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This policy applies to  Board of Directors, All staff, contractors, volunteers, students and 

others operating on behalf of the organisation 

Policy approval  Board of Directors 

 

Standards  NDIS Standards 

Australian Accounting Standards  

Organisation policies  Financial Management 

Board Charter 

Operational Governance 

Forms, record keeping, other 

documents 

Delegations register 

Delegation authorisation form 

 

Definitions: 

Delegation:   the assignment of authority to act on behalf of the organisation 

Delegate:   the position which has been authorised to carry out the delegation 

Record of policy development 

Version Date approved Date for review 

2020/1  July 2020 July 2022 

Responsibilities and delegations  

Policy context – this policy relates to:  

Delegations of authority are mechanisms by which the Board delegates its power and authority in 
accordance with its constitution.  

The Board views appropriately approved delegations of authority as a fundamental component of 
good governance and risk management. 

The purpose of this policy is to detail the operational framework within which the Board provides 
delegations of authority to its staff.  The delegations are intended to ensure: 

• Efficiency and effectiveness of administrative process 

• Appropriate officers have been provided with the necessary level of authority to discharge their 
duties 

• Accountability and clarity around decision making 

• Effective internal controls and monitoring are in place 
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Conflict of interest:   a conflict of interest occurs when a person’s personal interests conflict with the 
responsibility to act in the best interests of the organisation 

Staff member:   includes any person employed on a full time, part time sessional or casual basis or those 
employed through a contract for services 

 

Policy principles 

The Board has the power and authority to issue delegations to the CEO and nominated delegates at any time 
in accordance with its Constitution. 

Delegations must be officially recorded in the delegations register and accessible to all staff. 

Authorities are delegated to a specific position (as set out in the delegation register) and relate to financial and 
non-financial activities. 

When exercising a delegation, staff have the responsibility to ensure:  

• Actions are within the power and limitations of their delegation. 

• They are complying with all relevant legislation, policies, procedures and Board resolutions. 

Any delegation to incur expenditure must be exercised within the limits of the relevant budget or other approved 
source of funds. 

A delegate may not sign an agreement unless the total value of the transaction falls within their delegated 
authority. 

Transactions should not be broken down or otherwise manipulated to circumvent the delegations. 

A delegation may not be exercised where the officer holding the delegation has an actual or perceived conflict 
of interest. 

A delegate cannot approve a commitment that would result in a direct or indirect benefit to themselves. 

The CEO or delegate has the authority to restrict an individual’s delegated limit. 

This is a delegation of authority which prohibits further sub-delegation without formal approval. 

Where activities or decisions are not covered by delegations within the register, they should be referred to 
Board Chair for clarification.  

Breaches of this policy and non-compliance with delegated authorities may be subject to disciplinary action.  
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Procedure 

The CEO is responsible for: 

 

Instrument of delegation 

A register of delegations must be established and maintained.  The delegations will document: 

• The dollar amounts of expenditure for which approval is required 

• The type and nature of events and actions that are authorised by the delegation 

• The personnel who may undertake specific actions  
 
New Positions, Acting Positions and Changes to Delegated Functions 
 
In the event of a new role or position title being created, the CEO or delegate has responsibility to define 
the level of authority (within the bounds of the Board’s delegation register.). 
 
Reporting 
The CEO will be responsible for reporting compliance assurance to the Audit and Compliance Committee.   
 
The Board is to receive an annual assurance report confirming organisational delegations are being 
effectively managed. 
 
Monitoring and Review 
This policy will be subject to an annual review by the CEO to ensure the delegations remain appropriate 
and relevant, including a gap analysis to identify any variances between existing policy and the organisation 
needs as it evolves. 
 
Compliance 
A review of compliance with this policy and procedure will be periodically undertaken by the CEO. 
 
Identified compliance issues with the policy or delegations are to be raised with the CEO 
 
This policy and procedure is read in conjunction with existing policies and procedures, for further relevant 
context 
 
Documentation 
Amendments, changes and deletions to the delegations must be provided to the Board for approval. 

 

End of document 

 

 


