
360 Delegation: Thinking Through the 

Tasks Prior to Training

7 Yes Test: 

1. Is it a $10hr/$20hr task?

3. Is there room for error?

5. Does it require you to create a training?

6. Does it require minimal learning/education for the assistant?

7. Are you already doing it?

4. Can it be completed in 20 to 60 minutes?

2. Does it happen at least once per week?

Remember: 360 delegation is a two way street and a shared 

responsibility. You need to meet in the middle and be clear with 

each other. If you are unclear, or your AA doesn’t understand you, 

safely open up and talk about where your communication can be 

improved.

Vision: What you want the outcome to look like.

Resources: What access they need to accomplish the task.

Definition of Done: What does done look like for this task?

Acceptance criteria

What does the success of the project look like to you?



7 Yes Test: Gain Clarity 

What tasks in your office meet the 7 Yes Test? 

Decision Making Guidelines: 

Notes:

Notes:

What guidelines can you give your AA to help them get the task 

accomplished? Your guidelines are your expectations for an outcome. 



Examples of 360 Delegation 

Clinical Office Example: Weekly Task 

7 Yes Test Clinical Office Example: Weekly Task 

Every Friday you need your next week’s new clients called with 

appointment reminders.

1. Is it a $10hr/$20hr task? Yes

2. Does it happen at least once per week? Yes

3.Is there room for error? No, but there is room for education and 

training.

4.Can it be completed in 20 to 60 minutes? Yes.

5.Does it require you to create a training? No

6.Does it require minimal learning/education for the assistant? Yes

7.Are you already doing it? No, it is a new system you’d like to 

adopt.

Vision: 

Resources: 

Definition of Done:

To decrease no call/no show by contacting new clients and confirming their 

appointments. 

Scripts and brief HIPAA review. Access to client’s phone numbers or preferred 

method of contact. Access to a telephone or computer. Clear instruction of 

expectations from you or superior staff member. 

 

Each new client has been notified of their appointment times and have 

confirmed their appointment. The clinician is notified via the AA with the name 

and number of any new client who hasn’t confirmed their appointment after 

both weekly and 24 hours prior call. 



Examples of 360 Delegation 

Decision Making Guidelines: 

If you can’t leave a HIPAA compliant message, don’t.

Document your work.

Contact the clinician if there are questions outside your scope or the client 

on the phone appears in crisis.

Notes: 



Examples of 360 Delegation 

Clinical Office Example: Project 

7 Yes Test Clinical Office Example: Project 

You need to register for a conference. Registering includes paying your registration fee, findin

a hotel, flight, and rental car. You also have to show proof of clinical licensure and complete 

some forms and worksheets ahead of time for CEUs.

1. Is it a $10hr/$20hr task? Yes

2. Does it happen at least once per week? No

3.Is there room for error? Yes, as they are not booking the flights or 

hotel.

4.Can it be completed in 20 to 60 minutes? Yes.

5.Does it require you to create a training? No

6.Does it require minimal learning/education for the assistant? Yes

7.Are you already doing it? Yes

Vision: 

Resources: 

Definition of Done: 

Your AA finds you three different pricing options for each a rental car, hotel, and flight. 

They register you for the conference and distribute accordingly a copy of your license 

to the conference holders and your worksheets and forms to you.

Access to a credit or debit card and a copy of your most recent license number. Email, 

telephone, access to computer. 

 

You have a range of flights, vehicles, and hotels to choose from. You are registered and 

have your CEU assignments. 

 



Examples of 360 Delegation 

Decision Making Guidelines: 
Don’t go above X$ per flight, hotel, and rental car.

Hotel within X minutes of conference center.

Notify me if I have to create my own log-in and navigational tools for my CEU online 

courses. 

Notes: 

360 Delegation Resources: 
Profit Factory: 306 Delegation Blog 

Profit Factory: How to Organize Procedures 

https://www.profitfactory.com/360delegation/
https://www.profitfactory.com/organize/

