
 
 

 

 

 

 
  

 

  

Conversation 4 Toolkit 
Delegating Effectively: 

How can we ensure equality and 
inclusion when we delegate?    
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We applied the Blakes 
Mindset Principles, and 
incorporated them into 
four conversations  

Smart Meetings & Communication 

Openness & Respect 

Respecting Rest Periods 

Mindful Delegation 

Conversation 1: 
Leading Effective Communication and Efficient Meetings:   
What are the challenges of leading in our hybrid environment? 

Conversation 2:  
Connecting and Collaborating Effectively in the Hybrid Environment:  
How can we strengthen our working relationships and foster openness and respect? 

Conversation 3: 
Building Performance Capabilities in the Hybrid Environment: 
How can we reinforce well-being?  

Conversation 4: 
Delegating Effectively:  
How can we ensure equality and inclusion when we delegate? 

BLAKES MINDSET CARE MODEL 
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GRPI MODEL  
It is even more important to communicate clearly in hybrid times. Effective leaders help their followers 
gain clarity in understanding the big picture-things like strategic direction and goals. Look at the GRPI 
Model—a tool to help leaders review the steps needed to delegate effectively: 

 
GRPI Model 
Goals 
Great delegators motivate others by  
telling the story of “the big picture” or “why” 
of a project.   

Roles 
Great delegators help followers identify clear roles 
of accountability. It is important to communicate 
any necessary overlap that occurs across roles. 

Procedures 
Great delegators help identify the expected 
workflow processes needed to get from the start 
to the end of a goal. This includes who can make 
what decisions. 

Interpersonal 
Great delegators know that team members must know each other, understand each other’s strengths 
and challenges and be able to collaborate effectively. Work to enable trust, open communication, and 
collaboration within the team.  
 
Assessing your team on the following scale: 

 LOW DEVELOPING HIGH 

1. The team is clear on its shared goals 1 2 3 

2. Team members are clear on their roles and 
responsibilities 1 2 3 

3. There are clear operating procedures to ensure effective 
workflow 1 2 3 

4. There is a climate of trust, appreciation, and support 
among team members 1 2 3 
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GIVE & TAKE DELEGATING WORKSHEET 

 
 

Start: Establish the 
Project Vision and 
Purpose 

• Establish the goal of the project with a story about 
what an ideal outcome looks like. 

• Delegate the role expected of each team members' 
performance by describing the accountabilities and 
expertise needed by each. 

• Identify major project milestones and assign explicit 
due dates for deliverables based on the project 
milestones dates.  

• Open the floor for feedback from team members, get 
insight into what will be challenging and what to 
keep an eye on as the project goes on. 

• Make sure that team members feel comfortable with 
their roles and feel capable of handling what is 
expected of them. If they do not, find out why 
through open and accepting dialogue. 

• Use this 1-10 check-in to start the conversation and 
find out what resources are needed to get each 
team member to a 10 at the start of the project. 

 

Launch the Project 
and Send Reminder 
Milestone Meetings 
Invitations   

• Follow up at the beginning to make sure your team 
is clear on due dates with emphasis on your first 
major milestone. 

• Check-in using the 1-10 to ensure the team is on the 
same page in terms of deliverables and first due 
dates. Is everyone still at a 10? Were there any 
unforeseen challenges that have arisen? 

• Does each team member understand what is 
expected of them to help the group get to the first 
milestone? If not, find out why.     

 

Plan a Post-Project 
Meeting at the 
Completion of 
Every Project  

• A post project meeting date should be established 
as early in the project as possible,   

• Prioritize this post-project meeting for every project 
and follow a similar structure each time. 

• Recap the group on what was accomplished in a 
general sense but allow members of your team to 
get into specifics. 
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• Ask the team to share what they think are the 
successes and the setbacks of this project and 
discuss each.  

- What was a strength?  
§ What can we do to take this strength 

into the next project?  
- What were the challenges?  

§ How could we have controlled it 
better as we went through the 
project?  

§ How can we take that wisdom into 
our next project as a team? 

• Take this opportunity to thank your team for their 
work and invite any questions or comments to a 
sidebar if needed. 

 

 
 
 

 

  

"The function of leadership is to produce more leaders, not more followers." 

Ralph Nader 
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JOURNALING PAGE 

 
 

 

 

 

 

 

 

 

 

 

 

 

ACTION PLAN 

Ensure 
How will you delegate mindfully? 
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