1) What is delegation? Delegation is entrusting power and authority to a person acting as your representative.
Using others to help you get your job done.

2) Tasks that shouldn’t be delegated are as follows: Any kind of managerial responsibilities such as performance scores, disciplinarys, complex or confidential tasks.

3) 5 levels of delegation: 
The first level of delegation is to have the employee perform the task exactly as instructed with no independence. So they employee would be committed to completing the task with very little or no help.
The second level of delegation is to allow the employee to do some research) and give you options for the task. You make the decision and the employee completes the task according to your direction.
Third is similar to the second however the employee may come to you with an idea to approve.
The fourth is Self independence, gets the job done and completed with no help or input from management apart from maybe for you to look over their work.
And the final number five is complete freedom and independence. 

4) Ways to delegate: Explain what you expect from then, tell them the expected results in what time frame, leading by example, praise when the hid is done with the expected results.

5) Lateral delegation is: People made up of similar skills. This allows them to work to their strengths 


8 specific steps to delegation: Clearly communicate what they are being asked to do, provide the information they need for the task, make sure they understand what is being asked of them, make them aware that they have support if they need it, make sure they have enough authority to complete the task, communicate the expected results, make sure you have the commitment of the employee, reward and recognition. 

3 types of instructions: Orders, such as “stop that right now” or “do it right away” orders have an immediate effect and are assumed to be right. They are basic and allow no feed back
Requests, such as Can you phone Mr Smith for me please? Or can you make sure you arrive on time tomorrow? Requests are used in Daily operations and on and everyday basis. 

[bookmark: _GoBack]Suggestions, such as: We need to do some team building or next time we should start earlier so we’re not running late. Suggestions are used so the team can use their own knowledge and skills to impact on a decision. 
