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The following material has been reproduced, strictly for educational and illustrative purposes,
related to the material’s subject. The material is intended to be used in the University for
International Cooperation’s (Universidad para la Cooperacién Internacional: “UCI”, for its
acronym in Spanish) virtual campus, exclusively for the teaching role and for the students” private
studying, in the Management Skills course which is part of the academic program.

UCI wishes to state its strict adherence to the laws related to intellectual property. All digital
materials that are made available for a course and for its students have educational and research
purposes. The use of these materials is not intended for profit. It is understood as a special case
of use for distance education purposes, in places where it does not conflict with the normal use of
the document and where it does not affect the legitimate interests of any actor.

UCl does a FAIR USE of the material, based on the exceptions to copyright laws set out in the
following regulations:

a- Costa Rican Legislation: Ley sobre Derechos de Autor y Derechos Conexos (Law on Copyright
and Related Rights), No.6683, dated October 14™ 1982, Article 73 and Ley Sobre Procedimientos
de Observancia de los Derechos de Propiedad Intelectual (Law on Procedures for Enforcement of
Intellectual Property Rights), No. 8039, Article 58, which allow for the partial copying of works for
educational illustration.

b- Mexican Legislation: Ley Federal de Derechos de Autor (Federal Law on Copyright), Article 147.

c- Law of the United States of America: In reference to fair use, it is contained in Article 106 of the
copyright law of the United States (U.S. Copyright - Act), and establishes a free use of documents
for purposes such as criticism, comments and news, reports and teaching (which includes making
copies for classroom use).

d- Canadian Legislation: Copyright Act C-11, makes reference to exceptions for distance
education.

e- WIPO: Within the framework of international legislation, according to the World Intellectual
Property Organization (WIPO), this matter is foreseen by international treaties. Article 10(2) of the
Berne Convention allows member countries to establish limitations or exceptions regarding the

/2

G



possibility for legal use of literary or artistic works, by way of illustration for teaching, through
publications, radio broadcasts, or sound or visual recordings.

In addition, and by UCI’s indication, virtual campus students have a duty to comply with what is
stated by the relevant copyright legislation in their country of residence.

Finally, at UCI we reaffirm that we do not profit from the works of third parties, we are strict about
plagiarism, and we do not restrict in any way, neither our students, nor our academics and
researchers, the commercial access to, or acquisition of, any documents available in the publishing
market, may it be the document directly, or through scientific databases, paying themselves for
the costs associated with such access or acquisition.
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Why Delegate?

Adapted for learning purposes

Overview

How do you feel about passing along some of your tasks (even ones that you love to do) in order to have
some more time to do the things that you love, while your employees have the opportunity to learn
something new?

In this session, we'll introduce the idea of why we should delegate by examining advantages and
disadvantages.

More on Delegation

Have you ever looked at the final product of a task you had assigned somebody else and realized you
didn't get what you wanted, and you would have to redo it yourself? Initially it may seem like the person
who was assigned the task has failed, but that's not really the case. As you learn more about delegation,
you may begin to realize it was you as the delegator who failed.

As a supervisor or manager, you will likely always have responsibility for more things than you can handle
by yourself. You cannot adequately plan and perform every task. If you feel your employees aren't ready to
take on tasks by themselves and you never delegate, they never will be ready.

Added to this mix, we have the dilemma of the new supervisor who isn't confident and sure of their role,
and the traditional manager who thinks there is only one right way of doing anything.

Delegation Do's and Don'ts

Things To Do

Specify the results expected

Explain why you are delegating

Give the necessary authority to carry out the tasks
Let others know of the delegation

Have confidence in employees

Things Not To Do

Delegate just trivial tasks

Expect others to do the job as well as you can. They need to learn
Delegate haphazardly

Be an autocratic delegate

Check constantly to see how things are going (micromanaging)
Take credit for results achieved by staff

Overload employees

Self-Assessment

We can see there are some pretty good reasons for improving our delegation ability. How do you
know whether you need help or not? Consider your own role as a manager over the last three
months and answer the questions below.
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Never Sometimes Often Always

| find myself working longer hours than those who
report to me.

| take work home or come in on weekends or days
off.

I have difficulty keeping up with the paperwork
associated with my job.

I end up doing tasks for others that they should do
themselves.

| find myself rushing to meet deadlines.

| find myself doing a lot of routine or technical
tasks.

| feel as though I'm always under a lot of pressure
and stress.

| find myself making the decisions affecting my
work group.

| don't spend enough time on managerial functions,
such as planning work or interacting with people.

Those who report to me have to seek my approval
before they can take an action.

On a scale of 1-10 (where 1 is poor and 10 is excellent), how would you rate your ability to
delegate?

What is Delegation?

Overview

People delegate all the time. As a child growing up, there were probably tasks you did that were assigned
to you by a parent or guardian. As an employee, you probably accept new tasks and assignments.

In this session, we'll define what delegation is and isn't. We'll also look at guidelines for success as well as
the idea of lateral delegation.

Delegation Definitions

Defining Delegation

What do you think that delegation means? Is it delegation to assign somebody the work that you don't
want to do? Is it delegation to assign work to somebody when you are busy and then to reclaim it again
when you have more time?

A common definition of delegation is entrusting power and authority to a person acting as your
representative. While that may seem a little abstract, it really captures the meaning well. Another way to
define delegation is getting your work done through other people.
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It's more than simply assigning work. Delegation also involves making an investment in a person for the
future and helping them to increase their own skills.

In the broadest sense, delegation involves five things:
The training and development of your staff

The direction and follow-up of assignments

The analysis of performance problems

Coaching to overcome problems

Periodic formal evaluations of performance

Four Basic Steps to Delegation

Delegating Monitoring Evaluating
asks to team he delegated the
members work delegation

Preparing to

delegate

Deciding What to Delegate

Part of preparing to delegate is deciding what tasks you can and cannot delegate. Tasks can generally be
placed in one of five categories:

You could do, but
others could do if
given an
opportunity.

The Five Levels

Delegation doesn't have to be all or nothing. In fact, you should consider what level of delegation is
appropriate for the task, the employee, and the situation.

Here is an overview of the five levels of delegation:
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Breaking Down the Model

Let's say that we want an employee to prepare a summary report of their work over the past year that will
be submitted to the executive team. How will each level of delegation look?

The first level of delegation is to have the employee perform the task exactly as instructed with no
independence. In our example, we might give the employee a report template, the data, and similar
reports. Then, we'll ask them to complete the report and submit it by a certain date.

The second level of delegation is to allow the employee to do some research (if necessary) and then
give you options for the task. You make the decision and the employee completes the task according to
your instructions. In our example, the employee might research different formats and give you some
different options. They may also draft a list of items that they want to include in the report. Then, you will
outline the format and contents for them. They will complete the report and submit it by a certain date.

The third level of delegation is similar to the second, except that an employee makes a recommendation.
Continuing with our report example, the employee would recommend a format and possibly prepare an
outline. You would approve it and ask the employee to complete and submit the report.

The fourth level of delegation is where independence really comes into play. This is the level that you will
use most often once team members get up to speed. With our report example, you would simply ask the
employee to complete the report and submit it by a certain date. (They may use existing procedures or
templates, but the bulk of the decisions are up to them.) You would then review the report, approve it, and
send it to the executive team.

The fifth level of delegation gives the employee complete freedom. With our report example, you would
ask the employee to complete the report and submit it directly to the executive team. You may ask the
employee to send you a copy of the report, but you would not have any active role in it.





