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Four Keys To Effective Delegating

By

Paul Lemberg

‘Never tell people how to do things. Tell them what to do
and they will surprise you with their ingenuity.'
General George S. Patton

Many people think they have too many important
things to do, but that 6s
problem is either 1) you are trying to do them all yourself,
2) you have no way for anyone else to do them, or 3) all of
them simply aren't that important.

One solution is to shrink the things you classify as
important, and that avenue should certainly be your first
step. But for most people, the leftovers still leave too
much to do. | myself am in that category, as is almost
everyone | know. You probably are too - especially if you
are talking about doing it all yourself...

Enter delegation.

Successful delegation is one of the critical success
factors for anyone who wants to be an effective
entrepreneur or leader. My definition of leadership is,
getting things done through the medium of other people. If
you want to do big things you have to extend your reach
beyond your ability to do everything at once. So you must
lead and you must delegate. It's axiomatic.

And the harder you try to hold on to things, the faster
they will get away from you. And the more important your
project, the faster it will spin out of control. Especially for
us control freaks, lack of good delegating skills can be a
real show stopper.

First of all, you may enjoy doing the thing you have to
delegate, and it's hard to give up something you genuinely
like...

You may think you do it better than anyone else. You
imagine it won't get done as well as if you did it. How
could it, if you're the best...

You are certain it won't get done your way...

not

You may even believe if you don't do that thing, you
won't have enough to do. This last is totally laughable,
since we began this article with you having too much to
do. And yet, in your gut, part of you feels this way...

and don't will get shorter shrift and less attention than
they deserve. And if they are important at all, these things
will become bottlenecks blocking the continued growth
and success of your business - if they aren't doing so
already.

So here they are - the four keys to successful and
effective delegation.

1. Give the job to someone who can get it done.

That means they have two things: Either they can
get the skills, knowledge and resources needed or they
have a systemized process for doing it, and, they have
the time for it. Don't dump your projects onto someone
who has neither the wherewithal nor the availability. If you
do that you are simply setting them up to fail and setting
yourself up for disappointment.

You know that old adage, if you want something done,

(continued on page 6)

President 6s Message 2
2008/2009 Board/Conference Committee 2
Zone Reports 3
$500 Scholarship for Success Information 9
Recovering Costs for Community Use 5
Member-Vendor Conference Forms Insert
$500 Scholarship for Success 9
Preparing For an OSHA Inspection 10

Kindwethis:r véhatdver things lydu esimould givéh @wvayr e a |



dent 0s

Hello Members & Vendors,

Pr es |

Well, another summer is over
and its time to put the hammers
down and welcome the children
. back to school. | still look at the
y calendar and can't believe it is
September. While many projects
: M are  still under construction,
keeping the schools safe, but operational, has been
quite a challenge.

Over the past several months OSFMA has formed
a partnership with School Dude to develop an on-line
community website for OSFMA members. This site will
be of great benefit to members in the association for
sharing, learning, and growing. Members will have the
ability to communicate to one another to share and
receive information. Online Community Training was
completed in late September and early October. If you
missed the training, and would like to schedule a
training time, please contact Laura.

Over the coming months you will see some
additions to the OSFMA Newsletter. In each issue we
will be highlighting zone directors and members around
this beautiful state. We will also be adding pictures and
articles about the many on-going school construction
projects. Send newsletter ideas and pictures to Laurad
osfma@osfma.org.

Information about the OSFMA $500 Scholarship for
Success program was sent to members in September.
Each zone will choose an awardee to be recognized at
the 2009 Conference. Scholarship information is also
located at the OSFMA website.

The OSFMA Conference is April 15-17, 2009. The
theme for the 2009 conference was submitted by Alan
Rudy, North Mari on Sc hoolhd
Onl y OpThe mragram will have something for
everyone with numerous workshops, speakers, and
professional opportunities for members. If you would
like to participate in the planning of the 2009
Conference, or you have suggestions, please contact
Pierre Dehaze, pdehaze@sherwood.k12.or.us., or
Laura Nichols at osfma@osfma.org.

Tim Seery
OSFMA President
Reynolds School District
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ZONE Reports

ZONE 1

There will be a meeting for Zone 1 on October 7, 2008.
This will be a combined zone meeting with Zone 2.
Bryan Coble from SchoolDude will be presenting
information about the OSFMA Online Community
website. A flyer will be sent out with the location and
time for the meeting.

Joe Gamble
Zonel Director
gamblej@estacaca.k12.or.us

ZONE 2

There was a Zone 2 meeting on July 9, 2008, at the
Salem School District. The topic for discussion was
Facilities Management Assessment Process, and
Customer Service. Zone 2 is invited to attend the
meeting October 7 with Zone 1. The next Zone 2
meeting will be in December 2008.

Jim Jenney
Zone2 Director
Jenney_Jim@salkeiz.k12.or.us

ZONE 3

Zone 3 is working on recruiting more members from
Southern Oregon.

Jess Miller
Zone 3 Director
Jess.Miller@umpqua.edu
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The OSFMA Conference Committee is starting
to plan the 2009 conference. The conference dates
are April 157 17, 2009, at the Linn County Fair and
Expo Center. The conference will be packed with g
numerous educational and professional opportunities
along with the vendor show displaying the latest and
greatest products and services as they apply to
facility construction, maintenance, and planning. In §&
addition, OSFMA provides opportunities for facility ke

manager 6s professional
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Membership in OSFMA can be a huge benefit
and value for you and the maintenance/custodial
personnel. Membership is $35.00 and the %

R

“
2

,

“|
L

7 conference fee is $100.00. The conference fee also
ki ncludes the majority
conference information in the newsletters. The

conference agenda will be added to the OSFMA
website in February 2009. <%

; Invest a few minutes to complete the application g
9 and send it in. Please send suggestions and ideas
for the 2009 conference to the Executive Assistant,
M | qura Nichols, at osfma@osfma.org.
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Children spend countless hours in school buildings and
on surrounding fields and playgrounds, Eden
understands that the management of pests in such a
sensitive environment demands special care and we are
proud to be protecting the schools in our community,

@EDEN

ADVANCED PEST TECHNOLOGIES I

ZONE 4/5 Highlight

Zone 4/5 consists of the central and eastern area of
‘Oregon. From the Washington border to California,
and the Oregon Cascades to Idaho. Area wise Itis a
large zone, and has 27 members from many
different counties. Leland Bliss is the Zone 4/5
Director. Leland works at the Sisters School District
as the Facilities |/
term expires in April 2009. Anyone interested in
becoming the Zone 4/5 Director should contact
Leland at the e-mail address below.

Leland Bliss

Zone 4/5 Director
blissl@outlawnet.com

www.osfma.org
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Make sure that your school district enforces IPM standards.
We are happy to answer any questions you have on |IPM!

S00-407-9955

www.edenpest.com
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Achieve bxcellence
in Bvent Management

Streamline your business process for

facility use scheduling and master the art of
total event management with SchoolDude

on-demand software solutions.

Only SchoolCude solutions are designed
specifically for educational professionals.
They are easy-to-use, fast to implement

and affordakble.

SchoolDude solutions can help you:
= Streamline facility wse scheduling
= Automate the entire event management process
= Maximize facility availability to better serve the community
= Track and manage all event-related costs
= Improve cost recovery for community use of faciliies
= Coordinate resources to support events

You can save, even earn, your school money through efficient community use
of your facilities. Learn more at: http:linfo_schooldude.com/Cost_Recovery

5 R

informetion | business Taility
lechnology oparalions | aperabors

Call Bryan Goble at 1-877-868-3832 or bryan@schooldude_com
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Recovering Costs for Community Use Helps
Overcome Budget Shortfalls

By: Erin Tucker, Media and Public Relations, SchoolDude.com

In this time of continually tightening budgets,
school officials are being challenged to identify
alternate sources of income and more effective ways to COSt RECOVEfV DO"E"'S Per StUdent ) calendar
cut operating costs. One cost factor that poses unique
challenges is the increasing use of school facilities by 2007
the community. While providing a service to community
groups, this practice creates high demand for a 550,00 ‘

districtos operations t ea
costs in the form of utilities, custodial overtime, and
wear and tear on equipment and facilities. 4500 ‘

A recent study of more than 1,000 school districts
using an on-demand facility scheduling solution
examined how educational professionals nationwide
are coping with the increasing demand for community 635,00
use of school facilities, measuring the success of their g |" §.62
efforts to recover costs. The findings revealed that 0%
some districts are faring better than others when it t 530,00
comes to cost recovery for facility use.

540.00

bl7.91

cost recovery income for U.S. school districts is '“
IIH' age

approximately $17 per student. Those in the 90"

. 52000
percentile for cost recovery capture upwards of $28 per
student. Keys to this increased success include solid
leadership, board policy, and implementation of efficient 515,00

While some districts may be steadily recovering §10.00

costs associated with community use, many are still P
enduring a political battle. Most school officials agree

t1e
that the public should be 550 7ol
buildings. However, the issue is whether community Bottom 25%
groups should be charged for usage. Some argue 5000 |

facility use should be free of charge for taxpayers since
their dollars paid for the buildings being used. But
many, including some government officials, realize this
approach is doing more harm than good and are calling Average Cost

for a change. Enrollment = Recovery/Year 90th Percentile

According to the study, the average amount of B0 ““““

For exampl e, under Califlorni a@s $Ci 8956 Cengt er AL3M0
districts are required to make their schools available to
the public but also must recover costs for use of those 1,000 $ 17,910 $ 28,620
buildings. Failure to do so puts a burden on a school 2500 $  A4TT5 71,550

districtds top priority: ec—=
3500 $ 62,685 100,170

PPN P

$
. . $
Siphoning money away from the classroom to
make up for the costs associated with facility usage is a 7,000 $ 125,370 $ 200,340
$
$

hindrance to the core miss
price no one wants to pay. 10,000 $ 179,100 286,200
40,000 $ 716,400 1,144,800

For more information about this topic, go to:
http://info.schooldude.com/Cost_Recovery.
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(continued from page 1)

if you want something done, give it to a busy person?
That may be true from the standpoint of giving your
project to someone who is ‘can-do." But if you give your
project or problem to someone just like you - someone
who is already too busy - what are the chances?

Don't just hand things over to the next warm body. Get
buy-in from the delegate. Are they okay with this thing?
Do they have the time? The resources? The energy? Are
they enrolled, or is this just more work for someone who
is already overburdened?

2. Communicate your

Have a clear picture of what success looks like. Did you
ever ask someone to do something which came back
quite different than you thought it would? Be sure you
have mutual agreement on the critical
requirements. How do you want it to look? What are the
parameters? Are there any special processes that need
to be engaged? Particular people you want engaged?
What format must it take? And - often most importantly -
by when?

Use SMART (specific, measurable, actionable, relevant,
time-based) goals to clarify the desired outcome along
with a timeline for the thing's accomplishment. Also, if
necessary, set up a measurement system that will help
you and your delegate know whether things are on or off
track. You can abbreviate this step if the task is simple,
but make sure to have your bases covered.

condi ti

[ —

3. Work out a plan.

How will it get done? This does not mean you should
micro-manage, that's the very opposite of what you need.

But one key to successful delegating is knowing the thing
can get done and will get done. Depending on the degree
of difficulty, you may ask that the first step of the plan is

(continued on page 11)
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OSFMA Offers Professional Growth

Certification
The Oregon School Facilities Management
Association Professional Growth Certification
Program is based on education, achievements and

experience. Certifications are awarded in two
areas:

8 School Facilities Manager
§ School Facilities Specialist

For further information and an application packet
contact:

Eric Shawn, Catlin Gabel School
shawne@catlin.edu or download the application

il

contact Laura, at osfma@osfma.org.

Other benefits to OSFMA Members:

*

*

OSFMA Online Community Website

OSFMA, and SchoolDudare bringing you a community for sharing, learning, and growimge onling
training sessions for the SchoolDude sponsored OSFMA Online Community were offered on 9/26, ¢
10/2. During the 45 minute webcast training sessions members learned how to register for th
community website, basic navigation, how to use forums for discussion, share and receive advice
polls and surveys, and much mofdembers now have the ability to communicate to one another throu
OSFMA Community. If you missed the training, and would like to learn how to use the Online Comn

* Save time and money through information sharing.

* Make more informed decisions based on vendor ratings and peer expertise.
Find innovative solutions to common problems through peer interaction.
Measure the satisfaction of your internal clients with online survey tools.

* Read industry best practices with a collection of articles.

* Access a virtual warehouse of useful data with video and file libraries.

/30, al
e Onlir
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6 OSFMA News Fall 2008

www.osfma.org



2009 OSFMA ANNUAL CONFERENCE

& MEMBERSHIP REGISTRATION
y & WBDEXK®GMBDMKX 0 OSHNMX

APRIL 15-17, 2008

Linn County Fair & Expo Center
3700 Knox Butte Rd
Albany, OR 97326576

Please print DATE:

NAME: TITLE:

BUSINESS MAILING ADDRESS:

CITY: STATE: ZIP:
SCHOOL DISTRICT: COUNTY:
PHONE:( ) FAX:( ) -MAIL( required):

2009 2010 Membership Dues Enclosefthis form not for Vendors
New Member ApplRecneetwii onmemibdesmdee r ()
Active Member A5 ci ate Member $$35

2009 Conference Registration Enclose(this form not for Vendors
Member Fee $100, includes meal s

$

Sigh me up for.
Larry King Memorial Gdatfl:000Mas s i NoChaMed n

Plan on my attendance at the following meals:

Lunch Wednesday Lunch Thursday
President s Recept iBrne akefdansets drRaryi d ay
Breakfast Thur sday L un cdAnkualBusiaegs Meeting

TOTAL PAYMENT ENCLOSED: $

OregonSchool FacilitiesM anagemenfssociation
PO Box 1474, Scappoose, OR 97{H®6
osfma@osfma.org

Make checks payable to OSFMA and remit to PO Box 1474, Scappoose, OR 97056

kkkkkkkkkkkkkkkkkhkkkhkkhkkkkkkkkkhkkhkkkkhkkkkkkkkkkkkhkkkkhkkkkkkkkkkkkkkkkkkkk

For Office Use Only
Active Zone Director Approval: Board Approval;
Associate Date: Date:
Membership Committee Approval
Date:

esda



2009 OSFMA ANNUAL CONFERENCE

Vendor Booth & Membership Registration
y SWBDEBKGMBOMKX 0 OSHNMX
APRIL 16, 2009
Linn County Fair & Expo Center
3700 Knox Butte Rd
Albany, Oregon 97328576

Please print DATE:

COMPANY:

NAME: TITLE:

TYPE OF BUSINESS:

BUSINESS MAILING ADDRESS:

CITY: STATE: COUNTRY: ZIP:

E-MAIL (required): PHONE: ( ) FAX: ()

DESCRIBE YOUR PRODUCT or SERVICE

Each Participating Vendor Receives:

106 x 106 booth with an 806 high drapery backdrop |and
Two complimentary coffee mugs for each booth.
Vendor Appreciation Luncheon: 2 complimentary tickets per booth. Additional tickets are $15.00 each.
(Please reserve and pay for any extra tickets on this invoice)
Golf Tournament Complimentary Golf on Wednesday # of Participants
Trade Show Date: Thursday, April 16, 2009 Exhibits & Demonstrations from 9:45AM 4:00PM
DOOR PRIZE: Will you have a door prize available for the drawing at the shye8 No
Choice of booth location will be assigned in the order of the receipt of payment at the address below. List number of
booth choice. If the requested locations are taken, a booth will be assigned as close to the requested location as possi
BOOTH CHOICES: ul 2 3¢ 4"
WORKSHOP TOPIC:
The Conference Committee will select topics for vendor workshops from those offered, based on interest to OSFMA
members. Provide a brief, accurate description of your topic.
FEES.:
| 2009 Vendor Member Feé& MemberSBiacer Me mber _  $ 50.00Relnew.
| 2009 Booth Rent al Early Deadline Regist$ation Fe
$500.00 (after February 28) $
| Addi tional Tickets for Vendor Appreciat$fon Lunch

Total Payment Enclosed $

Make checks payable to OSFMA and remit to PO Box 1474, Scappoose. OR-3410856

Phone: 806¥99-6159 osfma@osfma.org




The first 0$500 Schol ar
be presented at the 2009 OSFMA conference.
Graduating seniors from OSFMA member
school districts can apply for the scholarship.
Students may use their scholarship at any
accredited institution.

The OSFMA Board of Directors has finalized
the details of the scholarship program and
has sent information to all OSFMA
members.  The association will award 5
annual scholarships of $500 each. Awards
will be distributed from all areas of Oregon to
students attending schools with active OSFMA
me mber s. The successf
pursue an area of study that will enhance
their abilites in Facilities Management,
Maintenance, Support Operations,
Engineering, or Technology.

Gradating seniors wishing to apply for a
scholarship need to submit the application
form, and any supporting documentation, to
OSFMA before January 15, 2009.

OSFMA members received the scholarship
information and application via e -mail.
Members should contact their respective high
school counseling depar
how many applications to print. Counseling
departments will display, or distribute, the
scholarship applications to eligible seniors.
The scholarship information is available at the
OSFMA website. A fillable version of the
application will be available soon at the
website.

OSFMA Zones will form committees to review
the applications and determine the awardee
for each zone. Representing all zones of
OSFMA the five awardees will be invited to the
2009 OSFMA conference to receive a
scholarship certificate

s hi

www.osfma.org

$500 Scholarships for Success
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Communicating With E° Mall

When sending e-mail.

1 Send it only to those who will benefit from

opinions+ or stating facts.

1 Get to the point quickly. When possible,
keep your message to one screen length of

copy.

¢ Do n-te-masas a substitute for face -to-
face communication. Think of unique ways

t me to takesadvardagedad € -enailmExamples: Use

it to brainstorm, give feedback or provide
simple training.

1 Respond to and forward messages as soon
as possible. Caution: If a message upsets
you, take time to gather your thoughts +
and then respond logically.

1 Check old messages regularly. Delete all
unneeded mail.

1 Don -t waking gach time you receive a
new message.

Source: Training & Development, 1640 King St., Box
1443, Alexandria, VA 22313.
OSFMA News Fall 2008 9

your message. Don~-t oV
with unnecessary information.
u ly  Write nad iif dyau webes speaking.| Be polite
when criticizing. Never argue aggressively
or use abusive language.
1 Let people k now when you-re



Preparing For and Surviving an OSHA Inspection

By

Sandra Noble

The primary responsibility of the Occupational
Safety and Health Administration (OSHA) is to develop
and enforce health and safety standards that protect
workers in the workplace. It has mandatory power to
audit organizations for compliance of health and safety
standards. OSHA conducts workplace inspections to
make certain that employers are complying with the
standards and providing a safe and healthful
workplace.

OSHA inspectors, called compliance and safety
officers, carry out these inspections/audits. These may
be carried out due to accidents, fatalities, situations of
imminent danger, complaints and referrals or as a
follow-up investigation. An OSHA audit can be a
tedious and stressful experience for employers since
the agency is empowered to impose penalties on those
who are in violation of the standards. This is
particularly true for small businesses that may not have
the wherewithal to be in full OSHA compliance.

Generally, an employer who takes proactive action
(and the associated pains) to try and adhere to
mandated requirements will fare much better during
such OSHA inspections. A little known fact for many
employers is that compliance officers normally
research the history of a worksite before an inspection.
Therefore it pays to work with the inspectors and
answer questions fully and honestly, rather than adopt
stalling tactics. Actions like insisting on an inspection
warrant, to buy time, can turn out to be
counterproductive in the end.

Every workplace is unique; no universal formula can
be prescribed for negotiating an OSHA audit
unscathed. However, attention to some basic details
can help immensely:

First, having an effective safety and health
program which lays down the policies, procedures and
practices for protection against occupational safety and
health hazards helps to develop the proper mindset.
Depending upon the type industry and the complexity
of operations, these programs may even include a
Processes Safety Management (PSM) program
mandated by the 29 CFR 1910.119 OSHA Standards.
A written program should be communicated to all
employees.

Second, coaching employees on health and
safety, including OSHA compliant training, should be
routine. Proper training is necessary to insure that

10 OSFMA News Fall 2008

workers understand potential hazards as well as
practice safe working methods.

Third, it is important for companies to stress
employee participation in safe practices. Active
employee involvement can (greatly enhance

compliance to OSHA standards.

Fourth , it is imperative that businesses have a
written hazard communication program. This is
particularly important in industries handling hazardous
chemicals. The complexity of the program will
obviously depend upon the specific needs of the
worksite. It may range from a simple collation of
information from Material Safety Data Sheets (MSDS),
to a comprehensive OSHA mandated program in line
with the 29 CFR 1910.1200 Standard.

Fifth, periodic self inspections and compliance
audits will help to identify violations and allow
corrective action to be taken. Earlier cases of accidents
or injuries, if any, can also be analyzed for possible
preventive measures. This will minimize the likelihood
of being cited for violations during OSHA audits.

Record keeping is one of the most important tools
for providing proof of a company 's efforts to comply
with an OSHA inspector. The scope of documentation
is wide and the more accurately records are
maintained; the better it is for audits. Examples of
relevant documentation would be accident reports,
injury and illness reports, exposure records (hazmat
exposure, noise exposure, etc where applicable), past
inspections and action-taken reports, as well as
employee training records.

All these steps will lessen the stress of an OSHA
inspection and reduce the odds of receiving citations
and penalties. As an OSHA fact sheet states, "OSHA 's
primary goal is correcting hazards and maintaining
compliance, rather than issuing citations or collecting
penalties."

Sandra Noble, CEO, Noble & Associates Consulting: I.T. Strategy
Analysis/Assessments, Software Evaluation ERP/Oracle/SAP and the
cure for Post Implementation Distress. http://www.sandranoble.com

Reprinted from http://www.content4reprint.com. www.osfma.org
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(continued from page 6)

to work out the plan. In other cases, your request may be
simple and a plan not necessary. But think this through-
decide whether a plan is needed, and make sure there is
one.

4. Establish a feedback loop.

How are you going to get updates and give feedback or
advice? When are you going to speak or meet? How
frequently? Will they send you an email, or a formal
progress report? Create some pre-defined mechanism
that will keep you informed, and to give them an
opportunity to seek guidance if appropriate.

Delegating is not abdicating

There is a big difference between these two. When you
abdicate you are saying - I'm neither responsible nor
accountable for the results. When you delegate, you are
still accountable for the results. You are asking someone
else to do the work, but it's ultimately your work. To
paraphrase Harry Truman, the buck still stops with you.

Paul Lemberg is the President of Quantum Growth Coaching,
the world's only business coaching franchise system built from
the ground up to rapidly create more profits and more life for
entrepreneurs. He is also Executive Director of the Stratamax
Research, a business coaching and strategy company
specializing in helping entrepreneurial businesses quickly
increase short term profits for sustainable long term growth.
Copyright© 2005, Paul Lemberg. All rights reserved. For
information about Keynote Presentations and workshops,
contact Frog Pond at 800.704.FROG(3764) or emall
susie@frogpond.com; http://www.frogpond.com

www.osfma.org

Are You In The Right Boat?

Youdl | i mprove your
the waves of change washing over
todaybés workplace if
boat. The choices:

1 Rowboat: Do you want to be in a
craft made up of those who must be
pushed to get anywhere?

1 Sailboat: Would you rather join a
crew that moves only when the wind
is favorable?

1 Steamboat: Would you rather
serve with those who have the
power to keep moving through both
calm and storm?

Source: The New York Times, cited in The
Executive Speaker, P.O. Box 292437, Dayton OH
45429.

Vendors . .. Reminder 2009
OSFMA Conference

ARExceblTbac®Only

The 2009 OSFMA Conference dates are April
159 17, 2009, with the trade show on April 16,
9:45 AMO 4:00 PM. Membership in OSFMA
can be a huge benefit and value for vendors as
well as members.

Vendor membership is $50, and the conference
fees are $450 per booth if we receive
registration, and payment, prior to February 28,
2009. March 1, booth fees are $500 per booth.
For vendors that are pregistered, and to retain
the booth that was pmegistered at the 2008
conference, OSFMA must receive payment prior
to February 28, 20009.

Additional vendor information will be available
at the OSFMA website later this year. The
vendor information packet will be-mailed to
vendors in early January.
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