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Workshop Time:  2 Hours  
 

Materials needed: 
 Flip chart, markers 
 Facilitator guide 
 Participant guide 

 
Prepare before teaching: 

 Participant workbooks (1 per participant) 
 Prepare flip charts for discussion questions and activities 

 

Training Model: D.C.A.P.T 
 
Discovery: Most people learn better from their own experiences.  When your participants are 
able to reflect on things they have experienced or understand, their minds are much more 
open to the learning process. 
 
Concept: This step is used to ensure your participants understand the overall concept of the 
subject matter.  Avoid jumping right into educating the audience on the actual application or 
the “how to.”  This can be accomplished by connecting your discovery exercise to an overview 
explanation of the subject matter, thereby creating an “Ah Ha” for the audience.  With this 
done, your audience is now ready to LEARN the subject. 
 
Application: This is the easy part, when you actually train the audience on your subject 
matter. Your goal in this step is audience participation.  Get the participants involved in the 
training by asking them questions and letting their answers guide you.  This gives you a 
guideline as to their knowledge of the subject, and allows much of the training content to come 
from them.  It helps you avoid covering information already common and avoids the “telling” 
syndrome.   
 
Practice: Once you have completed the actual training, use a variety of exercises that allow 
participants to demonstrate they have actually learned the topic. This step is often overlooked, 
but it is critical in understanding how effective the training was.  After all, retention is the goal of 
any training session, and you want this new knowledge to be remembered and used. 
 
Test: Every training session should be followed up with a knowledge check.  This could be 
verbal, written, or even as part of a formal working review.  The investment made in training 
needs to be secured by the ongoing ability to execute the training subject matter. 
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Learning Objectives 
 
Show Slide 2:  
At the close of this session, you will: 

 Complete a self-assessment to determine your ability to delegate. 
 Identify how managers benefit from effective delegation in the workplace. 
 Adapt the five steps for effective delegation. 
 Practice delegating skills through a role-play activity. 

 
Introduction: Do you ever feel stressed and overloaded? Like there just isn’t enough time in 
the day. Even the “Super You” needs help and support. The reality is that there are only but so 
many hours in a day, and a limited amount of tasks you can complete within a day. Delegating 
work to your employees and having faith in their talents can produce a work culture of 
efficiency, trust, and mutual support.  
 

Group Discussion Question 
 
Show Slide 3 
Discovery:  
Ask:  What are the benefits of delegating work?  
WIIFM (What’s In It For Me?): 
(Use flipchart to record participant’s responses) 

 _____________________ 
 _____________________ 
 _____________________ 
 _____________________ 
 _____________________ 

 
 
Possible responses: 

 More work is accomplished and deadlines can be met more easily. 
 Employees become involved and committed, as they grow and develop. 
 Provides employees with the experience to take on higher responsibilities. 
 You gain time for planning, organizing, motivating, and controlling other functions. 
 Good delegation saves you time, develops you people, grooms a successor, and 

motivates employees. 
 
 
Say: “Effective delegation saves management time and results in better-trained employees, 
increased productivity, more motivated staff and improved retention.” 
 
Managers delegate to employees for two main reasons: 

1. To have work done by employees 
2. To provide employee developmental opportunities 
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How well do you Delegate? 
 

Show Slide 4:  
Say: Before we get into the “meat and potatoes” of how to delegate effectively, it is essential to 
assess where we are with this skill. (See pg. 13 for assessment.) 
 
Say: 

 “The self-assessment exercises in this section will provide you with insight into your 
willingness and ability to delegate.” 

 “These exercises can also help you identify areas of concern regarding how you 
currently delegate.” 

 “Remember, strong leaders continually assess their skills; this allows them to continue 
to develop and become even stronger performers.” 

 
Ask: Participants to work independently to complete the 12 question self-assessment on 
delegation. Have them signal when they’re complete. 
 
Activity time:  5-7 minutes to complete, and 5-7 minutes for debrief.   
 

Self-Assessment Activity 

 
Show Slide 5:  
*Note: Do not review questions on assessments, provide the score rank 
Self-Assessment Activity Debrief  

 Score A:  
o A score of 72-84 suggests you are on target.  

 Score B: 
o A score of 48-71 indicates you are getting by, but could improve in some areas.  

 Score C: 
o Anything below 48 means you need to make changes to improve your delegation 

skills. 
Talking point: 

 We hope that everyone scored an A and that you’re on target with effective delegation, 
where this workshop will serve as a refresher. However, for anyone that scored below 
and A, don’t worry. Today we will provide you with the tools to be “A” Delegators! 
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How well do you Delegate Self-Assessment 
 

This exercise is an opportunity to identify your strengths and determine where improvements can be made on 
delegating.  
 
Directions:  
Read each statement and circle the number that best describes you.  
The higher the number, the more the statement describes you. 
When you have finished, total the numbers circled in the space provided. 

DO NOT ALTE 
Questions 7 6 5 4 3 2 1 

Each of my employees knows what I expect of them 7 6 5 4 3 2 1 

I involve employees in goal setting, problem solving, and other 

important issues confronting my work unit. 

7 6 5 4 3 2 1 

I place my personal emphasis on planning, organizing, motivating, 

and controlling, rather than completing tasks others could do. 

7 6 5 4 3 2 1 

When assigning work, I select the assignee thoughtfully. 7 6 5 4 3 2 1 

When problems occur on projects I have delegated, I give the 

employees a reasonable chance to work them out for themselves. 

7 6 5 4 3 2 1 

When I delegate work to team members, I make certain they 

understand what to do and what is expected. 

7 6 5 4 3 2 1 

I see delegation as one way to help employees develop their skills, 

and I assign work accordingly. 

7 6 5 4 3 2 1 

I support and help employees in emergencies, but I do not permit 

them to leave work for me to do. 

7 6 5 4 3 2 1 

When I assign work, I stress the results desired but also show my 

willingness to help the employee where needed. 

7 6 5 4 3 2 1 

When I delegate a project that affects others, I make sure everyone 

concerned knows who is in charge. 

7 6 5 4 3 2 1 

When delegating work, I grant the authority to do the job based on 

an employee’s experience level. 

7 6 5 4 3 2 1 

I hold my employees responsible for results of delegated tasks and 

projects. 

7 6 5 4 3 2 1 

R OR DELETE THIS LINE – It is here for spacing purposes. 
Adapted from the: Community Management Advisory Project Inc. 

 

Total: __________ 

A score between 72 and 84 suggests you are on target.  
A score between 48 and 71 indicates you are getting by, but could improve.  
Anything below 48 means you need to make changes to improve your delegation skills. 
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 Score A:  
o A score of 72-84 suggests you are on target.  

 Score B: 
o A score of 48-71 indicates you are getting by, but could improve in some areas.  

 Score C: 
o Anything below 48 means you need to make changes to improve your delegation 

skills. 
Talking point: 

 We hope that everyone scored an A and that you’re on target with effective delegation, 
where this workshop will serve as a refresher. However, for anyone that scored below 
and A, don’t worry. Today we will provide you with the tools to be “A” Delegators! 

 

 
 

What Is Delegation? 
 
Show Slide 6: 
What is Delegation?  

 The process of assigning tasks or projects to your employees. 
 Obtaining the commitment from employees to complete the tasks or projects. 
 Clearly verbalizing the expected outcomes and time-frames for completion of tasks.  
 Collaboration between managers and employees to ensure tasks/projects are 

completed. 
 

Top Reasons why Managers do not Delegate work to Employees 
 
Show Slide 7:  
Say: “While it may seem apparent that the need for delegation is a critical business need, 
there are many reasons why managers do not perform this function.” 
 

 
Activity: Divide participants into table groups (use triads or groups of four at max)  
(Have participants record their responses) 
 
Ask: What are the top reasons why managers do not delegate work out to their employees? 
 
Activity time:  5-10 minutes. Review posted group responses. 
 
Possible responses: (suggested responses to add) 

 The belief that employees cannot do the job as well as the manager can and that it 
takes less time to do the work than it takes to delegate the responsibility. 

http://www.google.com/url?sa=i&rct=j&q=training+activity&source=images&cd=&cad=rja&docid=86ZAnruXCxwCsM&tbnid=e7AYukiYYjtIqM:&ved=&url=http://www.collisionblast.com/2012/11/17/spraying-painting-tips-how-to-adjust-a-spray-gun-to-produce-professional-paint-job/&ei=J4GvUduYDczi4APTu4GoBw&bvm=bv.47380653,d.dmg&psig=AFQjCNG5lmKk1Je-DsHE4pt1swv_iSLGxg&ust=1370542759686683
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 Lack of trust in an employee’s motivation and commitment to quality. 
 Guilt associated with giving more work to an overworked staff. 

 
 
Talking points:  

 Some reasons for not delegating are legitimate. For example, if an organization is 
understaffed or managers have no one reporting to them, obviously it is very difficult to 
delegate responsibilities.  

 However, most of the above scenarios do not fall under this category. Managers need 
to delegate because they are not supposed to do all of the work themselves. 

 

 
Removing the Challenges to Delegation 

 
Show Slide 8:  
Say: The following are three types of challenges managers face when it comes to delegation:  
 
1. Self-imposed obstacles: 
Say: “The self-imposed obstacles are the easiest to deal with because you can often eliminate 
them by changing your attitudes.” For example: 

 Look at your team members in a more positive light by place emphasis on what they 
can do rather than on what they cannot do.  

 Become willing to give them a chance to get involved and to develop. 
 Remember, managers are responsible for developing their employees to ensure that 

they are well trained, to identify future leaders, and to prepare their own successor 
when they move up or move on to other organizations.  

 Delegating responsibility is a powerful statement to employees about how much they 
are trusted and how competent and valued they are considered to be to the company.  
 

2. Employee-imposed obstacles: 
Say: Again, a more positive attitude toward your employees will be a big first step.  

 If your team members do not have much experience, develop a plan to train and 
develop them. The goal is to transform those inexperienced employees into 
experienced ones.  

 Delegating tasks and projects, with your involvement, will help them develop. 
 Remember, this will allow you as managers time to plan and to collaborate with others 

in the organization. 
 Allows managers an opportunity to monitor the performance of their employees, and to 

provide constructive feedback and development opportunities. 
 
3. Situation-imposed obstacles: 
Say: Keep in mind that you are the leader and leaders take charge, and the situation-imposed 
obstacles are under your control as much as anything else.  
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 Step up to the challenge and begin the process of eliminating them. If needed, develop 
a written action plan. 

 Keep it simple by listing the positive steps you are willing to take to eliminate these 
obstacles.  

 Maybe another manager or your own manager can help. Find the most successful 
leaders in your organization and ask how they manage these challenges.  

 

 
Criteria to Delegate to Employees 

Show Slide 9:  
What Is Required to Delegate? 

 Employees need to know what is expected of them. 
 Work with your employees in a way that enables them to take ownership for specific 

work tasks. 
 Collaborate with employees to devise a strategy to achieve successful outcomes. 
 Stay close enough to observe task-relevant behaviors and provide specific feedback 

and suggestions for improvement. 
 Maintain enough distance to allow your employees to make decisions. (Have the 

appropriate authority) 
 
Talking point:  

 Managers must devote significant amounts of time and energy to be sure employees 
succeed when the purpose of delegating is to provide career development 

 

What Tasks Should and Should Not Be Delegated 
 
Show Slide 10:  
Say: It is important that we do highlight those tasks that managers should/should not delegate.  
Managers should not delegate: 

 Responsibilities and duties such as performance reviews, employee discipline and 
strategic planning.  

 Corrective action plans 
 Payroll and any confidential information.  

 
 
Managers should delegate: 

 A task the manager maybe used to perform prior to being promoted, where one your 
employees may perform this task. 

 Tasks in which the employee may be an expert in. 
 A tasks you within your employees capabilities and skill-set in which, he/she will be 

successful in with guidance and coaching. 
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Show Slide 11:  
Say: Here is an inspirational quote regarding delegation: 

“Delegating work works, provided the one delegating works, too.” 
-Robert Half, American Businessman 

 
Talking point: 

 Successful managers with varying years of experience and at all levels of management 
recognize the accuracy of this statement.  

 

 
Five Steps for Successful Delegation 

 
Show Slide12:  
Say: We’ve adapted a five step process for Effective Delegation: 
Step 1: Decide What to Delegate 
Step 2: Pick the Right People 
Step 3: Communicate Clearly 
Step 4: Check in with Employees 
Step 5: Share in Rewards and Give Credit Where Due 
 

Step 1: Decide What to Delegate 
 
Show Slide 13:  

 If you’re new to delegating, start with a small project, or one that doesn’t have to be 
completed in a specific way.  

 Assign your least critical, time-sensitive tasks, and leave time for corrections/rework. 
(That means don’t pass off something at 5 PM on Thursday when it needs to be on your 
boss’ desk first thing Friday morning).  

 Most importantly, never delegate something you’re not willing to do yourself—that’s the 
fastest way to lose your team’s respect. 

 
 
Talking points:   

 Confirm in your own mind that the task is suitable to be delegated, and that it meets the 
criteria for delegating? (see slide 9) 

 Be prepared to schedule and answer lots of questions at the beginning.  
 While delegating will take work off your plate in the long run, be prepared to take extra 

time out of your schedule and answer lots of questions at the beginning.  
 Just be patient—as you learn how your team works best, and as they learn your 

expectations, things will get easier.) 
 Learn to assign responsibility for achieving results rather than unloading tasks. 
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Step 2: Select the Right People 
 
Show Slide 14:  
Step 2: Select the Right People 

 Begin by choosing the best people on your team to begin to delegate work to. 
 Focus on those individuals you’re confident can do the job well and who are self-

motivated.  
 Select the best people on your team for the job is the key to effective delegating. 

Determine how he or she will benefit and how you will benefit. 
 Take time to understand the strengths and weaknesses of the members of your team, 

and work to build on their skills. 
 
Talking points: Ask yourself the following: 

 What are your reasons for delegating to this person or team?  
 What are they going to get out of it? You? 
 Does the person identified have the skill sets required to be successful? Training? 

 
Say: “If you know someone is a better editor than you are, why not pass along the document 
you have to proofread? If a team member is admittedly weak in PowerPoint, don’t ask her to 
put together the big presentation. As you learn the strengths and weaknesses of your team, 
delegating will become easier and less time-intensive.” 
 

Step 3: Communicate Clearly 
Show Slide15:  
Step 3: Communicate Clearly 

 Put the task or responsibility into context and explain the reason it is being delegated. 
Talk about why the employee is given this task and where it fits in the purpose.  

 Indicate its importance and relevance and where does it fit in the overall scheme of 
things? 

 Be forthcoming and clear about your expectations, including timelines and deliverables. 
Discuss and agree what is required to get the job done. When are the reports due? And 
if the task is complex and has parts or stages, what are the priorities? 

 Provide the employee with all of the information they need to complete the tasks/project.  
 If appropriate, provide a template or guidelines for the project. The more direction you 

give them, the more likely they’ll come back with what you’re looking for. It can be 
helpful to put everything in writing. 
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Step 4: Check-in with Employees 
 
Show Slide16:  
Step 4: Check in with Employees 

 Give your employees flexibility on how they accomplish tasks/responsibilities. Once you 
delegate a task, give your team members flexibility on how they get it done (unless, of 
course, there’s a specific protocol or procedure).  

 Dominating a project with an overbearing presence doesn’t encourage anyone to 
succeed—and certainly won’t win you any Boss of the Year nominations. 

 Do check in periodically to make sure everyone is on task, and to offer to answer 
questions as needed.  

 Alert the employee of any unusual matters within the organization they should be aware 
of. 

 

Step 5: Share in Rewards and Give Credit Where Due 
 

Show Slide17:  
Step 5: Share in Rewards and Give Credit Where Due 

 Recognize an employee for their success, and discuss any areas for improvement and 
opportunity.  

 
Say: (It is essential to let the person know how they are doing, and whether they have 
achieved their aims. If not, you must review with them why things did not go to plan, and deal 
with the problems.) 

 Be sure to recognize and thank everyone who helped you all out. 
 If you receive any rewards or praises for the project, share them with the team. 
 Be sure to recognize and thank anyone who’s helped you out, and make your whole 

team (not just yourself) looks good for doing the job well. And if you receive any rewards 
or praises for the project, share them. 
 
 

For a Project Team: 
Say: Repeat the process – This step involves repeating the cycle but with a renewed sense of 
strength and commitment. Each time a project is completed, the manager should attempt to 
engage the employee in a task that is incrementally more challenging than the previous one.  
 

Delegation Role-Play Objectives 
Show Slide 18:  
Delegation Role-Play Objectives 
Objectives: 

 Learn how to explain a job tasks to an employee 
 Check-in on employee’s understanding of job tasks 
 Use the Delegator’s Checklist Quick Job-Aid 
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Role-Play Scenarios 
 

Scenario 1: 
As the manager, you’ve asked your employee Liz to prepare the agenda for the next staff 
meeting, and to also take minutes during the next meeting. Liz will need to collaborate with all 
staff members in the department to identify topics that need to be covered, review the minutes 
of the last meeting, and prioritize topics. This is a task that you’ve done plenty of times, and Liz 
could learn collaboration skills by working on this task.  
 
 
Scenario 2: 
As the manager, you’ve asked your employee Michael to introduce the new data entry protocol 
at the next staff meeting. The updated protocol includes the changes with the deployment of 
the new Enterprise Medical Record keeping system. Michael is as a star performer, and has 
lately been recognized for his leadership abilities. You notice that he needs coaching in the 
area of public speaking and facilitation, and this would be a great opportunity for him. 
 
 
Scenario 3: 
You are the manager and you’re responsible for providing the monthly status report on 
reconciled inventory. You have a few other timely projects you’re working on, and Anne has 
helped you with gathering portions of this report in the past. You believe with instruction and 
support, Anne would be capable of compiling the entire report on time for the quarterly 
meeting. You’d like to motivate Anne to complete the report and gain confidence to present the 
report as well to senior leadership. 
 

 
Show Slide 19:  
Delegation Role-Play Activity 

 Divide into groups of three: 
o Roles: Manager, Employee, and Observer 
o Select a scenario to role-play: 
o Rotate roles to allow each person to play each role. 

 Signal when you’re done. (see scenarios on pg. 15) 

 
Delegation Role-Play Activity Debrief 

Show Slide 20:  
Ask: 

 Did you follow the 5 Steps to Effective Delegation? 
 What was most challenging? 
 Were your outcomes successful? 
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Summarize – Knowledge Check 
Show Slide 21: 
Say: Let’s review the learning objectives to ensure we covered the topics: 
Summarize: review the learning objectives again with participants 
Learning objectives: 

 Complete a self-assessment to determine your ability to delegate. 
 Identify how managers benefit from effective delegation in the workplace. 
 Adapt the five steps for effective delegation. 
 Practice delegating skills through a role-play activity. 

 

Bringing it All Back – Knowledge Check 
 
Show Slide 22:  

 Adapt the Five Steps for Effective Delegation when you return to the workplace. 
 Apply the job-aid for the Delegator’s Dozen Checklist to be sure you’re following the 

steps for Effective Delegation. 
 
Ask: Does anyone have any questions, comments, concerns.   
Thank you! 
 
Show Slide 23:  
Thank you for your time! 
 
Please fill out the workshop evaluation form! 
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Delegator’s Dozen: A Preparation Checklist 
 

 1. Keep a delegation attitude. Ask yourself frequently: "Who else could do this?" Question 
every task, particularly those you’re an expert on. 
 

 2. Define the desired outcome. Ask: "What is the result I want accomplished?" Learn to 
assign responsibility for achieving results rather than unloading tasks. 

 
 3. Select the person. Consider more than one criterion when choosing an employee to 

delegate something to. Some things to consider:  
Who has the experience and skills? Who needs to learn how to handle this responsibility? 
Who would like to have this opportunity? 

 
 4. Get input from others. Ask supervisor/manager for ideas about what to change, who to 

involve, and how to define the results.  
 

 5. Assign the responsibility and define the time factors. What is the deadline? When 
will you a status update? 

 
 6. Provide training and guidance. Does the person need training before assuming this 

responsibility? What guidance will they need to succeed?  
 
 7. Define the authority level. How much power will they need, and what kind? Who else 

needs to know that this person has the authority to act? Be sure to inform them to assure 
cooperation with the employee. 

 
 8. Agree about the control process. What kinds of controls are needed?  
 
 9. Monitor progress. Pay attention and maintain control of the situation. Supervisors are 

still responsible for the success or failure of this person and for achieving the desired 
results. 

 
 10. Provide feedback. Stay in touch, giving plenty of positive reinforcement and coaching 

when needed. 
 
 11. Identify the lessons learned. What did the employee learn? Often, the person with the 

new responsibility will figure out better ways to get things done and such improvements 
need to be identified, documented and shared. 

 
 12. Evaluate performance. Give the person helpful feedback. What did they do well? 

Where can they improve? How can the results be improved?  
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