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Delegation of Authority
PURPOSE

The purpose of the Delegation of Authority Policy is to clearly set out the respective responsibilities of the Committee of Management (Committee or CoM) and the paid staff, with particular reference to the Manager/Coordinator, of insert org name. This policy aims to give clear guidelines so that both the employer (the Committee) and the employee (the Manager/Coordinator), can act responsibly and legally within their limitations.
SCOPE    

This policy applies to all operations of the Centre/House. This policy refers to the responsibilities of the Committee as a whole, those of the Manager/Coordinator and all who have authority to act and sign documents on behalf of insert org name.
POLICY STATEMENT
The Committee delegates to the Manager/Coordinator all operational matters in the Centre/House. The Manager/Coordinator is the Chief Executive Officer of the Centre/House. The Committee is responsible for strategic and policy decisions and for monitoring, supporting and appraising the work of the Manager/Coordinator. The authority of the Committee is valid when the Committee is in session and is not vested in individual members.  
The Committee of Management of insert org name is committed to maintaining a strong, respectful and mutually supportive partnership between itself and the Manager/Coordinator, in order to offer effective service provision to its community. 
In order for this to occur:

· the Committee advises on and decides upon the vision, purpose and policies of the Centre/House,  and ensures accountability and viability; 
· the Manager/Coordinator manages the Centre/House and supervises staff in implementation of the strategic plan, policies and programs; and liaises closely with the Committee; 
The strategies the Committee of Management will use to enhance their relationship with the Manager/Coordinator include: 
· Clarifying levels of delegation, decision-making and authority 

· Recognizing the skills, experience, training and professionalism of the Manager/Coordinator in managing the Centre/House
· Deciding on clear and relevant policies and guidelines for the operation of the Centre/House 

· Regularly meeting with the Manager/Coordinator to maintain open lines of communication 

· Ensuring the position description for the Manager/Coordinator is clear and reflects the delegated authority as well as the description of the position
· Negotiating annual targets and key performance indicators for the Manager/Coordinator to work towards 
· Promoting the Centre/House and supporting the Manager/Coordinator in public forums

· Committee members are not required to transact on the Commonwealth Childcare Subsidy (CCS) rebate; either using the CCS software and/or handle any fiscal side of the CCS rebates.
Strategies the Manager/Coordinator will use to enhance this relationship include:
· Being responsible and trustworthy in carrying out the operations of the service 

· Regularly meeting with the President or other nominated representative from the Committee, to maintain open lines of communication 

· Remaining aware of the fact that he/she is acting on behalf of the Committee of Management and within clearly defined lines of authority 
· Ensuring a flow of information to the Committee about the operations of the Centre/House and progress towards targets and key performance indicators, in a form that meets the needs and abilities of Committee members 
· Respecting and understanding the legal and fiduciary responsibilities of the Committee. 
Delegation of Authority
The Manager/Coordinator works under the following delegated authority:
	  Item                      Committee’s Responsibility                 Manager Authority

	Planning

	Strategic Plan
	Decide on the Strategic Directions of the Centre/House, contribute to and approve the Strategic Plan.

The Committee may not delegate its power to adopt the Strategic Plan.
	Prepare and submit recommendations to CoM for endorsement.
Implement CoM decisions.  Monitor effectiveness, efficiency and quality.

	Business Plan

	Advise on, approve and monitor business and operational plans.
The Committee may not delegate its power to adopt the Business Plan.
	Prepare and submit draft Business Plans and Operational Plan to CoM for endorsement.  
Implement CoM approved Business and Operational Plans.



	  Policy

	Organisational
	Advise and decide upon a policy and procedure for policy-making throughout the organisation.
Advise on and decide upon policies relating to the governance of the organisation as a whole.
	Prepare and recommend draft policies and procedures relating to the effective operation of the Centre/House.
 

	Area Specific
	Provide guidance to Manager/Coordinator as required.
Monitor policies in relation to specific areas of expertise and local knowledge to ensure compliance with organisational and legal requirements.
	Develop, implement and evaluate operational policies and procedures in line with the CoM policy on policy-making.

	Audits Internal/external
	Ensure that Manager/Coordinator will assist and not prevent or delay any audit review or investistagtion.

To be re-scheduled in the absence of the Manager/Coordinator.
Internal audits will inform any changes identified.

Major non-compliances would be informed to the CoM within insert org name immediately they are identified.  The CoM would then notify the Dept. of the non-compliance with a plan to rectify the non-compliance upon this notification.
The timeframe for rectification of identified non-compliances would be determined on a risk/re- impact basis.
	This applies to all areas of business activity within insert org name operations including Childcare.
In the case of Childcare - internal audits will be conducted by Manager/Coordinator and senior Childcare Coordinator (Primary Nominee).
Internal audits may also include Office Administrator who has authority to access XPLOR software data.
(see CCS Management Policy under - Responsibilities)


	Item                         Committee ’s Responsibility          Manager Authority

	Employment

	Manager/Coordinator
 
	All decisions regarding the position of Manager/Coordinator (selection, terms & conditions of employment, position description, performance indicators and measures and appraisal).
	Provide recommendations to CoM.

	Employment 


	Decide upon policies and procedures to establish an appropriate framework for employment and industrial relations throughout the organisation.

All decisions to create significant new positions or substantially change the nature and extent of authority for any position or person. 

Decide upon and maintain policy and procedure for succession planning.

Employ, support and appraise the work of the Centre/House Manager/Coordinator.
	All decisions re: hiring, termination and replacement of staff (except for a new manager) are made by the Manager/Coordinator using applicable industrial instruments, and where necessary seeking professional advice.   
Create new positions subject to Committee approval and budget allocation. 
Manage staff on a day-to-day basis including all leave, training and professional development, position descriptions, performance indicators and measures, performance appraisal.

Implement Committee ‑endorsed policy on matters related to employment and industrial relations. 

Keep CoM advised re effectiveness of policies and procedures, and recommend any improvements or adjustments.


 

	Item
	CoM’s Responsibility
	Manager’s Authority

	Finance

	Planning
	Approval of annual budgets and cash flow projections prior to commencement of each calendar year, and approval of budget revisions.
The Committee may not delegate its power to adopt the organisation’s annual budget.

Approval of the format, content, language and timing of financial reports to CoM.

Decide upon policies relating to finance, asset and risk management, debt avoidance or management, and investment.
	Prepare recommendations to the CoM on matters including:
   obtaining external financial resources, including funding, submissions, grant applications to external authorities
   tenders
   budget preparation and revision
   negotiating contractual agreements
   organisational performance indicators, performance measures and internal controls, asset and risk management

	Daily Operations
	Approval of single item expenditure of amounts for non-budget items in excess of $5000

Monitor income & expenditure against organisation’s budgets.
Endorse submissions, grant applications and tenders.
	Monitor/approve expenditure within budgets or otherwise as approved by the Committee.
Recommend to CoM expenditure required outside of budgets and in excess of $5000. 

Document procedures for financial management.


	Item                              CoG’s Responsibility             Manager’s Authority

	Marketing
	Advise on and endorse all associated policies, plans, budgets and strategies in accordance with the Centre/House strategic planning. 
Committee members will act as ambassadors for the Centre/House in public forums.
	Act as a spokesperson for the organisation within the CoM endorsed policy and strategic framework.

Manager/Coordinator ensures that all promotional, marketing and website material meets all requirements of all regulatory and funding agencies current at the time.
Manage promotional and marketing activities/directions within budget.

Make decisions on external contacts.   

Make recommendations and decisions re: external commitments to key organisations or networks, within Committee - endorsed strategy and planning parameters.

	Legal & Constitution
	Uphold the requirements of the Centre/House Constitution.
Ensure that the Organisation’s Constitution is consistent with Legislation.
Monitor compliance with Legislative and Funding Bodies’ requirements.
Uphold duties imposed on the Committee by the Act or any other law.

Committee members will bring to the attention of the Committee and the Manager/Coordinator, any legislative requirements pertaining to the Centre/House business of which they are aware.

The Committee may not delegate its power to adopt the Rules of Association.


	Make recommendations on all funding, service and contractual agreements.
Ensure compliance with Legislative and Funding Bodies’ requirements.
Commit the organisation only after Committee approval or within the strategic and policy framework.
Deal promptly and accurately on any legal, legislative, statutory or contractual matters and advise Executive of the CoM immediately.  The responsibility for all information submitted to the Dept. sits with the Manager/Coordinator and Administration Officer.
Make recommendations regarding the AGM including auditing of the annual accounts, the annual report and corporate reporting obligations.
Notification to the Dept. of any cancellation of insurance or worker’s compensation policies are the sole responsibility of the Manager/Coordinator.

	Grievance & Conflict Resolution.
	Decide upon relevant policies and procedures at governance, management and operational levels.
	Act promptly as outlined in the Centre/House policies and procedures or industrial instruments, and advise the Committee as appropriate.


Relevant Legislation
Associations Incorporation Act1981 

Associations Incorporation Amendment Act 2010
Associations Incorporations Reformed Act 2012

Lalor Living and Learning Centre’s Constitution
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