, as well as professional level?
	
	
	

	Provide a record of the meeting that shows a record of the meeting outcomes as well as plan of activities to be completed?
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Task summary 
This assessment task requires you to participate in a debriefing session and develop a reflection report. 

This assessment is to be completed in the simulated work environment.


Required
Access to textbooks/other learning materials
Computer with Microsoft Office and internet access
Completed Resource Use Record


Timing
Your trainer will advise you of the due date of these submissions.


Submit
Reflection report.
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Assessment Task 2.3 Instructions


Complete the following activities:

1. Participate in a debriefing meeting 
This assessment task requires you to meet with your trainer, who will roleplay one of the team members who has requested a debrief with you about the project. The team member has advised that he would like to review the findings of the environmental sustainability and resource usage efficiency inspection record and share some thoughts on the project. 

At the meeting, you are required to review and discuss the completed environmental sustainability and resource usage record (Resource Use Report) with the team member to assess the outcomes of the inspections conducted. 

At the meeting, your trainer will also provide you with some unexpected information with regard to their view of the lack of success of the project. Take time to consider it and then discuss and debate opportunities for improvement and innovation based on the information provided. Think about the challenges to innovation you identified in Assessment Task 2 and incorporate this into your discussion. 

You will be required to demonstrate how you can positively respond to information through acknowledging the team member’s perspective, discussion and the use of effective communication skills, including:
Speaking clearly and concisely 
Using non-verbal communication to assist with understanding 
Asking questions to identify required information 
Responding to questions as required 
Using active listening techniques to confirm understanding 


2. Develop a reflection report 
Following the meeting, you are required to develop a reflection report based on the team member’s input, as well as further research and your overall reflections. 
You are also required to further identify innovative approaches to implementing environmental sustainability using the sources of information that you identified in Assessment Task 2. You will highlight these in your report as examples of success that you would like your organisation to aspire to. 
Now develop a reflection report that addresses:
A summary of the outcomes to date as per the completed environmental sustainability and resource usage efficiency inspection record,
An explanation of the information provided by the team member and the ideas you discussed based on the feedback.
The challenges of innovation, including your current issues such as lack of resourcing, in a constructive manner. 
Your recommendations for future activities, including an outline of the successful innovation you have identified and how this can assist the College in the future. 

Reflection Report



[bookmark: _Hlk6949939]A summary of the outcomes from environmental sustainability and resource use record
· Printers are left on overnight. Printer does not have power saving mode. 
· Handouts are routinely printed on single side only. 
· Halogen light bulbs used in all areas. Halogen bulbs use at least 25% more electricity than LED bulbs
· Hot water taps continually left running for extended periods of time when not in use. 
· Garbage bags were placed in the recycling bins.
· Items that could be recycled are being placed in the general waste bins. 
· Items that could be reused are being placed in the general waste bin.


What can we do
· We should power off the printer when leave the office. If replace printer what that have power saving mode, that can be more effective control. 
· Both side printing make paper reduce. We have to put poster about both side printing cooperation request.
· We should change light from halogen to LED within one year period.
· Put recycling campaign and post some poster  about how to recycling. Post at near waste bins, SNS and website.



What happen the future 

When replace or install these technology, that need a lot of money. But look long term span, that save money more than replace or install cost. Also these things are help environment.
First of all, we have to change to become interested in the environment. Then we should cooperate with each other.



















3. Write an email in a word document to all team members (your trainer).
The text of the email should be written in an appropriate (polite, business-like) style.

It should introduce and summarise the contents of the document. 

Upload the reflection report with your email.
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Student assessment checklist 
Your trainer will be using this checklist to assess your competence.
	
Check your work

	Did you
	
	Comments

	
	Yes
	No
	

	Participate in a debriefing on activities and discuss the outcomes of project? 
	
	
	

	Discuss and debate success of project outcomes with team member?
	
	
	

	Respond positively to challenging ideas advised by the team member?
	
	
	

	During the meeting, demonstrate effective communication skills including:
· Speaking clearly and concisely 
· Using non-verbal communication to assist with understanding 
· Asking questions to identify required information 
· Responding to questions as required 
· Using active listening techniques to confirm understanding 
	
	
	

	In the reflection report, use information from external sources to further generate discussion and debate within the team? 
	
	
	

	In the reflection report, openly and constructively discuss the challenges of being innovative?
	
	
	

	In the reflection report, identify suitable activities based on recommendations and communicate to the team? 
	
	
	

	In the reflection report, identify and report on examples of successful innovation? 
	
	
	











