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	MANAGER
	[Name]

	JOB TITLE
	[Job Title]

	TEAM MEMBER
	[Name]

	JOB TITLE
	[Job Title]

	TASK / PROJECT
	[Brief description]

	DATE DELEGATION AGREED
	[Date]

	TARGET COMPLETION
	[Date]



About this checklist
Effective delegation is one of the highest-value management skills. Done well, it develops your team, increases capacity, builds trust and creates the space you need for higher-priority work. Done poorly, it creates confusion, demotivates capable people and leaves you picking up the pieces.
Use this checklist before delegating any significant task or responsibility - and revisit it at each review point. It takes ten minutes and saves hours.
SECTION 01
Before You Delegate

▪ Is This Task Suitable for Delegation?
☐  The task has a clearly defined outcome - I can describe what success looks like
☐  The task does not require my specific authority, seniority or accountability to be completed
☐  The task is not so confidential that it cannot be shared with this team member
☐  The task is not part of my core accountability as a manager (e.g. performance management of the individual themselves)
☐  Delegation of this task will not create a conflict of interest
☐  I have considered the potential consequences if the task is not completed successfully and whether the delegation level reflects that risk.
▪ Is This the Right Person?
☐  I have considered who in the team has the most relevant skills, experience or development need for this task
☐  This team member has the capacity - delegation will not tip them into an unmanageable workload
☐  I have considered whether this is a stretch opportunity that will help them grow, or whether the task is genuinely within their existing capability
☐  I have not defaulted to delegating to the person I most trust or who is easiest to work with, at the expense of developing others
▪ Am I Delegating for the Right Reason?
☐  I am delegating because this person is capable and it is an appropriate use of their skills - not purely because I want to offload unwanted work
☐  If this is a stretch task, I have been honest with myself about whether I am prepared to accept a different (but acceptable) approach
☐  I am prepared to give up control of how the task is done, whilst retaining accountability for the outcome
SECTION 02
The Delegation Conversation

▪ What to Cover When Delegating
☐  Explain the task clearly - what needs to be achieved, not just what needs to be done
☐  Explain why this person has been chosen - link it to their strengths or development
☐  Define the outcome and success criteria clearly - what will 'done' look like?
☐  Agree the level of authority being delegated (see Delegation Levels below)
☐  Confirm the deadline and any key milestones
☐  Identify any constraints - budget, stakeholders, approvals required, things not to do
☐  Confirm what resources, access or support they will have
☐  Agree how and when they will update me on progress
☐  Invite questions - check they feel confident and clear before they start
☐  Make clear that they can come to me if they hit an obstacle or need a decision

Delegate the outcome - not the method. Explain clearly what success looks like. Then get out of the way. Micromanaging a delegated task is not delegation - it is extra administration for everyone.


SECTION 03
Delegation Levels

Not all delegation is equal. Use the table below to determine the right level of authority to delegate for this task. Be explicit with the team member about which level applies - ambiguity is the source of most delegation failures.
	LEVEL
	WHAT IT MEANS
	EXAMPLE WORDING
	BEST USED WHEN

	Level 1
	Research and report back - no action without approval
	"Investigate the options and bring me a recommendation - I will decide."
	New to task / high stakes

	Level 2
	Develop options, recommend one, await decision
	"Give me your recommended approach and I will confirm before you proceed."
	Some experience / moderate stakes

	Level 3
	Decide and inform me before acting
	"Make the call and tell me what you've decided before you do it."
	Experienced / lower risk

	Level 4
	Decide and act - update me at agreed intervals
	"Handle it - keep me updated at check-in."
	Experienced and trusted / routine

	Level 5
	Full ownership - inform only if significant issues arise
	"This is yours to own. I trust your judgement - come to me only if something significant changes."
	High capability / developmental



LEVEL AGREED FOR THIS TASK   

☐ Level 1   ☐ Level 2   ☐ Level 3   ☐ Level 4   ☐ Level 5




SECTION 04
Task Record

	TASK / DELIVERABLE
	[Clear description of what is to be produced or achieved]
	

	SUCCESS CRITERIA
	[How will we know this has been done well?]
	

	KEY CONSTRAINTS
	[Budget / approval thresholds / stakeholders to involve]
	

	RESOURCES AVAILABLE
	[Tools / access / budget / support]
	

	DEADLINE
	[Date]
	

	MILESTONES (IF APPLICABLE)
	[Interim dates / deliverables]
	

	CHECK-IN FREQUENCY
	[e.g. Weekly update / ad hoc as needed / at milestone dates]
	

	ESCALATION TRIGGER
	[What circumstances should prompt an immediate conversation?]
	


SECTION 05
During the Task

▪ At Each Check-In
☐  Review progress against the agreed milestones and success criteria
☐  Listen before advising - ask how they are getting on before offering suggestions
☐  Offer support and remove obstacles - do not take back control unless the situation is critical
☐  Acknowledge what is going well before focusing on what needs adjustment
☐  If the approach differs from what I would have done, ask myself: is it genuinely problematic, or just different? If different but acceptable, resist the urge to redirect.
☐  If the task is going significantly wrong, have a direct conversation early - do not wait until the deadline

If you find yourself redoing or significantly redirecting a delegated task, ask why. Was the brief unclear? Was the capability overestimated? Was the support insufficient? The answer will improve the next delegation - and may reveal a development conversation worth having.  Avoid Reverse Delegation - If the employee encounters a problem, resist taking ownership back immediately. Coach, support and guide them to solve the issue wherever possible.


SECTION 06
After Completion

☐  Review the outcome against the agreed success criteria - was it achieved?
☐  Provide specific, honest feedback - what went well and what could be done differently next time
☐  Recognise the contribution openly - do not absorb the work as your own
☐  Reflect on the delegation: what worked well and what would you do differently?
☐  What did the individual learn from completing this task?
☐  Consider whether this person is ready for a higher level of delegation or a more complex task
☐  Update team member's development record / one-to-one notes with outcome and development observed


	OUTCOME - BRIEF NOTES:
	[Description]

	FEEDBACK GIVEN AND KEY DEVELOPMENT POINTS:
	[Description]

	READY FOR HIGHER DELEGATION LEVEL?
	☐ Yes    ☐ Not yet - area to develop:

	FOLLOW-UP ACTIONS
	[Description]



Sign off

	MANAGER SIGNATURE
	[Signature]

	JOB TITLE
	[Job Title]

	DATE
	[Date]
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