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Introduction
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After reacﬁﬁg this 1nt;oduct;6n you will know
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% A%e Cou(se Technology ILT manuals in
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Q \ B\Use prere?‘lylsnes a target student

\ \ deSC\lptIQn, course objectives, and a skills
inventory to properly set students’
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L C Set up a classroom to teach this course.
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iv Creativity and Innovation

Topic A: About the manual

Course Technology ILT philosophy \ \.

Our goal at Course Technology is to make you, the instructor, as succes‘/gful as possible. - N
To that end, our manuals facilitate students’ learning by providing structured 1nter§ct10n

with the subject itself. While we provide text to help you explain concepts tne activities
are the focus of our courses. Leading the students through these /GCtIVItleS will t\each ﬁle o
concepts effectively. A \\
We believe strongly in the instructor-led classroom. For many stu%lents havmg a /\‘
thinking, feeling instructor in front of them will always be the most fortable way to”
learn. Because the students’ focus should be on you, our mazruals are designed and -
written to facilitate your interaction with the students and not t(/i call /attentlon to.

manuals themselves. <\ / /

/

We believe in the basic approach of setting expectatlons then teachlng, and prowdlng
summary and review afterwards. For this reason 1essonsT)eg1n with objectWes and end
with summaries. We also provide overall c‘ourse objc cctives and a course Surnmary to
provide both an introduction to and closure on the entire course \\ /

Our goal is your success. We encourage yOur feedback in helang us to continually

improve our manuals to meet your needs N )i
\\ \ \\\
Manual components
/ = ‘\\
The manuals contain thesé major components:
e Table of contents T~ )
AN — /
. Introductlon J/ /
/
/ / ~
e Units / / / \\>
/ )
. Course sumynary/ VAN
\ // / \\
° \ / / / >
Glossary / / /
. Index Q\ / /

Eac /elemean descrlbed below
\\\ ///
Table of contents N/
/ A4
/' The table of contents acts as a learning roadmap for you and the students.
// / g

N Introduct}on

/
/
/
/

T Tne 1ntroduct1on contains information about our training philosophy and our manual
// N components features and conventions. It contains target student, prerequisite,

ya B obJ ect1Ve, and sétup information for the specific course. Finally, the introduction
SN Contams support information.
/ { /

{ \\\/ ! /
/
N 4
\\\ : AN
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Introduction v

Units N

Units are the largest structural component of the actual course contenit. A unit begins
with a title page that lists objectives for each major subdivision, or topic, Witlﬁ(l the unit.
Within each topic, conceptual and explanatory information alte;nates ith activities.
Units conclude with a summary comprising one paragraph for each topic, and review
questions that give students an opportunity to practice the sKlls they’ve learned. \\

The conceptual information takes the form of text paragraphs \QXhlblfS\, lists, and tables>
The activities contain various types of questions, ansy/ers “aqtlviues graphlcs -and oﬂ{er
information. Throughout a unit, instructor notes are/found n the&@t margm

Each unit title page lists an estimated time for cgmpl thIl ;-but you have a gréat deal of
control over how long it will actually take to gét through the material. Many of the
activities have questions or scenarios demgned to st/lmu dlscussi\o\n You can adjust
the amount of time a unit takes by demd g hoxy mal)zy students you ask to respond and

V4 /N

how long you allow a discussion to cc;n S / / ) SN
\\ // / /
Course summary . ~ / /

/\ \ N // /

This section provides a text summarynf the eﬁ‘qre course. It 1s/useful for providing
closure at the end of the coursq The courke< summaly also 1yd1cates the next course in
this series, if there is one aﬁd lists. addltlonafresource&students might find useful as
they continue to learn abput the subjeqt AN

AN

\\ \\ \\\ \/
Glossary \ \ . /

\
The glossary prov1des deﬁnmons fOr all of the key terms used in this course.

// \ \\
Index / \ )
L

The 1nde)( mables you and the students té quickly find information about a particular
topic o; concppt in the course.

/
/ / 2N
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vi Creativity and Innovation

Manual conventions

We’ve tried to keep the number of elements and the types of formatting to a mi
in the manuals. We think this aids in clarity and makes the manuals more classica
elegant looking. But there are some conventions and icons you should knyxf‘abggt.

Instructor note/icon Convention Description N\
Italic text In conceptual text, indicates a new rﬁlf}r\feafk@. \\ //
\ \ ~~
\X \
Bold text In unit summaries, indicates a key term or concept N\

Instructor notes. In the left margin, prov1dyt1ps hi ts arnﬁrgs for /
the instructor. ?»

& Warning icon. Warnings prepare ;ristructof*&f/r pote?t/ ial ¢ %&m}

management problems.

T{Pi' . Tips give e
Tip icon. sté)deits.

AN
@ Setup icon Setup/hotes provide a realistic business context for
pieon. ins}agctors to sha e\fith students, or indicate additional

seﬁup steps requ1red (\the curreﬁ;actlwty

al format\oKthe instructor can share with

\ \
) Projecor Proj eépor notesindicate th\at\tbeé is a PowerPoint slide
Projector icon. f
-k or the adjacent content.
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Activities N
/ \\

The activities are the most important parts of our manuals. They are usuall?@wded into

two columns, with questions or concepts on the left and answers and prlanaﬁQns on

the right. To the left, instructor notes provide tips, warnings, se}ups an}kother N
\

information for the instructor only. Here’s a sample: ~__\L N\
. . . AN A\
Do it! A-1: Steps for brainstorming N AN >
S \ooe /
Exercises S
N\

1 Sequence the steps for brainstorming.

Begin generating ideas.
Select the purpose.
Organize for the session.
Ask questions and clarify i

Review the rules. /\
\

/ \ N .
< N\ N
\ \
\ \ N >
\ \ N /

PowerPoint presehtatlons N

Each unit in th,tS course has aﬂ accompanymg PowerPoint presentation. These slide
shows are deélgned to support. your classroom instruction while providing students with
a visual fox:us ‘Each presentation begins W1th a list of unit objectives and ends with a
unit sum‘mar%shde We strongly recomfnend that you run these presentations from the
instructor’s ;;tauon as you teach this course. A copy of PowerPoint Viewer is included,
SO 11/ is noVneceSsary to have PowerPoint installed on your computer.

/ / / /

/
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- - - //\\
Topic B: Setting student expectations AN
/\\ \\
Properly setting students’ expectations is essential to your success. This topic W111 help \\
you do that by providing: / ~_\ \
e A description of the target student at whom the course is aimed < ™ N\
e A list of the objectives for the course \ N
e A skills assessment for the course /T \ N T /
4 h k N\
AN o ~_ \x
Target student \ ~_ AN

The typical students of this course will be employees, managers an uperv1sors\wh0 /
want to learn how to become more creative and innovative. This urse willhelp
employees learn how to stimulate personal creatwlt)/ and it W111 help/managefs and
supervisors learn how to encourage creativity in the work enV{ronmEnt / /

Course objectives /

You should share these overall course obj ectlves w1th your students at the begmmng of
the day. This will give the students an Jdea abeqt what to expect and it will help you
identify students who might be rmsplaced Students are considered misplaced when they
lack the prerequisite knowledge or When they already\know mos‘Vof the subject matter
to be covered. \ \ N/

After completing this course, students vx;ill knovik\ how to:
e Appreciate creatlve thmklng, and 1dent1fy the steps in the creative process.
e Prepare mentally and phys1cally to be creatlve and increase creativity.
e Develop creatwlty in organizations, and use creat1v1ty to generate ideas and
solve problems / A~ g

° Recrult “and retaln zreatlve 1nd1v1duals and maintain a creative environment.

. Orgamze cr‘eatn/e tearﬁs co;aduet creative team sessions and brainstorming
seSslons and use CrEat1V1ty to SOl/Ve team problems.

/
\\ \ / /
. N/ /
~ \ /
T AN /
S ~. N /
h \\ /
\ . /
\ AN /
/ \ . /
/ \ N /
/ \ AN /
/ N /
/ o | A4
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/ / / 7
/ / /
/
/ / /
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Skills inventory

i
A\

Introduction

ix

N
Use the following form to gauge students” skill levels entering the class (students have
copies in the introductions of their student manuals). For each skill listed, have students
rate their familiarity from 1 to 5, with five being the most familiar. Ernphqsme thagthls

is not a test. Rather, it is intended to provide students with an/ idea of wheré{hey re
starting from at the beginning of class. If a student is wholl}&unfamlhar with all the

\\

skills, he or she might not be ready for the class. A student th seems to. understand al]/

of the skills, on the other hand, might need to move on ‘to the ne)gt courSQ in the_ SCI‘ICS

Skill Va

2

4

5

Appreciating creative thinking /

/
Identifying the steps in the creative process /

< N
Preparing mentally to be creative
\\
// \\ .
. . . . AN
Preparing physically to be creative . .
/ ~ ~N
. .. AN S
Increasing creativity VANERN Y

/ N\ N

/ \\ .
Fostering creativity m organizations -

Using creativity to gene}a:te ideﬁs‘\ N

7

Using creativity to solve problems

Recmitfﬁgcféative individuals

/

7

/.. / . . .. /
Retaining creative individuals
/ / / N\

/ / /

/
/ A S A
/ Mam\falmrig a creative’environment
N / / / \§

/

. S Y
\Qrgamzmg@reatwe teams
N N/ /

<
N /
AN /

‘| Conducting creative team sessions
\ N /

‘ AN //
Conducting brainstorming sessions

Using cre@}ﬁzity to solve team problems
/
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X Creativity and Innovation

Topic C: Classroom setup

In addition to a manual, each student should be provided with a pad and pens or pencﬂs \\\
for jotting down notes or questions. Students should have a comfortable place to-sit anQ .

ample table space to spread out their materials. /\ ~\ \ .
N\ N )

Computer requirements \ - \ \\ Y,
If you wish to use the PowerPoint presentation, you’ll need the /f/ol\lowing: B \\ \\\

e A Pentium-class or better computer S . \\)

e A keyboard and a mouse / S~ . /

e A sound card and speakers / / ’ o

e Windows 98, NT, 2000, or XP / </\ //\\

¢ A minimum of 32MB of RAM, dependrng on your operatlng system /

¢ A CD-ROM drive

e A Super-VGA monitor // \

e An overhead monitor prOJector \ \ \ /

N\
N
AN

e PowerPoint 2000 or later, or PowerPornt \Zlewer
Classroom requlrements
e A white board or ﬂrp chart and markers

\

* A newspaper or a magazrne \
e Slips of paper riependrng on the number of stvzdents

o A prlntout of the Creatlve Characterlstlcs déta file for each student
e One prlntout of/ﬂre kfeas data file

/
/ /

First- tlme setup’ mstructlons

The first trme you teach thrs course you 11 need to perform the following steps:
1L Download the PowerPomt presentatrons for the course to your computer.
/o a Connect to WWW. courSerlt com/instructor _tools.html.
/ lx Click the link for Personal Development to display a page of course listings,

/ ) and’then click the link for Creativity and Innovation.

</ /c Click the link for downloading the PowerPoint files, and follow the
\ (lnstruetrons that appear on your screen.

_— 2 DownLoad the data for the course to your computer.
// \ h .a Connezct to www.courseilt.com/instructor_tools.html.

/ . b Chck the link for Personal Development to display a page of course listings,
/ and then click the link for Creativity and Innovation.

AV / ¢ Click the link for downloading the data disk files, and follow the instructions
< that appear on your screen.

3 Print a copy of the data files to use as handouts during class.

NOT FOR PRINTING OR INSTRUCTIONAL USE
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Topic D: Support

Your success is our primary concern. If you need help setting up this class or teaching a
particular unit, topic, or activity, please don’t hesitate to gezi})tZ)ﬁ‘éh~\with s. Please

have the name of the course available when you call, and be‘as specific as possible
about the kind of help you need. \

E;
. \ >
Phone support \\ \

~

-758& If you do not connect to a
to return your call within 24

You can call for support 24 hours a day at (888)
live operator, you can leave a message, and we'pled
hours (except on Saturday and Sunday).

Web-based support

ntly asked questlo . To download these files, go
tml.

\\

to www.courseilt.com/instructer tools:
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Unit 1
Creative thinking basics

N
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1-2 Creativity and Innovation

- - - - //\\
Topic A: Creative thinking VAN
/\\ \\

Explanation Creativity is the ability to imagine new concepts or combine existing ideas in new and \\
different ways. An old idea that was not applicable in the past might become practlca if .
the factors that made it irrelevant have changed. These changes could be'in the details of. \
the idea or in the situation in which it is to be applied. \ N N
Creativity is a key factor in personal development. There are certain traits thz{t are \ ~_ /

evident in creative thinkers. To be creative, you need to dlfferenhate between the trall\s ‘
that enhance your creativity and those that inhibit it. P RS \\
/ \\§ ~__ - \/

Importance of creativity /S ~_ /

/ Vi / ~
/ / /

As you progress in your career or change your profesS1on oreatw‘lty beéomesan
important selling point. Although Human Resources staff mem’bers can evaTuate N
prospective employees based on concrete factors, such as educatlon and professfonal
experience, they tend to look for abstract qualmes such as creat1v1tyg 16 ensulfe that they
are getting the best possible candidate for a inSIthn AN /

Continued creativity is important throughout your hfe because it keeps you 1nterested in
your job, and your employer interested in you foerlng creatlve and innovative ideas
and solutions will solidify your posu{on in\ your company and keep your mind
functioning at a brisk pace. \\ /

Creativity can benefit you in every aspect of y0ur life. Sorfletlmes when you’re given an
important assignment by a superv1sor you might be under pressure to produce creative
results. However, your cre/atwlty with smaH and seermngly mundane things, such as
goal setting and decision’ maklng, can prepare you f0r these situations. Moreover,
creativity in these smaller details can help your supewlsor believe in your creative
ability and assign m‘iportant jobs to you.- /

Creative thlnklng can a[so hé beneﬁmal when you come up with new ideas or solve
problems. It ensures /fhat you con51de; all perspectives of an issue and are prepared to
find the besf scenaﬂo VAN

/ /
/
/// ///
< / /
™ N4 /
\ /
~ T .
S N
/ \ AN /
/ \ /
/ . /
/ N /
/ AN /
// - | /
o~ /
/ / N\ Vv
// ) o
/
/ / /
/ //
Y, / /
/
C /
N
N ya /
AN (\\
Ny N
N
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Creative thinking basics 1-3

Creative individuals AN
There are three major types of creative individuals: z\ \\\
e Original thinkers - \\ \\\
e Elaborating thinkers // ~__ \\ \\
e Combination thinkers /\ - \\\
/ \ \\ ~_ //
Original thinkers SN N\ T~/

Original thinkers are individuals who imagine new« é/nd innovativé&onceﬁt\s\ These

people are interested in how a concept will be uséﬁll in improving a produc‘mr service.

The details of implementing the idea are not as’ 1nter§/st1ng to them as the b1g plcture is.
/

/ / RN - y
. ) / / \ ~/
Elaborating thinkers / a4 ) :
/ / /

Elaborating thinkers are interested in hnw neW\Ldeés are Arnplementéd These people
also imagine new uses for existing concepts and expand on these 1deas

) \\ p / //

Combination thinkers VAN N ) /

/ \ \ /

Combination thinkers are 1ndfquuals who- ‘can produce new, ideas as well as develop
applications for existing 1deas Mﬁst 1nd1V1duaLs have had/some experience in creating

useful ideas as well as 113( 1mag1n1ng n&w ways to apply old knowledge.

Creativity does not depend on mtelhgence\Many creatlve people are of average
intelligence, and highly 1ntelhgent people arehot necessarily creative.

Adults use an average of 5 to 10 percent of their creative ability. Of the three parts of
the brain, the/part that speCLahZes in 1mag1n1ng, rather than remembering or analyzing,
is the least used and understood. However it can provide maximum benefits.

Research has ﬁhown that natural CreatlY/lty peaks around the age of five. After that,
peopLe begwf to think more rationally and conform to accepted thinking. By the age of
17, most )’Jeoplc use. only about 10 percent of their creative ability. By adulthood, this
numbe;/drops to arr aver;xge of 5 percent.

The value’s of urgency in creat1v1ty depends on the individual. Some people can produce
crqatlve and useful ideas when they’re given virtually unlimited time and resources and

__told, “See what you carwome up with.” In other cases, the urgency of a situation or the

eX1stenca of a fixed de/adhne motivates people to accelerate the creative process.
\ \\ /

N /

| ./

| N/
N4
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14 Creativity and Innovation

Do it! A-1: Understanding creative thinking
/ \\
Questions and answers N\

1 Match the following types of creative individuals with their descriptions:
combination thinkers, original thinkers, and elaborating thinkers. //
People who imagine new and innovative concepts Original thmke& AN
and who are interested in how the concept will be /> \ \
useful in improving a product or service. // AN \\

/A: ~_ N \
People who can produce new ideas as well as /Combjnatlon thinkers \
develop applications for existing ideas. / / -

/ / . » T~/ :

People who are interested in how new ideas are // | /Elal/m(fating/ inkers

implemented, and who imagine new uses for / N // // / \\)

existing concepts and expand on these ideas.” N / // Y,

\ \\ \ / /

2 In this scenario, Anita, the manager, at;ff Scott, an employee are seatgd at the
conference room table with day planners in froh{of them\Another manager,
Drew, is addressing them. A \\\ \\\ \\V /

Drew: So, that’s an overvwér of the new ﬁdeuct concépt I’m sure it’1l be the
best-selling product in our hne w1thm a year\Gur custorners have been asking
for something like this, so I kmow it’1l be a big seﬂer /

\
\

Anita: How will th1s product ﬁt m{o our advertlsmg strategy and distribution
channels? / AN
)
Drew: You { h\Ve to check with marketlng on that, Anita. They’ll be taking
care of the detaﬂs lee Marketing Director has already told me some of the
creatlwe 1dea&he had | fo; a TV campaign.

/

/

S()ott YOLFKI)OW 1f/\</e were to t;omblne some aspects of this product with the
oner models, it might ehmmatﬁ/ some of their shortcomings.
N -/ /

Now, answel\t\e follow\mg /

/
)4 Wthh type of crea%rve 1n}th1duals are Anita and Scott?

a
tha is an elaboratmg thinker, and Scott is a combination thinker.
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Creative thinking basics 1-5

Ask two or three 3 Which type of creative individual are you? Why do you think so
volunteers to share their

answers.

4 Identify an individual from your work experience who belongs to
creative types. Give reasons to support your answer.

Original thinker:

Elaborating thinker:

Combination thinker:

NOT FOR PRINTING OR INSTRUCTIONAL USE



1-6 Creativity and Innovation

Characteristics that foster creativity AN
AN
Explanation Creative thinkers have these recognizable traits: Q AN
.. AN N\
e Curiosity \ .
/T N\
o Resourcefulness /T~ AN
. / ™\ )
e Adaptability \ AN
e Bravery - \ N\~ )
.. // ~ \ N\ //
e Vision Vs ~_ \ \ /
L A \
. AN \\
Curiosity y /SN T N
Q Curious people are interested in learning about a variety ¢ of subj;zcts urious people w11y
ask for others’ opinions, look for reasons, and want to)x/now gétalls abo t every partof a
problem or situation. / / / VARRAN
// : <\\\// / / \\>
Resourcefulness <\\ / / //

Resourceful people find many sources to suppoﬂ\thelr ideas and theories. They will
investigate areas where others would not look They ask for\apd find help in unlikely
places. N N AN ya

Adaptability SN0 N

Adaptable people are always on the Tonout for ex1st1nqueas a)ad concepts they can
modify and adapt to their own proj jects: Sometlmes small modifications result in major

innovations. S~ \
/ N N\
// N\

Bravery

Creative people are not f&ckless but. they are w1111r}g to try something new in the hope
of a favorable outcome. Lf the outcome is not what they’re looking for, they have the
ability to build Qﬂ wha}/they’ ve. 1earned This helps them to be more successful in the
future. / /
/ VY, AN
Vision < / S/

™ < // // .
Creative peokaan imagihe\the fu‘a}r/e more clearly than others can. Creative people
think of long\term SQlutIOIlS and developments rather than merely focusing on short-
te results. N /

/ - | AN /
/ N | Y

/
/€ aracterlstlcs that inhibit creativity

/
Q AN Varlous characterlstlcs mhlblt creativity. These include:
\\
AN
e Feai\
— AN
e I AN
/ . . LazmeSS\
/
/ - | e Perfect;bmsm
/ / \\\ |
ya z\/ ) ) e Selecﬁve observation
/ N / / g eqe
§ N // e Inflexibility
N { e Negative attitude
\ AN
“
\ \>
\\\\ ///
L
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Creative thinking basics 1-7

Fear /N
/ \

Fear is the most common inhibitor of creative thinking. People might be af}&id of
failure, the appearance of foolishness, and unknown outcomes. \ AN

\
Taking creative action implies accountability. You need to accept reasor}&ble rlsk&to be
successful. Set small goals, achieve them, and let these succ;zsses build upo\m one \\
another to increase your confidence. N\ . AN
Laziness / ~_\ \ / :
Mentally lazy people find reasons to avoid the effoi't\mvolved in t1¥mk1ng é(eatlvely
You should not avoid creative thinking by clamnng you are too busy or by piﬂetendmg

that the process is too difficult. / / ~_ /

Try to maintain a positive attitude, and VleW the Work In%h:ed in creatﬁfe thmkmg as
necessary for the achievement of goals. Wlth th/s attftude you U/be motlvated to
develop innovative ideas. / ~N / >

Perfectionism

If you expect perfect results, ybu 11 prob@bly experlence frequent disappointment
because it’s impossible to achl‘we high ObJBQtIVCS Cen51stem1y At times, you must be
willing to accept a less-than- perfect idea to geta, ]ob done. Try to avoid becoming so
wrapped up in the detaljé ofa s1tuat10n that you hmder your progress.

\\ \\ \\

Selective observation N / !
You might frequently see What you expect or want to see in a situation. On the other
hand, you rmght also miss obvious 1nf®rrnat1on if you’re looking for something more

comphcatedc than - your first impression.

Learn to/obsegve situations as objectlvely as possible. This will help you assess a
51tuatL0n more accurately g

AN
/ /

/ AN

>

leflex1b{l1ty/ S

Y, 2N
When ybur 1mag1nat1(yﬁ sees bnly the conventional uses or applications of an idea,
you ’11 be hlnc@red in’ your, search for innovations. A flexible imagination permits you to

thlhk of several ways to }ook at an issue. Develop the ability to evaluate information by

/// d{fferem cr1ter1a to extend your range of possible ideas.
/ /
/ N Negatlve attltude/
/ / )
/ /\ / People with negatlve attitudes usually concentrate on finding reasons that new ideas will
{ ~ not work. A pessmnst views opportunities as dangerous, troublesome, and disruptive.
AN
AN C ~On the othér hand, a creative thinker with a positive attitude will focus on the rewards
J— N and benefits inherent in opportunities. As a result, you should try to develop a positive
// RN att1tu/de by expecting the best outcome for new ideas.
) .
) N N y
/ / N\ N )
/ / \ N
/ / (/\\ / )
< ~N )
. {
N \\\
N /
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Do it! A-2: Identifying characteristics of creative thinkers
Exercises \\

Identify three students to 1 In the following scenario, Scott, an employee, is ending a presentation te- h1s

ﬁf};athaen?gfe% Scot managers, Drew and Anita, in the conference room. /

Scott: (Eager and expectant) So that’s the idea. What do you thml{? \\
Anita: (Shaking her head) These ideas of yours usually/t/ause all kirs of \\
problems, Scott. They disrupt the entire department. l\say we leave things the \\
way they are. / ~ N

Drew: (Concerned) Wait a minute, Anita. (He, lurns to Sc /t)\Sfott we //
appreciate the time you’ve put into develop1 g thls/(deai/L t’s ook t the best
possible outcome we can expect from it. [f'we 1mﬁlegzent it over the next two
quarters, there’s a chance of a 10 to 15 pércent increase in product1v1t>// We

need that to help us stay ahead of Bowinan quthers \\// Vi

/ \ \\ //
Anita: (Still shaking her head) 1 gtlll think f&{too rlsky //
/
\
Drew: (Optimistically) It’s m6re\r1sky\tqfall beh1rRLour COI’I’I[/)C"[I'[OI'S I think
we should involve the entire department ihi“lndlng w%«s to make this idea

work. N\ \ N
N /
Now, answer the followmg N\ A\
Encourage a discussion Discuss the characté of Scott \ \
that leads from these \
general answers to more Scottis a creat:w/pe%qn who is willing to try somgtﬁmg new in a hope that the outcome will
specific ones.
be favorable Vs / 7/
/ \
Discuss )he approaches takzn by Anita and Drew.
/ \
Anita a{as an mflex)'/le agd negz}tive attl}ude toward creative ideas. Drew is adaptable to
change and is ready to ke arisk.
g éf\ ylolake aisk.
////,u'/ \\\\
/// \\\ S
/
/ \
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Q Click the picture in
the slide to play the
movie.

Identify other
characteristics that can be
added to the list.

Creative thinking basics

2 Watch the movie and then answer the following:

What is inhibiting Caroline’s creativity?

Fear.

Suggest a way she could overcome her fear.

increase confidence.

3 What are the personal characteristics that i
o Fear.
o Laziness.
e Perfectionism.
o Selective observation.

o Inflexibility.
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Topic B: The creative process VAN
/\\ \\
Explanation The creative process consists of these five steps: . \\ \\
1 Concentration // T~ \\ \\
2 Incubation /\ - AN
3 Tllumination N \ N~ )
4 FEvaluation // ~ \r\\ \\\\ /
5 Presentation A‘i ~ N\ \\
/S T )
Concentration ) ~_ ]
Q Concentration is the process of applying your mind mfensely to a 51tuatron During thl:s

step, you need to give your full attention to the srtu;rtron YQu should/concentraitq on
activities that have the greatest potential to assist your creativity. Ehmmgfe tasks’ that
don’t help you reach this objective. Focus all actlvmes on the goai\of umntermpted
concentration. Delegate tasks to other employees\so that kpw-prlorrtyvtasks don t affect

your concentration. ( \ \ /
. N N Nl
To think clearly, you need to minimize Some common workplace situations. You need
. // ‘\\ N \\\ Y

to: // \\ \\\ \\\

e Reduce distractions. AN 7

¢ Eliminate noise. N

\\ ~
e Manage visitors.
e Consider health factors T~ \

Reduce dlstractlony \\

Distractions can mclude/[he view out51de your wrndow or traffic constantly passing by
your door. Shul/the b]rnds )on tha window, close your door, or change the placement of
your desk so that dLStraCﬁons .';u‘e outof _your line of sight.

\ // >
Eliminate i}lee </ / //

Improve your ablhty to concéhtrate by eliminating noise from your surroundings. If you
War(t you camhave aradio playm/g at low volume in your office or use earphones. If

these solutions ‘are not féamble _try using small rubber earplugs.

. |
// N |
/

\v/ p /

\v

/ szge/vmtors
/ /
<\ If your office has a contrnuous flow of visitors, close your office door. Set a specific
. block of uifunterrupted time every day to concentrate. Route all telephone calls to voice

o . rrreul ora subbrdrnate during your thinking time. You might even have to relocate
// yourSelf on a temporary basis to avoid constant interruptions.
/// \
/ TN
/ / N Con51der héﬁlth factors
/ h //J // . . .
4 -~/ / Long-term chronic health problems and occasional ailments, such as headaches and

\ / colds, interfere with your ability to think creatively. When you’re not feeling well, avoid

L . tasks that involve intense concentration.
\\\ \\\\

>
/
/
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Do it!

Q Click the picture in
the slide to play the
movie.

Discuss the answers
given by students.

Creative thinking basics ~ 1-11

B-1: Increasing concentration

Exercises / N\

1 Watch the movie and then answer the following: // \\\
Why was the employee not able to concentrate on his work? \\>
The employee was distracted by traffic constantly pass;nghy his c@or be%ause he doesn t
like to close his door when working. </ Y \ ~/
How did he manage to reduce distraction?/ /A\; ™~ - \\>
He changed the placement of his desk so/tpat the q/s{rat;(‘o% S were outef hIS llﬁe of sight.

2 What kinds of distractions do you/féice 1n( your workplace}’/ What have you done to
reduce them? Compare the s1tuaf4@n before and after yc}ti redueed distractions.
{ / /
\ 4
3 In the following scenario, Gi’efham and’ Drew, two managers S at Icon International,
meet in a hallway. / AN N

N\

- N /

N N
Drew: Hey Grahafn 1 cahie by to see > you eaﬁie/but your assistant said you
were in a meet}ﬁg and. couldm{be 1nterruﬁs)led Did I miss a meeting
announcement? AN /

\\ \\ L /

\

Graham: No, you c\iydn t, Drew I asked her to say that because I needed some
umnterrupted. time to\thmk about the department’s long-term development. It’s
an meortant issue, and\l can’t\ concentrate on it when [’m constantly

1nterrupted )
N //
Dre)W What about urgent situations that come up?
// // // \\

AN

/ /Graham My ass;stant knows that unless the CEO wants to see me or the
AN buﬂdm s on f ire, I won’t be available from 2:00 to 2:45 pm, three days a
week need/ to have a block of time I can count on if I'm going to come up

)
\\ with (tdea§/ /

/

AN N\v answer thefollowmg
N

|

| _Discuss hoW/Graham managed to concentrate on his work.

J/
By redty;ﬁlg the number of visitors.
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Incubation N\

Explanation During the incubation step, you take a break after a period of intense concentrat'rfgn to
permit time for your subconscious to work on the problem. Your subconscious is the N\
part of your mind that influences thoughts and actions. The incubation period permi\tg N\
the subconscious to digest all the information you have accumulated on the problem; N\
discard and rearrange parts of it, and form creative ideas. \ N

Many individuals report that their best ideas come after a time of intense t}hnkmg ahd a.
good night’s sleep. This combination of mental effort followed by ‘mental mlaxatlonﬁs
an important factor in encouraging creativity. N L \ N\

Q In the incubation period, you can: S N >
o Get plenty of rest. ™ !
e Take time to relax. / i

e Take part in recreational activities. N /S S

Get plenty of rest ~ N/

Rest helps your body recover from the effort needed to coneentrate D1fferent people
need different amounts of rest to feel refreshed Durmg tlmes of. 1ntense ‘mental and
physical work, it’s important to get enough sTeep /

/
\ RV
L

Take time to relax >

It’s helpful to change to routine tasks 0{ act1V1t1es durlng the mcubatlon time. Working
on a different task will seem relaxing after the hard work you’ve put into the situation.
You can also participate m relaxing actlvmes away from work. Switching from a mental
task to a physical one can also be relaxing: \

/A\

Take part in recreatlonaj act1v1t1es — /

/
Activities such as Walk/(ng, running, or exer01s1ng in other ways can take your mind off
the situation. Other rﬁcreaff/ onal, act1v1t1es such as light reading, listening to music, and
somahzlng, will g1\<e your subconscrous the time to be creative.

/
/
/

IIIummatlon

\V/

The/ zllummai’t@n stage is when an/ 1dea first occurs to you. This can occur at an
uﬁexpected t1rne or place For eXample an idea might occur to you while you’re

) /consglously workmg on somethmg else, relaxing, eating, or even sleeping. It’s a good
/ idea to keep a small notepaﬂ with you so you can write down your ideas as you have

l them, and then con51der them at a more convenient time.

\

~ If the 1n1tlal 1dea occus to you while you’re sleeping or dreaming, it’s important to

PN Wake up and \ write it down immediately. The thoughts and images of the idea will
// \\probably be brlef and if you go back to sleep, these details will fade. You might even
/ o forget theqdea entlrely
/ <\ /3 ,/Most new 1deas are old ideas in new circumstances. An earlier idea that was ahead of its
4 / time might now be more appropriate. Sometimes, you can generate ideas by breaking a

situation into separate parts and rearranging them.

AN

Ny
N\
N\
>
/
/
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Do it! B-2: Discussing incubation and illumination
Exercises
A Ensure that 1 Write 10 things that you would do if you were the President of the United States
students stop their writing of America. You are given three minutes to write this. /ﬂ T~
at the specified time. \
Provide plain sheets of \\ /
paper to all students. The / \ N\ /
activity is continued in / U\ ‘
tion 4. ~ \
question N . \>
Q Click the picture in 2 Watch the movie and then answer the f(ﬂfowm : ~__ Vs
the slide to play the / /§ ~
movie. / / )
// { / / /\
Have students discuss N4 ) / \
their answers to the / /
questions.
Encourage students to What is the idea conveyed in th \rkowe‘?\

share similar examples

from their lives. An idea might occur to you at a ¢\expected e or place. You must write the idea down

immediately to avo:d orgettmg it.

3 An idea first occurs tQ you in the Wgé

IIIuminatioy./ \ \
Give them three minutes 4 Revisiéhc list of 10 th‘i‘ﬁg“siyou wrote earlier, in question 1. Rewrite the things
fo rewrite. yo t to change. Then, discuss the reasons for your reworking.
/f' he pomt to be stressed is thai;t‘hé incubation period permits the subconscious to digest all
/ the Mfor 1 u have accumulated on the problem, discard and rearrange parts of it, and
/ pgrmlt eativ /%!eas derm
//// / \\\
//// \\‘ J S—
C
/ g N
{
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5 In the following scenario, Anita, a manager at Icon International, is working at her
desk when she looks up and sees Drew, another manager, approaching.

Anita: Hi, Drew.

\
Drew: Good morning, Anita. Hey, do you remember the idea you had a while - \\
ago for speeding up the product distribution process?

. /
Anita: The one I thought was brilliant and you said wokuél’t wBrk?\ ~/

~

Drew: That’s the one. Well, I’ve been thinking about the \o‘olcgn they’re
having with the new mail distribution system, and it occurred to me that your
idea could work in that situation. The circumstances 3 up.are Simﬁﬁf.\\\ /

Anita: Sure, I’d be happy to. It’ll
again.

Now, answer the following:

Encourage students to An idea that has been rejected might be acceptable w
share their personal

. change. Discuss the statement in view of the scenario.
experiences. —_
/ \ \
\ \
// - \\ \\
N ) /
// \\ //
/ / /
// // . s
/ / / AN

/ N/ 2
AN / ’ /// //
\\ &\// : //
/ AN \\ /
/ g / g \\"‘ ,"J — \\//
{ N //
\\\ ) < — Y
N AN
— N
) AN AN
NN D
) \ N4
// // o \\\ 1 \v/
/ / /; /
/ \\\ / /
vi /
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Evaluation /\
Explanation In the evaluation step, you assess the usefulness of the idea. Collectqnformatron to
determine factors such as the feasibility, practicality, and cost of the Riea Evah@tmg all
aspects of an idea can be time-consuming unless you use a cleazr process N N\
/ ~~\ \\
Q Use these questions as a guideline: /\ ~ N\
e What is the nature of the idea? N\ o~ >
. N /
e  What is the usefulness of the idea? / o\ N\ /
e What location or area will be affected by thé 1dea'7 ~\ \\\
e What is the implementation time frame" N . \\
e  Who will benefit from the idea? / ) ™~ ya
/ / / ~_ /
* What are the logistics of the implementation? / \
/ / / // /A\\
Y <\\ // / / \\
Nature of the idea { N / /

The nature of the idea is the basic mformatron about that 1dea Yoﬁ need to identify the
characteristics of the idea that a peaTed to you.. Develop the detalls of the basic idea,
and think it through to determrne whether: the idea i Is fea51ble/

N \\

N \ /
/\ N ™ N
/" \ AN AN 4

Usefulness of the idea / AN N e
p \

Determine whether the 1dea Wlll fulﬁll therequlrernents for the problem you’re trying to
solve or the situation you\want to' 1mprove Lon fcyr flaws in your initial reasoning to
see if the idea stands up to close examlnatlon N

\

Location 0r area affected by the 1dea

Examine the idea to determine the level m your organization at which it would be most
beneﬁcycil ATso determine if the idea 17(as the potentlal to be useful at all the locations of
the compan)/ or at only one location, 'such as the main office.

/
/ / \>

Implementatlon t}me frame

{ " Examine the tmiehness of tlre idea, and determine whether it accommodates the
Orgamzatlon &goals/ If it wlll take a long time to implement the idea, there might be a
) better solution. Ifyou feel it’s worth the extra time, you need to develop clear reasons to
yd support thls 1nvestment

ya N Peéple who benefit from the idea

You need to 1¢ent1fy the people who will benefit from your idea, and develop a plan to
_convince them of its value. Examine the idea from your supervisor’s point of view, and

N C determme if the idea is cost-effective for the organization.

/// \\ N Logistics of the implementation

/ \ \\
Y- ~ N You need to evaluate the logistics of implementing the idea. Identify the resources

/ 4 ) you’ll need and their availability. Furthermore, determine how other departments will
% A4 / be affected if this idea is implemented.
. {
\\\ : AN
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AN

Presentation N
In the presentation step, you present the idea to other people to gain their suppori/: and
acceptance. To do this, follow this six-step process: AN N\
1 Prepare your facts. T~ N\ N

Strengthen your arguments. ' N AN

Research similar ideas. . \
Research similar applications. /N \ \ /
Anticipate resistance. / \\\ \

AN L AW

Gather support. /NC \

Prepare your facts / ~

Write the details you’ve developed while evaluatrng ﬂle 1dea Be ‘as spemﬁc as possrble
by using written descriptions, appropriate sketches, and any\rnput thaf you, recelve from
authoritative sources. Written documentation will help you support your 1deas

N .
2N L AN /
VAN N v
~ .

Strengthen your arguments / N .
List all the Ways in which your idea will beneﬁt the organlzatlon Include all the
information you’ve developed dur1ng eValuatlon h

~ \V/
N

Make your arguments adaptable to Several audlences dependrng on their areas of
interest. The closer you can tie the 1&ea to the. hstener Scurrent ooncerns the more
likely you are to gain that listener’s support ) N/

/
N/

N\
\

Research similar ideas ~

A good way to boost your idea is to ﬁnd out 1f other organizations have tried anything
similar. Look for srn)rlar rdeas inresearch trade pubhcatlons in business journals, and
on the Internet. Publlshed supportmg articles are persuasrve especially if they come
from outside your org@mzatron\ Th1s documentation will add credibility to your idea.

/

Research slmllar dppllcatlous

Determme “how your idea mlght be useful to other departments. Many innovative ideas
can be apphed to several situations. "l}ake time to determine how you would accomplish
any }recessary modlﬁcatlons to max*rmlze the benefits to each department.

/

/Antrcnpate resmstance /

/ Innovatlye ideas can cause anx1ety because they involve change. As a result, you should

try to anticipate res1stance! and develop explanations in response. Your enthusiasm for

. theidea wglﬁ)e a-strong factor in overcoming skepticism and resistance.

Gaﬂler support

\\Before YQu approach potential supporters, it’s a good idea to ask for their opinion

rnformally Take the idea to someone whose opinions you trust, and get comments on

/the feasibility of the idea. People who have helped in developing an idea are more likely
" to support it.

- Be prepared to make changes to fit a potential supporter’s needs so that the benefits to
the supporter are obvious. Ask the supporter to recommend other people who might also
bénefit from implementing the idea.
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Do it! B-3: Evaluating and presenting an idea \
/ \\\
Exercises ‘\ \
Have students read the 1 In this scenario, Anita, the manager, approaches an employee Scoft\as he works
scenario and answer the \
. . in his cubicle. / -\ :
following question. ( ~\ \
: . N\ A\
Anita: Scott, have you given any thought to the integration pr\ablgm? \/
_ ) _ VAN N /
Scott: Yes. This morning I had an idea I think might wqr‘l% \\ 7
A\\ o~ ~ h \\\
Anita: What is it? / : \\ S~ \\/
Scott: Well, I’m still working on the detaﬂs s0 \%a bit hazy \COl/ﬂd I go over
it with you tomorrow afternoon‘7/ ya / ) .
/ </\ / / / \\
Anita: Sure, Scott. I’ll be lookmg forward to hearmg about/ft Let’s meet in my
office at 3:30. N N \ / /
/ \\ b . ) //
Scott: Thanks, Anita,” N AN /
\ \\\ \\\ ///
Now, answer the followLng N S

Why do you thlnk Scott demded to dlscuss hlS 1dea with Anita only after

2 \ _/
evaluating it? V4

\

Evaluatmg/{he idea can help him determlne its usefulness, feasibility, practicality, and cost.
This Wl” make him better- eqquped to answer Anita’s questions.
2 In the ségne Anita and Graharn tWo managers at Icon, are talking in Graham’s
Qfﬁce /S —/
y / // \\\
/ /Graham You asked to meet with me, Anita. What’s on your mind?
| Amta/W ell, the other day I had an idea for solving the scheduling problem.
\ I’ve }ongd at it ffrom every angle I can think of and researched how we could
0 1mplement it. Now I’d like to get your opinion on its feasibility before I
/ \\ present it to ﬂle committee.

/

yan /,,,7,,,,,Q@harm/l’d be happy to take a look at it.

An';t“é: Great, I’d really appreciate it. I don’t think my idea would interfere
~—— with your team’s work, but I want to make sure.

e ~ \ AN .
e NN ~ Now, answer the following:
./ Discuss how Anita’s action will help in getting her idea across.

Anita is gathering support for her ideas. People who have assisted in developing an idea are
more likely to support it.
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3 Sequence the steps for the presentation of an idea.

Gather support.
Prepare your facts.
Research similar ideas.

Anticipate resistance.

Research similar applications.

Strengthen your arguments.

1 Prepare your facts.
2 Strengthen your arguments.
3 Research similar ideas.

4 Research similar applicatio
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- - - - - //\\
Unit summary: Creative thinking basics
/\ \\
Topic A In this unit, you learned about the importance of creativity in life. YOINearned that

creativity is a key factor in personal development. You 1dent1fred the three types of
creative thinkers: original, elaborating, and combination. You learned that creatMe
thinkers are curious, resourceful, adaptable, and brave, and have a) vision for future. S
You also identified the characteristics that inhibit creaty\qty féar lazmess
perfectionism, inflexibility, and negative attltude / L \ \ T~

N\
Topic B Next, you defined the five steps in the creative plzocESs In concelﬁratlon ,'you
intensely apply your mind to a situation. Incubatlon ‘means taking a break after a period
of intense concentration so your subconsc1ou,s can \a/ork on the problem Illumlnatlon 18
when an idea first occurs to you. In evaluaf ion, ybu assess the idea, and in’
presentation, you present the idea to others for/supyort and acce/ptance
/

. / / //
Review questions {
™ \ / ///
1 What are the three major tyﬁes ofcreatlveihmkers?
AN AN /

e Original < AN N/

/ \ \\\ \\\ \\\ /

/N AN . \

[ / \ h AN
o FElaborating / . Ny
. \\ N

e Combination \\

. Curlostty
. Resourcefulness , /

. /Adaptéb/l/ty T~/

// \

/ . Braveq/ J/
Vision / S

o 3 LlSt the Stepgm the creatlve process.
y | \ 1 T)oncentrat/on /

/
/ /

/
/ J2 Incubaiiorz\ /
3 llumination
//.
N 4 Evaluation

PN N .5 Presentation
/ \ N >
/ 7 . 4/Llst some activities that you can do in the incubation period.

/ / \ / V

/ { ) Answers might include:

/
/
L]

Get plenty of rest

Take time to relax

/
/
/
/
/
L]

/
/
N

[ ]

Take part in recreational activities
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Topic A: Preparing to be creative
<\ \\\
Explanation Creativity is often considered a talent that some people have. Actually, it’s a skill that \\\
everyone can nurture through exercise and practice. You can prepare both mentally and N\
physically to be creative. Ve \ AN
\ \\
N N /
Prepare mentally s x\ \
Q Intense creative thinking is demanding, both mentally and physmally Be1ng creatwe 1s

similar to taking an exam. In the exam, you don’t just walk in, ptck up.a penc1l and start\
writing answers. Rather, you spend time preparing for the exam. In the same way, you
cannot sit down and churn out ideas or solutions without’ mentally preparing yourself to”
be creative. These are the steps to follow when you re preparmg to be creat1ve ’
1 Clear your mind. \ / /
2 Research. /

3 Brainstorm. aN

V4

Clear your mind

Take 20 to 30 seconds to stare at a spof on the ‘wall or at you( ﬁngertlps Imagine your
mind as a chalkboard, and envision yourself eras1ng that chalkboard to start with a clean
slate. This exercise will give your m}nd a break from the da1ly stresses and will
rejuvenate it to prepare for the task ahead \ ./

Research \

When your mind is clear, educate yourself on every\\‘available aspect of the topic that
needs your creative appllcauon Research might 1nclude a variety of tasks, such as
taking an informal Survey/of opinions or reading trade magazines or books. Creativity is

not only the exptessmnbf new. 1deas but also the improvement of existing ones.

For example,, a manufactunng cOmpany uses an assembly line of seven machines to
manufacture a product cornpletely However a great deal of time is wasted because the
products are cont1nually held up, at the th1rd machine. An employee carries out some
research and determmes tlTat re/arrangyng the order of the machines would speed up the

process : \ )
N S
I this example, although the components of the process already existed, it took
creat}wty to reelrrange them -into a more efficient and cost-effective process. For this, the
’ employce had to research the use of the machines and fully understand their functions

before formulatmg the new process.

Ve

\Bramstorm

/ AN Bramstormzng is the act of permitting your mind to wander without parameter or

‘judgment. As your mind wanders, record every idea or thought that relates to the topic.
N Do not eliminate any ideas or thoughts, and do not permit yourself to be biased for or
/ /against a specific idea or thought. Brainstorming should be used only to generate
~/ thoughts related to the topic at hand.
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Exercises to prepare mentally /\

Q Just as a marathon runner exercises physically to prepare for a race, a creatlye thinker
must exercise mentally to prepare for creativity. These are some actlvrtres that\:an
mentally prepare you for creativity: S~ \\ \\

e Daydreaming {\/ 2 \\
e  Writing your own ending \\ N N
e Using word association //\ ~_ \ \\\ T~ /
e Taking mind excursions L b \\\ \ “
e Adopting a hero mindset A: S~ . \\\
/ / - p
Daydreaming / // \ ™~ - /

Daydreaming should not have any boun;iarles other than tlrne Grve yourself 5 or 10
minutes to permit your mind to wander At this ﬁme you m1ght or m)ght not have a
focus in mind. It’s imperative that you 1'do not set any goals Don t ,stlﬂe your creativity
by feeling that daydreams must have a deﬁmte outcome. ] Even if your daydream is
unproductive, it gives your mrr;d a charlce to rest and relax, which prepares the mind for
creativity. { N AN /

N
N ™\ AN /
\ N .
. N ~ /

Writing your own endmg N N o

Pick up a newspaper or magazme artlcle , and read three quarters of it. Put the article
down, and pick up a pencil and paper Write your, own ending to the story. While doing
this, you can be s111y, outlandlsh or whatever you want.

N\

Using wordassoclatlon

Word assoe1at10n can be both an exerc1se and an evaluation of your creative mood. To

start prz(ctlclng word association, first think of a word. If you would prefer to have the

begnrnmg word /from an outside source, pick up a newspaper and randomly point to a

Word Sa)/ that/word>to yourself, and then say another word that comes into your mind

and that is re1ated to the,  first word. This can be a brief or long exercise, and it sharpens
{ your mind to prepare for creatlve tasks.

Word assomai:ron c/an also serve as an evaluator of your creativity level. Everyone goes
through cycles in whlch they are more, or less, creative than normal. You can use the
/ word assoclatlon game to deterrmne your creativity level at a specific point of time. For
/ - example, if your starter word is “paper” and the associated word is “pencil,” you have
/ /7 madeavery clear connection between two common objects. On the other hand, if you
/ /\ / thought of the word “pepper” instead of “paper,” because “pepper” and “paper” are both
connected by’ ‘the word mill, this indicates that you are in a more creative frame of mind.

AN C “You have rnentally connected two seemingly unrelated words. Judging your creativity
PN leyel in this way can help you determine whether your time should be spent on creative
N AN e
yd NN\ projects or on mundane tasks.
) "
// TN h
/ / )
// (\ )
p \\/,/ //,
N {
N\
N .
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Taking mind excursions

Become someone else for a day in your mind. Consider who your customers areé/’/énd \
mentally go through their entire day. Consider their homes, the products they use; their
problems, and their purchases. This will help you discover untapped markets and places.

Adopting a hero mindset

Take the mindset of your favorite superhero, or make up one of your own. Choose any_
superpowers you wish. Consider what you would do with these superpowers\ Would
you use them to end world hunger, or make yourself the wealthiést person on Earth‘?
Permit your mind to be creative, and see what you come up W1th

Do it! A-1: Preparing mentally
. S S S
Exercises S SN
V% 7 \>
Conclude that everyone 1 Your instructor will provide instructions for playlng a word a8soc1at10n ga,me

goes through cycles in
which they are more, or

Jess, creative than usual This game is intended to test a person’s Ievef of ?:reatlwtye(any glven i' ime. To, start the

game, ask a student to say a word aloud, silch as water The next student bés to say
another word that comes to mind, whlch Isrelated to thef(rst word. The QMe continues until
all the students get a chance. /N N AN

AN N \v
/ \ AN N
/ \ h
/ \ N AN
N\

A new word can be used to restarf\the game\after a M?hile, if neede(\f,>

\\ \\ /
If a student’s associated word is “flsh,"\ the connectlon has been made between two common
objects, and the association.is very cIear However if the student thought of the word
“waiter” because “walte ” and “water” are lzoth connected by the word mill, this indicates
that the student is in a more creative frame of mind. The student has mentally connected two
words that are seermngly unrelated

/
\
> — /
/ /

/ . / s //.
Q Click the picture in 2 Watch the):nowe/aﬁd /t/hén \a:nswer the following:

the slide to play the S S S S
movie. / 4 / / VAR
/ \\v/ // // \5
Have students discuss What does Patricia sgggest fo prepare mentally to be creative?
their answers to the V4
question. /Carrymg ut research with the he}p of the sales department.
A B 3 Wnte your own enamg to the article or story read by the instructor. When doing
rnng a newspaper /
oramagazine, and read thlS/\ you can be as creatlve as you want.
three quarters of an arﬂcle \A / /
from it. ska few students te/share their endings with the entire class.
Provide plain sheets of N
paper to all studenfs. | AN
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Use this scenario as a 4 1In the following scenario, a manager is conducting a meeting. It is implied that
basis for discussion. other employees are present.

Manager: Okay, everyone, I'm going to set the timer for a 10-minute
brainstorming session. Carol will be the recorder. Now remember; the rul

~

focused on the budget problem. So, if nobod/hagany uestio E: let’s begin,

Now, answer the following:
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Prepare physically VAN
AN
Explanation Your physical setting affects creativity either by nurturing or by repressing a creatrve \\
mood. Creativity is enhanced by situations where you feel comfortable. If you fee\}\ .
uncomfortable or stressed, your creativity and production levels will drmrn)/sh \\ N\
I\ N\
Q The environment that stimulates creativity for one person might not do so  for another ~ N
Nevertheless, you can control certain elements of your physical surroun(hngs to increase N
creativity and productivity. These include: s N \\ ’
/// S \ \
e The room ) / - ~, N\
e Sound AN N\
2 ™~ N
e Food and drink / ~_
. Toys /// /// /// N ~ y //
Y // Y / / / / / /A\ .
The room \ / \

When considering the room, think about elements sueh as hght arr spa):/e and, Niew.
Most people find it easier to be creative in a room that is spacious and full of light. On
the other hand, some people prefer to conduct bralnstormmg or research in‘dark or dim
rooms. The temperature in the room should also be comfortabTe\ If you | have the
opportunity to choose your room, select' one W1th a view that encohrages creativity. If
not, put up posters and art that i 1nsp1re you\ to be ¢ Creatlve ™

As creativity stems from comfort, 1t s also 1mp0rtant that your furmshlngs are
comfortable. However, the definition of comfortable varies. from person to person. You
might prefer relaxing in a rocking charr ‘while another person might prefer to sprawl out
on pillows on the floor. Do’ whatever it takes to ensure that you have a comfortably
furnished domain in Wthh you can think creatwely

A~
VRN
/ N

Sound /

/
N\
S /
J /
/

Choosing whether or ngt to kfaye sound in the room when you are thinking creatively is
a personal de01S1on Somepeople find soft music comforting and relaxing, while others
prefer loud music Qr no musicat all The sound of a babbling brook can be calming and
conducive/ to creative thrnkrng, or/ you nnght prefer to hear the hustle and bustle of a
busy city street If you are'not in'a locatlon where you can hear your preferred sound,
visit a music store. and purchase a cassette or compact disc with this sound.

s N
Food and drmk

\\

Wheﬁ thlnklng creatlvely, you must not be distracted by hunger or thirst. Be sure to

) pr0V1de yourself with plenty to eat and drink. To maximize your creative brainpower,

{ consurhe low-fat meats, such as chicken and fish, as well as plenty of fruits and

\\Vegetables\ Avoid alcoholic beverages, chocolates, and foods high in carbohydrates
T Because these tend to make you feel dull and tired. Although caffeine can provide a jolt

/ o of energy, itis foilowed by fatigue. As a result, it is best to avoid caffeine. You can

g drlnk pfenty of water, juice, or low-fat milk to stimulate creativity.
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Toys

AN

Toys are an important part of creativity because they encourage 1mag1nat10n by
permitting your mind to wander. Just as a child with a stick horse mlght dream of being
a cowboy or cowgirl, an adult with toys automatically begins to expand the mind.
beyond everyday constraints. Purchase some crayons and drawrng pads, and permh
your artistic side to come out. Play a game of jacks or marbles, or revisit yoﬁr youth énd
recapture some of that imagination as you expand your creat1V1ty N

/ ~ -~ \ \\
Exercises to prepare physically NN
Q Concentrating on a demanding business problem is as strenuous as long- dlstance

running because thinking burns sugar at a very hlgh fate. The brain i 1is similar toa

muscle that needs periodic food and rest and gets s’tronger with exercise. Many physical
activities can help you stimulate creat1v1ty by 1nCreasing the ﬂow of blood to your brain.
These include: N / /

N\ ,/

¢ Doing exercises .
e Using your non- domrnanl/hand to Wrrte
e Spending time with people who' are not Ilke you

\\

Doing exercises

N\
\\

Whether it’s a brisk Wa{k a basketball game, or an aeroblcs class, exercise is one of the
best ways to boost creatlwty When your body feels’ comfortable, fit, and healthy, your
energy level is high. A high. energy level will perrnlt your mind to think rapidly and
coherently, grvrng you maxrmum creat1v1ty

Using your non domlnant hand to Write

Pick up, a pen or pencﬂ with your non- domrnant hand, and try writing a letter or note.
Praetwe wrrﬂng blg letters and small letters, and try drawing a picture. This activity is
useful for x:reatrve ‘thinking because your brain is divided into two hemispheres. The left
srde handles loglca,l and analytlcal thinking, and the right side is the creative and
/1mag1nanve 51de /The domlnant side of your brain is the side opposite to your dominant
\hand If you are rlght handed the left side of your brain is dominant. This does not
mean that left\handed people are more creative or that right-handed people are more
) ~\analy’trcal However the ‘dominant side of the brain is used first when working through a
problem or. 51tuat10n

o If you are rrghfahanded using your left hand to write will be an exercise for the right

) side of your brain. If you are left-handed, using your right hand to write serves the same
" purpose. Even though you are not flexing your creative muscle, you are exercising parts
~of your brain that might not be strong. This will increase your overall brainpower.

§i§ending time with people who are not like you

/ AN
g \ Yo)a/can spend time with people who have different personalities and interests from
N “yours to prepare physically to be creative. In this situation, it’s not the specific physical
< ,/‘ activity you do that’s important but the fact that you are enjoying new experiences. For
N/ example, if you are typically involved in land-based exercise, such as jogging or in-line
<f\ skating, consider spending time with people who enjoy water sports. This will help you

get to know new people and expand your experiences.
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Do it! A-2: Preparing physically AN
// \\\
Exercises < AN
\\ N
1 Draw a picture of a house by using your non-dominant hand. S~ \\
// ™~ - \
0

Tell students that the aim is to increase overall brainpower. If they are rrght-handed using
their left hand to write will be an exercise for the right side of the brain, and\f hey’re left-
handed, using their right hand will serve the same purpose. By usmg the non ormnani‘
hand, they are exercising parts of the brain that might not be strong.

N\
Z ~, \
AL S \
There are not necessarily 2 Answer the following: / » ~__ \
“correct” answers to these / / ~ /
questions. Ask students to ya
provide answers based on Which of the following elements of physical surronndmg/s W1LI increase your ~_/
their experiences. personal creativity? Discuss the attributes of the élements that you/prefe;
) . ) / <\ // ) / \\
Encourage a discussion e Theroom { N / Vs
around their answers. o Toys A L < / /
. // \\\ \\\ N\ //
o Clear mind / . N /
' / N Y /
o Music AN N AN /
A N N N /
VNN N N
o Temperature N\ AN AN :
/ \ AN AN
, { AN ™
e Food and drink N >
) \\\ \ \\\ //
o Light N4

What are the ways 111 Wthh you can physmally prepare to be creative?

e Using your non dommant hand to write h )
AN — /
o Exercrsmg Vs / TS /
/ —/
o Clearmgyour mmd
/ /
/ / ~

Researchmg / / VAN

Spendmg tlme wrth pdople who are dlfferent from you
\ / /
'How does thepresence of a toy enhance your creative thinking?
AN

/

// . Encourages rmagmatlon /

Provrdes adrstractlon /

\ /Helps relieve dally pressures

/ — /
/

How dQes regular exercise encourage your creative thinking?
AN

AN

/ \ \g Keeps you in shape physically
— Flelgs ybu connect with nature
/ o Gives you a high energy level

e Permits you to meet new people
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- - - - //\\
Topic B: Increasing creativity VAN
e AN
AN \
Explanation Personal experlences play a vital role in increasing your creat1v1ty In addition, special
care must be given to these areas of your personality to augment creat1V1ty N\
e Innocence /\ X AN
e Intuition N\ N~ /
. e y
N\ ~ /
e Adventurousness VAN - \ N\ ~
l AN \
/N ™~ N\
- /NC T \
Personal experiences / \ ~__ \
Q Four activities that can enhance your creatwf,/ ablhty 1nohid\e ~_ /
W
/ /
* Sports VYA AN
e Games / NS SN
</\ N/ // // ///
. . / / /
e Hobbies N / /
aN \\\ V4 //
e Travel /N DN V /
/ AN AN /
/ . . /
/ . A /
AN AN AN /
Sports - \\ L D4

Your level of 1nvolvement in a spoftxietermmes how much it enhances your creativity.
This includes: <\ AN \

. Watchmg—Watchmg a sport ora game does little to help develop your
creativity. However, > your observatlon ofthe way in which the players interact
might glVe you 1n51gh%s into thelr creativity.

. Playrilg—An 1nd1v1dua1 act1v1ty, such as golf or tennis, needs strategic and
crgzatlve ways of gaining an advantage Some team sports, such as soccer,
encoﬁrage creative- moves and tactics by the players. Other sports, such as

/ football are hlghly structured and do not permlt much ﬂex1b111ty

/
/) ®
/
/
/ /comrﬁumcate them to others to gain an advantage. As a result, coaching can be a
/
4 VafuableANay for 1nd1V1duals to develop their creative thinking abilities.
AN / /
</ /
B Gzhnes N /
y Games such as chess/WOrd games, and crossword puzzles can help develop creative
/ thinking. Clﬁsss shafpens your ability to plan strategically. Word games and crossword
y P
/7 puzzlesare men‘tally stimulating and have the added benefit of expanding your
/ ( / vocabulary.
/ / /
<\\\ - //
. / /
\\ (\\
- \\ \\
e AN AN AN
// N\ \\\ \:/
// \ \\\ //
// B ‘ \\\ ///
// 7N | \\\ /
Sl ) :
// (\\ //‘
<\ L / //
\\\ /
AN
\\\\\ \\\\\
AN AN
AN \7
\\\ //
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Hobbies /‘\

/

Some hobbies, such as arts, crafts, and music, encourage creativity. Others, such as \\
observing or working with animals, will promote your creativity when you teach or AN
write about these topics. Your skills, knowledge, and appreciation are then preatlvay AN

passed to others. . \\ \\
/ ~\ \.

{

\ \\\

NN /
Situations encountered while traveling require extensive resourcefulnes&an(kcreatlvkty
When you visit countries where you don’t speak the native language you’ll haye to bé\ ‘
creative in ways to interact with the residents. AN

ya - \

\\ -

Travel

Traveling also gives you an expanded outlook and a great;zr reahzatlon of the wide
range of options available for addressing common sﬁuaplons You rmght developa

/
~/

greater appreciation for innovative ideas and use thesg concepts c/reatlv;ziy in your own

life. <\ / \\
\\\ / / / // // /
Do it! B-1: Increasing creativity through experiences
Exercises

Divide the class into two 1 Participating in a sport or a game s a spectator does little MP your

groups, and have a reativity. Debat %
debate on the given topic. creativity. Debate. .

Choose a volunteer to record the po)&ts dlscu§sed by bo and to summarize the

debate. \ \
Ask students to share 2 Do you have any ho ies?x\fj‘i‘scus‘s h%w they\can develop your creative thinking.
their answers. / ~ \
3 What types of games positively affect creative thinking skills?
ecause it sharpens your ability to plan strategically, and
word games, as they mentally stimulate you and expand your vocabulary.
//,,,/
//
\\\ /// /
\\ ) //
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Innocence N\

\\

Explanation Innocence is the determination of your perspective on a topic. Your- perspecﬁve in
looking at a situation determines the outcome you choose. If you are arr experton a
topic, you might choose a path that has been tested and proven effective.. Although this
might be a perfectly acceptable option, your experience and expertlse mrgﬁt cause yQu

to overlook or exclude options that could create a better result \\

For example, you are an executive and have been asked-to choose a soﬁware package
for your firm’s intranet. You are presented with two ¢h01ces“chat\would meet your-
needs. Training, technical support, and all other concerns are equarfor bot}rchowes
The only difference is a moderate price variation. PaekageA costs approx1mately $500
more than Package B. However, you have beeri approved to spend the addrtlcmal money
if you think it’s necessary. / .

\\/

Although you have worked with Package’ A for several years you have no experience
with Package B. From a purely 1nnocent standpornt Package B Wouhd be a cost-
effective purchase. However, based on your experrenee and expertrfse you mrght choose
Package A. If you choose Package A, you ‘have spent moré of your company’s money
and have missed the opportumty to expand your experlence and knowledge.

Taking an innocent perspectrverather than an expert perspectlve can increase your
creativity when setting go;ﬂs (Thrs perspectrve is also ‘called “beginner’s mind.”) An
innocent perspective wrﬂ encourage you to reach beyond the ordinary and mundane and
set new and exciting goals N

Determining i innocence v

Q As your knowledge about a toprc 1ncreases your level of innocence decreases. You can
determine y()ur innocence on a topic by ‘evaluating your experience and knowledge
about it. For exarnple if you are asked to'think of a creative solution to a budget
problem consider your reaction to the/ problem. Is your first thought to go with a tried-
and-true me{hod ;Or are you willing to go back to the basics and examine all sides of the

pro’61em before consrdermg any solutions?

/Tf your‘{rrst/ reactron is xo choose a proven solution, you have a low level of innocence.
~Ifyou're w1111ng to con51der/the facts before coming up with new ideas, you have a high
level of 1nnocéncef whrch/is an advantage whenever you think creatively.

/ Ihcreasmg lnnocence

—If YOu find yourserf looking only for the proven solutions to problems or situations, you
) might need-to £0 ‘back to basics. It might be difficult to force an innocent perspective,

/ { /
y ~_/  but the results‘are often worth it.
<\\ N i / . . .
N < First, set-aside the notion that you already have all the facts. Approach the situation as a
N ‘beginner would by learning as much as possible about the topic. Then, as you think of
yd \\\ nev\(r\/i/deas, write them down without passing judgment on their plausibility. After you
/ . have come up with several solutions or scenarios, consider your experience and
SN “expertise to determine the feasibility of the solution.
/ <\ )
N /// /
S
(
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Do it! B-2: Increasing creativity through innocence

Exercises

Wite a few slogans from 1 Create slogans for a company that is launching a new personal compu
each group on the board.

Evaluate the influence of ¢
innocence on creativity those students. Form another group of students who are completely ignorant.about

with the entire class. computer hardware.

Ask both the groups to come up with slogans.

2 Select the ways to increase your innocence.

A Review all your previous notes.
B  Write down only good ideas.
C Do not pass judgment on ideas until you ha
D Approach the situation as if you wete a beginner.
E Don’t ask for help.
F  Write down all new ideas. / \
/ \ N A
< . \ \\\ \)
\ \\ /
\‘\ AN //
\\\ \\J/
/ \\\
/
/ \
// \\\ \\
/N /)
/ AN /
S /
/ / //
/ / ~
Vs // // \\\
/ / / >
/ / / //
/ e // / VAN
// V4 / g // \>
S / / /
\\\ / /// p //
N \\/ /
— /
/ \ N /
Y \ \\\ //
/ \ \\ /
/ - | e/
/ / \V — N4
/ ya )
/ / ya
/ \/ /
< /
\\\ (/ B //
N AN
N N
T AN AN
/ i \\\ \\ \\>
) “ )
// — \ \\\ / :
// // \\ | \v/
/ (/\ /’J
/ . / //
/ .
x\\ \/ ///
/
\\ \\\
“
AN
>
N /

NOT FOR PRINTING OR INSTRUCTIONAL USE



Personal creativity ~ 2-13

Intuition N\

\\

Explanation Intuition, also known as one’s inner voice, is an abstract quality that\can gultke your
choices and decisions. It can indicate your feelings, and it’s based on\the subcduscmus
level of the thought processes. This inner voice gathers facts, data and ﬁupressmhs that
your conscious mind might not deem important, and complles them to guldeyou innew

directions. \ \\

Intuition can affect activities such as goal setting and d,eelslon}naklng\lgy glvmg a fresh
perspective to your thoughts, thus encouraging creat;Vlty For exa mple, you are a- new
salesperson in a large manufacturing firm. Your superv1sor has asked you tQ set a sales
goal for the upcoming quarter. You don’t have any p{'lOI‘ experience to consﬁier when
setting your goal. Consciously, you might not, have a‘good idea of what is attalnable in
your first quarter. On the other hand, your mtumon mlght have gathered 1mpress1ons
from your conversation with other salespe/ople and rmght suggest a number that ]ust
feels right. Suggesting this goal to your supervisor can conﬁrmfhat\your intuition is on

target. \ /
Q Learn to listen to your intuition. It’s a tooI that must be sharpened These are some
exercises that will help you sha;fpen y&ur 1ntu1t1on /
e (Consume 1nformat10n - \ h . y
e Flip a coin. \ A4
e Listen to your body >

\

Consuming information \

The more information your bram has stored, the more information your intuition has to
rely on. Read’ books, magazmes,\and newspapers, watch educational television shows,

and ask ques‘uons whenever you don’t understand something. This knowledge base will
becorne ¥4 reserv01r that your 1ntu1t10n gan draw from whenever you need to be creative.

/
/

Fllppmg zy com

Although it mlght seem s’ﬂly to base a major decision on the flip of a coin, it’s not
actually\the coin’ flip t]?rat s important. Rather, it is your reaction to the result of the coin
h ﬂlp that Warra<1‘1ts your attenﬁon

— ‘\For example you are a Human Resources manager who has to decide between two fully

/ quahﬁedeandldates chr a position in your company. Both candidates’ résumés are

) spectacular -and both candidates seem to be perfect for the culture of your organization.
/ / N A551gn one 51de vf the coin to each candidate: candidate A is heads, and candidate B is

/ )/ tails.

_Flip the com in the air, telling yourself that you’ll hire the candidate who corresponds

\Wlth the side of the coin that is facing up. If the coin lands with heads up, examine your
O\ reaguon to the prospect of hiring candidate A. You might experience disappointment or

/ a sense of relief. If you feel disappointment or any other negative emotions, your

! \ N intuition is telling you that candidate B should have been your choice, and you have an

/ “opportunity to act accordingly. If you feel relief or other positive emotions, your

g Vi / intuition is telling you that candidate A was the right choice. By practicing this exercise

with smaller decisions, you’ll learn to trust your intuition when you have to make

L important decisions.
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Listening to your body aN
// \\
A flash of intuition might be accompanied by a physical sensation, such as a flushing OT\
the cheeks or a mild jolt. If you experience such a physical sensation, pay close AN AN
attention to what your body and intuition are trying to tell you. It could be the creat\we \\
idea or solution you have been searching for. / ~ \\\ AN
( ~ N\
¢ N
Do it! B-3: Increasing creativity through intuition \ - )
I~ \ ~— //
= . S~ /
Exercises .

1 Identify the definition of intuition.
A Using an inner voice to make decisions
B Securing foundation-level information on a topic
C Relying on past experience to make decisions

D Applying logic and reasoning to a topic

Encourage a discussionto 2 You are a manager at Icon International.
bring out how flipping the ,

coin is an effective tool for
listening to your intuition.

\
\

Whom should you promote, andyhy? \\
Candidate A. Becausheylrintglfion is te ing yofigso, and you should listen to your intuition.

3 Think of a time when you used ydﬁf\int\\lition to solve a problem or make a
decision. Share/if\\%h the emjrg class.

/ / T /
/ / ~_/
/ / VAN
/ / /N
/ / / N
/ Y, / )
/ / / /
/ / / / ~
/ / / / /N
/ < / / / AN
/ \ / / / .
/ N\ / / N
/ N / / /
4 / / /
/
N / / /
N4 /
N / /
\\\\ \\// //
T AN /
e N N\ /
/ N AN /
~ /
/ \ AN /
/ \ N /
// \ \\\ //
/ | N\ /
/ TN N/
\ N/
/) —
y /
/ 7
/ / ya
/ / /
/ / /
< /
~ /
N J— /
N S /
\\ < 7
~ ~
AN AN
N N
- . N
~ \\\ \\
d \\\ \ N
/ N\ AN N
/ N\ AN /
/ \ DN /
/ \ N /
// \\ /
/ — | O/
/ e N\ | .
/ (/ )
/ § /
/ N // /
N
< AN /
N /
N /
~ y
AN <
~ ~
\\\\ \\
- N
\\ \\\
\\\ />
~ /
\\ /
/
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Adventurousness N\

N\

Explanation A sense of adventure is an important aspect of creativity because perle th are
adventurous are not afraid to move forward with ideas and solutions. Thls sp1rit\of
adventure gets and keeps the creative juices flowing and promotes 1mag‘r\at10n and the
desire to succeed. A sense of adventure can positively affect goal setting anq demsmn
making by breaking you out of your normal patterns. It can also encourage you to take
some calculated risks and explore new fields that can help yomln goal settlng )

For example, you are an account executive who is settlng goals ﬁar the ﬁlture Wlthcmt a
sense of adventure, you might be inclined to expand on the prior year s goa\ls With a
sense of adventure, you might be inclined to branch Qut to-new goals that you\had not
previously considered. A sense of adventure w/ 11 glve youa can—do attitude and the
motivation to expand your experiences; thls will be beneﬁclal to you‘ncreatlve thinking.

Q There is no specific level of adventure th/at 1S needed to thmk creatlvely But the greater
your sense of adventure, the greater wﬂl be your\oreatlve output These are some
characteristics of an adventurous personahty g

/
/

N /
\\

e Discontent with the statusc quo V4

e Spontaneity / AN

<

e Risk calculation and the ablhty to move forward /
e Liberal attltudes \ - -

\\

e High self-esteem\\

\ N
\ N
\ \ N

\ AN

/
N/

Discontent w1th the status quo

Adventurers are dlssatlsﬁed Wfth the status quo. These people see life as a journey
rather than a destlnatlon They are always looking to improve on the current situation.

/A\

/
/
/
/

Spontanelty Y

Adventure{s are Vely spontaneous Rather than being stuck in the same pattern, they
aLWays tt‘y somethlng new Change is constant in their lives.
/ \ /

‘<\Rlsk calculatlon and the ab”lhty to move forward

) AdVenturers are not daredevﬂs Instead, they carefully observe a situation and calculate

yd “the rlsks involved befofe taking an action. When an adventurer does move forward, it is

/ Wfth eyes ‘wide open’
/ N /

) Llheral attltudes

< Adventurers/have very liberal attitudes toward life. They accept and enjoy diversity.
\ / They celebrate differences between people and places, and they are equally at home on
o \a\(\ieserted island or at an elaborate party for high-ranking heads of state.

Higl{self-esteem

/ " Adventurers believe in themselves and don’t let fear or worry hold them back from new
/ / / experiences. They see failures as lessons rather than as setbacks. It is this positive
attitude that gives adventurers the fortitude to press on when others might quit.
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Exercises to become adventurous

Q Because a sense of adventure is important to a creative mindset, it’s necessary t
encourage and nurture it. These are some ways to become adventurous:
e Take a different route. //
e Read books or magazines. /\
e Listen to music. \
N \
e Randomly choose entertainment. / SN \\
e Cook or eat new foods. A‘i\\ N\
e Make new friends. // ST
e Watch something different on television. // ! // -
S
/ / / /x
Taking a different route /o VAN
/ Ly VRN

If you take the same route to and from work each %kly, try sofr{ething new. Take /a{ road
or route you have never traveled before. Give yourself time to look at ;h/e sceyéry, and

pay attention to people who live along that r té.\Conside(\the simifaiﬁties/ahd

differences between your usual route and gﬁs new faus. AN /
\ /
AN

N\ AN /
AN AN AN
Reading books or magazines / N\ \\\ N N
an \\\ \\ . \
You might regularly read a few favorite books or magazines. Develop your sense of
adventure by reading books and magazines on topics yﬁu%now/ﬁothing about, such as
photography, art, interior design, or tro‘pical fish. The topic does not matter because this

reading needs to be seen as/ an-opportunity to expand your mind.

N\ \
\

\
N\ N\

Listening to music =~ < \

~N T~ ] /
You can increase yox(r sense of adventure by listen/ing to a new radio station. Discover a

/

new type of musiy, or consider how the foundation of your favorite music is similar to

other types of Iyusic. // / \\>
/
/ ’ / / // // /N
/ < / p / /
/ \\V/ p / // >
AN ya Vi /
N 4 /
o N N/
/ } N \\ //
/ NS
/// // - '—\\‘ ”J B \\/ /
/ /\ // " //
< S /
\\ (< -/
AN .
RN \\ \\
/ \ \\\\ >
/ B N ) /
7N | AN
// ) ) ;
\\ / / /
N v ya
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Personal creativity ~ 2-17

Randomly choosing entertainment

Adventurers will not permit themselves to get stuck in a rut by atte
of movies, plays, sports events, or other activities. To increase your sense of adventure,
choose entertainment randomly by blindly pointing to the event listings in the
newspaper or by drawing names out of a hat. You can also decide ffj“Wat‘g a movikgl

the most letters in the title. Think of other random ways to determine your
entertainment. \ .

\ \\ /
™\

Become more adventurous by trying a new resta nt ‘or by preparing a nevb\dlsh Learn
about spices, meats, fruits, or vegetables that a com on mnther parts of the/ world,
and incorporate those into your everyday me/zﬂs @

Cooking or eating new foods

/
Making new friends / b/

Get to know co-workers better, take y@ur chlldren/ sb ittet out fgr a movie, or invite
your neighbors over for dinner. Seek out new frlendsa ake }%{urself available for
AN \\

invitations. // N

Watching something dlffere on televisio / :
m\ { W

If you watch comedies, parn on a p\m:lcal debate\lf you  'watch educational television,

watch some cartoons. Yum on any televi sgn show ﬂy&t is out of the ordinary for you,

N\

and watch it for at least hal\f an hé\ur \ /
. \\\ \\
/ CN\
// \\\\ \\
N /
oy /
/ /// \\ ’
/S >
/ / / 2
SN S
A T/ Vs /
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Do it! B-4: Increasing creativity through adventure \
/// \\\\
Exercises \ N
Have students identify 1 Identify the characteristics that correspond to an adventurous personality.
whether they are ' ' - A GRN
adventurous from the A Risk calculation and the ability to move forward 4 ™~
characteristics they . . \
choose. B Liberal attitudes \. \5\1
g /™ ~ N\
C Spontaneity / L \ \
// ~ k \\
D Discontent with the status quo P RN ‘ N\
E Trust // / ™~ y
/ / T /
2 ya / / ~_
F  Low self-esteem / ey, \
/ / / // /A\\
G Contentment Vs </ 7 / N
. </ N/ // // //
H High self-esteem N / / /
AN 4 / /
N AN N AN / / g
Use this scenario as 2 In the following scenario, Patricia, an efnployee at IC@n Internatlonal is having a
basis for discussion. discussion with her manager, Wanda. NN /

“ N /
AN \ /
A \\ N /

Patricia: So you really thlnk that bemg\more advenmresoméwﬂl get me out of
my creativity rut? ¢ N N

N
N\ \\ \\\ />
\

Wanda: Yes, I do. It worked er me. Last year, I was, havmg a terrible time
being creative. The McPherson project really burned me out. But I tried being
more adventuresome and my creatwlty was restored.

Patricia: WeL}\I m willing to give 1t a try. Tonlght I’'m taking Jack to the
restaurant Wlth the longest name, the movre with the shortest title, and then out

for ballrdom da/ncm&

Wanda I d/fdn 1;42110w you lgnew how to dance.

\/ 5

Pa‘tncla I don’t. But I guess I ;ﬁ going to learn tonight.

\ /

Now, an\swer{he followmg
/ What is thc approach tak(;n by Patricia to increase her creativity? Discuss how it
/ will) help herJeecome mbre creative.

\lﬂdulgmg in new and adventurous activities, such as going to the restaurant with the longest
name; t to the movie with the shortest title, and for ballroom dancing.

N
— \ \

/ \ 3 How does a liberal attitude make you more adventurous?
/ — x A Mak;es you more focused on accepted standards

/'3‘ B  Permits you to categorize your view of world

/ C Helps you conform to social expectations

D Helps you accept and enjoy diversity
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Unit summary: Personal creativity

Topic A

Topic B

AN AN
ya N -
// \
/ AN
/ — h
/ RN
/ / \
/ / )
( /
/ . /
/ AN / /
AN
/
N <
\\\
. N
N
AN
\\ N

Personal creativity ~ 2-19

In this topic, you learned how to prepare yourself mentally for being ereatlve You
learned mental exercises that can help increase creativity. Next you leame{i how to
prepare physically for being creative. You learned that phy,sical activities can alsohelp
you stimulate creativity by increasing the flow of blood to yhur braln \\/

Finally, you learned how to increase creativity. You learned tha\t pers&nal experlences
play a vital role in increasing creativity. You 1earne91 about the\lmgortance of retaining
an innocent perspective because it encourages you  to reach beyond the ordlnary and
mundane to set new and exciting goals. You dlscussed the importance of listening to
intuition to increase creativity. Then, you leazrned about the role of adventure in
increasing creativity. You learned that bemg adventurou%rgcourages you to take
calculated risks. / / / A~

Review questions {
1 Identify the category that cnéatlvity ﬁts 1nto ) /
A Technique RN AN AN /
B Habit Y
c Skill

2 Which of the followmg is the ﬁrst step in preparlng to be creative?

A Bramstorm ideas

B Focus on answers

V
\ -
> /

C/ Cleay your rmnd
/ \

/ D Conduét research

/ /

/ ' / /

" 3 Which'is the best way to ~determine your level of innocence on a topic?

4
\\

AN A Deterrhlnlng the effect this topic has had on you in the past
\ B Dtstlngulshlng between primary and secondary opinions
‘ c Evaluatmgyour experience and knowledge about the topic

4 What 1S the advantage of becoming more adventurous?

— "'—VVA,,,,,H,elp/s you get motivated to expand your experiences

- .

N /
N <
. N

\\B Helps you avoid moving forward with new ideas
C Helps you maintain your normal pattern of thought

D Helps you take risks without considering the consequences
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Topic A: Creative organizations VAN

Explanation Creativity in an organization depends on various factors, such as the dlstrlbutlon ot\ \
authority, the flow of information, and the culture. Some organizations endourage N \
creative thinking to a large extent, and others discourage it. You can recognizea .
creative organization from its leaders. A leader who can influence a team and ins 1re N
them to work creatively builds a creative workforce. Such teams lopk at pﬁablem N~
solving as a means to develop creativity. Although there are certam organlgaﬁonal \\
situations that can enhance creativity, you should also be awarle the orgamzaﬁzlonal \\

//\\

factors and job conditions that can inhibit your creativity. /. \

Characteristics of a creative orgamza‘tlon \

Q A creative organization permits ideas to flow in all Qhrectlons by‘ provrdlng gleat
channels of communication. Information flows in <fwo directions: )

e Horizontal N N N/ /

e Vertical / . N

Horizontal A O\ . "/

Horizontal communication is the dlséussmn that oequrs between peers. When
employees interact and stimulate creat1v1ty w1th1n their departmeﬁt or between
departments, they generate greater opportumtles for their co- workers to see situations in
new ways. Looking at a situation from (hfferent Vlewpomts perrnlts employees to
develop creative ideas. / \

Vertical T

/. AN . . . .
Vertical communication iﬁ the ¢ chaln of command” 'in the organization. In this, all ideas
are formally ack;lowledged -and follow-up communication outlines the steps to
implement or rféJect a/éuggéstlom

This structure ensures that 1nd1v1dua1s Wi{h creative ideas use communication channels
that flow Vertlcally within T/he orgamzatlén Employees who generate creative ideas are
given time aW&y from rouﬁne Wfork to’ develop these ideas. Creative ideas will not
flourish unles\s upper management is’ ‘aware of the need for this allotment of time.

\ N /
// AN //
/ N /
/
/ ‘ . /
/ o N
/ / N \
/ / )
y /
/ / 7
/ / /
/ / /
/
/ / /
< /
N\ /
AN Y /
\\ { /
\\\ \\
AN N
N N
- . N
- - . .
d \\ L .
/ N\ AN N
/ N\ AN /
/ \ DN /
/ \ N /
/ \\ /
/ — | N/
/ ye N | .
/ / ) N
/ (\ /
/ . // /
N
< AN
N /
N /
~ y
N
AN <
N
AN \\
N N
~ N
\ \\

NOT FOR PRINTING OR INSTRUCTIONAL USE



Creativity in organizations 3-3

Organization’s distribution of authority and creativity N
/ AN

The structure of an organization greatly affects the mindset of its employeesand its

acceptance of creativity. Decision making can be of the following type\s \\

o Centralized—A centralized organization makes all its decrs1ons\at one l0catron
and with the consent of high-level managers. This practrce limits the\ \
organization’s efforts to be creative because only a few individuals generate an(l
consider ideas. This results in fewer opportunities for employees in the lower
parts of the hierarchy to make creative and 1nn,ovatrve decrsrons\ :

e Decentralized—A decentralized orgamzatwn permits emﬁloyees to make some
decisions. Employees who work more closely toa situation have the best
creative ideas on making 1mprovements Upper management benefits from these
creative ideas because they might be apphcahle throughout the orgamzatron

Impact of organizational culture on cr‘eatlvrty VA
The culture of an organization determrnes how employee creatrvrty rs affected. These
are some ways in which an organrzatron can react to employee creatrvrty

\

e Not willing to tolerate ﬁrrors—Trghtly run orgamzatmns do not have the
flexibility to recover qurckly from- errors caused by new ideas. These companies
value established routrnes and efﬁcrency Creatrvrty is not highly encouraged in
this kind of enV1ronment \

e Willing to toler\ate errors—An OIgamzannal structure that permits and
expects possible errors to accompany new concepts will tolerate unproductive
ideas to a certain extent These companies are flexible enough to incorporate
beneﬁcral ideas, expect r1sk takmg by managers, and reward creative thinking.

Characterrstrcs of the leader of a creatrve organization

The leader ofa creative organization must have a dynamic personality. A successful
leader needs a strong emotional commitment to the product or concept. A confident and
persuasrve personahty will also be successful in persuading others to support the
Organlzatron g :

The leader must also have the respect of employees. Such a leader inspires creativity by
demonstratmg the ]:/feneﬁts that creative ideas can bring to the organization and to the
— e\1nd1v1duals workmg for it. Employees are also ready to work hard to support such a

// leader
) B ~ The leader mUst be’ popular within the organization. Although it’s possible for
) // ) employees-to respect their leaders without liking them, the production of creative ideas

/ will be greater ‘when employees feel that someone they admire appreciates their
~_accomplishments.

AN
N o
— N
~ ~ AN N
N AN
N
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Do it! A-1: Identifying a creative organization \
/ \\\
Exercises < AN
Q Click the picture in 1 Watch the movie and then answer the following: ////*~~~ ~_ \
the slide to play the / \\
movie. \
. . o 5 . . 5 . . . \
Have students discuss How does information flow within the organization depicted in the movie? N
their answer to the / ~\ N\
question. Vertically. ~N O\
~ \
/A\ ~_ \
Divide the class into two 2 Employees who generate useful, creative ideas should be gryen trme away | from
groups, and havea routine work to develop their creativity. Debate. / / ~_
debate on the given topic. Vi / ~/
Choose a volunteer to
record the points 3 In the following scenario, Anita, a manager at }con Infema/flona/lﬁ apprqaches an
discussed by both groups employee, Brenda, who is busy working. < / /
and summarize the \\\ l S /
debate. Anita: Brenda, I have some good news for you. N/
/ AN N 4
y . N /
.. ¢ . AN /
Brenda: Really? What is it? N . N /
Anita: Upper management Iéved the 1dea¢hat you ha%l for streamhnlng the
invoice process. \ \ \\ >
\\ \ \\\ //
Brenda: Great! When can we start 1mplement1ng 1‘P‘N
Anita: They Wan?( to change the precess cOmpany -wide so that all departments
can use the faster system. Mr. Canfield and I/are meeting with the department
heads tomor/r/ow\momlng to work out the detalls and we’d like you to join us.
Brenda/Sure,/I’ll tyﬂhere ru brmg my research notes in case you have any
questréns / / /
/ { g / / / ’ \\\
Nowxanswer the/folloyﬁng / J
What ad\Entage will thtwompany gain by including Brenda in the decision-
/ makrngproce%" /
/
/ ecause Bfenda has been\worklng most closely to the situation, she will have the most
/ creative ideas on how to make improvements. Upper management will benefit from these
WQas because they canbe applied throughout the company.
T N 4 Creatlve Qeas should be formally accepted or rejected through ~ channels of
/ AN commumca}aon
/ \\\‘ \ //
o Vertical.
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Building a creative workforce AN
N\
Explanation Building a creative workforce takes time, effort, and the willingness to modify the
organization’s culture. N
N\
Q There are five ways in which your actions will increase the crffatlwty of\g .
employees: Ve ~\ \
N\ N
e Keep an open mind. \ N )
e Have a reward system for creative ideas. // ~_ \ N T~ /
. . O \ I
¢ Do not equate new ideas with trouble. L N N\
AN \
e Support a free flow of information. / N ) \/
e Support risk taking. // ya ™~ ya
/ S/ ~
Keeping an open mind / / / /\

/
Remaining open-minded encourages employeesté share thelr/ldeas and thoughts By
refusing to consider new ideas, you limit Lhe amount Qf knawledgﬁ you can gain from
your employees. / \\ \\ ~ /
// \\ \\ //
Having a reward system for ereatlve ldeas \\ /

Develop a system of recqémt}on fohcmployees When yon implement their creative
ideas. Individuals who see their. 1deas be\mg acted upgn are motivated to think
creatively. \ \\ /

\\\ \\\\ \\\J//
Not equating new ideas with trouli\le

\

/
Innovative idéas 1nvolve changes to the status quo, and many people are uneasy about
change. C0n51der new ideas as opportumtles to improve your efficiency and
productW1ty \Because the benefits of tl}é idea might outweigh any initial inconvenience,
you r}eed to focus on the long-term advantages rather than on short-term complications.

/ // // \\

Sharlng{nfm‘matlﬂn

Y, Y,
You neédfo share 1nf()rmat10n with creative individuals so that their imaginations have
“the raw materél to work W}th Ensure that these people can share their ideas with you as

Sl
" Supporting ik aki
/ ppor ing risk taking
) -
S TN Identhy the poss;ble risks that creative ideas might produce. Although it’s beneficial to
/ / "
// / / take well- consIdered risks, avoid selecting reckless or foolish options to avoid costly
4 / \ / mistakes.
AN o
\\ (\\
- \\ h
/,r/ N h \\
/ \\ . N
// ‘\\‘ \\ //
YA NS
// // \‘ |

/ (\\ / :

/ AN /

< s

" <
\ AN
>
A4
\\//
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Do it! A-2: Building a creative workforce

Exercises \

1 In the following scenario, Drew, a manager, is addressing another manager, Anita, .
and two employees, Brenda and Scott, at the conference room table. They have N\
papers spread out in front of them. \ h .

Drew: We have lots of ideas to consider today from last//eﬂ&s ramstornmiﬁ?gi“\‘~~~~

~ N\
~

Scott: I liked Brenda’s idea for the new product.

. \
Drew: I’m not too sure it will work. However, we can discuss it if you all /
think it has merit. g

Anita: I thought about Brenda’s idea, too, and I think it’s pr ably@ebgst
choice.

Drew: It’s the most expensive idea we a&up ith. I really have some

serious doubts about it.

Anita: [ know it might cost re, but hlnk the r@ﬂ'ustify the initial

cost.

Brenda: Can we think of any Way we could redu the cost?

\
\
\ \

Now, answer the follg@mg&\ N\ \

\ \
\ \

\ \
\

Analyze the meeting; and d1scuss the actions that increase the creativity of the
employees. —

Keepmg an open m}ﬁd encourages employees te share their ideas and thoughts freely. By

Ask a few students to 2 Think of a xampleWk experience when sharing information helped
as

share their examples. /you caﬁa\e: up with brighter i
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Organizational situations that enhance creatlwty\

Explanation Your creativity can be encouraged in these organizational s1tuat10ns</\ \\
\
e Networking \ AN
/T N\
o Strategic thinking / N N\
. i N )
e Challenging the status quo \ \\\
e Simplifying , \ \i{“ /
/ ~ . \ \ - ) /
/ ~ <\ N\ /
Networking /\ ~\ \\
Q You need to participate in networking activities, to prQV1d?->support and I’GCCIVC feedback

in your interactions with colleagues. An 1nn0yat1ve/network canbe very effective in
generating creative ideas. With a variety of, suggestions’ ding on one -another, a
useful idea might develop in a group en\ii/fonmg;z{t. / i
/ Y4 / /// N
Strategic thinking <\ / / /
When you periodically redefine and reevajugte the strateg{c plan/co reach your career
and personal goals, you practlcﬂ creaﬁ\ve thinking by imagining new and different ways
of reaching these goals. Th1s p(ocedure grves you egportun;ﬁes to make creative
corrections if necessary. N N N/
/ \\\ N
Challenging the status. quo \\ \>
When you are not satlsﬁedwnh the way thmgs\are/ you should look for ways to make
positive changes Challenglhg the status quo can provide opportunltles for a great deal
of creative 1nput Most people\wﬂl look first for innovative ways to improve their own
jobs. / : \ \
Slmpllfy”lng\ //
Devp’(oplng/the ab@ty to see the big] plcture and to reduce it into manageable
prgportlons Wlﬂ enhance your creativity. A difficult situation might benefit from several
small 1deas/rathep than gn&large complicated plan. Moreover, implementing a series of

{ 51mple Gtrénges in a pyocess qught be less disruptive than implementing a single drastic

ac{on. /\ / /
~ \\/ /
T AN /
yd DR /
\ \\\ /
// \ \\ /
/ 2N | O/
/ / ) ) — N
/ / )
/ / /
/ /
/ \/ / //
. o /
. N /
N AN
. N
- . \\
e N N AN
/ AN N >
/ \ N /
/ \ AN /
/ o “ N
/ RN | .
/ / )
{ / /
/ AN / /
< L / //
. /\\
\\\ \\
\ AN
\\\\ /)
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Y
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Do it! A-3: Encouraging creativity in organizational situations’
Exercises \

1 Icon International has decided to reduce its operational costs. For this, the \
company intends to reduce the number of employees and increase the working \
hours of the remaining employees. When implemented in a single step, this move \
might create dissatisfied employees. The company has assigned the task to a team,
and you are the leader of this team. How can you solve this p o‘b}erg? T~/

. §
.

Simplify the task by reducing it into manageable proportions. This will result in changes tha

are simpler, and the entire process will ook less disruptive than one with a single drastic

~

action. =

\ \
// \\ \\
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Organizational factors that inhibit creativity

Explanation These are some work conditions that inhibit creative thinking: (\ L
. . N\ N\
e Lack of accurate information . N\
/T \ AN
o Excessive stress / T~ \\\ N\
. / T\ N
e Conformit ¢ '
Y . N N
e Appearance of apparent inactivity . N\ N
p ~ N\ //
e Perception of high risk of error / S \\ N\
14 NN \
N - ~ \:
Lack of accurate information 5 ~__ \
Q Before approaching any situation, you shouldhave ;ﬂl th avallablalnformaﬁon

pertaining to it. When you don’t have the kﬁowledge Qr experience to interpret data
accurately, you are likely to mlsunderstand it. T/hls oéuld lfaad to wasted time instead of
productive thlnklng Knowmg the detaﬂs of the\s;tuatlom will permﬁ\you to think
creatively and minimize unexpected outqomes /

/
< / /
N / /
~ . N4 /
2N . N/ /

Excessive stress / . AN

/ . N

Although appropriate levels of stress can motlvate you to thlnk creatively and
productively, extreme stress hmdérs this ablhfy\Be aware of the ways in which you
respond to stressful ever(ts or s1tuat10ns so that you can react positively. By managing
your stress levels, you Il keep your ablllty to generaté creative ideas under difficult
circumstances. N

Conformity ~

/ N

Orgamzatlons that emphasme employee conformity limit the opportunities for
employees to think creatively. Most emponees interact with other departments and have
ideas to” improve processes that are outélde their own areas of responsibility. Don’t
restnét employeﬁs to limit their creativity to their current job functions.

\
/ \>

Appearanc;z/ of apparent mactlwty

< Creatlve t”hmkmg negds unmferrupted time for concentration, but this can appear to
others as wasted tlme or daydreammg Creative individuals might not appear to be
P product\lve because their’ ideas might be sporadic and infrequent, and might need a great
/ dé\al of preparatlon to 1mplement

/ — NeVertheless orgazmzatlons that want their employees to be creative should tolerate this
/ / | activity. The more employees are encouraged to think creatively, the greater the
, /
\/ possibility that ‘they will generate a high volume of useful ideas.

N /~ 7. / R
Y . Perceived risk
S AN N
,/J i ~ N N .« . . . . . . o . . .
y N \\ Exercising creativity is a high-risk activity because of its potential for error. Generally,
/ \ N /. . . . . . . . .
/ “._ organizations choose low-risk ideas with small benefits over high-risk ideas with the
/ \ N 7 .
S TN j - potential for greater benefit.
/ / (/\ /J /
y \\// //,
N {
\\\
N .
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Job conditions that stifle creativity VAN
AN
Q There are four ways in which employee creativity can be stifled in the work < AN
environment: AN N\
e Focusing on urgent rather than important issues // T~ 1\\ \\\
e Assigning non-challenging tasks < ™ L
e Automatically reacting negatively \ N \’
e Closely adhering to rules // N \\\\ \\ / !
N\
Focusing on urgent rather than important issues /\\ ™~ \

Managers who spend a large amount of time reacting to u;gent syfuatlons such as those
calling for immediate action, will have limited time available to conc\itzrate on the .

important issues that need creative thought. Develop a'time manage plan that

permits you to set aside blocks of time for creative ﬂnnkmg\ ) / / N
<\\\ // // //

Assigning non-challenging tasks N o/ /

Work that is uninteresting or non- challenglr{g Wlhxhscourage people fromputtlng their
mental energy into developing creative 1nn0vat10ns Managers should mﬁmtor
employees to determine whether any 0)5 them feel they areln a rut\and/are not using
their creative abilities to upgrade thexf ]ObS \\ N

Automatically reacting negatlvely AN /

Employees who think creatlvely need th& assurance that thelr managers will respond
positively to ideas and suggestlons Not every 1dea can or should be acted upon, but
employees need to know ‘[hat their creative thmklng is appremated by the organization.

Closely adhering tQ/rules T , /

People tend to keep do;ng thmgs the same Way even when the circumstances change.
This habit 1nh1)z51ts th@v 1rnplernemzat1on of creative ideas. You enhance your creative
thinking when youa are Wllllngfo ask; “What would be the possible outcome if this
specific rLde did not eX1st‘7” On thg other hand, upper management curtails creativity
unless the 1deas generated@it wvthm the estabhshed boundaries of the organization’s

planning. N\ /
e ~ N /
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Do it! A-4: Understanding factors that suppress creativity
// \\\
Exercises Q AN
. . N \
Q Click the picture in 1 Watch the movie and then answer the following: s \\ N
the slide to play the ) ) o / ~, AN
movie. Analyze the scene in terms of creative thinking. ‘*\ ‘ \
N

In this scene, it’s clear that creative thinking needs umr;terrupted t@e for concentratlon Thls
can appear to others as wasted time or daydreamlng/ /

~\ \\
/A\ N ~ \
Ensure that the discussion Are you like Mr. Johnson, who seems to be gooﬁng around but comes up with
is kept short. brilliant ideas? If yes, discuss the proble/ms yoxi faoe{cause of this aspect of your
personality. y Y ~/
/ / A
Have students read the 2 In this scenario, Drew, a manager at Icon Tmernatlonal lgoks nito the office of
scenario and answer the another manager, Anita, and sees her hard at W0<I?k She’ has papers strewn all over
following questions.
her desk and seems upset as she lookS\up at Drew’s knock /
/N N /
Drew: Tough morn1ng‘7 N N /
Anita: Mr. Hodges asked me to developsome ideas for the big presentation
next month, but I’'m so swamped with these. vouchers. They arrived from
accounting this momlng Wlth a note apologlzlng for leaving them so late.
Drew: Can’t they Walt unt11 later in the Week'?
Amta No, they have to ‘be completed by this afternoon. I’d planned on having
time to think about the presenta’aon after lunch, but now..
/ Drﬁ{w .similar thlng happened to me last month. I’'m on a task force looking
/ .
/ f()r answerS>to the department budget crisis. When we were supposed to meet
V /to bfamstprm for @eas I was stuck at my desk dealing with an urgent problem
\{hat had been ignore)d all week.
- Dlscuss ‘ﬁ'le\organlzatlonal factors that are inhibiting Anita’s creativity.
/ NN
\e Excgsswe st/‘mss.
. “ \\\\ //
2 /—e—Focusing on urgent rather than important issues.
/ //
Howgén she overcome these factors or conditions?
) N \\\ By developing a time management plan that permits her to set aside blocks of time for
\ _creative thinking.
ASK students to share ~Is your character similar to Anita’s?
thélr answers
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Topic B: Using creativity VAN

Explanation Creative thinking should be a lifelong process. However, there will be tlmes ‘when you N
have a schedule or deadline for a specific creative activity. For example, y;ou work in \\ L
the marketing department of an international company, and your supervisor has asked . .
you to come up with a slogan for a new product. Your supervisor will provrde you with N
a deadline for writing the slogan. Therefore, it’s important to followlhe set. schedule /
This brings in the importance of improving creativity. Creativity , can be usedhot on}y to h

create new ideas but also to solve any type of problem. Z . ~\ N\
/ - N ™ ~ \\
- - - - / / ~_
Role of creativity in generating ideas =~ -
Q All ideas need some amount of creativity to be put into’ effect/ YO/a chammrze your
creativity by following a three-step process. Con51dzr that your jidea i 1;. a seed ﬁrat you
must properly care for by following these steps: < / / /
\\\\ // // /
1 Plant . N S /
/ \\\ \\\\ \\v/ //
2 Water VAN AN
3 Harvest { AN /
/ 2 h . \\\ ™ /
Plant / \\ \\ ’

It’s important to plant firmly in your\mrnd What your intended outcorne will be.
Whether you are trying to think of a néw product a slogar} a process or any other idea,
it’s important to completely immerse yourself in\ 1nformat1on that relates to your topic.

Water /

~\

It’s necessary to nourrsh your idea. When you begm fo have flashes of inspiration that
are the basis for yo;ir 1dea/ write down each ﬂash of inspiration, consider it carefully,
and get feedback about it. You can do whatever is appropriate to nourish that thought
into a full- ﬂedged 1dea / ;>

/ 4 / / /N
Harvest </ S / >
Harvest the 1dea by puttrng at 1rrto effeét Pitch the idea to your supervisor, or if you
have permission to initiate your 1de;1, do so. Share your plan with co-workers or
cu/s{omers who rmght be affected/by your new idea. After the idea has been put into
ﬂace, oontlnuejto monitor. it fo}/ changes and improvements that might be needed.

/ .~~~ |
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Ways to generate ideas VAN
// \\\
Q These four guidelines can assist you in generating a successful idea.(These include:
e Consider all ideas. AN AN
VS \ AN
e Create a bad idea. /T~ AN
/ ~_ \\ \ \
e Change perspective. /\ \\\
e Combine the unrelated. \ o~
~ . \ \\
Considering all ideas [ ~, N\

An important part of brainstorming is 1nclud1ng any and all-ideas for your con51derat10n
Even if the idea does not seem feasible, do not autorrfatlcally dlsrmss it. Conslder
whether any elements of the idea are fea51b}e If the idea has practlcaTeLements
determine how the foundation of the 1dea can remaln the same Whlle you make small

AN

changes to increase the practicality of the overall 1dea / N\

< /
AN //

Creating a bad idea N \/\ /

A

In addition to considering all 1deas 1t rmght aISQ be helpful to purposefully create a bad
idea. Try to think of a silly or<outlandlsh idea, and- then consIder what elements of that
idea can be changed to make 1t a successful one. N/

For example, you manage a customer—serwce call center for a major clothing company.
Your service representatwes take telephoﬁe orders from all over the world. Recently,
you’ve had a higher-than-average ‘number of compiamts from customers regarding the
service they received. When \con51der1ng a solution to this problem, you might focus on
creating a bad, idea. The bad idea you come up with is to fire all your customer service
representatlyes and hire custome(s because the customers know what they want.

Realizin that this idea i is not practical, you can examine the aspects of it that might be
useful,’You cx)uld determine that custdmers should have more input into your
emp}oyees /traming From your orlglnal idea, you might decide to send out surveys to
your cus)z()mers asking for advice on how they would like their telephone calls to be
/handled By/domg thls you have taken a bad idea and turned it into a useful and
practlcal one. / /
N < // /
N Changmg perspectlve
It mlght be poss1b1e to get into a rut with creativity. This can hinder your creative
) ; output You can break out of a rut by shifting your perspective. Your perspective is the
e N way you look at a given situation, and it’s based on your personal values and
< experiences.

/
AN N Your role in the workplace, your gender, your ethnic background, your family, and even
N your mood when you’re trying to generate an idea—all these factors can cause major

RN diffe\rences in perspective. If you have trouble generating ideas, then use a new
| . . perspective by imagining that you are the CEO of your company, a homeless person,
/ o~ \\s/()rﬁeone of the opposite gender, or a child.
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Combining the unrelated

When searching for a creative idea, consider combining unrelated factors to estabhsh a
new idea. For example, imagine that you are a toy manufacturer who has been asSrgned :
the task of creating a new product. It might seem incredibly difficult to come up with a !
completely new idea at random. In such a case, take a piece of paper and/di/vidé‘i’[‘int(f)\\
two columns. On each side of the paper, write some of your existing prdducts e

When you have two lists, randomly draw lines connecting the two sides, and consrder ]
what might be made from the two products. Consider that you have cohrLected “alphabet
blocks” with “math flash cards.” From these two products, you COuld get theiiea to
produce flash cards with alphabet letters on them, or you mrght demde to produce
blocks with numbers and mathematical signs on them. >

Do it! B-1: Generating ideas ) ,
. / V4 VAN
Exercises / N S
Use this scenario as a 1 In the following scenario, Ben and John, Igvo empLoyees at Icon Lr{ternauonal are
basis for discussion. in Ben’s office. VRN N /
// \\ g //

Ben: John, I’'m really stuck here. T‘he marketmg\departlrrqnt ryfected my first
two proposals for the brochur/e They s\ard the first ‘was too Sfmple and the

second was too complex. ¢ \\ \)
\\ \ \

John: Ben, when I run into a Srtuatlon hke that, m&afjr/t step is to think of the

customer and to 1m;1g1ne that I’ m one of our typical customers.
/ \ \\

N\

Ben: What do you mean? ~
)

John: Preton{l to be your customer. What is your education level? What part of

the coun}ry do you live in? What kind of t things do you do every day, and what

causes/you t(yneepV th1§xproduct‘7

/ VAN
Now, /&nswer %he /ff)llowing: Y, / \>
/ / /
What is Fhe approachﬂkvf ohn a&{wses Ben to follow?
/

/ To chang\ahls ;Espectlve ThlS/Wl” help Ben design a brochure that is appropriate for the
/ customers.) ‘ AN N
/ // - \\‘ ”‘ i - \\\/

Mﬂtch the followmg/steps in developing a creative idea with their explanations:
plant water, and hdrvest

\
P erte doWn consider, and gather feedback about your ~ Water.
/ \ ﬂqshes of'i 11;Sp1rat10n that form the basis of your idea.
S \ /
© ) | Putyour idea into effect. Harvest.
/ Determine the intended outcome. Plant.
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Role of creativity in problem solving N\

\

Explanation The ability to think creatively is a skill that can be applied to many &spects ()\f\today s
businesses. Some business functions need more creativity than others\io Cream/e
individuals, while accomplishing their tasks, will look for oppoftumtles Tq make \\
beneficial changes. You can use creativity to solve problems/effectlvely Iﬁthe same

way, problem solving inspires creativity by generating new 1\deas \\
Q These are some creative thinking skills that will help yQu in prﬁblem slemg /
e Brainstorming [Z/ ~ \\ \\
e Simplifying AN N\
. . . / N N _ N
o Using exaggerated objectives / / ~ )
. . / / y ~ _ / /
e Using new perspectives / \ ~_/
/ / / p
. . // / g // / ’ AN
Brainstorming N4 / / \
/ / /

Brainstorming is the process of thlnklng\of as many 1deas as’ p0551ble in a short amount
of time. This can be done 1nd1v1duaL1y or W*}Lh a group. Keep thes/e points in mind:

¢ Involvement—Remove yourseif emotlomlly from prﬂblems and consider the
implications of posmbTe solutmns You musmtand QUtSlde the problem and view
it objectively to generate creatlve soluﬁQns V4

e Patience—Have ‘the patlence to\generate as\many ideas as possible. You are
more likely to ﬁnd a good 1dea among 10 or/ 12 than you are among only 2 or 3.

. Speculatlon—Keep an open mind, and Walt until the flow of ideas slows down.
Then, be/gm to evaluate the ideas. You should not try to be creative and critical
at the/s’.ame time: because thls W111 tend to stifle the generation of creative ideas.

Slmpllfy}hg ) )
If the problem is cornphcated think of ways in which it could be broken into smaller
componel)/ts Thls process might lead to ideas for modifying one component rather than
trfylng ta solve the entlre problem

/

Usmg exaggerfated of)J ectIVes

Vlsuahze the 1deal sﬂuatron far beyond reasonable expectations, and then generate ideas

/// a§ if thére were no conStralnts to consider. Next, reduce the ideas slowly back to a
/ manageable&ze whﬂe identifying those that suggest feasible solutions.
/// //, \\‘ ‘ ) ] \\ //
// s / Usiiig néW'perspectives
<\ / Try to approach the problem from another perspective, such as by increasing or
N < reducmg the importance of the problem. Different people will have different
— \\\ pe{spectlves on the problem, and combining others’ insights with yours will result in a
yd NN creative solution.
/ \ N /
/ — N /
/ ye N\
/ / )
// (/\ /c
p \\\// /
/
N 4
\\\ : AN
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Uses of creative thinking AN
AN
Q You can use creative thinking to: C N\

N\ N

e Help manage change . \.

/T~ \ N\
e Negotiate / ~_\ \
/ AN \.

e Resolve conflicts

e Become a better coach \ “\:\1 -

Helping to manage change zi/: ~

Use creative thinking techniques to increase the morale and motrvatlon of employees \
when your organization is experiencing changes. Fostermg creat,rV1ty in employees !
encourages ideas for handling these changes. You can encourage cré@mgty in two ways:

¢ Remain open-minded. When you are lookrng for creatrs/e ways to manage
change, you need to be open to a variety of creative rdf:as an;?{ sugg,estlons> for the
best ways to manage the stress involved i ina. changmg srtu;ttron / :

e Encourage participation. Actively encourage einployees and co- workers to
participate creatively in a change. Tl'ils W11qulp them react posmVely to any
disruptions that the change mrght brmg \\ L /

AN N /
/ AN AN N4
/ N . /

Negotiating / N Ny
\ \

A creative outlook is vital to successful negomatlon Creatwlty and flexibility are
necessary when people develop agreements that will benefit_ both parties. When there
seems to be no way to reach a consensus on an 1ssue creativity can help parties discover
similar interests and Work Ioward meetlng Qommon goals

\
N

Resolving conflicts aN T />

You must think creatrvely ‘when addressrng conﬂrcts Keep these goals in mind:

e Build trxist It/s imy oﬁ?ant to build trust in difficult situations, and thinking
creatlyely wlﬂ help youdo s0. When you’re resolving conflicts, your creative
1dea/é are a proof of yofur wrﬂrngrless to find an acceptable solution, and they will
heIp empha51ze the &mrlar 1nterests of both parties.

o Stress unlty and cooperatlorr ‘Use creative thinking to develop the feelings of
// “unity- gnd cboperatlon between the parties. Encourage everyone to see the issue
/ from another perspectrve/Avmdrng the issue and automatically giving in do not

/ Ve generate creatrve solutmns

/ \

/ /
/" Be ming a better coacly/

N\ R . A/ . . . .
. Enhance creativity by giving guidance and support to your employees in their efforts.
o \The best Way to coach is to view workers as creative and self-sufficient and to provide

/ A N coaehlng only when necessary.
/
Yy . A coach should’ work with employees individually and as a team to help them develop
/S ) creative goals You should hold one-on-one conversations to help your employees reach
/ Y4 / /those goals.
N {
\\\\\ AN \\
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Do it!

Write the responses on
the board.

Emphasize the creative
uses.

Creativity in organizations ~ 3-17

B-2: Discussing creativity uses /N

Exercises

1 Think of some uses of a brick besides the traditional one
Share them with the entire class.

Answers might include:

o  Writing graffiti with it
e Hitting someone with it

e Using it as a paper weight

2 You are the Project Manag
found that the error count o 3
showed that th1s d

Identify ferent metho
develo

~
Y, / \\\\ /
/ N /
/
/ / /
/ /
/ /
/ VAN
/ / /
/ / / AN
/ Y, >
/ / /
/ / / / ~
/ < / / 2N
, /
/ N/ Vi / N
{ / /
N / / /
N / /
/ / /
. S /
AN N4 /
N \/
~ . /
.
N . /
\ /
\ AN /
\ AN /
‘ AN //
/
N
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Problem-solving methods VAN
N\
Explanation Although you might think of creativity as being most useful for solving large prqblems
such as resolving a budget for a multimillion-dollar company, creativity can solve \\
everyday problems as well. Creativity is an important aspect of personal tlme RN N\
management and can be used to resolve interpersonal conflicts in the Workplace T~ \\
Q Just as there are many types of problems, there are many creative probleﬁl solving \\/
methods. You need to understand and be comfortable with these me‘shods to. deterﬁxne 1 ya
which will be the most productive for a specific problem. These gfe the mast\:ommo\qu
used creative problem-solving methods: . N\
e FEliminate biases. / 5 ™~ . \)
. . // /// o ™~ ///
o Find a new perspective. S \ ~_/
e Verbalize it. S S/ '
/ / / ya Y, A\\
e Restructure the problem. S S SN
( V/ / // //
\\\ // // /
Eliminating biases . \\ <\\ ya /

Just as starting afresh can help you generate/ new 1deas a ﬁ‘esh and unblased mindset
can be beneficial when you’re solving a pmblem Ehmmatmg blases let;( you look at the
problem clearly without outside factors affechng the result\ If you L find’ yourself
struggling to resolve a conflict or prQ’blem throw away any nGLes you have made, erase
the chalkboard, and start anew. \\ >

\. N
N\ \\ \\

Finding a new perspective N4

A new perspective can be beneﬁC}al in res®1v1ng 1nterpersona1 conflicts. To find a new
perspective, step into the ‘mind of the person with whom you are having the conflict, and
understand how that p@rson sees the issue. Conflicts ;zan be resolved with much greater
ease if each person HﬁvolVed in the conflict can understand the opposing perspective.

Verbalizing / / / \

At times, creatlve thlnkmg mlght not B&enough to resolve a problem. In such a case,
you need t;o write out the prﬂblem@r tallg about it with your co-workers or supervisor.
Writing or talklng about a@roblﬂm can/reveal a clearer organizational structure to the
problemnd can present a potentlal solution.

Fox/ example, \if you cthse to wrxfe your problem, write the topic of your problem on

fche first line, the present Status on the second line, and solutions that have been tried

prey(ousiy on the third, as shown in Exhibit 3-1. This method will give you a visual
/ refﬁir;cé for your problen;r You can also discuss your problem with a friend or co-
<\ worker and share 1deas Ql‘ - potential solutions.

AN
N (
\\\ \\
AN N
N
o AN \\
s ~ N N
/ \\ AN AN
/ \ N\
Vi \ N
N
AN
/ — ™
/ N
/ / \
/ / )
/ < /
Y, \\\ /,/ //
¢ N /
/
N <
\\\
- N
N
AN
\\ N
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(@

Budget issues:

Crrer last year
Sales coming up

Hew equipment

ds
G nee

If you’ve already put a physi ical structure to't e writing it down, and a
solutlon is not apparent ou might § eed to restru cture the problern For exarnple in

attempted solution failed. Thls column will indicate whether there are any common

factors that can hinder future solutlohs to the problem. By eliminating those factors, you
will be much closer to reachm a solutlon
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Do it! B-3: Solving problems

Exercises

1 In the following scenario, Patricia, an employee at Icon International, and Wanda,
a manager, are in Wanda’s office. /

\ .
)
/
/
/
/

Patricia: Wanda, do you mind if I bounce some ideas off you? N N

S N
Wanda: Not at all. What are these ideas for? / h \} \

‘~ N
~ \

Patricia: Well, you know our senior account executive just resigned. I have \\)
several options for rehiring or restructuring, and I' want to choose the one that
is going to cause the least amount of conflict. ~_

Now, answer the following:

What are the problem-solving g@o&s used in the sc%

N\

Patricia verbally shared the problem\with her \éq-worker,
comments to give the problem a physical structure.

\
\ \

2 Match the creative/ﬁoblem—solviﬁg‘\méthods \kﬁi\th their descriptions: go to the

beginning, find anew perspective, and Vefyé.
To eliminate biases and look at the pfb;Ble Go to the beginning.

To give a visual fere}céo ﬂ@})blem Write out the problem.
To solvaersonél\i\s;/és / Find a new perspective.
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Unit summary: Creativity in orgamzatlon/s/\
\ \\

Topic A In this topic, you learned about the characteristics of a creative orgafnzatlon Y ou
learned that a creative organization permits ideas to flow in all d1rectronshy provmhng
clear channels of communication. Next, you learned that bluldlng a creative \
workforce takes time, effort, and the willingness to modify the organization’s culture. . N
Then, you learned about the organizational situations that can encoﬁrage or 1nh1b1t

/

creativity. You also learned about the job condltlons that strﬂe &eatrvrty

Topic B Finally, you learned about the role of creativity m\generatlng 1dea\s You learned that
all ideas need some amount of creativity to put them" into effect Next, you learned about
the role of creativity in solving problems. You learned that creative thmkrng can help
you manage change, negotiate, resolve cohﬂlcts and become a better coach. Then,
you learned about the various problem-solvmg ‘methods. You learned that creativity is
an important aspect of personal time management that cah be used to>resolve

interpersonal conflicts in the workplace 4
AN - \\\ \\/ g / g
/ § . /
Review questions
( . - /
1 What are the two goals to be kept in mind while resolying conflicts?
e Build trust .
\ AN \\ >
e Stress unity and codperation \

2 is the discussion that occurs between peers

Hor/zontal COmmun/cat/on A

~\

3 List some commonly used problem solvmg methods.

/
/

o/ Ellmlaéte biases. T/
/ / / \
. Fmd a rfew perspect/ve
/ /
/ // \\\
e Verballze, / Vi

e Restru&urgjhe probJem

N

.

// YL Identrfy the guldefme for successful idea generation:
/ // ~ ‘ A Bramsform( for all ideas.
/ <f\ / B Immedrately dismiss bad ideas.
¢ /
\ C N ""C""'Maintain a constant perspective.
yd - I \\D Combine only related ideas.
/ N\ AN /
Vs - | N/
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Unit 4
Fostering a creative environment
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Topic A:

Explanation

Employing creative individuals

Creativity is the ability to look at a situation from every possible angle and determme \
potential ideas, solutions, or outcomes. Employees with this ability add Value to-an \ \
organization by increasing its efficiency and productivity. This is why board members N .
stockholders, managers, and other employees of a company often prefer to recrult and
retain creative individuals. Although supervisors or Human Resources speerahsts rnake /
the final decision, everyone in an organization benefits from the recrultmem of creatrve

people. L ~A N\

When a candidate begins to search for a job or becomes aware of the ifositions that are \\;
available, the candidate will form an opinion about your cbmpany based on premotlonal
material, media articles, stories, and word-of-mouth. The first, beneﬁt that creative

people look for is flexibility. Although managers mlght hire creatrve people some
managers still tend to stifle these employees’ creatwlty w1theXcesswe rules and,
directions. Creative candidates must believe that they will have the” ﬂexrbrhty to be
innovative with your company, or they will IOQk elsewhere for employrnent

\

Criteria for selecting creatl\ie mdlvn}uals h

When selecting creative 1nd1v1duals }/011 need o eons1der these cr1ter1a
e Education ‘ h h
e Experience
e Humility
o Common sense
e Peopleskills

Education / B

Although a hlgher leyel posmon »will need advanced education, managers hiring for
entry-level and mldﬁievel posrtrons have more flexibility with regard to education. Some
managers prefer hiring’ recent graduates Who are idealistic and innovative. Other
managers prefer to hire en{rployees who ‘have continued their education while gaining
experience through internships. As a /manager, you must determine what level of
edu;zﬁtlon is approprrate for the pos/ltron you are trying to fill.

/
/

/Expe):lerlce ‘

Mz{nagerfs find that the more experience a candidate has, the better prepared that
candidate is to make an lmmedlate impact with the company. On the other hand, some

managers seek candidates with little or no experience in the field to bring a new

“perspective to the job.
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Humility

Although creative ability is maximized when creative people work together, arrogance
decreases the creativity of a team or the work environment. As a result, it’s important
for creative individuals to have the humility to accept and learn frorn m' takes as.well as
to move on to bigger and better ideas and solutions. /

Common sense \ E

Managers do not want to continually reject creative /{plow\es\meas because they
unfeasible or lack common sense. New employees will need tlmeQ ad;}\\to the work
environment and to understand the limitations of organlzatlon To redu(kthe

chances of employees continually promoting unfeasible 1deas\h1re creatlve/lhlwduals

who demonstrate common sense.

People skills
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Recruiting processes VAN
N
) You can use the following processes to recruit creative individuals: Q AN
. AN N\
e Transfers and promotions \\ .
/T~ N\
e Notices and advertisements ya T \\ \
/ ~ \
. g, { B \‘
e Educational facilities /\ \\\
e Employment agencies . \ \\:\ff‘ ~_ /
/N \ \ /
/ / \\ A 7

N\

L
The first place a manager should look when recruiting creatWe 111(11V1duals is within the
company. The advantage of transferring or promoting empfoyees is familiarity. You'lll
know how the employee fits into your organizational culture, ahd you’ll know the
strengths, weaknesses, and job performance of that errfployeﬁ This practice can also
save your organization time and money. A current ﬁmployee is already famﬂlarwlth the
company, its policies, and the responsibilities of the< new _]Ob / /

/

Transfers and promotions

The disadvantage of transferring and prornotmg is that , when a posmon is ﬁ}led
internally, the opportunity to introduce new/creatlvty 1nto%he orgamzatlon is missed.
Employees who are promoted might bring- Lhe ideas of: the1r premous superv1sors to
their new position rather than bring a f;vesh persioectlve \\ N/

/ \ N AN
/ \ AN A -
Notices and advertisements N \ >

Recruiting by using notices and advertlsements can be as sxmpfe and inexpensive as
posting a flyer on a bulletin board. It can\also be. \as technical and costly as a newspaper
advertisement or a Web s1‘pe ‘with career opportunftles

When using notices and- advertlsements consider how far-reaching your search needs to
be. If you are looking for. a clerical employee, you Imght consider searching locally.
However, if you’re trylng/to fill a highly spemahz,éd position, you might need to search
internationally. Thls t};pe of exernal recruitment permits you to reach prospective
employees wh0 Tive j?ar aWay /

The d1sadvantage of\ﬂns method 1s/the cost associated with it. This includes the cost of
placing a@ertlsements angf the the needed to sort through the numerous résumés you
receive. If youfsearch reachgs/across the globe, you might have a larger number of

applicants who do not meet the crlterla for the position. Sorting résumés can reduce or
elnﬁmate theBeneﬁts you mlght YCCCIVG from using notices and advertisements in your

search } ~ /
// / \‘ — 4
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Educational facilities /A\

Educational facilities, such as universities and technical schools, are great pﬁaces to
promote your company and seek creative talent. Students at educational facilities are
searching for a first career or trying to break into a new field. Recruiting at an \
educational facility can often help a company find creative ppéple Wlllmg 0 start out at
a salary less than the industry standard. < o \

N\
When recruiting at educational facilities, you should reahze that you Eu‘e taklng arisk b}
hiring someone who is new to your field. Consider h thTsnsk\relates to your-
company. Although it will be easy to integrate newcomers into Seme posftions
specialized positions might need advanced educgmm, mtcrnshlp, and exper\@;nce

S )

Employment agencies / / % ~_ / !

-/

/ / ~
Employment agencies are private businesses wl}dse sole re onsibility is to seek out
highly qualified candidates for various positions. These encies lﬁye large databases of
potential employees at their disposal ér;d can make the, hlrmg/procesg quick and
painless. In addition, many emplo/ymenh\ag\enmes perform /pre en}ﬂloyment screening to
ensure that the potential employ)ze ﬁ)e@ts your\cilterla - /
Your company might prov1de<tl1€ agency wlth wrmen criteria for the candidate and
information about your or}gﬁmzzmog Howev thereﬁmght be some unwritten
characteristics of your oygamzatlonakculture that can make one person a better match
than another. Moreovet& the cost of using an emplo\jlent agency could outweigh the

\ /
benefits of the service. \ \ S
\\ \\ N4
\\ \\
S~ \\ \
/ AN \
// \\ \\
AN /
VAR V
/ / /
// / . s
/ VAN

/ 4 / / /
/ N~ S S
AN ya Vi /
N N /
S V4 /
/ R NN /
// TN w‘ \\\ / /
// / \:‘ /:i o AV
/ % / ’ 7
/ \/ //
o N ya
\\ (/ /
N \\
T N \\
/ NN >
/ AN /
/ — \ AN /
/ V. \\ ) \v/
/ (/\ /’J /
/ A4 /
VA Y,
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Do it! A-1: Recruiting creative individuals

Exercises < \

\
1 Which of the following is the ideal education level of job applicants w)nen N
selecting individuals? / ~\

A Varies according to position \
B  Education level is not important N N \
C Multiple degrees 4 h

A \
D Advanced degrees VRN — \>

Ask a student to write the 2 Given the responsibility of recruiting creative em};ﬂoyeey Whycl%p.gahtles Wll}yo)a

key points on the board, look for in the candidates? Discuss. Y, Y y N
/ g </\\ / / : / / \\
After the discussion, deduce the criteria for selecting creative mdlwduals ya //
\ /
Discuss the answers 3 Read the following scenarios, and 1deny1fy the recruﬁment methbd thap/would best
given by students. If suit the situation. DN N
students come up with \ N \\ /

different answers, ask
them to substantiate them. Icon International has opened a graphlc des1gn deparﬁm:nt R&gér the manager,

has been assigned the task of r;ecrultmg candldates for Vanous posts. He
advertised in the local newspaper in a trade magazlne and on the company Web
site. There were many apphcants,\out of Wthh a few s wer,e interviewed. However,
they were experlenced and wanted a huge Salary

/ \
N\

Educational fac:lltles /
Margaret works” forﬁ cornpany that produces a’ Very specialized part for airplanes.
She needs to J‘nre someone who has a great ¢ deal of aircraft experience. Since there
are no alrcraft manufa;ztu}‘ers in her area, she realizes that she might have to search
across the coury(ry Sﬁe has a substantial budget allocated for the recruitment.
Howes/er shei is Very bu,Ky and’ does not have time to sort through résumés of
unquﬁhﬁed candldates / /
&/ ya

\\\\// //

/Employment agency )
/ N\ /
// James is sFartmg a graphlc c/le51gn company and needs an assistant. He is looking
’ /f0r30me0ne who can hekp him in filing and answering the telephone at his office.
\gjthough he has tlme to interview many candidates, he does not have a recruiting
dget

/
/
/
/
/

Flyers pqsted around town

/ - \\\\ \\ \

\ ElLen owns a company that produces a piece of equipment for submarines. Her
o ; comp&ny is the only one in the world that produces this equipment. She needs to
/ hire a new manager who is familiar with the production of this part.

\
N
= N

Promoting
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4 Match the following recruiting methods with their disadvantages:’e
agencies; notices and advertisements; and transferring and promoting.

High service costs Employment agencies

Candidates might lack a fresh Transferring and promoting
perspective

Larger number of candidates who Notices a
do not meet criteria

NOT FOR PRINTING OR INSTRUCTIONAL USE



4-8 Creativity and Innovation

Retaining creative employees \\
Explanation Many managers make the mistake of assuming that the hardest part of staffing tl{eir N\
company is hiring new employees. Instead, the retention of good employees can be the AN
most difficult aspect. Retaining good employees will reduce your recruiting costs. N\
Moreover, each time you hire a new employee, your company will have to spend time. \ \\
and money training that individual. Retaining good employees will keep\your hiring and AN
training costs to a minimum. \ \i‘\~ ~_ )
Q All employees will have different criteria for a comfortable Worlgplace T\okée%then\ ‘
employees happy, managers should recognize and work toward prov1d1ng a balance of\
the following factors: SNC T \
/ > ~ N
/ / .
e Commitment /S S~ /
o Rewards y // /// / // /\/ ~ \//
/ / / // ~
e Learning opportunities / </ VAN
o Flexibility A 4
; \\ <\ // //
e Information N AN V4 /
/ \\\ AN N /
e Sense of humor / AN AN
4 AN N /
. ) " AN . N /
Commitment N\ \\ AN V4

Creative people want to be comm1tted to thelr WOl‘k\ and they Want their employers to
be committed to them. People will be. commltted to their - work if’ they have pride in the
product or service they produce. Managers who exhibit genurne caring and
consideration for their employees dernonstrate a commltrnent to long-term retention.

Rewards / \
Employees who are rewarded for their efforts are hlszely to repeat those positive actions
as compared to en}ployees who are not rewarded Managers should implement a clear

set of rewards t(ymotlvate employees
Learning opportu{ntleé VRN,

/ / >
Employees who remain in posrtlons that/don t offer learning opportunities might feel
bored. These employees mlgnt thlnk that the only way to expand their minds is to seek
emp oyment. elsewhere To encourage creativity, employers must provide additional
tr ning that encourages learnrng

| \\ /

Flex/fbrllty - -

/ Em yees have a dlverse/ range of personal activities and interests, such as sports,
\\ community service, re],rglous organizations, and children’s activities. It’s important for
~employers to recognlze and understand the need for their employees to participate in

yd B \\ acftvmes outside. the workplace. Employers who permit employees to make up work
ya \that is mlssed durmg the scheduled hours find an increased productivity and creativity
VERRZaN level in erhp]oyees
/ a (/\/ /;‘ /
/ \\\// /
/
N {
\\\ : AN
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Do it!

Q Click the picture in
the slide to play the
movie.

Use these reasons to
facilitate a discussion

about learning
opportunities.
/
///
N
)
/
Vs \

Fostering a creative environment 4-9

Information
/ AN

One of the biggest complaints of employees is that they don’t recelve an adéquate

amount of information in a reasonable time frame. Employees who ai*e kept ‘in the

loop” will have a greater sense of loyalty to their orgamzatlon AN N\
/T~ \ AN
Sense of humor \ ~ N

Companies that balance a serious work effort with a sense of humor are the most
successful at retaining high-quality creative employees Employees who are encouraged
to laugh and share in the fun are apt to be more creaflve than empl&yees 1h\a serious,

straight-laced environment. a N

~ AN

A-2: Retaining creative individuals

Exercises /

1 Watch the movie and then answét\he follo{;ving:

What are the factors that are ke ing&n@ce in Mm ny?
utonomy, flexibili infor%&io%tr sfer, and rewards.

2 Discuss the factors‘that vi%ill encourage you to stay in a company.

Answers might include:

On the board, write all IQe factors  suggeste students. Find out which factors are

\

preferred by most students \

\
3 Using the followmg points, dlSCllSS why it’s important to offer learning
opportunities to your employees

Improves the product1y1ty %e employees
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Topic B:

Explanation

Maintaining a creative environment

\ AN
A creativity audit is an evaluation of your organization’s creativity. This audit glves \
managers an idea of the frequency and success of creativity that is taking pIace \ \.
Although it might be tempting to exaggerate the success of creative initiatives that have AN
occurred in your organization, you should be totally honest when evaluatmg the actual
level of creativity. This will guide you to make decisions that W111 1nerease\the creatlwty
of the company to a target level. ~ \ N\

N \
To conduct a creativity audit successfully, you need to commumCate effectlvely with ah
employees. For this, you should know about their personahty types and motives. This \
will help you manage them in a one-to-one situation and as a team You should also try

to implement a creative culture within your orgamzatlon Thrs can be achleved by
following certain procedures while assigning tasks and by rnanagmg detractors

efficiently. Y4 / /N

Perform a creativity audit \ )

Because there are diverse industries, the c(eatrvrty audrt does not have r1ght or wrong
answers. Nevertheless, managers or supervrSors who are famlhar with the work
environment should conduct the creatfv1ty audit because they: v will have an idea of the
creativity level needed to succeed in their 1ndustry _These managers must also be
working closely on a daily basis with the team that theyare going to audit. It is difficult
for a manager in a remote location or a\manager who is unfamiliar with the people and
surroundings to conduct a creatwlty audit. farrly

To conduct a creativity audlt you need to look at these areas of your work environment:

e People p
. Technology and ;ies1gn

. PreV1ous 1n1t1a/tlves/

/
</
N\

People // . /

///
/

/

People in your organlzatron are/ the foundatron for every creative act or idea. Consider

these questlons When auditing’ ‘the creat1V1ty of your employees:
// e Who ai are the tOp creatlve talents in the organization?
~What ane the mot1\>ators for the top creative talents in the organization?

What i§ the company s track record for recruiting and retaining top creative
_Aalents? /

o Are the emp'loyees happy in the work environment?

' What improvements can be made to increase employee satisfaction with the

work envrronment9
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Technology and design

Technology can drive or hinder creativity. You should evaluate the technology

and the design of your workspace to determine the factors that encourage or impede
creativity. For this, ask yourself these questions:
e What forms of technology are necessary to meet miryéum creative standar
the industry?

e What forms of technology are currently ava;?qthat\ﬁan be &ied\fg\r“ creativity?

™~
e What forms of technology can be added to increase creatiy ity? ~/
. oo N\
¢ Do the available workspaces encourage creativity? A \\
e How can the available workspaces be changed to en\cburage creativity>further?

~
~

. e eie s / N
Previous initiatives

When auditing a previous initiative, C(yls1der tﬁe ti fr es 0 si onths one year,
and five years, if your organization has existed durlng os me per 10ds Ask yourself

these questions for those time periods:
e How many creative ideas have been s&lgrmtted to management?
¢ How many creative 1d s have bee appro d by m agement?
e How many creatiy 1deas ave been im e ent
e How many crea{we 1deas have cceeded‘7

e How many creatlvc 1deas have beenr%géd, regardless of the level of
success? N\ \



4-12  Creativity and Innovation

Do it! B-1: Conducting a creativity audit ya

Multiple-choice questions \

1 Which of the following is the definition of a creativity audit? ~__ .
A A right or wrong test of creativity \
B An evaluation of your organization’s creativity

C A determination of your perception of personal creatw/t{ \ \

D An evaluation of your employees’ creativity

2 Select the area of the work environment that must b
a creativity audit.

~
~

dered When performmy/
A Aggression
B Work ethic
C Cooperation
D

People

3 Which of the following should be conside
of employees? \

d when conducting the creativity audit

A How many creative ideas héxe beeri\\@ubmitte i
B What improvements can be made to in\c\rease employee satisfaction with the

work environment? \ \

\ \

T~ \
C How many créative ideas succeeded? \

D Do the availabl workéﬁéiéesenqg)urage/oéltivity?
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Communicate with creative people AN
N\

Explanation Although creative communication shares many principles, such as a‘need for clarity,
with regular communication, there are some additional principles thaNet creatrye
communication apart from regular communication. ST~ \ \

/ ~\ .
Q These principles include keeping creative communication: / N N
e Positive—Negative language and nonverbal cues Wl\l §t1ﬂe cmnmunlcatlon and\
the creativity that drives it. N \ \ ~ /

e Relevant—You should tailor your language1 fo the sﬁuatron and people 1nvolved
in the conversation. If the communication becomes too general or abgtract the

focus of the creative session might be lost \> ~
/

e In person—Use face-to-face communlcatldn duri creatlve\sessmns
Technology can hinder creativity rf it is rrot u;ed car fully Although e-mail and
chat rooms can be a forum for st1mu1atrng creatw)fcy communlcatlon and
creativity can be inefficient or 1neffect1veW1thout nonfverbal cues.

\\\ <\ // //
Personality types N . \\ N /
Q Understanding the personahty/types of Y&ur empToyees and ;Zo -workers can help you
make decisions about team placernent and creatlve assrgnments Knowing their
personalities can also help you effectlvely manage these individuals. These are the main

personality types that you 1l encounter in your Woﬂ{place
e Collaborator N

\\\

e Contributor \

e Inquisitor
/

e Director

- )
/A\ ~ /

Collabﬁrator/

Collaborat()rs enjothhe social aspect of working with other people and are enthusiastic,

oritgomg, and frlendly Tl:us congenial attitude can initially make the collaborator very
/popular\ However it can leati to frustration from co-workers and managers because
\collaborators tend to/avord dec151ons and confrontations in an effort to prevent
unpleasantnes% goflaborators might also focus more on the personal, social benefits of

_~— the tearn than on the expected outcome. It’s best to avoid assigning decision-making
// t\sks to coLlaborators/
/
/ N To encourage Crez(tlwty in collaborators, emphasize the success of the team and the
/ /) common ‘goals of team members. Ensure that the goals of the collaborators have been
/ /" clearly stated. You should also set a definite time frame for work because collaborators
N ~might ,be,gorne sidetracked by the social elements of their creative team.
// \\\ ™\ - h -
// \\ ™\ N
/ — \\
/ e N\
/ / \
/ / { /
/ \\\\// /
/
N {
\\\ : AN
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Contributor N
\\

Contributors are very successful in leadership positions. They are good hsteners(and L
masters at the art of compromise. Although contributors do not feel compelled to > seek \.

out social settings, they are perfectly comfortable working in teams. They are also \well AN
organized and easy to work with. ~ \\\ AN

// ~—_ \ \\
Because contributors are focused and organized, they are the easiest to motlvate among N\
the four personality types. If you clearly explain the goal of a creative sessron and dts /

benefits to the individual, team, and organization, the contributor, will step i 1nto a
leadership role. Contributors who are not placed in leadershlp p/zfsmons might Wlthdra“w
from conversation and need to be encouraged to partlclpate S \

Inquisitor ey ~ /

Inquisitors have a strict attention to detail and are falrl/y rrgrd abO)at follgwrng rules.
Inquisitors prefer facts and data to emotional language Altlroug’h they’ mlgbf resent
authority, they are comfortable when clear boundarles are estabhshed Mdreover, an

inquisitor will not argue with rules that are already in place <\\ / /

When communicating with inquisitors, ﬁrsi;/emphasme the need for cooperatlon
between employees and management. Next stress the\need for\posnlve /dommumcatlon
to encourage creativity. You can use their a&herence to sfandards to. defermrne the
feasibility of new ideas; do this by askrng rnqulsrtors to compare suggestrons to the
current standards, such as budget or time constralnts You can aTso enhance the
creativity of inquisitors by setting pararneters because mqulsltors can be very creative
when they understand the boundaries clearly "/

Director // \
Directors tend to be Very quick in reaching d‘ekcisions\and are very confident in their
abilities. Directors f;z{cus on the task-at hand and are srngle minded until the task is
completed. Becaus/e they/ tend to focus intensely on one path to a goal, they often fail to
recognize other poten;ral pa’[hs\T heir extreme focus also results in a lack of
communrcatlan and/peer/s mlght view. them as being intimidating or unfriendly.
However, you can Cleaﬂy 1dent1fy Ihe pr}orltres of directors from their actions.

When commumcatlng Wlth dlreetors always remain friendly and open. Encourage them
to communicate with you; you can de this by setting an example with other employees.
Inc)nde drrecters 1n\:reat1ve teams. “You can also use the directors’ work ethic and focus
ori results as a resource er motv/atmg other team members.

/ TN

: /
/ N ) \v/
/ / / —
/ y
/ /
! / /
— //
- - /
AN <
. .
- . \\
e AN AN h
/ \\ AN AN
/ \ N\
/ \ AN
N
AN
/ — ™
/ N
/ / \
/ / )
( /
/ . /
y y
¢ . / //
~ {
AN
\\\
. N
N
AN
\\ N
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Communicate with creative teams N\

\

When communicating with creative individuals, you have the oppor(umty to take
communication slowly In the first few moments of a one-on-one mee\tmg, you'can
determine the person’s personality style and permit commumca’uon to stégn from that

determination. N \
( ~\ N\

On the other hand, when working with a creative team, you H have a collection of \\/
personality styles in addition to various motivations andneeds \As a re§ult a manager
must be able to bring together those styles and meet the 1nd1V1dual needs. of team

members. < \\

You should learn about your creative team on aﬁ 1nd1y1dual‘bas1s before the ﬁrst team
meeting. You should also learn about team members motwatlons -and needs’in advance.
Prepare an agenda that gives the team an 1drea of what 1o eXpect in the meeting and that
helps you keep them on track. The agenda shouId aLso mclude a set amount of time for
random brainstorming to permit for off -topic cf‘eahwty In adddtlon ‘to meet the needs of
people with goal-driven personahtles yqu should deﬁne goafs cleariy before, or at the

start of, the creative session. AN N N/
/ . . N/ /
] When managing a creative team ask yeurself these questlons fo determine the
effectiveness and efﬁc1ency of your team: O/
\ \\\\ N\ “ //

e Whois 1nvolved‘7 N v

e What is the purppse? N

e When and where? N4
People 1nvolved

Throughout/ fhe course of manag}ng a creatlve team, ask yourself who is truly involved
with the team and-who is sitting on the sxdehnes It’s the nature of a team to go through
cycles in whlch several people emerge as leaders and active participants while others
take a more/passwe role. Ask yourseff who is taking a passive role on the team and what
can be d()ﬁe to/enco‘urage their participation.

/Purposc\of the team /

A team’s agenda oy/goals W1ll change over time. Sometimes these changes are positive,
— \and sometimes they cany stray far from the original goal. You should ask yourself
/ Whether your team is WOrkmg to meet its original purpose. If the answer is yes, you
) shquld be cOmforta,ble with the direction of your team. If your answer is no, you should
ya yan evaluate Whether the change is a positive one.

4 N Tlme and venue

. \As a manager you need to encourage employees to take leadership roles. Nevertheless,
T yOu should also retain some direction over the team. Team members who step into
/ leadeTshlp roles might have personal motivations for selecting times and venues for
! ; \ meétings. To encourage maximum participation in creative sessions, the manager needs
/ 't0 determine whether team sessions are being held at a place and time that are
/ / convenient for all team members.
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Do it! B-2: Interacting with creative people .
// \\\
Exercises \ DN
\\ A
Ask students to 1 Read the scenarios and then answer the following: S~ N\
substantiate their / ~_\L
answers. ™\

Patricia and Roger, managers at Icon International, are in Roger’s é)g”ﬁce

Patricia: Roger, I’'m having a little bit of trouble with Caroline. If r asmgn her a-
task, she gets the job done, but she doesn’t take an actly/é role in team N\
meetings. She sits back in the corner and doesn’t say anythlng unless it’s to \\
express disagreement about a decision we’ve made Howscan Tget her more
involved in the team? / ~

/
/ = V
/ / ~_ /

Roger: I’ve worked with Caroline, and I know that/She VSn t unfnendly, she s
Just focused. Her focus causes her to reach’ quick &ecrs/lons on thlngs that
might take the team longer to agree on. Therefore it’s 1mportant to draw her
into the decision-making process. N N/
/// \\\ N /
What is Caroline’s personality type" [ N AN /

/
/
/

Director. Caroline focuses on the task at hand and is smgle-hunded Thts makes the team
view her as unfriendly. She is also du:ck in reachmg dec:s:ons .

\ \

\ \ \\\

\ N
\ .

\ \ AN
\ \

Roger and Candace, managers at fcon International are scated in Roger’s office.
Roger: Candace; I chose you as the leader for this project because I know
everyone on the team likes you and respects ‘you. I know you’re very team-
oriented and W1H\do your best to make thls project successful.

Candace Of course/ I\appremate the opportunlty, and I’m looking forward to
the pr0Ject a4 S
/ <\ // / / \\\

Roger So, let ] rezap the/ goals we’ve set today. Your team is going to
deterrmne the torﬁfour areas that can be improved to increase customer
satlsfactton and create a plan for improving those areas.

e N\

// Candace nght\ We hazve five weeks to do this so it will be ready by the

/ annual conference

\ Roger That S rlght Sounds like you’re ready to go.

P \ What 1s\Candace s personality type?
/ \ N N
Collaboraton Candace is friendly, enthusiastic, and popular among people. Roger has

o~ ldentlfred these traits and has emphasized the social aspect of the assignment as well as the

J; result to help the collaborator feel comfortable with the project.
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Use the points to facilitate 2 Discuss how the following questions can help managers determine the

a discussion about effectiveness and efficiency of their creative teams.
managing creative teams.

e How much time is wasted?
e  What is the purpose?
e  What is the time frame?

e  Who is sitting on the sidelines?

3 Match the following personality types with
contributor, inquisitor, and collaborator.

Focuses too intently on one course of
and ignores other potential paths

Master of the art of compromise
Factual and detail oriented

Very social and congenia

B L?e/ Gf\ihvolggme
C  Experience level of each team member

]ﬁt}r‘tial Edﬁﬂiets\b\e\ﬁween team members

/
/ / /\\

/ N/ 2
AN /S /
\\\ & Y, ) /
B S 4 /
/ NN /
/ YNl S
/ g / /”\\"‘ ,"J — \\//
/ \// //
- /
\\\ ) < Y
N AN
RN \\ \\
VNN S
/ AN /
/ — \ AN /
/ V. \\ ) \v/
/ (/\ /’J /
/ \\ / /
vi /
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Encourage creativity

Explanation When assigning a creative task, follow this process to encourage maximum crea i/Vity:
1 Define parameters.
2 Set goals.
3 Emphasize end benefits.

Define parameters S~

Q Parameters include factors such as time or cost that limit the crea/tlve endeavel*\s of \
employees. Managers should never assume that employees u ’}Klers’cand the parameters of\
a task; rather, managers should always define clear boundaries before em‘ployees begin >
the task. However, managers can permit employees the /eedon;rto b creatlvewuhm /
the parameters. / YA /@\ ~/
S/ // VRN
Set goals / V4 // S
If managers and employees do not establish clear an\dachlevable éoals at the)z/egmnmg
of a task, conflict will occur when employee;; cangot complete the ta§k to th¢ manager’s

satisfaction. To prevent this, discuss a goa}/ that is mutually agreeable y /

Managers should differentiate betweeryﬁettm oals andgwlng d\rectmns A goal
should be the end result of the task; it’ doeSn t spequ the paththat employees need to
take to achieve the goal. By dlffereﬁtlatmg in this way, managerS\)can give employees
the freedom to use creative thought to. reach the goal. . ya

\\ \ \\¢/

Emphasize benefits s \. \
Employees who are asmghed a task will put max1mum effort toward accomplishing the
goal if they fully understand-its benefits. The completzlon of the task might benefit the
employee, the team, e\ntlre organization, or any/:ombmatlon of the three. When
employees fully gﬁderstaﬁd the benefits of the task, they are ready to begin the creative

process. / VAN
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Use challenges as a motivational tool /A\

direction. Challenges should be framed in a positive manner and should relate to the
context of a conversation or situation. Team members will n(/ welcome a ¢ ¢l allenge\ hat
has no foundation in the current situation. In addition, a mamager who needs to issue ah>
effective challenge must indicate a willingness to share i in the gfforts X{f the team A
challenge should also have a reward. // ~_ \\ \ /
For example, a manager of a retail store notices that 1 the advertlslng staff ;e§ms
uncommitted to the goal of producing an 1nnova,t@e % Wspaper advertlsemeh( each
month. On average, the new advertisements aré going out CVCI’Y\&IX to eight weeks. The
manager might issue a challenge such as, Woul(} lee 0'see us cre&t&twg
advertisements before the end of this monffh S0 we \yﬂ be able to meet our four-week
deadline for the next two months. If wesucceed i in /the cl}alleng;é quﬂl receive one

2
extra vacation day next month. <\ // ) /

In this challenge, the manager hasﬂqommu}ucated a neéd to Work/W1th the employees to
achieve the challenge. The cha;kenge rqlates tGQ current s1tuatyon in the store and has a

/
reward. <\ \\ \\ y

Although challenges can lXe used é&a motlvatlt)nal toa\ y/ ou should use them sparingly.
Employees should not e;a{pect rewardsfor perform\ng their regular duties or meeting
everyday goals. However challenges ca he used for special situations when an extra-
creative effort is needed. AN

N/
\\\ \ V4
/> \\
// \\\ \
// AN
T b
/N %
S /
/ / //
/ // A\
/ / p ya N
// / / >
/ / / // / /S
/ 4 / / /N
/ N4 / / >
AN /S /
\ { / Y,
N V4 /
N /
N\ /
\ . p /
\‘ \\ // /
-~ Y
-
/
B Vs
_/
.
AN
N
>
/
/
/
/
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Manage detractors AN
AN
Q Within your team, there might be detractors that hinder creative communicationand
thought. It is the manager’s responsibility to handle these detractors effectively. These AN
are the main detractors from creativity that you’ll come across in your worklife: N\
e Fear / ~ AN
< N
e Envy \. — N
e Personality conflicts /N \ N T~/
e Renegade creativity L ~N N\
// a \\\\\ o N - \\
Fear / J . )

There are different types of fear that an employee mlght experrence,\uc{l as fear of
change or fear of failure.

/ a4 .

An employee who fears change will be comfortablé w1th thestatus q(lo I/ you suspect
that an employee is fearful of change, schedule a tnne to talk with/ the employee and
reassure him or her that changes will be benefrolal to the organrzatron, /

If an employee is fearful of failure, you should meet with that\ernployee and alleviate
those fears. You can do this by rem1nd1ng employees of\the1r past\creatrve successes
and reassuring them that their efforts erl be rewarded regardless of the outcome.

N\
L N

Envy \\\ y /
If employees are envious of co- Workers managers or employees of other companies in
your industry, they might lose their creatrve focus. Communication is the key to
alleviating envy of your employees Meet Wdth these employees, and determine what
factors are causing their< envy and what can be changed to reduce or eliminate it. Small
changes, such as a change in workspace or 1ncreased communication from management,
can sometimes el1n;nnate thrs detractor.

/

/
/ VAN

Personality conﬂlcts / >

/ VAN

You’ll ﬁnd/employees who fOr no appzh‘ent reason, do not work well together.
Although 1 managers need to’ enconrage oOoperatron in the workplace, they also need to
recognize these conflicts a&ndwwork toWard minimizing them. Meet with the employees
having personahty ‘conflicts; see Whether there are problems that can be remedied, and
e ourage the employees to Work together.

/ Renegade creatlvrty N

/ Mﬁagers must walk a ﬁne l1ne between giving employees the freedom to be creative
\ and keeping employees’ focused on their job requirements. You might have an employee
~who is so focused on being creative and innovative that the employee’s regular

N
N
\\

e - *\\ respons1b1l1t1es 2o unfinished on a regular basis. In this case, you need to meet with that
/ employee to review the job description. Ensure that the employee fully understands the
Y- ~ job responsrblliues that are not being completed. Then, set goals to steer the employee
/ 4 ) back on track. Have regular meetings with the employee to monitor progress, as well as
( ./ /toencourage creativity.
. {
\\\ : AN
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Do it!

Q Click the picture in
the slide to play the
movie.

Have students discuss
their answer to the
question.

Fostering a creative environment ~ 4-21

B-3: Developing a creative culture

Exercises \

1 Watch the movie and then answer the following: S~ \\
In this movie, Patricia, the manager, is assigning a Creatlve task to her employeé,\
Matt. What is the approach taken by Patricia while ass1g1kng the: creat1ve task?

/ N //
Patricia defined the parameters of the project, set goafs with IWatt; d emphas:zed the end
benefits of the project. s N
/// \\ ~_ . . \\
/) S /
/ / ~__ ) ya
2 Read the scenarios, and then answer tlf(e ques/tlong %@follow ~
/ /
Phyllis, a supervisor at Icon Intemiatlonal 1is /t“alklng w1th her enjployee Nicholas.
\ /

Phyllis: Nicholas, I hearq that yokhad some cqneerns about the new schedule.
/
Nicholas: Yes. Fromfwhat I unﬁarstand “everybody S schedule will change. |
just don’t think that’ sﬁl{ We’re sdused to our C}Jrrent schedules, and now we
have to adjust 0}1{ hves to\a@ew one. It\Q gomgto be a big mess.
Phyllis: Well, Ntcholas ‘you sound really orrled Let me see if I can
eliminate some of' \your ar}xlety Eveﬁ/b y’s schedule might change, but some
people will end up icmammg on the current schedule. It sounds like you might
have d reason to. keep your sohedule the same. If that’s the case, we’ll make
sul;e you ’re on that list.". \
. )
/ {\hchjalas ReaIIy‘? That Would/be great. [’'m really concerned that I won’t be
) / ab}é to plck up my daughter” from daycare on time, but if I can keep the same
/ sche/d,tﬂe 1t)w0u1d really be a big help.
/ / /
\Phylhs/éure/ N 1ch0}as don’t be afraid to approach me with concerns. We’ll
woerfhem out as }/est as we can.
\/ /
\ D(Lyou think Ph}dﬁs was able to alleviate Nicholas’s fear? Why?

\ Yes. TNpe;wsor was able to calm Nicholas by clearly explaining the situation as well as

byencouragﬁng him to return with any concerns.
7

/ //
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Patricia and Candace, managers at Icon International, are in Patricia’s office.
9

Patricia: Candace, I wanted to talk with you about your deadlines. Are you on
schedule with this week’s assignments?

N

get it all done and then get back on track with my reg:?o&@@(
ork on that\s

Patricia: Candace, our arrangement was that you coul

Patricia reminded the employee of her job de§lsgb<ion; this-made her understand her regular

job responsibilities and helped her get on schedule.
/ - N\
// \\ \\
p /A\\\ B //)
// /\/> /
/ / /
/ / VAN
/ / // / g \\>
/ / /
// / / / //\ -
/
// / <\\\ ya // / S
/ /
N / / /
/ / Y,
N N/ /
- N \ Vs
S \ //
// \\\ \\\ /
\ /
/ ’ 2N ‘ \\ /
p / // ‘ ) — N
/ [ /
/ \/ /
<\ /
\\\ (/ T //
N N
B N Y
s . AN - \\\
/ \\ . >
/ \ . /
/ \ AN /
/ — \ . /
/ // N | N/
/ , )
// (\\ / /
/ AN /
x \ \/ ///
/
\\ \\\
.
AN
\\\\ /)
\\\\ ///
Y
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Ask three students to 3 Matt is the District Sales manager at Icon International. This year; his district has

enact the scene. seen a slight drop in sales numbers. He plans to assign creative tasks that will
encourage both his employees, Kristen and Lance, to expand their creativity in
their work. Enact the meeting of Matt, Kristen, and Lance.

The instructor will provide you with some more information to role—ﬁﬁ the
above scene. NS

A I
Give a brief sketch of the characters in the role-play /taére vomnteéx
~ N

~

Matt is a very efficient manager who knows the pérso \aﬁties of Kristen and Lance and who
has faith in their creative abilities. He wants Kristen and Lance to provide two new sales
techniques that are creative and that will jump-start the sales in the upcoming quarter.

a new sales sheet and

Lance does not see himself as a creative person, but'he has created
newsletter for the district. Kristen has the tendenc ' V
job duties.

Then, discuss the following:

\ N\

What are the detractors from creative thinkin

\

What d}l/ﬁ/léff\deig\cheék\ the d\é:gractors?

-\
~\

)
/

/ /
/ N /
/ > /
/ / /
/ /
/ /
/ / A~
/ / /D
/ / / AN
/ Y >
/ / /
/ /
/ //
/ &/ p .
N
N4 / >
// /
/ /
/
/ /
'S /
w/
// -
/ N
// \\
/ \
/ \
/
‘ //
S~ /
/ / N\ /
/ ) *
/ { / /
/ /
/ // //
4 v /
. — //
N ~ /
(\
N
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Unit summary: Fostering a creative environment

AN L
Topic A In this unit, you learned about the recruiting process. You learned that creative \\\ \
candidates should have the flexibility to be innovative within their company. Next, you \
learned about the criteria for selecting creative individuals. Then, you le/arned about the .
methods to retain creative individuals. You learned that retaining good émployees will N
keep hiring and training costs to a minimum. o \ \\
Topic B Finally, you learned about performing a creativity audit that eyaluates your \ \\\ ~/
organization’s creativity. Next, you learned about mteractlng \wrth\creatlve people. N\
You also learned about the process to encourage creat1v1ty You learned that

challenges can also be used as a way to increase creat1v1ty Then you learned about the /

AN

detractors that hinder creative communication and thoxight ~
/ g / / // / yas
- - // . // // // AN
Review questions
1 Which of the following is the most common method to recruit creative individuals?
Vo “ N V
A Advertisements / AN
</ \\\ \\\ ///
: A \\\\ \\\ \\\ / g
B Job fairs NS
C Employee referrals N
D Word-of mouth A4
2 Identify the advantage of recrurtmg creatrve mdlvrduals through transfer and
promoting. —\ A\
A Saves time andﬂmoney /’
/ \ //

B Offers a fresh per/épectlve to the JOb

/

C Brmgs/the 1deas of/the prev1ous manager into the new position

D Offers a lowervSalary : / )

3 Why 1S 1t 1mportant for Qreatrve 1rrd1v1duals to possess people skills?
/A To create feasrble ideas

/
/

B To learri from experremfe

c To put team pr10r1‘ues before individual priorities
. D To{be innovative
4 Who should perform a creativity audit?

7 A Employffes in creative positions

/ </\\ / B Managers or superv1sors

C All employees
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Unit 5
Promoting team creativity <
.

Unit time:éo min\tses \

~

Complete this unit, and you’ll know how to:

A ldentify characteristics of creative teams,
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5-2 Creativity and Innovation

Topic A: Organizing creative teams

Explanation The purpose of a team is to bring together people with diverse personahtles know}&dge \
education, and experience. This combined diversity encourages creativity and N\ N\
productivity to accomplish a common goal. Teams might consist of people from a s1ngle\ N\
department or several departments. \ . \

N N
Teams can generate new ideas, expand on or improve current ideas, make dS\ISIOHS\, and )
solve problems. Teams can also be assigned to a specific task orbe made rESpqnmble \ h
for a broader area, such as responding to changing customer e)gpectatlons When team \

members recognize their roles in a team and the manager pe/rforms his resp0n51b1htles N

creativity has a better chance of flourishing. / ~ /
// // y / ~~ ~_ ///
Y, // \ o
- - - / / y / A
Characteristics of a creative team RV /
/ Vi AN
% / / />
Q A successful creative team will demonstrate these bharactenstlcs / /
{ / /
N . Vi
e Identity AN . NV /
N AN /
/ AN AN /
/ A A /
e Purpose % . . Y.
e Feedback RN AN e/
7/ \ AN N AN //
// ‘\\ \\ AN 4
e Growth /N AN AN
/7 \\ \\\
e Tolerance N J/
N //

e Comfort \ A4

e Diversity

e Creativity awareness
Identity / \ ~—_

Members of a suoéessﬁ;l cregtlve team take pr1de‘ in their team. To them, the success of
the team is moré 1mpoftan/than\md1V1dual success. Team members recognize
themselves aﬁ/ constrtuenf(s of t}ie creative team first and as employees of the
orgamzatloﬁ second\Thls 1dent1ty/Serves as an important motivator for the team.

/
/
AN
\\
AN

Purpose AN N /

A sﬂccessfulweatlve\team will haVe a clearly defined goal that is understood and

a(:cepted by eac‘h team member /This common goal drives the team toward decisions or

/ soluprons and helps it focus on'success. Successful creative team meetings can begin by
/ re@lryg the team of its purpose and goals.

/ /

/

N /
h AN Y //
AN / /
AN <
~ ~
- N
N N
- . N
~ \ AN
e N AN AN
/ AN AN AN
/ \ AN /
/ . /
/ N /
/ AN /
/ — | N
/ e N | /
/ / \ v
/ < /
/ \\ / /,
AN
¢ V4 y,
AN /
N /
~ y
N
. <
~ ~
AN
\\\ AN
~ Ny
N -
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Feedback ) A\

Leaders and team members should provide continual feedback to ea h other. Failures

are seen as learning experiences, and praise and rewards are used as positive ﬁ@dback
for success. a N
/ AN
// \
Growth % \\

A successful creative team understands that because its/indusﬁy is always growing and>
changing, the team needs to adapt to those changes. S ch a team adds new r‘ﬁ‘embgrs /
when necessary. Team members seek ways to expand their knc\)wl?g!ge aﬁ\i experiéﬁ/ces
as they relate to the team’s purpose. /A\: ~__ \

S ) o )
Tolerance // // ) ~__ //
Team members in a successful creative team haye a high level of tolerance for differing
opinions. Opposition is viewed as a chgﬂenge fathet thalyés a Qé/tr\ac\tor. Team members
also have excellent listening skills, Which improve und,érstat;ding al}d reduce
unnecessary disagreements. AN 4 /
VAN AN \\v/ //

/ \ \\ /
/
Comfort / AN AN Vs

{ \ AN y
Team members in a succes yl\‘[éqm have ; high levékqf ph/ysical and emotional
comfort. To ensure physical équo?t,\geam meeﬁngs are held in a relaxed environment
that permits creative thought. In terms of emotional comfort, team members respect
each other and know thai\g\heir input is encbu\rgged//

AN
N\ \ N
\ \

Diversity S~ \ .
/ N A\ \

Successful creative teams are xrfmde up of diverse employees. This diversity encourages
creativity b\f/:‘caus,e; of the vast range of perspectives that the team members represent.
The Vari({us“fypes of diversity represen}é/d on a team include ethnicity, gender,
educghon, r/el/igign, and sexual orientation.

/ // // \\\
ATy / L
Creativity awareness
/ / /

/N

/ S /. N . . .
/A successful creative ):éam is)aware of its creative thoughts and actions. Such a team
“sets goals bas don /{ creative outcome, uses activities such as brainstorming to generate
i(ﬁas\ or solutions, and ay/fs to implement suggestions or solutions to achieve a creative

— N

~ outcome. /
/ out Ih& .

/ / | \\ ///
/ N N
/ // ) - -
/ / 7
<// \/ ///
AN . Ve o /
N \\
S . N\
g N AN AN
/ NN >
/ \ \\\ /
/ TN | N/
// 14 / /‘
/ h y
N/
NS
\\\ \>
V4
V4
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514 Creativity and Innovation

Do it! A-1: Developing a creative team

Exercises

1 Identify the characteristics of a creative team.
People skills

Tolerance

Intelligence

Purpose

Feedback

™ m O O W

Determination

2 Match the characteristics of a successful creati
feedback, purpose, and diversity.

Deals with the team’s need to have clea
goals

// \“ /3 o \\//
// /" - 7
< \/ o //
AN B -/
o <
BN \ \\
SN N )
// - 7'\\\ 1 \\V//

N\

/
\/ Y /
AN .

“
. \ \/
NV

4
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Use this scenario as a
basis for discussion.

Before you begin this
activity, each student
needs a copy of the data
file Creative
Characteristics.doc.

Promoting team creativity 5-5

3 In the following scenario, Ben and Candace, employees at Icon International, are

seated in the conference room.

Ben: I think if we reroute the forms through Research
will cause a huge backlog. R&D doesn’t have the ty/a to sort thre ugh all those
forms. ‘
Candace: So, your major concern with the proposal 1s\tl§, backlog that woulg/
be created from the additional work. Is that correct? N\
4 N\
™ N\
AL N
/ ~_ N\
/ > )
Candace: Okay, this is an understandable conc However, 1 ﬂ\li}'fél can
eliminate that issue. Here is why/ we s ul%i

Ben: Yes, that is correct.

Now, discuss the following: \ \/ / / >

What would be the consequénce if Ca\dae beththat en’s viewpoint was not
valid and did not need discussion?

If Candace is intolerant she will'not Ilstel% cce\pragﬁ ’s viewpoint. This will cause
conflict within the te< an(i advers affect the team’s success.

Find creative ways of &xplamfng ‘the solar system” to a 10-year-old child. Then,
identify t}:xé creatwe char@cterlstycs displayed.

\

Ask a f students to come forWard and conduct a brainstorming session on the given topic.

D@ the prmtouts to the rest of the students. They will observe the team’s creative
/ haracfer;?csgl:played during the brainstorming session, and complete the table in

/ Creative Characteristics. Based on their observations, they will evaluate the creativity of the

tedm

N / /ﬁ\

\ w/ /
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Roles of an employee

Explanation When assigning teams, you should recognize each employee’s role in the team. Two or

team evolves. /
‘ \
Q Roles should match the personality characteristics of each team member\These are t the N
roles that employees can play on their teams: I~ . \\ /
~ \ /
e Advocate y ~ N
_ < \\ \
e Coordinator N ™~ N\
/ h ~— AN
e Assessor S ~ /
/ / ~_ /
e Concluder S x L
/ S y
e Expert / Y, VARRAN
// N / AN
e Executor ¢ % // ) / /
AN /
A AN <\ / / //
Advocate aN N N /
/ AN AN
An advocate shares information about actwltles ana\ldeas Wlﬂksuperwsors including
department leaders, division leaders, and board memberS\ N /
N AN v
. / ™ AN
Coordinator / \ \\\ AN
\ \ >
A coordinator arranges meetings, takes notes durmg then@etlngs and provides a record
of each meeting’s activities. \ N\ N
/ \\ \\

Assessor / T~ \

An assessor pays clos /e attentlon to the team’ s act1v1t;es and efforts and works to
maintain its focus a;ld progress toward- goals. Such/a person provides positive and
constructive feedback toAnd1V1duals as well as to the team.

/ / \
/ g // / \7
Concluder / A AN
</ / / / \
A conclud&\{r dlrects the tealyf towaa‘d ﬁnzﬂ> decisions and consensus.
b / /
Expert N &\/ Vs
xpert y

[ s
A})&pert 1sa are\f\advancerne/rits or changes within the company that affect the

team’s work. The expert i \respénsible for relaying that information to the team.
/ // N / o AV

/// E@t(ﬁ‘ //

. Anexecutoris respons/bk{le for supervising the team’s ideas and suggestions as they are
{Jut into action and then communicating the results back to the team.

- AN \\ \\
/ \ \\ >
/ \\\ /
/ TN N4
// ( )
N N
NS
\ N,
O/
Y
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Responsibilities of a manager AN
N\
Q When managers are assigned a team, they have four responsibilities that must be met
throughout the life of the team. These responsibilities are: AN AN
e Encouraging employees /ST~ \\\ L
/ T~ N\
e Welcoming positive change { ~ N\
N\ AN
¢ Empowering the team N\ N
e Offering guidance VAN \\\\ N /
/Z/\ ~A \\\
Encouraging employees AR \

Managers should be enthusiastic about their te/ams Managers must contmually motivate
employees by establishing and reiterating the team s goa ManagerS\should also
communicate the benefits of the team’s WOrk to, the 1r1d1v1d11als team, and organization.
In addition, they should encourage emp’[oyees b\y provrdmg bo}h pbsrtlve and
constructive feedback and by rewardmg team members for thelr collectlve efforts.

N \ / /
2N . \ /
Welcoming positive change / AN N
Vs N \

Managers, especially those Who have serVed the same orgar/rrzatlon for many years,
become comfortable with ourren‘t{nethods anﬁproce&ures/ and might become wary of
change. Positive change i is often necessary, however, for the growth and success of any
organization. Managers\of creatlve teams\must understand the need for positive change
and encourage it in their teams N

\
\ V4

Empowering the team \

.

Managers mxist empower the team to make decisions and implement creative
procedures Maﬂagers must trust the team with the best interests of the company and
give team members a reasonable degree ‘of freedom to make decisions. Managers who
fail tcyempov(/er their teams demonstrate a lack of trust; this lack can make team
members )zhmlgthaNherr efforts are futile.

/ / / AN
/Offermg guldance SN
b b

h Managers must offer guldaﬁce to their teams. Managers must clearly understand the
dlfference between offermg guidance and controlling. The manager’s role should be that

/ I)f a teabher A teacher’does not do the students’ work but serves as a resource and a
/ counselor f&help students work toward their goals. In the same way, a manager should
/ N offer suggestlons and feedback to the team without telling team members specifically
/ /) how to accomlesh their goals.
Y. / /
<\\ o ///
\\\ (\( /
//"' \\\ N AN
// N\ h N
/ — N
/ ye N\
/ / )
/ / { /
p \\\// /
/
N 4
\\\ : AN
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Do it! A-2: Recognizing roles and responsibilities

Exercises

1 In this scenario, Barbara, a manager at Icon International, is seated with Scott,
team leader, in Barbara’s office.

AN
Scott: I cannot believe they want us to shift our office hours to é' n with-our
new parent company. We’ve had the same hours for 10 y. Ts\Ho‘%gm 1 \\
supposed to get my team members to accept somethlng/({:t I don’t Qg\{ee
with? A \
/ ~ N\

~ N
Barbara: Scott, think about its benefits. Isn’t it fyastratl g when you get to

work in the morning and call the home office, dnly to remember that they
don’t come in until an hour later? Or that they’ve taken lunc bre When

you need to check on some data? / (\ /

Scott: Yes, you’re right. It will eliminate tho roblems. It’s hard to accept
change, but in the long run, it’ll be worth it. \

Now, answer the following: A \ \ Y,

What are the behaviors that B bara eXhlblts T&conerSgott regarding the new
changes? \ \

\\ \ \ /
e Encouraging employees \ \\
N\
~__ \
o Welcoming positive pﬂange\,\ \ \
—\ \
o Empowering the team ~\ \

. Oﬁeringguw /

Scott eds to/rec nize nd ep{ the benefits of positive change first. Why?
It will h hlm setane amplg/ f sup, rt for the change. If he doesn’t recognize the benefit,
lt will be diffi uIt for him

ak%m recognize it.
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Q Click the picture in 2 Watch the movie and then answer the following:

the slide to play the ) . ) . )
movie. In this movie, Barbara, the manager, is talking with Scott, the te
Discuss the approach taken by Scott while handling Ry
As a team leader, Scott must empower his team members. So, instead of giving a solution fo
Ryan’s problem, Scott should give Ryan suggestions and allow hi
. .
course of action.
3
4
AN /
// \\> //
// // //
/ / VAN k
// // // \\>
/ / / /
/ / // // / h N
/ <
// AN ya / // S
\\ / / /
- / Y, y
AN \\/ /
— /
/ ' N\ N /
/ \ \\\ /
/ \ \\ /
/ A~ | N/
/ /7 j— N
// // -
/ /
/ \/ /
<\ //
\\ . /
N AN
B N \\
e N N AN
/ AN N >
/ . /
/ \ N /
/ — \ . /
/ / // \\ | N/
// (/\\ ) /‘“ /
/ AN /
x . \/ ///
\\\ <\\
N
\ \>
O /
Y
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Creative rhythm N\

Explanation A creative rhythm is the harmony that a team achieves when personal issues are put N
aside and every member of the team works toward the same goal. A team that has\ AN
accomplished a creative rhythm will engage in discussion that provokes thQUght rath\a{ AN
than anger or unpleasantness. Although disagreements might occur W1th1n such a team\\ AN
there is no clear division of sides. Disagreements act as a springboard toiurther thought \

A creative rhythm will benefit your team by combining diversity to ach1eve a common
goal. Each person in the team brings a unique perspective and expenences when N\
entering a creative session. A creative rhythm permits the team to build on thes% dlversQ
aspects to make each individual feel like a vital part of the team When team members
have this feeling, they will use their diversity to improve tl7fe1r creatwe thought and the
team will accomplish solutions in a more efficient manner ~

You can achieve a creative rhythm through a balance’ of freedom and mles Freedom is
achieved by boundaries because boundaries direct team membérs toward a/smgle>goal
It’s your responsibility to guide the team to this balahce by being clear and honest about
the boundaries and by acting as a regulatory ﬁgure in the meetmgs V4 /

Q Boundaries include: / \
e Setting a clear time limit \ \ \ /
¢ Disallowing interruptions \ -
e Encouraging others to build on co- workers 1deas >
e Prohibiting personal comments NS

Setting these boundaries g1yes team members a elear focus and helps them feel
comfortable enough to d1scuss topics freely and w1thout fear of being insulted. Creative
rhythm occurs when the’ entlre team feels comfortable to express ideas and solutions
freely. :

VRN
/ N

/ N ~_ /
/ > — /
/ — /

Setting a clear trme lmilt /\\

Setting a clear t1me l/ m1t will help keep the conversation relevant to the topic.

\ ya / /

Dlsallowmg 1nterruptlons /

Managers should make it cleaI to employees that external interruptions are not
pem‘ntted durmg crea:uve sessions. Internal interruptions should also be discouraged.
A(sk employees to respect each other by listening without interrupting.

/ Encourzygmg others to bu;ld on co-workers’ ideas

< If one team member suggests an idea that is determined unworkable or incomplete, ask
\\the others<to build on it. Consider modifying the original idea to make it more
o appropnate rather than throwing it away.

\Prohlb‘tmg personal comments

YA, ,,Remmd employees that they can comment on ideas or solutions that have been

g N / suggested, but their comments should not relate to the person who offered it. For

/ example, encourage team members to say, “The XYZ suggestion could be improved by
\\ adding a new machine,” rather than, “Bob’s suggestion won’t fix the problem.”

Ny
N\
N\
>
/
/
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Do it! A-3: Finding a creative rhythm
AN
Exercises < N\
1 In this scenario, Patricia, the manager, is addressing her team. \ \\\
/// T~ \ \

Patricia: Before we get started with our brainstorming session, I have a few \
rules to mention. First, don’t interrupt when somebody else is talking. Second\
let’s remember to keep our comments related to the ideas on ﬁle table. rather/
than to the person who introduces the idea., However , bui dlng on others” ideas
is perfectly acceptable and even encouraged “When an idea is on ﬁxe table, it
becomes the team’s idea, not the 1nd1vldua1’s 1l set the timer for 3h minutes.
Everybody ready? / / . /

/ Z // // // /A\
/ <\\ / / / AN
Identify the boundaries set by the manager. / / /

N /
AN N\ / /
. . . ~ . o/ y
o Disallowed interruptions / . N \

“ Y

Now, answer the following:

\\ N
o Prohibited personal conyﬁents \\ . /

\

e Encouraged team m;fnbersto build on co-workers*tdeas

\ AN
e Set a clear time Iumt . N

/
/
/
</

\ \ “ /
\\ \\ AN /

\ N /
\ \ /
\ N/

2 Which of the followmg 1s a beneﬁt of creative rhythm?
A Perfmts all team rnembers to learn about each other
B Perrmts all team members to e)(press their views
(Z Comblnes perspectlves to. aéﬁleve a common goal

/ D Com’bmes dlvers1ty to achieve a common goal
)2 / { ‘ / // / \
3 Créate words out’ ‘of the letters that are written on the board. You’ll be given three
minutes {{)r thjs The }eam that creates more words will be the winner.
"/ /
N\ /

e o N DMde the class mto teams.
\ Write thefolloWrg letters on the board: M, R, D, P, A, F, P, L, S, E, H, B, E, S, and I.
When the teams are creating words, interrupt students by talking about something irrelevant.

"""You"need to conclude the game by bringing out the importance of finding rhythm in a team
o . and avoiding distractions during a creative meeting.
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/ / ~

Topic B: Conducting team sessions
< \\\
Explanation Creative sessions must always have a leader who follows a set procedure to conduot; the
session. The presence of a leader will also help the team focus on the purpose To \\ \\
conduct a creative session effectively, leaders must be aware of the roadblocks to T\ \
creativity. In addition to specific types of individuals who hinder creatrvlty, there can be \\/
other factors, such as misunderstood boundaries and conflicts within the team, that - g
inhibit creativity. Efficient leaders can use these conflicts to foster creatrvrgr\ \\\
\ ~_ \ \\
Leading a creative session V2N N

Creative sessions need to have a designated leader. This, leader is responsible for
keeping the sessions focused and on schedule. The team leader also needs to take notes
during creative sessions or assign this task to a team’ member "l;eam leaders should also
keep a list of actions that are decided upon by the <feam and lollow up on those 1tems
Managers might either lead the creative sessions themselves or des1gnate a team
member as the leader. This leader serves the team throughout a predetermmed time

period, such as one fiscal year. / N - )
Q When determining who should lead a Creatwe sess1on you shoulcl Conglder these
factors: AN
e Size of the team \>>
e Experience level of the team \ /

¢ Diversity of the team.._

These factors play a V1talpart in determmmg Whether a team leader or a manager should
lead creative sessions. )

N
N
/
/

Size of the team /

N\
>
/
/
/
/ AN

With a small tea(m of three to four people, the manager should take a more active role
with the team: Wrth/a lar;ger team, the manager might feel comfortable selecting one of
the team members to\be the leader for futUre creative sessions.

Experlence level of the tearQ

If tl?(e team meludes new employees the manager will need to maintain the leadership

role until all the employ‘ees become familiar with the culture or the vision of the
/orgamzauon On the other harrd a team of seasoned employees might prefer to have a

/ team member as their leader

/
/
/

\

AN /

N Diversity pfth'er—te—am /

T \You should cons1der the history and diversity of the team as well as the level of comfort
/ N that the team members have with each other. The leader you choose should be
’ acceptable to all the team members.
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Purpose of creative sessions AN

Creative sessions can serve an organization by providing creativity and innovation.
o e N \\ \

Creativity S\ \\

AN
In a business context, creativity is a skill used to expand on énd 1mpr0ve ‘current 1deas
programs, and procedures. Creative sessions might help sol@e a probl\em associated w1th

a current product or make a decision about a change i in cgmpaﬁy beneﬁts ‘Through

/
/
/

either education or experience, teams whose purpose, s creatwlty have a\clear T~

understanding of the subject under consideration. 4 ~\ \\
For example, a team is assigned the task of restrﬁctuf‘mg its company’s outsourcmg
budget. The team is told to reduce the budge‘v’by 10 percent but is-not told hﬂw to do it.
In such a case, the team should have membérs Whé are familiar with the cutrent budget
and the organization’s outsourcing procedures. T eanr( members should also have a
working knowledge of financial termlrrology ahd aoncepts Thas 1S acreatwe team

because the members are re- engmeermg somethmg that is aLready ;ri place.

Innovation Vs ! . . /

Innovation is the mtroductlon&f somethmg\new Ifmovatlve sess10ns might create a new
advertising slogan, de51gn/a new product or e%tabhsh a training program for employees.
Innovative teams should/combme more senior employees who are familiar with the
organization’s procedures with' newer employees or with employees from different
areas of the organization. These teams might al\so consider including team members
who are not employees such as Vendors or customers, to add a different perspective.

For example, a’ team is ass1gneq the task of creating a handbook for telecommuting.
Although thére are no telecommuters in" the organization at present, it intends to hire
some within the year. In this case, the team needs to consider the culture of the
orgamzétlon ‘and combine that with regearch and innovative thought to create a
handhook Yeamﬂmembers might include seasoned employees, new employees, and
customer,s/ /and«/enzi‘ors who could raise issues about working with a telecommuter.

/ / "\
/ ¢ / / /N
/ N / / / .
V4 / / >
/ / /
/ / /
N / / /
AN / /
“ oy ,
~ "/ /
N \ /
L /
~ N /
: AN /
\ . //
\ N /
\ N
\ /
\\\ //
| ./
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Steps to conduct a creative session

To maintain the flow of a creative session, the team leader must follow these step/:s:

1 Establish or reestablish the purpose. AN
Review notes from previous meetings. /T~ N\ AN
Update action items. ‘
Consider new issues. \ -
Get feedback from each team member. ~ \ \

AN N bW

Evaluate the meeting. ' \

Establishing or reestablishing the purpose /:;, .

At the beginning of each creative session, the purpose ¢ of the sesswn sheuld be
established or reestablished. If the team is new and has never met befope the manager
should explain the focus and the expected outcome’ of the team. If the teamy has met
previously, the team leader should remind the team members of the purpose and ‘the
expected outcome of the meeting. N N N

Reviewing notes from previous meetmgs

The team leader should review notes frOm pre\qous meetmgs ThlS 1S, to remmd team
members of actions that were taken or suggestlons or ideas that were tabled so that they
can be discussed in the current sessmn \ \ >

\
N\
\

Updating action items

The team leader needs to update the list ofactlon 1tems This list should include things
discussed and decided upon by consensus to ‘be put into action in the creative session.
The team leader should determine the status of the preV10us session’s action items and
share that 1nformat1f5n w1th the team.”

Considering new 1ssWes /

The team leader shQuld open the dlSCllSSlOl’l to any new issues, ideas, or suggestions that
the team rmght have. He or, she shOuld pr0V1de each team member with an opportunity
to speak and share ideas ot concerns and should record each issue. During this time, the
team leader’s respons1b111t1es\include keeping the discussion focused on the team’s
purpose and maklng sure that no spe(:lﬁc team member dominates the conversation.

/Gettmg feedback from eaCh team member

The. team leader should ask for feedback from each team member on the new issues
discussed in the creative': session. Although not every team member might have input at

\\\S\thls stage, you should inform all members that their feedback is welcome and valued.

\\EvaTuatmg the meetmg

The team Ieader needs to evaluate the meeting to prepare for the next creative session.

The team leader should consider the length of the meeting, the number of action items
/ agreed upon, the level of agreement or disagreement among team members, and

feedback provided by team members. After careful consideration of these factors, the

team leader might also want to randomly select one or two team members to gather
others’ opinions about the effectiveness of the meeting. This information will help to

understand the team’s strengths and weaknesses and improve the quality of the team’s

./ creative sessions.
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Do it! B-1: Managing creative sessions

Exercises

1 Ellen is the team leader for a company that has been in existence for eight months.
Her team has expanded from two to four members within the last two weeks. Who
should actively lead the team in creative sessions? \

A Ellen

S\ T
A team member § \\ \ ~/
N\

B
C The team should direct itself ™ \
D

Manager /
Use this scenario as 2 In the following scenario, Scott, the é:am ade and en, /a,\eam member are
basis for discussion. seated in the conference room with other%ea/m me ers - x

Scott: According to the notes from the previ eetin the items on our
action list were to compile budget for the last three years and to get
feedback on the problem through a company-wide survey. Ben, where are we
on those items? .

N\

\

\/
\\\ \
Ben: Sarah hag compﬂed thebudget data for us. I believe all of us have a copy.
Scott: Great. And\the surveys” \/

Ben: Jd/nfor‘tunately, we Weren t able to get the surveys out on time, so we
shl)?l/ed the deadline to F{lday We will have those by next week’s meeting.

A Good Twill go aheadjvé make a note of that on next week’s list.

/ Now{ans er the following:

Whlc ste / conducting a creative session is illustrated in the scene? What are
the benef s of this step?

o e step is “ pdatm action items.” Team members should not duplicate efforts or fail to
/ \\ accomplish a task,
‘\

TN / — \//
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Individuals who hinder creative sessions /\
Explanation There are four types of people who might hinder creative sessions. Because these people\
might also provide a great deal of creative input, you need to recognize their negat\ve \\
traits and work to minimize these roadblocks. s \\ N\
Q The individuals who might hinder your creative sessions include: % ~ \
\ \
e Betrayers N \ *\;\1 § )
° D Oubt ers /// ~ . \ \\ //
/ N\ N\
e Chatterboxes L ~\ \
° Opp osers /// \\\» ~_ . \\
B etray er Y // // //\ ™~ . \///

Although betrayers might seem supportive and productlve durmg the crea‘uwé&esswn
their loyalties lie elsewhere. Betrayers might be loyal to an Opposmgn team or a person
from that team, or might share confidential 1nformatmn with those’ outstde the téam.
They might also relay information to others urthe organ@atlon before it bGCQﬁleS an
action item or before a supervisor has the ckrance to explalﬁthe situation to'the entire
organization. These rumors could create chscord \\ N /

If you suspect that a team member is actmg as abetrayer sbeak prwafely with that
person and determine the level of his or her. loyalty You rmghtdlscover that the
individual is unaware of the need for prlvacy within the team. Yau should explain to the
betrayer how such actions hurt the team. You must also ask that person to work with
you to eliminate the problem. If the betrayer falls to acknowledge or change the
behavior, it might be in the team’s best 1nterest to' remove the betrayer from the team.

\
-\
~\

Doubter A T )

Doubters are the peé51m1s,ts of the team Doubters Contmually focus on the negative
aspects of a s1tuat10n by remmdlng the team of its past failures. This negative attitude
spreads throughout the team and glves team members a “What’s the use?” mentality,
which 1nh1bLts crea(1v1ty / /N
/ >

Doubters’ attltudes could stem fmm perSOnal failures or fear of change. If you have a
doubter on your team, sit W1th tﬁat person and identify the reason for this negative
attltude “You shoukl emphas1ze the _goal of the team and the benefits that team members

the organ\\zatlon wtll reap when the goal has been accomplished. Ask the doubter to
turn the complamts or negatlve feehngs into a list of concerns and to offer suggestions
that Gant result in-positive s solutlons

/ : /
/ ! |
) \ / /
< / /
N

AN
N <
\\\ \\
AN N
N
o AN \\
s ~ N N
/ \\ AN AN
/ \ N\
Vi \ N
N
AN
/ — ™
/ N
/ / \
/ / )
/ < /
Y, \\\ /,/ //
¢ N /
/
N <
\\\
- N
N
AN
\\ N
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Chatterbox

Chatterboxes hinder the team with excessive communication that mi t not ‘be related to
the topic. They monopolize conversations and cause meetings to be produc\twe Asa

result, other team members might avoid or withdraw from creat}ve sessions. AN

AN
The excessive communication of the chatterbox could stem ffom nervousn}&s N\
enthusiasm, or a lack of dedication to the team’s goals. Regardless of the reason for

/.

such a behavior, you should set boundaries to eliminate this pmblem\You might need to
bring a timer or stopwatch to the creative sessions to/keep“team membeYs within tlme/
boundaries. If you suspect that nervousness is the cause of the cha’gerbox s behavior,
you might consider including an icebreaker actn;rty at the beginning of crea‘uve sessions
to help the chatterbox feel more at ease. If a lack of d}:dlcatlon to the team’s gbals is the
cause, meet with the chatterbox and remlnd h/m or, Her of the beneftts\that the team
provides to the individual and the orgamza’flon / Q& -

/
/

/ / //
/ { / / / .
/ "/ / / N

/ AN / )
{ S )

Opposer

Opposers bring a sense of negatwlty to creatlve sess16ns ;fthelr ){egatlwty stems from
aggression or anger, it might be dlsplayed thrqugh verbal’ abuseyor antagonism.

The opposer’s anger might bel caused by quentmeﬁt or frus‘gétlon For example, the
opposer might resent spending t\me for the nh&etlng Wmen there are regular
responsibilities to meet. As a manage({ you should 1rnmedlately step in at the first sign
of aggression or anger fQ calm the sﬁuaﬁqn Take the) opposer aside, and determine the
cause for aggression. Opposers mlght be unaware that their actions are hurting other
team members, or they rmght be reﬂectmg influerices from their personal life.

You should ask ‘the opposer for suggestlons about how to remedy the problem, and
consider each suggestion carefully In some situations, the best solution could be to
eliminate }he opposer from the team. However every effort should be made to help the
opposey/change the behavior and rema)/n a part of the team.
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Factors that inhibit team creativity

Q A creative team might encounter creativity inhibitors throughout its life. Factors(that
could inhibit a team’s creativity include:
e Misunderstood boundaries //x
e Lack of accomplishment <
e Lack of chemistry \‘\
™~ \
e Premature solutions // ~_\
// - \\
Misunderstood boundaries /A g

A team with misunderstood boundaries might take actlon; that mfrlnge on the /
responsibilities of other teams or individuals. Such a team cou losé\ts>focus andﬁy ;o
solve problems or create innovations that are not thei /r resp()}{s1b1)/1ty

If you think that your team is acting outside its bogp{ndarles pr/zSVlde téam ;x{embe)s with
a written copy of set boundaries. This will serve as\ckremmder of phe tegm s or}élnal
goals. Rather than trying to stifle the team’s 9reat1v1ty W{[h crltlclsm”you shoilld
encourage it to focus its energies in the approprlaté\dlrectlb& /
L A <\\ \\ \\\ /

ack of accomplishment VAN g V4
A team that lacks accomplishment u{ ght rneet regﬁl@rly and dlsguss the actions that
need to be taken. However, these actxons are rarely C(}mgleted /

To steer such a team toward its goals, develop an evaluation plan to measure the team’s
productivity after each creauve session. Thls evaluatlon should take into account the
status of actions from the prev10us session, as well'as plans that need to be completed
before the next creative session. This evaluation will help focus team members on their

goals and increase th;zf fproductlwty //
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Lack of chemistry AN

// \\
A team with a lack of chemistry will have breakdowns in communication tﬁat can result
in shouting matches or a complete stoppage of communication. AN

\
If your team demonstrates a lack of chemistry, sit with one or two- tearn}rxembers\p
confidence, and request their opinions about the cause of theyconﬂwt Caus%s m1ght\
include a lack of trust for the team leader, disagreement w1ththe team’s goals, person&k
issues between individual members, or other personahty conﬂ}ets If the 1ssue stems
from a lack of trust in the team leader, consider giving’ theteam leader éddltlonal
training, and support the leader in efforts to becomemore effecth Dlsag(eement ‘with
team goals might need a restructuring of the goal?so that each team member i is
comfortable with the team’s mission. Although some personahty conflicts car)z 1 be
mediated, you might have to remove one or both oﬁthe Q@dmg parties to, solve this
problem. / / ~/

Premature solutions ( A / ’ S

A premature solution is the result of one or two dynafnlc 1nd1v1du,afls rushing the entire
team to a resolution. Team men}kferE{mght fhmk they are reducmg conflict by quickly
agreeing with a suggestion or solution. However,\the suggest;on or solution might not
be the best one, and a better 1de& could arlse\w1th tlme /

To prevent premature sohltlons fromoccurrmg on your team ask team members to
create a list of advantages and dlsadvantages for soTutlons before they are enacted. Meet
with the team, and play d‘evﬂ s advocate by &uggestlng potential problems and asking
the team to explain how these problems will be déalt with. Ask the team to explain the
suggestions they dlscarded anng Wlth their reasons for doing so.

Teams that hﬁve thoroughly examlned Several solutions and agreed upon the best one
should have no problem answering your questions. However, teams that have reached a
prematuzfe sohltlon might struggle with the answers. If you determine that your team has
reache“d a premature solution, you should ask the team to brainstorm and work through
sevéral solﬁtlons bE£ore reaching a final decision.

/ </ / / /N
N/ / /
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Using conflict to foster creativity AN
AN
Although conflict can inhibit creativity, it can also foster creativity if used correctly.
Conflict is a result of diversity. Teams made up of people with similar occupations, AN
personalities, and opinions rarely have disagreements. Nevertheless, drsagreements are N\
the catalysts for teams to find the best possible solution or idea. / \\ \\
Q You can use conflict to foster creativity by following these steps: \\\ . \\/
1 Look at all options. /N \\i T~ /
. . .. / N -\ \ /
2 Respect differing opinions. 4 ~2 \
3 Consider different outcomes. AR \
/ N ™~ A\
Looking at all options / Y, ~_ /

Encourage the diverse personalities on your team to generate opt}Ons by c0n51der1ng -
their perspectives, and ask each team member to share 1dea§ ) / /N

/ >

For example, your team has been asked to name a new product that has )znultrple uses.

Y our team includes people with different socweconomrc backgrounds A tez(m member
with a wealthy background might want to name the product\to emphasrze one use, and a
team member with a less affluent background might want the product s r(ame to
emphasize another use. Your team sho;ﬂd carefully consrder eachpptLOn before
deciding on the product’s name. / \

Respecting differing opinions \\\ ) !

Team members should accept suggestrorls w1thout judging them Each opinion has
value, and team members should feel comfortable presenting their ideas. Team
members should respect, opinions by encouragrng others to share their ideas and not by
laughing at ideas or beLrttlmg them

/ AN /
> /

Considering dlfferent (y(ltcomes

Team members mustx:onsrder the positive and negative outcomes of implementing an
idea. You can make use/of the/drversity\m your team when considering different

outcomes.. N / / /

For example YQur team has. been askeé to design a day-care program for employees’
children. The costof the program mlght result in some members suggesting that
parﬁcrpatron be limited to two chﬂdren per family. Because these members have fewer
than three chlldren they “do not see the hardshlp involved in the suggestion. However,

tear;{ members with four cthdren have a unique perspective on the difficulties this limit

/ uld cr/eate Their drsagreement with the suggested limit can help the team achieve a
{ de0151 n that is acceptab)re for all team members.
\\\\\\ (\\ /
. N
/7 AN AN
P . . .
// \\\ .
/ \\\
/ — h
/ e N
/ / \
/ / < /
. / /
/ L/ //
N {
\\
\\\ AN
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Do it!

Ask students to suggest
ways to change her
attitude.

Ask a few volunteers to

narrate their experiences.

Promoting team creativity ~ 5-21

B-2: Discussing creative roadblocks

Exercises

N <
N

Barbara, a manager at Icon International, has been assigned a projec{“(\i‘h creatin

new product. This is her fourth project. In all three previous projsc\t‘s\,‘ the

competition had released a better product a few ?sbe\fz}e\her product was

released. She worries that the same thing is going to happerLt\l{is tir&\also. Shi
. . . . ~ N

has become discouraged with this project. ~_ \

Iy
ing on the Hyperion

Doubter

project. In a meeting, she suggested certair;\i .
had discussed

3 What are the factors that inhibit creativity?

\
A Det rminéfi‘(‘)n\\ \\ \
remature solution - \
Common se;n;éé“*—-_x /
complishment ;

areness of cteativity
.
F Lackofch 1stry

/
Ny /
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4 In the following scenario, Scott, the team leader, is in a meeting with his
employees, Ben and Sahar.

Ben: We should go ahead and vote to accept Nicholas’s idea so that we
on with the project.

far, we have heard only two options. Why should we r?m

Sahar: Don’t you think Nicholas’s idea was a great one?.

~
~
~
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Topic C: Promoting and using creativity
<\ \\
Explanation Bramstormmg is the process of generating and evaluating a large list of ideas, problems
or issues in a short amount of time. Brainstorming is especially’ beneﬁcm}to teams
because it accommodates diverse thoughts and opinions and permits unhindered shamng
of ideas. It’s a tool that can be used by teams or individuals to promote creativity ona
specific topic in the problem-solving and decision- makmg proéesses \ g

Teams approach a problem by concentrating solely . on the problemuntll a V1ab1e ~
solution is presented. Then, they put that solution, mtt}practlce and accept 1ts
consequences. This problem-solving approach leavessome ‘team members Weary and
frustrated with the problem and the solution. The teams undergo the same tensmn and
frustration when making important dec1s10ns A httle oreat1v1ty can make both the
problem-solving process and the de01s10rr rnakmg pr()cess Smoother

N /
A4

Brainstorming sessmns

Q Before starting a brainstorming Sessmn the manager or team 1eader should set these
rules: { N /

N\
AN

e State the purpose. | .
e Take turns When speaklng
e Offer one thought ata tlme

e Encourage idea bulldlng

o Record/ ideas.

N\

Stating the purpose

When the team has gathered and is comfortable the team leader should begin by stating

the purpose/of the bramstormlng session. Examples of purposes include “Identify

character)s/tlcs/of ou)C target customer” and “Describe improvements that can be made to

the nglget >The purpose “should be written on a board or poster so that every member
/{/can see itvthroughout the bramstormlng session.

Takmg turns when speaklng

/ Each team member should have an opportunity to speak without interruptions. You
7 mlght want to cons;der designating an object, such as a pen or stapler, which can be
/" passed around the room to signify whose turn it is to speak. You can also give a light-
/ ~ hearted penalty, such as putting a quarter in a jar, for interrupting another speaker.

( Oﬁ"erlngn(me thought at a time

. Permit each member to offer only one thought, idea, or suggestion at a time. This rule

/ will prevent a single speaker from monopolizing the conversation. Nevertheless, to
ensure that people have the opportunity to share all their ideas, don’t limit the number of
“turns permitted to each team member.
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Encouraging idea building N\

that can be made to the original idea to improve on it.

/
Recording ideas %
Any idea that is suggested by a team member should be written down 1mqu1atefxand >
without judgment. Ideas should be recorded on a board, on a tran§parency foﬁ‘\ an \ //
overhead projector, or any other place that all team members canaccess. - \ N
N
In addition to brainstorming, if your team needs a boost of creaflvgty,us\e these N
activities: VA ~ /
) / / T /
e Role-playing // / x ~
¢ File excursions S/ // AN
</ V4 y / // \)
Role-playing AN . y

Role-playing is an activity that can promote )zéa}ncreati\\?'}ty by encoﬁfagin Aeam
members to use their imagination. Because this permits teammembers to consider the
future, role-playing is useful when your, tea?rn is sortlng\through adiffi It problem or
trying to develop an innovative produﬁ or, service. For example, a &eatlve team that is
trying to discover untapped niches o‘f the bottled- soft-drink 1n?1‘u§try can role-play as
busy parents, bicyclists, pilots, or others to determme}he needs/of potential customers.

\ \\ \\¢
File excursions . \ \

Equip your office with a ﬁfe cablnet that contams notes from previous creative sessions,
brainstorming ideas, rej ected product models and other information about previous
creative initiatives. Wﬁén your creative team needs msplratlon gather a few items from
these files and discuss them There might be sometﬁlng in them that can be applied to

your current probffem oy tha;/W{ll remind team members of ideas they had forgotten.
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Do it! C-1: Increasing team creativity
AN
Exercises Q \
. . . N\ N\
Ask a few students to 1 Discuss how the following can promote team creativity. \
share and give reasons ~__ \\\ \\
for their answers. e Role-playing / ~\ \.
e Mind clearing \ > /
. . // - ~ \\ S //
e Brainstorming ya . \ N\ ~
L ~\ N\
e File excursions A S~ \
/ N g AN
e  Word association / / ~ /
// / y . _ ya
e  Coin-flipping /S S S \ ~/
/ / / /
/ / / / A\

2 In this scenario, Barbara, the maréger is ma meeuﬁg An empbz)yee Ben, is also
present. N Va / ya

N \
\\ \\ /

Ben: All in all, I th1nk the ilew t1rne schedule is good N ow, as for the new
policy on.. < N AN /

/
N AN . /
/\ \ N . /
\ \ /

Barbara: Just a second Ben\ Let’s give everyone a chance to talk about the
time schedule ’before We moveen to the next topic.

\ AN /

\ . /
. /

Ben: You’re rlght\ I m sorry N\

/

/
/

Now, ansWer the followmg
Idermﬁy the rule that the manager lelows here.

> /
/

dffer o;re thgught ata tlme B

/ / \>

Before this activity, printa  / 3 A Volunteer f{om the class will be the team leader, and the entire class will be the
f;é’aysog 0”079 data file tem The yolunteer needs to conduct a brainstorming session based on the
o S 1nstruct10f1s prQ/V1ded )ay the instructor.
\\\ / /

Ask a volunteer to came forward and draw Figure 1 from Ideas.doc on the board. Then
\ conduct a bramstarmmg session on the interpretation of this picture. Encourage as many
B | mterpre?a(:pns/ds possible. The time limit for the brainstorming session is five minutes.
) RN "3 \w/

/ Similarly, ask another volunteer to conduct a brainstorming session for Figure 2 of Ideas.doc
within a time limit of five minutes. But this time, ask the volunteer to set rules before starting
'*r—rrthe,braﬁ)storming.

\\Conclude the session by discussing how the rules of brainstorming had been followed in the
_/two sessions and the importance of setting rules before brainstorming.
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Problem-solving process N\
Explanation You can follow these steps to encourage your team to use creativity when solvmg N\
problems: AN N\
1 Define the problem. ST~ \ \.
Describe the effects of the problem. / AN \
Generate options. —_
Select the best option. S~ N\
Implement the option. / \\\ \

AN L B W N

Evaluate performance. /NC \

Defining the problem ~

Q When you define a problem, develop a simple one- page ansWer that ad,equately
identifies the concerns. In addition, the definition of the prkalem should 1dent1fy the
scope of the problem. . / / /

.

For example, a team has been told that the fourth. step ofthe engmeermg proéess is
costing the company too much money. Although the. team ceuld spend hous retooling
the fourth step, the best solution could be 1 rearranging the entire process. @eﬁmng the
problem accurately and completely W1H ehmmate this dllemma Y4

Describing the effects of the probl\em >

Encourage team members to be as creat;lve as poss1ble to deterfnme the beginning,
progression, and effects of the problem. Ask questlons such as, “When did the problem
first occur?” and “Who i is affected by the problem‘?” to describe the problem accurately.

\
~\

Generating optlons 2N /’

When team memb;:‘rs are, eonﬁdent that they understand the problem, they should
generate optlons/for solegqt\ You should first list the solutions that have been tried but
failed or were rej ected Instead of debatlng the merits of previously suggested solutions,
ask team mefnbers <t0 add new solutmns to the list. Teams can produce a successful
solution erm a long ist of optlons better than they can from a short list.

‘N
Selectmg the best optlon N

Tearns look for the eaélest solutlgn or take a vote to identify the solution favored by the
majorlty A solution should not ‘be selected until all solutions are considered. Go
throt{gh the list of ideas- methodlcally, and consider the advantages and disadvantages of
each 1dea before asking for debate or consensus.

/

Implemeﬂtlng the optlon

yd When team members have agreed on a solution, they must implement it. Teams must
ya take respon51b111ty for overseeing the correct implementation of their ideas. Many teams
VAN have agreedgn a solution and presented it to managers or supervisors, only to have the
/ <\ /3‘ //‘suggestion not implemented or implemented incorrectly.

N4 / ey g . . . .

*/ When teams do not take responsibility for implementing solutions, members might

< think that their efforts were fruitless. Teams must also follow implementation to
~completion and monitor the progress of their solution. This will eliminate the frustration

caused by improper implementation.

NOT FOR PRINTING OR INSTRUCTIONAL USE



Promoting team creativity =~ 5-27

Evaluating performance A

After completing a project, the team should review the problem- solvmg proeess to look
for strengths and weaknesses. The team should also look to outside stxurces smch as
vendors or customers, for feedback on the solution. In addition, team rnembers should

evaluate their individual performance and contributions to the tearn ~ \\ N\
< b AN
- o - = - N
Using creativity to make decisions \ \:\j ~_
Q Teams that are given the task of making an important decrslon¢ha affecis the entlre

organization have a very difficult job. They must eonmder their personal needs as well
as those of their co-workers and the organrzatror(al culture Here are two creatrve ways

to aid a team in decision-making tasks: / YA S~
e Rankin g /// /// /// / I \//
e Projecting / </\ ! / \\
AN - / // /
Ranking N l S S

Ranking is a method of taking pofeﬁtial outEGmes and a\sé/igning ‘each one a numeric

value based on the option’s match with criteria. When a team/has generated several
options or has been assigned to" make a decrsron between tWo or more choices, team

members can evaluate eagh optlon based ona nurnber rarigmg from 1 to 10.

Before ranking chorces,\your team must Afirst deterrnme the criteria. Criteria for a
decision might include financial criteria, ernployees needs, or the needs of the
organizational culture. For example your team is assigned to choose the best health care
plan for your company. One erlter10n you could include is the opportunity for
employees to/ add domestic. partners to therr coverage based on the needs of employees.

When youhave established your crrterra /you can evaluate each option and assign it a
score. A’ score> of 1 means that the optlon meets none of the criteria, and a score of 10

means that 1)( meets all criteria.
// // /// \ \>
Proj ecp(ng /

Pm]ecnng isa method of de;zrslon making that uses imagination to reach a decision.
When a team <has been assrgned a decision-making task and has several options to
p— choOse from, the team should determine the time frames for the possible options to be
e 1mp1eme11ted After understandmg and agreeing upon the time frame, team members
/ can imagine: that time has fast-forwarded and that they are now at the point in the future
/S TN wh‘en the optlon\rs in place. Team members should imagine the impact of the solution
/ { /on ernployees,x)rganrzatron and customers. Projecting permits team members to use
/ ./ their creat1v1t§/ to understand the effects of their decision. Projecting can also help team

N ~ members. eliminate options that have a negative outcome.
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Do it! C-2: Solving problems by using team creativity
Exercises \\

Q Click the picture in 1 Watch the movie and then answer the following: //
the slide to play the ) y ) L
movie. What is the problem? \

Low morale. 2N \ N

/ . \ \
0 / S \ N\
What is the effect of the problem? S = \
VAN S \\

YA b
The first effect mentioned is low attendance. People aren’t héppy a?work so fheystay away

How does the team benefit by understanding th? problem an Hs%‘ect on people‘7

Understanding the problem and its effect on people can help thé team / velop an /
appropriate solution. AN ( / /

AL\ V4 /
. / L /
2 Sequence the process for creative problem sElvglg 1n§<ol1r team.
\ /
N\ . AN /

Evaluate performance. /\ \\ 1 Defilﬁ%{e problqm ./

/N \
Define the problem. < \ Qescnbe the@;fects of the problem.
Select the best option. N\ 3 Gener}tevop/ﬂons

/ \
Describe the effects //f the problem. 4 Select the best option.
L ~ \

Generate optiong?\ - 5 !}71plement the option.

>

gt yl"ie op tié/n ' /\ ﬁ/ Evaluate performance.

While discussing, ensure 3 As partbf the /éornpény p/z{hcy of reducing expenditures, financial cutbacks
that the steps in the occurred through6ut al]/depa;{ment? As a result, employee attitudes and

roblem-solving process
ﬁave been stricgl}ﬁ/) performance have talén a }K)wn‘uml Discuss how you can improve employee

followed. morale in the orgamzahoﬁ /

= S
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Unit summary: Promoting team creativity
< AN

Topic A In this unit, you discussed the characteristics of a successful creative\team ?@1\1
learned that diversity within a team can enhance creativity and productivity to \
accomplish a common goal. Next, you learned about the rolés that employees play in a
team; members’ roles should match their personalities. Then;. you learned about the \\
responsibilities of a manager in organizing a creative team. You aISO\learned thata
creative rhythm is the harmony that a team achieves’ when persbnal 1ssues are put aside
and every member of the team works toward the same goal ~\

Topic B You learned about leading a creative session that reqlnres aleader who is reSpons1ble
for keeping the sessions focused and on schedule You learned that the purposes ofa
creative session are creativity and 1nnovat10n Yffu exammed the steps\for conducting
a creative session, and you learned that fﬁ110w1rrg these steps maintains the flow. You
discussed the types of individuals who' hmder‘ereatlve sesswns and the factors that
inhibit team creativity. You also dlscussed using conﬂlct tﬂ foster team creativity.

Topic C Finally, you learned that bralnstﬂrmlng is the process of generatmg and evaluating a
large list of ideas, problems, orissues in. a short amount of tlme You discussed the
rules for a brainstorming session. Then, you learned. about the problem-solving
process. You learned that creatw‘ty helps make problem solving and decision making
smoother. N N

Q

Review questlons\

1 Identify the respon51b111ty\of a creatwe team expert.

A Inform$ members of the: changes in the company
B Shares team 1nformat10n w1th superv1sors
C Arranges meetmgs

D Dlrects me/mbers tdward a final decision

N

2 What are the types of 1Hd1v1duals who might hinder creative sessions?

— Betrayer doubtér chatterbox and opposer
o N
3 Martm isa manager for a medium-sized company that has been in existence for 27
SN | years. His six-person team has recently experienced big changes due to lateral
~“promotions. Although each member of his team has worked for the company for at
least a year, team members are still unfamiliar with each other and with their new
- rr»,,de,pagtment. Who should actively lead Martin’s team during creative sessions?

o A Team leader

\ | \ B Company president
¢ Martin

\ / D The team should direct itself

4 What are the rules that a team leader should set before a brainstorming session?

State the purpose, take turns when speaking, offer one thought at a time, encourage idea
building, and record ideas
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Creativity and
Innovation

Course summary

{hls sumn‘(ary coétams 1nfo/rzmat10n to help
_ you bring the 6our§é to a pﬁccessful
/D \gonclusion Using this mformatlon you will

/
/ be: able to: ANy /
R \\ \ \\ /
// \A Use tlﬁsumméry text to reinforce what
< \ \students have learned in class.
N\ \\ N
\ \ \
N\ B Direcf\s”cudents to the next courses in this
ST~ N\ " series (if any), and to any other resources
/ \ \\ . .
/ ~\ \ that might help students continue to learn
o~ T ) ‘about creativity and innovation.
. /
// / //> //
/ / //
/ / ~
/ / /// /// \\\
/ / / /
/ g // // / e
/ 4 / // AN
/ / /S >
\\ / / /
- , p
N <\\// /
/ NN /
/ \ \\ //
/ N N\
// // \,3‘ — 4
% / 7
// \/ //
<\
N —
\\\\ \\\
N AN \\
/ NN >
/ \ \\\ /
/ — |
) / // N\ \ N/
// < / /"/
< N/
NS
AN >
NS
"
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Topic A:

Course summary

At the end of the class, use the following summary text to reinforce what students have
learned. It is not intended as a script, but is intended rather as a starting pomt ~\

Creativity and Innovation X~

Unit 1 / b \\ \

In this unit, students learned about the importance of creatlv'ity in life. Next, they
learned about the major types of creative thinkers. Then, Students learned- about the
recognizable traits of creative thinkers. They also learned about the ;eharactenshcs that
inhibit creativity. Finally, students learned about the ﬁve steps in the creatlve process:
concentration, incubation, illumination, evaluatlon and/ presentatmn VAN

Unit 2

In this unit, students learned how to prepare mentally and physwally for bemg
creative. They learned that physical actlvrtles can help them stimulate creat1v1ty
Students learned about the importance of retammg an innocent perspectlve and
listening to intuition to increase creat1v1ty F1nally, they leamed about the role of
adventure to increase creativity. ’ \ N N

Unit 3

In this unit, students learned about the characterlstlcs of a creative organization. They
also learned about bulldmg a creative workforce ‘Next, they learned about the
organizational situations that can enhance or inhibit _creativity. Students also learned
about the job condltlons that stifle creativity. Then, they learned about the role of
creativity in generatlng Ldeas and solving problems Finally, students learned about
various problem—solvmg methods

Unit 4

In this umt ‘students learned about the recrultmg process. They learned about selecting
creative 1nd1V1duals and what crlterla to use when selecting these individuals. Students
also/learned about methods to retain creative employees. Next, students learned about
performing a creatlvity audit. They also learned about interacting with creative

/people Then, they learned. about the process to encourage creativity. Finally, they
learned about the detractors ‘that hinder creative communication and thought.

Unlt 5

\In this umt students learned about the characteristics of a successful creative team.

They also learned about the roles that employees play in a team. Next, students learned

“about the responsibilities of a manager in organizing a creative team. They also

N

1earned about ﬁndmg a creative rhythm within an organization. Then, they learned
/about leadmg a creative session. They also learned about the purposes of a creative

/ session. Next, students learned about the steps for conducting a creative session. They

also learned about the individuals who hinder creative sessions and the factors that

\\\\\\\\inhibit team creativity. Students also learned how to use conflict to foster team

creativity. Finally, they learned about the rules that need to be followed when

conducting a brainstorming session and solving team problems.
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Course summary S-3

Continued learning after class

day. To get the most out of this class, students should begin u ;[/smg “what they’ve learned
. . . . \
about creativity and innovation as soon as possible. Course Technology also.offers \\

resources for continued learning. N\ - S
s \\ \\‘\ //
- - - ~
Next courses in this series / ~ \ .
L \Y
. . . . . ™~ ~ \
This is the only course in this series. AN \
S T )

// // ~__ . ///

Other resources S x L

Course Technology’s sister company, N’ETg, @fferséful line 9/f O\ﬂme and computer-
based courses on creativity and 1nn0va£10n and aVarlety of other su‘pjects For more
information, visit www.netg.com. This émlrse maps p/rec1se{y to the following NETg

courses: y AN \ / /
o Creativity and Innova[/lon T hznkmg Creafzvely //
Course number: 43003\ \\ \ //
o Creativity and In/lovatwn Tncreasmg Pensonal (freatzvzly
Course number:. 43031 \\ \7

o Creativity and Inﬁavanon N ostermg al( Credtlve Environment
Course nurnber 43()32 \

. Creatzyzty and- Innovatl@n Promotzng Team Creativity
Couyée number: 43033

VAN
/ N
/

NOT FOR PRINTING OR INSTRUCTIONAL USE



S-4 Creativity and Innovation

NOT FOR PRINTING OR INSTRUCTIONAL USE



Glossary

Brainstorming
The act of permitting your mind to wander without
parameter or judgment.

Centralized organization
Organization in which all the decisions are made at
one location with the consent of high-level managers.

Concentration
The process of applying your mind intensely to a
situation.

Creative rhythm

The harmony that a team achieves when personal
issues are put aside and every member of the team
works toward the same goal.

N

Creativity audit
An evaluation of your organization’s creatlwty

Creativity
The ability to imagine new concepts or comblne \
existing ideas in new and different ways,”
\

/
/
/
/
/
/
£

Decentralized organization
Organization that permits em}ﬁeyees to make
decisions. -

/
/
/

Employment agencies /
Private businesses w];rose so}é respons1b1)11ty is to
seek out highly quahﬁexl candle[ates for Va]}fOIlS / AN

positions.

Evaluation
The stag?n’ the 'E:'rea\lve pmcess when you azssess
the usefulness of an idea.
/
Horlzonfal c0/mmun|cat|on
The dlsc%)n Ihat occurs between L peers.

/

/
Illummatlon o
The stage in the creatlve process when an idea first

/,,/oecursto yom

// AN \/‘
/ Incubatlon \\
/ TN The stage in the crea;ive process in which you take
/ < a byeak an/d allow your subconscious to work on a
’ \pyoblem/
N Innoéence
\\ The determmatlon of your perspective on a topic.

>

Inhovatlon
The introduction of something new.

Intuition

Also known as the i 1nner VOice;; an abstract quahty )

that can guide your c“nmces an de01510ns
/

N
Parameters < ~\
Factors/such as time or cost that 11m1t t\he creative
endeavor&of empioyees ~_

Prese/ntathh \

he st;{ge 11{ the creatlve  process when you present
tb(e 1dea tdothers to gam thelr supgort and acceptance.

/
/
/

~/

\ .

\\

/
/
/

/

/

/

/

/

Pro;ectmg 4
A “decision- makmg method that uses imagination to

reach a deCLs1on

\

Ranklnq
A method of taking potential outcomes and
asslgmng them\number values based on each option’s
match. w1th criteria.

\\

\

Role-plafm/g

~An activity that can promote team creativity by
encouraging team members to use their imaginations.

Vertical communication
/" The chain of command in the organization.

/
/
/

/
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Adventurousness, 2-15 Evaluatmg an 1dea s usefulnessﬂ 15 \\
// 4 \// N ~_ //\
B F / / //\ -~ /\
Brainstorming, 2-2, 3-15 File excursions, 5-24 ~
Rules for, 5-23 / .
c /H <\\\ // //// / a \\\>
Hero mindset, 2-4"
Challenges, using for motivation, 4-19 AN Horlzental commuhrcatlon 372
Collaborator personality type, 4-13 /N
Communication 4 1
Horizontal vs. vertical, 3-2 NN — —
With creative people, 4-13 Ideas N
With creative teams, 4-15 Evaluatlng, 1-15
Concentration, 1-10 Generating, 3-12
Conflict, using to foster creativity, 5-20 Getting, 1- 12
Contributor personality type, 4-14 Presenting; 1-16
Creative employees \lllumination stage, 1-12
Communicating with, 4-13 Increasing organizational creativity, 3-7, 4-18
Criteria for selecting, 4-2 - Increasing personal creativity, 2-9
Recruiting processes, 4-4 AN T Ingrlbatlon perlod,’ 1_'12
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Building a creative workforce 35 Innovation, defined, 5-13
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Creative process, stepsof 1-10~ / VAN Intuition, 2-13
Creative rhythm 5-10- /
Creative sessions N4 I-
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]l;eading,ﬁ 12 nt b (; . 16 Characteristics of, 3-3
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/ ~Uses of, 3-16 Organizational creativity
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Y, / Encouraging, 4-18
D // Enhancing, 3-7
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Director personality type, 4-14 Personal creativity
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Characteristics that inhibit, 1-6
Increasing, 2-9
Job conditions that stifle it, 3-10
Personality types
Collaborator, 4-13
Contributor, 4-14
Director, 4-14
Inquisitor, 4-14
Perspective
Changing, 3-13, 3-18
Innocent, 2-11
Presenting ideas, 1-16
Problem solving
Creative thinking in, 3-15
Methods, 3-18
Steps, 5-26
Projecting, 5-27

Renegade creativity, 4-20
Retaining creative employees, 4-8
Role-playing, 5-24

T

Teams
And innovation, 5-13 ‘
Characteristics of creative teams, 5-2 \

Communicating with, 4-15 /- .
Inhibitors of creativity, 5- - \

Manager’s responsibilities, 5-7

Ranking, 5-27
Recruiting creative employees, 4-4
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