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Delegation: Session Worksheet
Setting Your People Up For Success

______________________________________________________________________________
Step #1:  Define the task
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Step #2: Delegate to the right person.


Step #3:  Adapt your approach
Based on the skill, will and importance of the task, circle how involved you will need to be

 

	
	LOW
	HIGH

	HIGH
	RELATIVELY 

HANDS-OFF
	 HANDS-ON

	LOW
	MODERATELY

HANDS-ON
	 VERY      HANDS-ON


Step #4:  Set clear expectations.
	
	
	Your notes

	Roles
	What role will others play in this initiative?  

(Consider using  OAPIC:  Owner, Approver, Performer(s), Input, Communicated to).


	

	Background
	What background will you give your staff member to help her understand where the work is coming from and what you’re trying to accomplish?  Why is this important?  
	

	Clear, specific outcomes
	What are the outcomes you want, in detail? 
What is the due date?  Are there interim deadlines for when you want to see pieces of the work? 
	


	Resources
	What resources – samples (along with what’s good and bad about them), helpful people (including yourself), etc. – are available?  How big a priority is this relative to other work?  
	Resources:



	Constraints & Prioritization
	What are the constraints on process (e.g., when you need to sign off on a particular item) or substance (e.g., items to include or the budget)?

How big a priority is this relative to other work?  
	Constraints:
Relative prioritization:

	Repeat-Back
	How will you get your staff member to repeat back to you what she has heard and how she will proceed, by when (in person, via e-mail, or via a project plan)?  
	


Step #5:  Stay engaged to hold owner accountable and build owner capacity.

Step #6:  Debrief results and reflect on ways to improve.
5.  
CLOSING/Turn and Talk

What questions do you still have? 

What are you taking away? 


The task/project is: 











(SMART = Specific, Measureable, Agreed, Realistic, and Timebound) 





I am assigning _________________________ as the owner of the responsibility because:


 





My plan for building this owners motivation: 





Why you:





Importance to the school and students:


 


How this will develop your capacity: 





Importance & Difficulty (Task)





Will & Skill         (Person)





I’ll plan on checking in (with what frequency?)_________________________ by (what means?) ___________________.





Which of these techniques will you use to stay engaged with work on this assignment and develop owner capacity?  List specific methods you’ll use.





(  Seeing a draft, outline, or otherwise sampling a piece of the work before it’s final:





(  Seeing the work in action and giving feedback:





(  Conducting rehearsals or walk-throughs:





(  Asking focused questions:





(  Tracking data:





Other:











We will meet on _______________________ to reflect on our results compared to our desired outcomes and to debrief on what worked, what didn’t, and lessons learned for the future.





What should this person be prepared to share (data, artifacts, feedback)?






































