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1. To create a positive learning environment 

2. To maintain the group’s focus and keep them on track with course material 

3. To encourage everyone to participate 

4. To remain neutral, treating everyone fairly, making sure everyone has a chance to participate and               
encouraging everyone to engage  

5. To ask the sample questions below or insert your own 

THE FACILITATOR’S JOB: 

LEARNING OBJECTIVES FOR THE COURSE:
1. Understand the steps to delegating well

2. Know which tasks a leader should be doing and which should be delegated, plus understand who to 
delegate tasks to

3. Implement a simple, 4-step delegation process

Module 1: What is delegation and why do it? (10 - 20 minutes)  
1. What’s the last job/task you did that made you feel nervous or uncomfortable?

2. “Your business is just a reflection of you.” Do you agree or disagree?

3. How does your department or business reflect you personally? 

4. Have you ever abdicated a job and had it not work out? Has this ever happened to you?

FACILITATOR GUIDE: 
ENHANCING YOUR CAREER THROUGH DELEGATION

Module 2: Obstacles that keep us f rom delegating (10 - 20 minutes)
1. Which obstacle can you relate to the most?

SESSION LENGTH: 60 - 90 MINUTES

 9 If someone else does it, my value will decrease
 9 It ’s quicker and easier to do it myself.
 9 No one can do it as well as I can.
 9 People on my team are resistant to additional work.
 9 I have no one to delegate to.
 9 It ’s my job to lead by example and do everything.
 9 I tried delegating and it was a disaster.
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2. Can you give an example or reason why you relate to this obstacle?

Module 3: What you should be delegating and to whom (10 - 20 minutes)

1. Which team leader tasks do you enjoy doing? Which do you dislike? (Refer to the worksheet) 

2. Which team member tasks do you enjoy doing? Which do you dislike?

3. What do you love doing most at work, and what do you most dislike?

4. Which tasks on the worksheet should you be delegating?

5. Who should you be delegating to? Who shows promise? 
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1. Do you follow the simple steps to delegation? 

Wrap-Up 

1. Any other questions/comments?

2. Discuss which course is next, when it will be completed and the date/time of our next meeting.

Module 4: The three keys to successful delegation (10 - 20 minutes) 

Module 5: Setting up a feedback loop (10 - 20 minutes) 

1. Do you find it intimidating or uncomfortable to ask for feedback from a person you’re delegating to? Why 
or why not?

2. “Trust and verify.” Do you agree or disagree with this statement? Have you ever been let down before?

3. What’s the difference between “verifying” and micromanaging?

4. What sort of feedback loop works for you?

 9 You watch me
 9 We do it together
 9 I watch you
 9 You do it alone
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2. Which step are you most likely to skip?
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HOW TO DELEGATE
CHEAT SHEET
FOUR STEPS TO DELEGATING WELL

1. Be clear on which tasks                 
you should be delegating
 9 What gives you energy and what drains you? 

 9 Delegate tasks that:
 9 You don’t love doing and are bad at

 9 You don’t love doing and are good at

 9 Keep doing: 

 9 High return tasks
 9 Tasks that make you feel strong and 

energized

2. Choose the right person for the task
 9 Make sure they are a fit for the task 
 9 Make sure they have the capacity to take on 

more work
 9 Make sure they have the greatest number of 

relevant skills required to get the job done

3. Give instructions and                          
def ine results

 9 Be clear on what you are expecting to get 
done and on what defines success

 9 Use these four simple delegation steps:

1. You watch me do the task and I’l l       
explain what I ’m doing

2. We’ll complete the task together
3. You do the task and I’l l  watch while you 

explain to me what you’re doing
4. You do the task and come to me if you 

have questions

4. Set up a clear feedback loop 
 9 For you:

 9 Be ready with honest feedback that is 
honest, kind and forward-focused

 9 Thank and praise when warranted
 9 Don’t hesitate to give                              

constructive criticism

 9 For them:
 9 Ask them how you’re doing                       

in delegation
 9 Are they receiving enough information, 

coaching and resources?
 9 How could the process work better?

 9 Any other EBI’s from their perspective? 

OBEY THE FOUR SIMPLE DELEGATION STEPS: 
1. You watch me while I do the task
2. We do the task together 

MASTER TIPS
1. Change your thinking. Your reasons for not        

delegating are holding you back in your career.

2. Expect AND inspect ,  don’t set the person          
up to fail.

3. Be patient.  The person is not going to do it as 
well as you at first. Remember how long it took 
you to master the skill .  Start with people where 
they are, not where you wish they were. 

3. Explain why you’re delegating .  Help the 
person you’re delegating to see that this is an           
opportunity for them to grow and learn new skills.

4. Don’t micromanage.  Sometimes we learn by 
making mistakes.

5. Say thanks when deserved.

3. I watch while you do the task
4. You do the task and report back to me if you 

have any questions
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TEAM MEMBER VS. TEAM LEADER
WORKSHEET
TEAM MEMBER

 9 Scheduling appointments

 9 Dealing with clients

 9 Paying bills

 9 Researching

 9 Caring for facilities

 9 Dealing with IT issues

 9 Writing emails

 9 Attending meetings

 9 Counting inventory 

 9 Controlling quality

RECORD YOUR REAL TIME ‘TEAM LEADER’ ACTIVITIES 
IN THESE BOXES:

TEAM LEADER

 9 Visioning, strategizing and goal setting

 9 Giving regular feedback to staff

 9 Finding great new staff for your team

 9 Disciplining and firing people

 9 Training/coaching people

 9 Mediating disputes/managing conflict

 9 Facilitating meetings

 9 Staying on track using budget numbers

 9 Listening to staff and noticing issues

 9 Connecting with key clients

Don’t mind doing it, good at it: Love doing it, great at it:

Don’t love doing it, bad at it: Don’t love doing it, good at it:
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Getting People Right (GPR) is an educational 
website providing its students with practical 

education in entrepreneurial leadership. 

GPR’s leadership courses will teach you the 
practical skills you need to build strong teams 
and enhance your career. The curriculum has 

been developed by a faculty that has experience 
successfully scaling businesses and in the 

coaching of high growth organizations. Our 
mission is to teach business owners, managers 

and career builders how to build strong teams by 
putting the right people in the right seats. 

GPR also offers free leadership resources 
including articles, templates, tips, cheat sheets 

and reading lists. 

Visit gettingpeopleright.com to learn more!
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