[bookmark: _GoBack]CONVERSATION PLAN - DELEGATION

Prepare by being very clear on the: what, when, where, why and how of your delegation so you can be accurate and precise. Decide in advance the level of delegation you are proposing. 
"The purpose of this meeting is to ask you to take responsibility for…………..
___________________________________________________________________________________”
“Specifically that involves…….. 
___________________________________________________________________________________”
[Explain: What the deliverables are; Why the work is important; by When; Who is involved; How you want it done (be clear how decisions or signoffs will be achieved].
“Let’s agree how progress will be measured……….
___________________________________________________________________________________”
 “How will this impact your current workload, what changes might we need to make? 
____________________________________________________________________________________
 [Explore the impact and negotiate changes you think are reasonable e.g. changed deadlines for other work, reallocation of some work etc)
“What information, tools, resources, help etc will you need to deliver on time?
____________________________________________________________________________________
"Do you understand what I'm asking and are you comfortable with the task proposed? 
____________________________________________________________________________________
 [Perhaps have the employee repeat back the key details or send you an email to confirm]. 
"Do you have any questions?
____________________________________________________________________________________
"Do you commit to the delegation? 
____________________________________________________________________________________
 [Make your ‘No surprises’ rule clear i.e. As soon as anything occurs that puts the success of the delegation in doubt the employee MUST discuss it with you].
When will we meet first to discuss progress?

Thank you.
