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2. Course Description:  This brief article introduces the basic principles of delegation. It defines delegation and then give reasons why you should delegate and why people do not delegate. It then lists steps of effective delegation and then gives helps with trouble areas. 
3. Suggested teaching schedule:  1/2 hours
4. Materials available:  
Teacher notes/answer key
(For more information on the latest resources available for this course, check the website: iTeenChallenge.org)
5. How this course can be used:

This course is for training current and potential leaders for Teen Challenge ministry.  It can be used in a variety of settings:

1. As an individual self study course:  You can read through the materials available and listen to the tape.  We encourage you to take notes on how you can relate this to your own situation.

2. Play the audio/video tape of this session for your training.  Provide each one attending a copy of the Participant Notesheet.  We encourage you to use the PowerPoint presentation as you listen to the tape.  If you use this option, it would be best to follow with a discussion of how you can begin applying these principles in your own setting.
3. Use these resources to plan your own teaching of this course in your local ministry setting.  We encourage you to provide each one with a copy of the Participant Notesheet or create your own notesheet.
6. Personal Application of this teaching:  This course includes a “Reflect and Respond” box which provides specific activities for each participant to begin applying these teachings in their own lives. The greatest benefit will come as you begin to put these principles into daily use in your own life.  You may want to write or have those you are training write out specific goals on applying these principles in your immediate work setting. 
7. Background reading:  For additional study on this topic:  List books, etc.

8. Translation of this course:  Please check the website iTeenChallenge.org to see if this course is already available in your language.  We are very interested in offering this course in other languages. After the translation of this course is completed, please send a copy to Global Teen Challenge at gtc@globaltc.org
9. Video or audio tapes this course:  Please check the website iTeenChallenge.org to see if a video or audio tape version of this course is already available in your language.  We are very interested in offering this course in other languages. If you teach this course, please make a video or audio tape of the training and send a copy to Global Teen Challenge at gtc@globaltc.org or mail it to the address below.
10. Request for evaluations and feedback:   Global Teen Challenge is seeking to improve the training resources it provides.  Your evaluation and feedback would be most helpful to the on-going development of this course and other training resources. You can email your comments directly to gtc@globaltc.org or go to Contact Us on our website: www.iTeenChallenge.org.
Global Teen Challenge is also looking to expand the training resources for equipping leaders in Teen Challenge centers around the world.  If there are other topics you would like to study, please send your ideas to the address below.  If you have training materials that you would like to recommend, please send those ideas as well.

11. Contact information

Global Teen Challenge 
PO Box 511

Columbus, GA 31902 USA

Physical address

Global Teen Challenge

15 West 10th Street

Columbus, GA 31901 USA

Phone:  706-576-6555

Email:  gtc@globaltc.org
Websites:
Teen Challenge Training resources: iTeenChallenge.org


Global Teen Challenge: Globaltc.org
Delegation

Objectives

· Define delegation

· List the top 5 reasons for delegation

· List the top 5 reasons supervisors don’t delegate

· Explain the 5 steps to effective delegation

· List the top 6 keys to effective delegation

· Identify 4 trouble spots in delegation

Delegation 

     Activity in which authority is given to enable someone to accomplish a certain end or objective, but with the person who delegated retaining final responsibility.

Four Components of Delegation 

· Assigning duties

· Granting authority

· Creating responsibility

· Retaining accountability

Five reasons for delegation 

1. Boosts productivity and spreads workload

Independent thinking brings about significant improvements

Supervisor has more time to supervise

Lack of trust diverts energy

2. Promotes satisfaction

Internal factors:  accomplishment, autonomy, power

3. Builds mutual trust and confidence

Requires leader not to abdicate control, values

Employees build self-confidence

Leads to high productivity

4. Promotes team concept

Trust, clear communication, roving leadership are key to teams

5. Develops employees / succession planning

Requires hiring people who can handle specific jobs well

Employees learn to handle an increasing number / complexity of jobs

Five reasons supervisors don’t delegate 

1.  Lack of confidence or trust

 Shortage of “qualified employees”

 Employees also “distrust” that supervisor will interfere or take all credit

2.        Fear of loss of control and authority

 Ultimate responsibility for success or failure is with supervisor

3.    Personal insecurity

     “Do it myself” mentality

      Downsizing

      Fear of becoming redundant

4.  Don’t know how

      No models

5. Requires extra action

      Clear planning

      Good instruction

      Vigilant monitoring

Five steps to effective delegation

1. Define task

Objectives

Time frame

Available resources

2. Review and select recipients

Match recipient and responsibilities

What can do that task?

Who will benefit most from delegation?

3. Inform and instruct recipients

Define context

Instruct on “what”, not “how”

Clarify authority

Specify time frame

Agree on kind and frequency of progress reports

Check for common understanding

4. Follow-up support and communication

Meet at discussed times

Monitor as discussed

Don’t interfere or snoop

5. Final feedback and evaluation

Recognize and praise

Evaluate “what” more than “how”

Methods are examined only to learn from them

Don’t blame for mistakes – learn from them

Six Keys to Effective Delegation 

1. Match authority with responsibility

Make sure person has enough authority to carry out the task

2. Know your people

Understand strengths and weaknesses

Understand willingness to take on additional work

3. Have trust and confidence

Match words with behavior

Be careful with significance of tasks, intrusions, overriding decisions

4. Communicate thoroughly throughout

Ensure shared meaning

Specification of guidelines

Kind and frequency of feedback

Recognize and reward success; do not blame for failures

5. Allow “elbow room” without hovering

Does not have to be overtly intrusive

Masks delegator’s insecurity

6. Delegate meaningful tasks

Not too many trivial tasks

Four trouble spots in delegation

1. Delegating only dirty work, trivial work, boring work

2. Overloading beyond limits of employee’s time or ability

3. Failing to match responsibility with authority

4. Under-controlling or over-controlling
Reflect and Respond

What are some specific steps you can take this week to begin to apply in your own life the principles of leadership taught in this course?
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