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	PROCEDURE
8.0 – SERVICE MANAGEMENT:
DELEGATION



	
Number
	
Procedure

	
Related National Disability Insurance Scheme Practice Standard

	8.0 (A)
	Delegation Authority
	2

	8.0 (B)
	Seeking Authority
	

	8.0 (C)
	Delegation Schedule 
	



Procedures

[bookmark: _Hlk43820236]8.0(A)		Delegation Authority  

Rationale

Being a not-for-profit incorporated association, Better Together has to provide a process which identifies decision making authority for positions in the organisation or the board. Delegations are to be exercised within the framework of the Act, regulations, rules, policies, and any external legislative requirements. Any delegation may be made subject to any conditions and limitations as the Board shall approve and be reviewed from time to time.

Detailed Procedure

Delegations to members of the Board 
Delegations to members of the Board shall be made by resolution of the Board and recorded in the minutes of the Board.

Delegations to sub-committees of the Board 
Delegations to sub-committees of the Board shall be made by resolution of the Board and recorded in the terms of reference of the sub-committee.

Delegations to the Service Manager 
Delegations to the Service Manager and through the Service Manager to members of the staff of Better Together shall be made by resolution of the Board and amend the delegations procedure BTP008.80 PRO Service Management Delegation (B) Delegation Schedule.  

Delegations are attached to the position occupied, not to the occupant of the position. The responsibilities of a position appear in a duty statement, role statement, or statement of responsibility appropriate to the position. 

Delegations reflect Better Together’s organisational structure. Levels of authority are hierarchical through relevant lines of responsibility up to and including the Service manager. This means that formal authorities held by any delegate are included in those held by that delegate’s supervisor or line manager. A delegate who sub-delegates authority remains responsible and accountable for the decision or action.

The Service Manager may at any time vary or terminate any delegation, subject to confirmation by the Board at its next meeting. 

A delegation cannot be exercised where the officer holding the delegation has a conflict of interest or where the delegation will result, either directly or indirectly, in any tangible benefit to the delegate. In such cases, a transfer of the function to another appropriate position must be arranged with the Service Manager. 

Permanent changes to delegations, either permissive or restrictive, require a written authority from the Service Manager. Any major variation to the standard delegations must be approved by the Service Manager.

Sub-delegation on a temporary basis is appropriate in circumstances where the officer normally responsible is absent for a period of less than two weeks by reason of authorised leave or secondment to other duties. Sub-delegations require a written authority from the individual with the delegated power, or a person in a position to approve the delegated authority. 

This policy applies only to formal delegations. All delegations of an informal nature where no commitment or liability is incurred on behalf of Better Together, are carried out in the normal business of the organisation without the requirement for a written authority. 

Where an employee is acting in a higher position, that person will hold the delegation level appropriate to the higher position unless otherwise determined by the Service Manager.

A financial delegation can be exercised only within the approved line-item budget.

A staffing delegation can be exercised only in regard to staff for whom the delegate holds line management responsibility. 

Separate Delegations Schedules shall be prepared for Financial Delegations and for Human Resources Delegations. The schedule will provide reports by function, by position profile and by administrative area.  

Special care must be taken to retain currency of the Delegations Schedules when delegated authorities are redistributed, amending position description and if needed organisational structure.

The Board will, on advice from the Service Manager, approve the Delegations Schedule on an annual basis.

The Delegations Schedule will be accessible to all staff.

8.0(B)		Seeking Authority  

Rational 
Each individual in the organisation should have clear guidelines as to what authority over which decisions they make and how they need to go about seeking permission for decisions to be made when their authority does not lie with the individual. 

Detailed Procedure: 

Better Together’s decision making authority is outlined in the position descriptions within the organisation. Better Together will ensure clear outlines or authority and compliance by;
· Establishing and Documenting delegations of authority. This is done and outlines by;
· Staff and committee member position descriptions 
· Organisational structure 
· Decision register
Ensuring compliance with delegation of authority by;
· Committee meetings: minutes, approvals.
· Internal reporting processes to direct supervisors
Reviewing and adjusting delegations through 
· Audits and review (see continuous improvement policy)
· External financial auditing 
· External NDIA auditing 
The correct procedure is followed for decision making. 
· Staff member;
·  they will put in writing via email to authorised individual what approval is sort/requested for decisions that are outside of the employees' delegated authority.
· Manager:
·  they will seek approval in writing via the manager report or if it is a time sensitive matter, the manager may request approval via email. 
· Committee, (see voting process in procedure 8.0 conducting committee meetings)

8.0(C)		Delegation Schedule  

Rational 
Each individual in the organisation should have clear guidelines as to what authority over which decisions they make. 

Detailed Procedure: 

Better Together will clearly provide all committee members and staff with their delegation authority, the process for how they seek approvals and by whom. This will be done by:
· delegation schedule outlines the authority delegation (see appendix 1 Delegation schedule)
· individual position descriptions 


	FUNCTION
This describes the particular item that decisions need to be made about
	PREPARATION
This identifies who will prepare any documents or gather any information needed
(evidence and documentation) 
	PROCESS
This describes any process of discussion, or checking that the item will go through

	APPROVAL
This identifies who can approve the item
	How that is monitored 

	
Governance
	

	Better Together’s Strategic Plan (Vision Mission and Values) 2024-2027
	Manager, Senior Coordinators and Committee members
	Manager and Coordinators discuss and gain feedback from Staff, Service users and their families
	Management Committee vote.

President, Treasurer or Secretary as signatories
	Approval via record of Minutes in Committee meetings and recorded in decision register.
Annual AGM report to members

	Better Togethers Business plan (implementation plan)
	Manager and Senior Coordinators 
	Manager and Senior Coordinators discuss with Finance officer and Treasurer

Manager presents to Management Committee
	Management Committee vote.

President or Secretary as signatories
	Via Record of Committee meeting minutes, decision register. Monitored by Manager reports and against financial reporting

	Memorandum of Understandings
	Manager and Senior Coordinators 
	Manager and Senior Coordinators discuss with relevant stakeholders 

Manager presents to Management Committee
	Management Committee vote.

President, Treasurer or Secretary as signatories
	Via record of Minutes in Committee meetings and recorded in decision register

Annual review and stakeholder feedback


	Governance Audits
	Manager and Secretary
	Manager and Secretary conduct audit at Committee meeting
	President and External Auditor
	via record of Minutes in Committee meetings and recorded in decision register.
Monitored by external Audit

	Policy Ratification
	Manager and Senior Coordinators
	Manager seeks feedback and approval from Committee
	Management Committee vote.

President, Treasurer or Secretary as signatories
	via record of Minutes in Committee meetings and recorded in decision register.
Policy dated with version control

	Legal decisions including legislative requirements (including NDIS)
	Manager and any relevant Government or legislative authority
	Manager discusses with the committee any correspondence or legislative directives communicated
	Management Committee vote
President, Treasurer or Secretary as signatories
	Via Record of Committee meeting minutes. ACNC annual information statement, Annual Audit

	
Financial Management

	Annual Budget
	Finance Officer and Manager
	Finance Officer and Manager discusses with Treasurer & staff. Tabled for the next Committee meeting

	Management Committee vote.

President, Treasurer or Secretary as signatories
	Approval via record of Minutes in Committee meetings and recorded in decision register. Annual Budget monitored by monthly financial reports to the Committee and Annual Audit

	Bank Account 
(access and new accounts)
	Manager and Finance Officer
	Manager seeks approval from Committee via Manager report 
	Management Committee vote
Treasurer to sign
	Via record of Minutes in Committee meetings and recorded in decision register
Annual Audit

	Funding Applications
	Manager and Finance Officer
	Finance Officer and Manager discusses with Treasurer & staff. Tabled for the next Committee meeting
	Management Committee vote

President, Treasurer or Secretary as signatories
	Via Record of Committee meeting minutes, decision register. Monitored by Manager reports and financial reporting on funded project

	Approvals for expenditure over $1000 that exceeds the allocated budget
	Manager and Finance Officer
	Finance Officer and Manager discusses with Treasurer & staff. Tabled for the next Committee meeting
	Management Committee vote

President, Treasurer or Secretary as signatories
	Via Record of Committee meeting minutes, decision register. Monitored by monthly Manager reports, annual budget and financial reporting 

	Increasing or reducing staff renumeration 
	Manager and Finance Officer, Dept of Fair work or any other regulatory body 
	Manager seeks approval from Committee via Manager report
	Management Committee vote
Treasurer to sign
	Via Record of Committee meeting minutes, decision register. Monitored by annual budget and financial reporting

	Fundraising Events
	Manager and or Senior Coordinators with Finance Officer
	Manager to discuss with staff, service users and members 
Manager to present to Committee to discuss strategic alignment and funding
	Management Committee vote

President, Treasurer or Secretary as signatories
	Via Record of Committee meeting minutes, decision register.

Manager reports to Committee

	STAFFING 

	Recruiting new positions
	Manager and
Senior Co-ordinators 
With HR Consultant advice if required
	Manager and
Senior Co-ordinators discuss with staff and HR Consultant
Manager seeks approval from Committee via Manager report
	Management Committee vote

President, Treasurer or Secretary as signatories
	Via Record of Committee meeting minutes, decision register.

Monthly Manager reports to Committee

	Recruiting Senior positions - Manager
	Manager, Committee President or Secretary with HR Consultant 
	Manager, Committee President or Secretary presents to the Committee
	Management Committee vote
President, Treasurer or Secretary as signatories
	Via Record of Committee meeting minutes, decision register.


	Suspension of a staff member
	Manager and
Senior Co-ordinators 
With HR Consultant advice if required
	Manager and
Senior Co-ordinators discuss with staff and HR Consultant
Manager advises Committee 
Incident Reporting Process
	Manager
	Manager Report to Committee Meeting

Incident reporting
Risk management

	Annual performance appraisal of Manager
	President or Secretary, Manager, and HR Consultant if required 
	President or Secretary, Manager, and HR Consultant if required
	President, Treasurer or Secretary
	Via Committee meeting minutes

	Staff Complaints / Incidents
	Manager and
Senior Co-ordinators 
Or President if senior staff directly involved 

	Manager and
Senior Co-ordinators follow complaints/incident policy/procedure
Manager advises Committee 
Incident Reporting Process
	Manager or President if Manager directly involved 

	Manager Report to Committee Meeting

Incident reporting
Risk management












	Service User Services
	

	Service user Complaints/Incidents
	Manager and
Senior Co-ordinators 


	Manager and
Senior Co-ordinators follow complaints/incident policy/procedure
Manager advises Committee 
Incident Reporting Process

In the Manager’s absence, the Compliance Officer will complete this process.

	Manager

In the Manager’s absence, the Compliance Officer will complete this approval.

	Manager Report to Committee Meeting

Incident reporting
Risk management

	Service User changes to supports
	Service Users will request in a mode of communication that is suitable to them, what changes they would like. Ideally in written format
	Service Delivery Coordinator will consider all changes. Communicate with staff and make changes where practical. 

In the Service Delivery Coordinator’s absence, the Manager will complete this process.

	Service Delivery Coordinator 

In the Service Delivery Coordinator’s absence, the Manager will complete this approval.
	Roster spreadsheet and roster in Flow Logic

	Operational?
	

	Staff rostering changes 
	Staff to call the service delivery coordinator of changes to already existing  roster 
	Service Delivery Coordinator to consider changes and make amendments if practice 

In the Service Delivery Coordinator’s absence, the Manager will complete this process.
	Service Delivery Coordinator 

In the Service Delivery Coordinator’s absence, the Manager will complete this approval.
	Roster spreadsheet and roster in Flow Logic



	Leave Requests
	Staff to submit leave requests through flow logic system 6 weeks prior to leave.
	Service Delivery Coordinator to provide a response to the staff member 2 weeks from the request.

In the Service Delivery Coordinator’s absence, the Manager will complete this process.
	Service Delivery Coordinator 

In the Service Delivery Coordinator’s absence, the Manager will complete this approval.
	Leave requests on flow logic
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