DELEGATION CHECKLIST
AGENT FOR CHANGE

Step Task Notes
1

Identify tasks to delegate
e What tasks are you doing that would provide a learning
opportunity for your team member?
e What tasks, when delegated, would free you up to complete
more important work?
e What tasks would benefit from being assessed and completed
by someone else?
Select the right team member
e Do they have the necessary skills, experience, and expertise?
e Would they be able to learn any new skills in the timeframe
available?
e Evaluate workload, availability, and interest.
Set clear expectations
e Define the desired outcome and objectives.
e Establish deadlines and milestones for check-in and review.
e Communicate any constraints or mandatories (budget,
resources).
Provide necessary resources and support
e Ensure they have access to tools, information, and resources.
e Offer guidance, training, or mentorship.
e Encourage open communication, clarify your availability and
how to contact you.
Empower and trust team members
e Give autonomy for decisions and problem-solving where
appropriate.
e Foster ownership and accountability.
e Be open to different ways of completing the task.
Monitor progress and provide feedback
e Schedule regular check-ins — ask them to send you a calendar
invite.
e Offer constructive feedback and celebrate milestones.
e Adjust scope, resources, or timeline as needed.
Evaluate outcomes and recognise achievements
e Assess results against initial objectives.
e Reflect together on the delegation process and identify
improvement areas.
e Show appreciation for your team members' efforts and
celebrate accomplishments

e Provide feedback on performance and discuss growth and
development opportunities
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