	

Effective Delegation Guide
1. Decide What to Delegate
· Focus on tasks that don’t require your expertise.
· Keep only the activities where you add the most value.
· Use the rule: If someone else can do it 80% as well, delegate it.

2. Choose the Right Person
· Match skills and strengths to the task.
· Consider workload and capacity.
· Check motivation—someone who wants the responsibility will do better than someone forced into it.

3. Define the Outcome Clearly
· Be clear on what success looks like (SMART objectives).
· Separate end goals from the process—give autonomy where possible.
· Set boundaries (budget, deadlines, authority level).

4. Show and Coach First
· Demonstrate the task or walk through the process once, especially if it’s new.
· Use coaching questions (“How would you approach this?” / “What’s your next step?”) to build confidence and ownership.
· Encourage them to try while you watch, so you can correct in real time.

5. Give Resources and Authority
· Provide the tools, info, and contacts needed.
· Clarify what decisions they can make without coming back to you.

6. Agree Check-Ins
· Avoid micromanaging, but don’t disappear.
· Set milestones or review points upfront.
· Ask for progress updates rather than “How’s it going?”

7. Support, Don’t Take Back
· Be available for questions.
· Guide, coach, or unblock—but resist the urge to “just do it yourself.”
· If mistakes happen, treat them as learning opportunities.

8. Review and Feedback
· Review the result against the agreed outcome.
· Give constructive feedback—both what went well and what to improve.
· Recognise effort and achievement.

9. Reflect and Improve
· Ask yourself: Did I delegate the right task, to the right person, in the right way?
· Adjust your approach for next time.

The golden rule: Delegate outcomes, not just tasks—then show, coach, and support until they can do it without you.
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