
LESSON 1: KILLING THE 

LEADERSHIP CRAZY CYCLE

Step 1: In choosing someone to delegate to, ask yourself:

Step 2: Pick the task(s) you can currently make the time to train on fully, 
                 and begin the delegation process.

PROPER DELEGATION

What team members have the role that would fit this task?  
       Start here, and assess your team for the best fit. 

 Do they have the personal capacity to do the task successfully? 
       Capacity = qualification. Is this someone who can do this job? Does it align with 
       their personality profile? (Ex.: High I does not belong in accounting)

Do they have the strength to do it?  
       Ask yourself, 

* Note: You shouldn't be waiting to delegate a task until you're so overworked you have 
little to no work-life balance.

Do they have the time to learn the process? 
       Don't delegate a task to someone who is task saturated, they won't be able to get 
       it done. Proper delegation requires a learning process, it's not a hand off.  

Do they have the time to do the task regularly? 
       Look over their daily schedule, can it fit into their current processes and 
       workload? If not, don't delegate it to them. 

Do they have the tools needed to perform the task? 
       Don't let it be a hand off, they need good direction. Ask: 

Can they process this fast enough? 
Are they emotionally in a place to do this task?  
Are they healthy?" 

Are there things on their Key Results Area [KRA] they shouldn't be focusing on 
that need to be removed or delegated? 

       Review their KRA: are there things on this person's KRA you could grow them in 
      and get them to delegate? 

Do they need software? 
Do they need a specific computer or technology? 
Do they need training? 
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PROPER DELEGATION

Step 3: In the delegation process, ask the delegatee the following 
                 questions:

Does this make sense? 
Do you have any questions? 
Is anything confusing? 
Do you have enough information to perform this task?
Do you feel you have the tools to pull this task off?
Do you need more education to perform this task successfully?
Is there anything else you need from me? 
Where do you feel you will be weak in this process? (Ask with the 
intent of helping and supporting them).
Do you know I expect you to reach out to me if this becomes 
confusing?


