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HOW THE COURSE WORKS

The Promoting Excellence Certificated ‘Delegation and Empowerment’ Course consists of a series of
Modules, each containing slides with videos, together with a workbook containing materials, tables,
and plenty of space for your notes and observations to key-in onscreen. All is available for you to
download and either retain or print as you wish.

Taking them together, they will lead you, on a modular basis, through the whole of our Promoting
Excellence ‘Delegation and Empowerment’ Course and will conclude with a certificate that you can
download to show you have successfully completed the training and have been officially certificated
by Promoting Excellence Limited. Your name can be typed onscreen into that certificate, which can
then be retained and saved for future reference as a PDF - or it can be printed off, to be framed or
filed, as you wish.

Each module has video narration, so it is best to complete the course in a location where sound will
not disturb others around you. The course is linear, so you should start by downloading and
completing the Introduction, followed by Module ONE, Module TWO, and so forth. Your password
and login ID gives you access to the full course, and in most cases for a full year from purchase, so you
will not need to rush, but can work methodically. Some downloads are quite large - up to 50MB or so
- so you should only download the module upon which you are currently working, before progressing
to the next one. Downloading all modules together in one go will put excessive load on the document
server and could temporarily deny your colleagues their own access to the documents.

If a module has any additional worksheets, diagnostics or bonus materials, these are listed onscreen
in your course download page, in the order you will need to download them. Not all courses, and not
all modules have worksheets or handouts, but where they do, they are listed on that page for you to
download and use.

IS THE COURSE FOR AN INDIVIDUAL OR A GROUP?

The course has been written for use by both individuals and small groups. An individual will need to
reflect upon some of the ideas raised, and to jot down their thoughts in the workbook - perhaps to
discuss with a ‘Critical Friend’. Or the individual may like to then discuss their ideas with peers, or a
competent leader. A small group, on the other hand, will find benefit in discussing the ideas and
issues raised as a group, and perhaps agreeing on some joint actions.

AIMS

e Todeepen your knowledge and understanding of the importance of delegation and
empowerment in leadership.

e To assess your delegation skills.
e Toimprove confidence and ability to delegate effectively.



OUTCOMES

e Oncompletion of this course, it is expected that you will have developed your awareness of
how to delegate more effectively and what pitfalls to avoid.

SOME HOUSEKEEPING POINTS

In each module, you can go forwards to the next slide by clicking on the button in the top right corner
of each module-slide. To signify that a slide is fully completed and ready to advance, the button-label
will flash. You can also go backwards to look again at any slide you have completed. To do that click
the button in the top left corner. When going back through slides, their videos (if any) will not
automatically play - but you can play them by clicking on them)

The slide is complete
Promoting . .
i i when this begins to flash

COURSE AIMS AND OUTCOMES

AIMS OUTCOMES

To deepen your knowledge and understanding of the On completion of this course, it is expected that you will

importance of delegation and empowerment in have developed your awareness of how to delegate 4 H

leadership. more effectively and what pitfalls to avoid. C I IC k th IS b u ttO n tO gO tO
To assess your delegation skills. .

To improve confidence and ability to delegate th e neXt S I | d e

effectively.

Click this button to go to

the previous slide

If you are viewing this course on an iPad, please choose the option 'Download’, rather than 'View".
Download gives you the full file (remember you need the Apple iPad MS-PowerPoint app, free to all
Microsoft 365 subscribers. It is best to download and run that PowerPoint App first).

The Downloaded MS-PowerPoint app will be saved into ‘Files’ on your iPad and will then auto-run if
you have the MS-PowerPoint App already downloaded and it has been run already at least once. The
iPad & Android versions of Adobe Acrobat do not support PDFs with embedded calculations, so it is
best to complete your diagnostics and workbooks on a PC or a MAC. Overall, the use of a PC or MAC
is definitely recommended for the best experience.

Technical support on device configuration options can only be provided by your ICT department. The
course has been tested and certified as running on PC (Windows 10, Windows 11, with Office 365
(v25-01 tested), but the course should work equally well on an up-to-date MAC with MS-Office.

Adobe Acrobat Reader is required to complete diagnostics and workbooks. Versions embedded into
browsers may not have all features of Acrobat Reader and may not automatically score diagnostics
for you, for example.

All modules are in Microsoft ‘PowerPoint Show’ format.



This workbook can be completed on-screen and saved as you wish.

PLEASE NOTE THAT THIS WORKBOOK, AND YOUR NOTES AND ANSWERS ARE NOT SAVED
UNLESS YOU SAVE THE WORKBOOK. WE RECOMMEND YOU SAVE IT TO YOUR LOCAL
DOCUMENTS FILE ON YOUR PC OR MAC, BUT ANY DIRECTORY IN WHICH YOUR ICT
DEPARTMENT REQUIRES YOU TO SAVE DOCUMENTS WILL BE FINE.

Remember that Adobe Acrobat Reader (a free download from Adobe) is required to complete
diagnostics and workbooks. Versions embedded into browsers may not have all features of
Acrobat Reader and may not automatically score diagnostics for you, for example.

YOUR COURSE IS PRESENTED BY THE VIRTUAL JACKIE CHRISTIE.
JACKIE CHRISTIE IS A CONSULTANT FOR PROMOTING EXCELLENCE LTD.

Following a highly successful career, Jackie has a wealth of experience, delivering training and
coaching in leadership and management to various sectors. Additionally she is a published author
of books relating to leadership & management, with a recognised post-graduate qualification in
leadership and management.



INTRODUCTION

Resources Required INTRODUCTION slides: Delegation and Empowerment -
Introduction (ppsx file)

This Workbook

The course begins with a short Introductory Module.

You'll need the workbook beside you or on-
screen as you complete this course. Please

Promoting download it now.
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INTRODUCTION: DELEGATION & EMPOWERMENT
Building skills to help you with the challenges we all face atwork
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COURSE OVERVIEW

Delegation and are key leadership
skills.

This course is designed to help you explore these skills and
attributes and fully appreciate what is good practice.

Allmodules in this course should take you 45 minutes of less —
depending on whether you are working alone or with others, and
whether you consult amentor or discuss with colleagues.

Delegation and empowerment are key leadership and management skills. This course is designed to
help you explore these skills and attributes and fully appreciate what is good practice. All modules in
this course should take you 45 minutes or less - depending on whether you are working alone or
with others, and whether you consult a mentor or discuss with colleagues.

Please note that you can follow slides from the video in this workbook by their headings on screen.
All work sheets can be downloaded separately and should be used alongside this workbook.
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COURSE AIMS AND OUTCOMES
AIMS OUTCOMES
To deepen your knowledge and understanding of the On completion of this course, it is expected that you will
i f ion and in have developed your awareness of how to delegate
leadership. more effectively and what pitfalis to avoid.
To assess your delegation skills.
Toimpi and ability 2
effectively.




There are 7 modules in the complete course - plus this Course Introduction and Certification.
They are: -

Module 1: What is delegation, what is empowerment?

Module 2: How effective are you at empowering others?

Module 3: Benefits of Empowerment and Good Practice.

Module 4: Why Don’'t We Delegate? What Should We Avoid?

Module 5: Become Good and then Excellent at Developing Others.

Module 6: Exploring Performance and Potential.

Module 7: Final thoughts and key messages.

Certification.

Promoting
Excellence
Lesdenhip Conumes

THE COURSE IN SEVEN MODULES

Module 1: What s delegation, what is empowerment?

Module 2: How effective are you at empowering others?

Module 3: Benefits of Empowerment and Good Practice.

Module 4: Why Don’t We Delegate? What Should We Avoid?
Module 5: Become Good and then Excellent at Developing Others.
Module 6: Exploring Performance and Potential.

Module 7: Final thoughts and key messages.

Certification
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SUSTAINABILITY FOR
COURSE MATERIALS

The whole course is covered by a workbook that can be
found in the course materials on the web.

T kbook can be and saved
as you wish. PLEASE NOTE THAT IT IS NOT SAVED
UNLESS YOU SAVEIT.

Although workbooks can be printed off
freely, we feel that completing and
retaining them to your device is the

environmentally friendly solution.




MODULE ONE: WHAT IS DELEGATION? WHAT IS
EMPOWERMENT?

Resources Required MODULE ONE Slides - What is Delegation - What is

Empowerment.pptx (ppsx file)

This Workbook
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MODULE ONE: WHAT IS DELEGATION? WHAT IS EMPOWERMENT? Lentodip Consuans
Building skills to help you llenges we al atwork

WHAT DOES DELEGATION MEAN TO YOU?

11 you are working with others, you may wish to share ideas before
recording your answer in your workbook. The definition th:
Promoting Excellence prefers is on the next stids

WHAT DOES DELEGATION MEAN TO YOU?

To start this course, record your view regarding the meaning of ‘delegation’ by deciding upon a
definition. If you are working with others you may wish to discuss ideas before deciding on your
answer.

My notes:



OUR DEFINITION
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. DELEGATING RESPONSIBILITY - NOT JUST

GIVING OUT WORK

WHAT IS DELEGATION?

EMPOWERMENT

“The process of building up people, then letting go of a
VS DELEGATION

aresponsibility.”
I

t sounds easy, but almost never is. Egos get in the

mply
ly

*People would rather be perceived as the authority
than support the authority or expertise of the people

who work for them." ——
Mark McCormack ‘

GIVING AUTHORITY TO DO THINGS
DIFFERENTLY

Here are a few different thoughts, written by the late Mark McCormack, an American lawyer, sports
agent and writer. He was the founder and chairman of International Management Group, now IMG,
an international management organization serving sports figures and celebrities.

“The process of building up people, then letting go of a responsibility.” ...
“It sounds easy, but almost never is. Egos get in the way.” ...

“People would rather be perceived as the authority than support the authority or expertise of the
people who work for them.”

“It is the ability to delegate, which, more than anything else, separates the good managers from the
bad ones”

Promoting Excellence defines Delegation as ‘...the act of entrusting a particular job or duty, right or
responsibility to someone else. It involves a leader/manager aiming to distribute work, decision
making and responsibility to others.

Delegation is a key part of a manager’s job and an essential skill for leaders.
Done well, it can help colleagues become more confident and develop critical skills.

Empowerment is simply delegation done properly, i.e. the terms are no different from each other.

My notes:



WHY IS EMPOWERMENT IMPORTANT?

Here is an opportunity to think about the importance of delegation or empowerment.

Why is it important to have empowerment in the workplace? Complete your thoughts in the space
for notes below.

The next slides - and on the next page - will then show you the thoughts from Promoting Excellence
- see if you agree once you have listed your reasons.

My notes:
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WHY IS EMPOWERMENT IMPORTANT? WHY IS EMPOWERMENT IMPORTANT?

It can be training and a form of talent management. tcan halp people become more engaged in thair Colleagues may become more motivated with more
work or life by giving them more control over their responsibility and the freedom to adapt to changing
decisions and actions. demands and situations at work.

Autonomy with accountability.

Empowerment is the process of giving responsibility and autonomy to colleagues.

It implies trust in others to do a good job, in the way they wish to doit. It can be training and a form of
talent management, characterised by the phrase ‘autonomy with accountability.

Empowerment can help people become more engaged in their work or life by giving them more
control over their decisions and actions. Colleagues may then become more motivated as they have
more (but still manageable) responsibility (and therefore interest in their work and therefore better
job satisfaction) and the freedom to adapt to changing demands and situations at work.

Their skill-set increases, they become more flexible, more useful to the organisation, and get more
personal satisfaction from their profession.

My notes:
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DEGREES OF DELEGATION

0 to the next iide 33

N

Clck this butt

&
3

DEGREES OF (g
DELEGATION

ele

e gi TASKONE TASKTWO

DELEGATE PART

Although sometimes we may delegate a single task that is but a part of a larger project, it is

important that, as the individual’s skills increase, occasionally delegation or empowerment is given to
an individual to take full control of a task or situation. Essentially, depending on how much authority

a manager wishes to give for making independent decisions and taking actions - delegation may be
given partially initially, monitored and then increased when appropriate.

Consider

1. The knowledge, skills and attitude of the individual to whom you are considering delegating.

2. The capacity of that individual to accept more into their workload
3. Whether training or support is needed
4

. How monitoring can be built-in that gives you the flexibility to take corrective action as/ when

needed.

5. How to stop yourself from interfering - can you set specific monitoring points - but tell the
staff member they are free to come for questions, help and assistance outside of that
monitoring point should they need it.

My notes:
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TYPES OF DELEGATION
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GIVING RESPONSIBILITY TO OTHERS

Have you ever empowered others to take on tasks?

Have you ever had work delegated to you?

Look at the next slide and reflect on any type of delegation given.

R e enom e [
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TYPES OF DELEGATION

GENERAL

Giving a colleague the authority to undertake a
specific responsibility which may include organising,
planning and directing. There may/may not be full
responsibility given e.g. organising a training event.

DELEGATE

LATERAL

»

Giving authority in an informal way e.g."Could you
i

Have you experienced one of these? In your

workbook briefly jot down the task given and how

the delegation made you feel.

help me with ...?"

We can consider that there are two types of delegation - General, and Lateral.

GENERAL

Giving a colleague the authority to undertake a specific responsibility which may include organising,
planning and directing. There may/may not be full responsibility given e.g. organising a training event.

LATERAL

Giving authority in an informal way e.g. “Could you help me with.....?”

Have you experienced one of these? Briefly jot down the task given and how the delegation made

you feel.

My notes:
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At the end of Module One - Test Your Knowledge
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TEST YOUR KNOWLEDGE (

What did Mark McCormack think separates good managers from
bad ones?

Whatiis the difference between general and lateral delegation?

1. What did Mark McCormack think separates good managers from bad ones?

My notes:

2. What is the difference between general and lateral delegation?

My notes:
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MODULE TWO: HOW EFFECTIVE ARE YOU AT EMPOWERING
OTHERS?

Resources Required MODULE TWO Slides - How Effective Are You At

Empowering Others.pptx (ppsx file)

This Workbook
MODULE TWO - The Delegation Checklist
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Building skills to help you with the challenges we all face at work
TASK ONE: DELEGATION DIAGNOSTIC
' - As McCormack states, the ability to effectively empower others
‘ differentiates good leaders from bad ones.
P~ o i ’: Complete the diagnostic - Module 2: Delegation Checklist by
i & ] ooking on i er Module 2.
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.' ﬁ \\\‘ - 2 = One: next slides before completing your score
N y \\a\ ’ t 5 0 and action plans in your workbook.
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As McCormack stated in Module One, the ability to effectively empower others differentiates good
leaders from bad ones.

Please now download and complete the diagnostic - Module 2: Delegation Checklist (it can be
downloaded from the website under Module 2).

Once you have completed the diagnostic, it self-scores on page 2, if you are using Adobe Acrobat
Reader. PDF viewers within browsers may not self-score, but the scoring guide is contained in the
diagnostic for your reference.

If you want to use the free Adobe Acrobat Reader, it can be downloaded from
https://get.adobe.com/uk/reader/ . Please ensure that you have the permission of your ICT manager.
Promoting Excellence cannot be held responsible for external links anddownloads.

Please see the next page once you have obtained your score, and enter it there.

REMEMBER

Delegating isn’t necessarily easy - most of us need to practice doing it.
You will become better at giving the right person the right piece of work.
“The inability to delegate is one of the biggest problems | see with managers at all levels.”

Eli Broad (6-6-1933 - 30-4-2021)

14


https://get.adobe.com/uk/reader/

Personal Review - my score was:

Please complete the following in light of the diagnostic you have just done:

What are your main strengths?

What are your main areas for development?

How can you address these?

Action Plan

15




At the end of Module Two - Instead of a Test Your Knowledge
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INSTEAD OF ‘TEST YOUR KNOWLEDGE’

Team or Department Plan

Think about the possible responsibilities that you could delegate (whether you are the team leader or
not). To whom would you assign specific responsibilities?

What are their interests and how will the responsibility develop their skills, talents and enhance their
career development?

Name Specific Responsibility

16



MODULE THREE: THE BENEFITS OF EMPOWERMENT, AND
GOOD PRACTICE IN EMPOWERING OTHERS

Resources Required MODULE THREE Slides - The Benefits Of Empowerment, And

Good Practice In Empowering Others.pptx (ppsx file)
This Workbook
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Delegation is an important part of /
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he benefits of ,—
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Building skills to help you with the challenges we all face at work

rtasks?
why delegate?

2 [
WHY DELEGATE - WHAT ARE THE BENEFITS?

Delegation is an important part of a leader’s role, but what are the benefits of empowering others to
take responsibility for tasks?

In other words - why should you delegate?
Record below reasons showing how empowerment could benefit both you and others.

That might be you as the team leader - or if someone gives you the responsibility to develop
something, if you are not the team’s leader.

My notes:
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PROMOTING EXCELLENCE’S SUGGESTIONS
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POSSIBLE BENEFITS INCLUDE:

MORE TIME,

Gives the manager more time and energy, including
better time management.
MORE ENERGY

(]
\
Empowers colleagues to demonstrate their abilities. \
Builds capacity, enhancing talent management and S A
succession planning. =
Supports new staff development. / |
Can help boost confidence.

Enhances faster decision making.
ANY OTHERS?

Effective Delegation Empowers others. It:

Gives the manager more time and energy, including better time management.
Empowers colleagues to demonstrate their abilities.

Builds capacity, enhancing talent management and succession planning.
Supports new staff development.

Can help boost confidence.

Enhances faster decision making.
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SUCCESSFUL DELEGATION & EMPOWERMENT
Howaever, any delegating must be done with several If you had to write a checklist for leaders thinking

key points in mind. about empowering staff - what would it include? What
do you need to do, before giving staff responsibility?

¢

1 A S
Discuss if you are working with others and then list points covered in your workbook.

However, any delegating must be done with several key points in mind.

If you had to write a checklist for leaders thinking about empowering staff - what would it include?
What would your checklist for successfully delegating to others look like? What are the key elements
that must be put in place before giving responsibility for work to others?

My notes:
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PROMOTING EXCELLENCE'’S SUGGESTIONS. KEY POINTS FOR

Promoting é
Excellence 3 ¢
Lasderip Conlcms Y
0}
OUR KEY POINTS FOR SUCCESSFUL 2, Q&& T\
DELEGATION & o -
E “\\%g\x\ -~
nowwhen to delegate and clearly define the SQQ
des es. W
N
Play and delegate to
the ou retain
andt
and often and give honest
recognitio

1. Know when to delegate and clearly define the desired outcomes and time scales.

2. Playtothe colleague’s strengths and delegate to the right person but allow for failure - you retain

the ultimate responsibility.

3. Provide the necessary resources and time.
4. Communicate clearly and often and give honest and constructive feedback and recognition

regularly.
5. Monitor and evaluate progress.

My notes:

19



EFFECTIVE DELEGATION ALSO MEANS
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EFFECTIVE DELEGATION ALSO MEANS

Promoting
Excellence
SUMMARY OF BEST PRACTICE IN EMPOWERMENT?

Itis about trust, letting go, and having faith in others. Done wall it represents a win-win.

llowl ing for
mistakes

Rl T

Clearly specifying the required, measurable outcomes.

Agreeing timescales.

The appropriate level of support and monitoring.
Adequate resources.

‘Ownership’ by the person empowered.

Scope to do things differently.

A A I I

Allowing for mistakes.

Best Practice in Empowerment is about trust, letting go, and having faith in others. Done well it
represents a win-win.



At the end of Module Three - Test Your Knowledge
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TEST YOUR KNOWLEDGE

Who takes the ultimate responsibility when delegating?

Why is it so important for leaders to get empowerment right?

1. Who takes the ultimate responsibility when delegating?

My notes:

2. Why is it so important for leaders to get empowerment right??

My notes:
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MODULE FOUR: WHY DON'T WE DELEGATE? WHAT SHOULD

WE AVOID?

Resources Required MODULE four Slides - Why Don’t We Delegate - What

Should We Avoid.pptx (ppsx file)

This Workbook
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MODULE FOUR: ~ WHY DON’T WE DELEGATE? WHAT SHOULD WE AVOID?

Building skills to help you with the challenges we all face at work
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IF YOU WERE WRITING A
HANDBOOK ON:
1. 'Why People Don't Delegate”

2.'What to avoid when
empowering others.

What would itinclude? In your

workbook discuss where possible -

and then create two lists.

(£ £ 4

If you were writing a handbook on 'Why People Don't Delegate' and "What to Avoid when

Empowering Others', what would you include?

My notes:

1.'Why People Don't Delegate'

2. 'What to Avoid when Empowering Others'

22



PROMOTING EXCELLENCE’S SUGGESTIONS
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POSSIBLE REASONS PEOPLE DON'T
DELEGATE:

ot enough time, or dislike losing control.
/anting to take credit.
load for colleagues.

N

Wi

G

No one t gate 1o, or losing a job that you like
doing yourself.

Lack of faith or skills in others.

Possible Reasons People Don’t Delegate:

Not enough time, or disliking losing control.

Wanting to take credit.

Guilt about the workload for colleagues.

No one to delegate to, or losing a job that you like doing yourself.

Lack of faith or skills in others.

o Uk NP

Being a perfectionist and knowing others might not meet your standards of excellence.

Are these legitimate concerns? How can you overcome them?

My notes:
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WHAT TO AVOID WHEN
EMPOWERING OTHERS

Lack of trust.

Lack of flexibility.

What to Avoid When Empowering Others

Unclear instructions.

Lack of honest feedback.
Ineffective communication.
Lack of accountability.
Lack of trust.

Lack of flexibility.

S T o o

There are four final pitfalls to avoid when delegating. These are listed below:
Too little support, which is frustrating; or too much support which is controlling.

‘Dumping’ tasks or responsibility when the person who is ‘delegating’ should be doing the work.
Clearly this is more likely with tasks they don’t like doing, or that are high effort with low pay-off. Get
into the habit of asking yourself the question ‘am | delegating this task for sound reasons?’

Blaming the one who has been empowered for mistakes. Now clearly if there has been a lack of
attentiveness, carelessness, a lack of effort or interest, then that ought to be addressed. But we need
to be sure this is the case and that the mistake hasn’t happened from a lack of knowledge, from
unclear instructions, from a lack of skill, or resources etc. In that case, it must not be ‘blamed’ on the
person who undertook the task.

Not giving any feedback. Or constantly interrupting with unnecessary and unwanted interventions.
Set waypoints and agree them. And check then.

Some of these will be solved by following the advice on the next page ‘Questions to ask before
delegating’.

My notes:
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QUESTIONS TO ASK BEFORE DELEGATING
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QUESTIONS TO ASK
BEFORE DELEGATING

Here are 3 key questions to ask before
delegating work:

Should | be doing this work due to the
confidential nature, lack of time etc.?

think of 3 more key
ider before delegating

Iny

Here are 3 key questions to ask before delegating work. After reading the 3 questions below - think
of 3 more questions to ask before selecting a member of staff to take on a given responsibility.

1. Should I be doing this work due to the confidential nature, lack of time etc.?
2. Will this allow staff to develop in any way?

3. Does this suit a member of staff’s skill set?

My three additional questions:

25



At the end of Module Four - Test Your Knowledge
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Was there sufficient TIME for the parson to complete the task?
Especially if they are new to it or just earning its nuances,

2

TEST YOUR KNOWLEDGE

List 4 things to avoid when empowering others

What makes for ineffective delegation?

1. List 4 things to avoid when empowering others.

My notes:

2. What makes for ineffective delegation?

My notes:



MODULE FIVE: BECOME GOOD, AND EVEN EXCELLENT, AT
DEVELOPING OTHERS

Resources Required MODULE FIVE Slides - Become Good - Or Excellent -

At Developing Others.pptx (ppsx file)
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BECOMING GOOD AT DEVELOPING OTHERS
MODULE FIVE: BECOME GOOD - AND EVEN EXCELLENT - AT DEVELOPING OTHERS
Builcing skils to help youwlth the challenges we silface stwork: Is this somethingyou prioritise when leadingand  If you lead or manage others why not create a document like the
managing others? Do you develop colleagues? one on the next slide to record instances where you have given
So, before starting this saction... the opportunity for development - either personally or via a third
party. Note the impact/skills leamed.

©

So, looking at development, and development through effective delegation and empowerment, is this
something you prioritise when leading and managing others?

Do you develop colleagues?

If you lead or manage others why not create a document like the one on the next slide to record
instances where you have given the opportunity for development - either personally or via a third
party. Note the impact/skills learned.

Create alog or plan to keep a record of all the opportunities given to staff with the impact.
An example is on the next page.

My notes:
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This is a useful tool to start discussions, especially at appraisals or other occasions.
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BECOMING GOOD AT DEVELOPING OTHERS

In Your Workbook Create a Log or a Plan. Impact may include motivation, confidence etc.

Regularly communicate high expectations and be  If you have the opportunity create a development plan that will
prepared to praise and recognise good professional be useful to motivate, show new skills, and be the basis for
behaviour. dialogue at appraisals, interviews etc.

NEEDS
ROLES

Name Development

When

Impact

Regularly communicate high expectations and be prepared to praise and recognise good professional

behaviour.

Impact may include tangible results, but also changes in workplace or individual morale, such as

motivation, confidence etc.

If you have the opportunity, create a development plan that will be useful to motivate, show new

skills, and be the basis for dialogue at appraisals, interviews etc.

My notes:
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WHY DEVELOP OTHERS?

‘Glck this buttan 0 £0 10 the previous aige

Emotionally intelligent leaders take advantage of every
opportunity to provide development and support to
enhance the capabilities of their staff, just like a good
parent for their child!
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WHY DEVELOP OTHERS?

Emotionally intelligent leaders take
advantage of every opportunity to provide
development and support to enhance the
capabilities of their staff, just like a good
parent for their child!

<d

Nurturing potential creates a climate of opportunity and
achievement which generates better results.

Nurturing potential creates a climate of
opportunity and achievement which
generates better results.

My notes:

PROACTIVELY DEVELOPING OTHERS

Do you regularly talk to colleagues about their
aspirations, the things they want to do better and things
they would like to try? Do you know how your staff see
their futures progressing?
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PROACTIVELY DEVELOPING
OTHERS

Do you regularly talk to colleagues about
their aspirations, the things they want to do
better and things they would like to try? Do
you know how your staff see their futures
progressing?

If you aren’t a leader or manager, does anyone talk to
YOU about your aspirations, and the skills you might need
to help you achieve them?

Ifyou aren’t a leader or manager, does anyone
talk to YOU about your aspirations, and the
skills you might need to help you achieve
them?

My notes:
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DELEGATION AND EMPOWERMENT - DEVELOPING STAFF

Promoting
Excellence

ot

THE MANAGER TAKES ULTIMATE RESPONSIBILITY
FORALL COMPLETED TASKS N

DELEGATION AND

EMPOWERMENT ACTIVITY

The ability to delegate well is one of the signs of great leadership. It may not always come naturally -
but can be improved with practice. Not everyone has had the opportunity. There are 2 options:

Think about one task that you could or have delegated.

Complete the following questions about that task either that you could or have delegated:

1. How would you/how did you plan the task to be delegated. What outcome in mind?

2. How would you/how did you choose the person to do the work? How would you/how did you motivate or
persuade a colleague?

3. How would you/did you support and give them freedom to be creative without micro-managing?

4. What would you/did you find difficult if anything and how would you overcome this?
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What will you do as a result of this exercise?

My notes:

BECOMING EXCELLENT AT DEVELOPING OTHERS

] cueh i ot o 0 h i st
Promoting
Excellence

term objectives.

BECOMING EXCELLENT AT DEVELOPING OTHERS

Agree a CPD plan with your team. Staff imate w y
's essential. Distinguish between shortand long-  responsibility for thair own development.

Strive to create a cli each colleague takes

Encourage problem solving - only intervene when
absolutely necessary.

CONTINUING
P
ERSQN AL

Promoting
Excellence

EXCELLENCE IN DEVELOPING OTHERS - 1

Observing staff in their daily roles, be prepared to give specific
evidence of things that are not done well or need to improve.

Offer support and encouragement on a regular basis.

opportuniti ften as possible,

lly to contrif

development of skills and talents..

Alviays give specific feedback about performance.

Here are our suggestions on the next steps to becoming excellent at developing others:

1.

Agree a CPD plan with your team. Staff development is essential. Distinguish between short and
long-term objectives.

Strive to create a climate whereby each colleague takes responsibility for their own development.
Encourage problem solving - only intervene when absolutely necessary.

Observing staff in their daily roles, be prepared to give specific evidence of things that are not
done well or need to improve.

Offer support and encouragement on a regular basis.

Provide development opportunities as often as possible, especially to contribute strategically to
the organisation’s development of skills and talents.

Always give specific feedback about performance.

If possible, nominate a deputy to provide cover. Allow work-shadowing opportunities with a high
level of decision-making autonomy, so the delegation of your role represents a real challenge.
Reflect upon or discuss your past opportunities and the outcomes that followed to motivate

others.

10.Complete the Staff Achievement and Expectations Analysis in Module 6.
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At the end of Module Five - Test Your Knowledge

ST — |
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TEST YOUR KNOWLEDGE

2

Why nurture potential in staff?

What will you do in future to continue to improve your practice in

developing staff?

1. Why nurture potential in staff?

My notes:

2. What will you do in future to continue to improve your practice in developing staff?

My notes:
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MODULE SIX: EXPLORING STAFF ACHIEVEMENTS AND
EXPECTATIONS

MODULE SIX Slides - Exploring Staff Achievements

Resources Required
and Expectations.pptx (ppsx file)

This Workbook

[ cexvis bon eious i [ ik s button o 20 ot nessise [ [ e — ek e b o o v e s B
You'll need the interactive workbook beside n
you or on-screen as you complete this o= .
Promoting course. Don't forget to download it! g g;sz'm%
Excellence Leada
Lookrig Comn
MODULE SIX: EXPLORING STAFF ACHIEVEMENT AND EXPECTATIONS DEVELORING SIALL =THEIRACHIEVEHENID S BXPELTAIONS
In order to give staff empowerment, it may be interestingtoask  This is also a useful activity for staff appraisals

them to complete a diagnostic to highlight their attitudes,

Building skills to help you with the challenges we all face at work.
abilities, motivation, expectations etc.

In order to give staff empowerment, it may be interesting to ask them to complete a diagnostic to
highlight their attitudes, abilities, motivation, expectations etc.

This is also a useful activity for staff appraisals.

Chick his button 10 80 o the previous side
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EXPLORING STAFF ACHIEVEMENT
AND EXPECTATIONS

Before delegating it may be useful to complete the
Module 6: Exploring Staff Achievement and

Expectations. This is on the website as a \ e
diagnostic. I8

N\
Follow the instructions in your workbook to Da /|
complete the questionnaire with a particular
member of staffin mind.

This could also be completed with a colleague - ask =
them to complete this matrix. It should help you ALTERNATIVELY, COMPLETE IT FOR YOUR INDIVIDUAL TEAM
with objectivity in discussions and provide afocus  MEMBER TO DECIDE IF OR WHERE TO OFFER DEVELOPMENT

BEFORE EMPOWERMENT.

for development.

Before delegating it may be useful to complete the Module 6: Exploring Staff Achievement and
Expectations. This is on the website as a diagnostic. Please download it now.

Follow the instructions in the diagnostic to complete the questionnaire with a particular member of

staff in mind.
This could also be completed with a colleague - ask them to complete this matrix. It should help you
with objectivity in discussions and provide a focus for development.

Alternatively, complete it for your individual team member to decide if or where to offer
development before empowerment.
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EXPLORING STAFF ACHIEVEMENT
AND EXPECTATIONS

Once you have completed Module 6:
Exploring Staff Achievement and Expectations
intarpret the results by looking in your
workbook at Module 6: Interpreting the
Results for Achievement and Expectations.

How accurate do you feel these results are
linked to your chosen member of staff?

Once you have completed Module 6: Exploring Staff Achievement and Expectations interpret the
results by looking in your workbook at Module é: Interpreting the Results for Achievement and
Expectations.

How accurate do you feel these results are linked to your chosen member of staff?
Remember to keep this document in a safe, locked place where staff members cannot explore.

Promoting Excellence will not be held responsible for issues deriving from non-adherence to this.
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FINALLY - IF YOU ARE WORKING IN A GROUP

Hold a meeting if you are working with others.

rson 2 minutes to outline their staff member's
give suggested

If you are wior
colleague

Hold a meeting if you are working with others.
Colleagues could help each other by suggesting ways to develop the colleagues selected.
Elect a chair and timekeeper.

Give each person 2 minutes to outline their staff member’s results and 4 minutes for the group to
give suggested feedback in how to develop the individual.

If you are working alone share ideas with a trusted colleague.



At the end of Module Six - Test Your Knowledge
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TEST YOUR KNOWLEDGE

How can you develop the chosen member of staff to ensure
empowerment will be successful and have an impact?

1. How can you develop the chosen member of staff to ensure empowerment will be successful and
have an impact?

My notes:
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MODULE SEVEN: ROLE MODELS AND FINAL TIPS

Resources Required MODULE SEVEN Slides - Role Models and Final

Tips.pptx (ppsx file)
This Workbook

[l e mmn o rone s

You'll need t

you or on- complete this 3 Pt
Promoting course. Don't forget to download it! Extellone
Excellence Leadar Consuints
Londrp Commh
MODULE SEVEN: ROLE MODELS AND FINAL TIPS ROLEMODELS OREMBOWERNMENT
Building skills to help you with the challenges we all face at work. Susan Eckey and Deborah Malac - Former Their passion for women’s empowerment has given thousands of

Norwegian and US Ambassadors to Uganda. Ugandan women greater access to education, health care,
= justice and personal development.
C h a n 9 e l S ' success  REFERENCE GROUPS

p ASPIR,
e " %

a Process e\ N S 2

Not an QQOLE MQ

Role Models to consider might include:

Susan Eckey and Deborah Malac - Former Norwegian and US Ambassadors to Uganda. Their passion
for women’s empowerment has given thousands of Ugandan women greater access to education,
health care, justice and personal development.

Who would you consider a role model in your workplace, and why? Keep this workbook confidential
if you use real names.

My notes:
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ROLE MODELS OF EMPOWERMENT

His life story inspired people all over the world to
fight for freedom and entitlement to basic human
rights.

He spent 27 years in jail where he endured cruel
i an tuberculosi

His example ended apartheid in South Africa and
raised many questions globally about
discrimination and unethical leadership.

Nelson Mandela - South Africa’s first democratically elected
President

As a role model of empowerment, many people would consider Nelson Mandela.

His life story inspired people all over the world to fight for freedom and entitlement to basic human

rights. He spent 27 years in jail where he endured cruel punishment and contracted tuberculosis. His

example ended apartheid in South Africa and raised many questions globally about discrimination
and unethical leadership.

Role models are empowering to individuals and to groups, but they are hardly ever role models to
everyone. Even Nelson Mandela had his critics, and it is fair to say that a minority were more
concerned about certain aspects of his life than others. Nonetheless, to many, he is an inspiration.

So, thinking about excellent role models, and acknowledging that they are not universally
inspirational to all, who would you include for you?

Why? What are their attributes? Considering other good role models and their attributes may help
you improve your skills in delegation.

My notes:
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YOUR EXAMPLES OF EMPOWERMENT

ASK YOURSELF IF WHAT
Promoting YOU ARE DOING TODAY
Sxcelicnce IS GETTING YOU
CLOSER TO WHERE YOU WANT
TO BE TOMORROW.

YOUR EXAMPLES
OF EMPOWERMENT

Can you give any examples from
work where empowerment has
proved beneficial?

In your workbook, list the positives.

Can you give any examples from work where empowerment has proved beneficial?
List the positives and then take note of the value of empowering others.

My Notes:

MESSAGES THAT SHOULD BE CONVEYED THROUGH EFFECTIVE
DELEGATION

e ‘| believe in you. | believe you have potential.
« . . )
Promeiing a | trust in you to achieve the agreed goals.
MESSAGES CONVEYED THROUGH EFFECTIVE ‘| Value the Contribution you make.’

DELEGATION

‘I believe in you. | believe you have potential.”

‘I trust in you to achieve the agreed goals.’ « | k h ‘l | M bl M k )

; wgh . now that you will act responsibly in your work.
value the contribution you make.

‘| know that you will act responsibly in your work."

“You deserve the opportunity to show me, and others, what
you are capable of doing.

‘You deserve the opportunity to show me, and others,
what you are capable of doing’

WITHOUT DELEGATION, THESE WILL NEVER
HAPPEN

My Notes:



FINAL TIPS
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FINAL TIPS a | L' ‘
Develop your ability as a coach and mentor. Q b ¥ |
; L % £
Work hard to improve your listening skills. # ’<\ '. ¢

Be patient and supportive when developing others. -

Remind yourself that empowering others is a vital part - 3 !
of your job as a leader or manager. ] 1\

Be aware that trust and faith in others is acritical part of B 3

excellent leadership. HOW ARE YOU DOING?

Develop your ability as a coach and mentor.

Work hard to improve your listening skills.

Be patient and supportive when developing others.

Remind yourself that empowering others is a vital part of your job as a leader or manager.

Be aware that trust and faith in others is a critical part of excellent leadership.

Promoting
Excellence a o w
Lesdeni Consenes . -
ND 3
AT THE END OF MODULE SEVEN
ORISITTHE

| BEGINNING? *425‘

What will you do to try to encourage others to take on ~ -‘
empowerment and to delegate well yourself?

At the end of the course think positively what will you do to encourage others to take on
responsibilities?

How will you delegate well?

My Notes:



WELL DONE - YOU CAN DOWNLOAD YOUR CERTIFICATE

Having completed the course, you are now eligible for the certificate. The download link is onscreen,
on this slide and the final title slide. You can download your certificate at any time now, you have
reached this point - we cannot re-print the link here in the workbook, however - you must get to it

on the slide at the end of Module Seven.
Type your name into the 'Name’ Field to personalise your certificate and then save the PDF to your
device OR print it.

_CERTIFICATE

OF COURSE COMPLETION '

THIS CERTIFICATE
IS PROUDLY PRESENTED
TO

FOR THE SUCCESSFUL COMPLETION
OF A COURSE ON

DELEGATION & EMPOWERMENT

Peter Rushtons ¢ @ % jackie Christie
— " fmemy -

SIGNATURE \i‘ *hkh K ‘:4 SIGNATURE
L}
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“Empowerment is delegation done properly.”
Mark McCormack

“Empowering others, done well and for the right reasons is
an essential component of ethical leadership.”

Promoting Excellence
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