	 Purpose

	This document identifies the delegation of functions and tasks throughout our organisation.

	Scope

	The processes and directives in this document apply to our board, workers (all roles), contractors, interns, volunteers, student placements and tāngata whaiora/tāngata whaikaha.  

	References

	Legislation
	Companies Act 1993
Charities Act 2005
Health and Safety at Work Act 2015
Health Practitioner Competence Assurance Act 2003 
Incorporated Societies Act 2022
Trust Act 2019

	Guidelines and information
	Charities Services Ngā Ratonga Whakamahi
Community Governance Aotearoa
NZ Institute of Management and Leadership: Mastering the Art of Delegation when it matters most.
Delegated Authority Template

	Definitions

	Delegation of Authority
	The power to act, make decisions, and allocate resources. When we delegate authority, we are giving a worker (example: CEO, manager, CFO) the power and freedom to determine how to get the job done without needing constant approval. 
Example:
Our board delegates the authority to the Choose an item.to manage our day-to-day operations. This includes tasks such as hiring staff, approving budgets, and entering into contracts. By doing so, the board allows the Choose an item. to make decisions and take actions necessary for the effective management of our organisation, while still maintaining overall oversight and accountability.
Or
‘For example, a charity could employ an accountant to prepare its accounts and submit its annual return to Charities Services. The charity’s officers are still responsible for making sure the accounts are prepared, that they meet any standards required by the charity’s rules document and any relevant legislation, and that they are submitted on time to Charities Services.’ (Charities Commission)

	Delegation of Duties 
(Responsibility)
	The obligation to perform a task. When duties are delegated, we are telling someone what needs to be done. Responsibility ultimately remains with the person in charge who is assigning the work. This means the worker is simply accountable for completing the action.
Example:
Our Choose an item. delegates our administrator the task to acknowledge job applications we received.
Or
Our Choose an item. delegates our team leaders to commence investigating a low-level complaint by tangata whaiora/tangata whaikaha.
Or
Delegation of care by a registered nurse to a support worker.  




	Key distinctions between delegation of authority and delegation of duties

	
	Delegation of duties

	Delegation of authority

	Concept
	Assigning a task or obligation to be completed.
	Granting the power and right to make independent decisions.

	Nature

	The duty to act.
	The power to act.

	Flow
	Flows downward from manager to subordinate.
	Also flows downward, but is granted to match the duties assigned as per position description.

	Accountability
	The delegating manager remains ultimately accountable for the final outcome.
	The delegate is answerable to the board or Choose an item.for how they use their power.

	Purpose
	To share workload and carry out tasks.
	To empower workers, eliminate micromanagement, and speed up decision-making.

	Responsibilities

	Board
	· The legal source of authority is our board. Our board ensures that all delegations of authority comply with relevant laws, regulations, and our organisation's constitution. 
· Our board retains accountability for all decisions made by delegates — delegation does not transfer liability. 
· Our board clearly documents and communicates the scope of delegated authority to all relevant stakeholders.
· Our board ensures that delegates act in the best interest of our organisation and within the limits of their delegated authority, and that their actions are subject to appropriate oversight and review.
· Our board retains the authority to override, change, or completely cancel any delegation at any time. 
· Delegations attach strictly to the job title, never to an individual.
· Our board reviews delegations at least yearly and adjust them as our organisation changes.

	Delegate
	· Delegates must act in the best interest of our organisation, in accordance with legislation, regulations, and internal policies.
· Delegates use their discretion and judgement when making decisions. 
· A delegate should not perform duties or functions that place them in a conflict of interest and should not act beyond the scope of the powers delegated to them.
· Delegates do not have the authority to approve their own expenditures.

	Principles of delegation of authority and delegation of duties

	· Defining clear objectives and expectations: Clearly outlining the tasks to be delegated, along with the expected outcomes and any specific requirements.
· Matching skills and experience: Assigning tasks to individuals who have the necessary skills, knowledge, and experience to successfully complete them.
· Providing necessary resources and support: Ensuring that delegates have access to the resources, information, and support they need to perform their duties effectively.
· Maintaining open communication and regular feedback: Encouraging ongoing dialogue between the delegator and the delegate, including regular check-ins and feedback to monitor progress and address any issues.
· Ensuring accountability and monitoring outcomes: Establishing mechanisms for tracking and reviewing the outcomes of delegated tasks, and holding delegates accountable for their performance.
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	Example:

	Delegated Authority Register

	Role
	Area of Responsibility
	Delegation To
	Tasks Delegated
	Tasks not Delegated

	Board 
	Oversight of financial management 
	Not delegated
	
	

	
	Annual budget
	
	
	

	
	Strategic planning
	Not delegated
	
	

	
	Purchases
	
	
	

	
	Organisational risk management
	
	
	

	
	Media and public statements
	
	
	

	
	
	
	
	

	Manager/CEO

	Contract management
	
	
	

	Financial limit:
	Business development
	
	
	

	
	Emergency management
	
	
	

	
	Facility management
	
	
	

	
	Human resource management
	
	
	

	
	Legal compliance
	
	
	

	
	Financial Management 
	
	
	

	
	Performance Management
	
	
	

	
	Purchases up to Click here to enter text.
	
	
	

	
	Funding applications
	
	
	

	
	Recruitment
	
	
	

	
	Reports to the board/directors
	
	
	

	
	
	
	
	

	Administration manager
	
	
	
	

	Financial limit:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Example

	Delegated duty/responsibility register  

	Role
	Area of Responsibility
	Delegation To
	Tasks Delegated
	Tasks not Delegated

	Team leaders

	
	
	
	

	Financial limit:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Support workers
	
	
	
	

	Financial limit:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Health and safety representative
	
	
	
	

	Financial limit:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Infection prevention coordinator
	
	
	
	

	Financial limit:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Registered Nurse
	
	
	
	

	Financial limit:
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Example (https://socialink.org.nz)
The purpose of this document is to ensure that Officers / Trustees and team members are aware of delegated authority levels. 
Levels of authority should also be included in individual Position Descriptions. Adapt to suit your organisation and the roles, add your logo and delete this line.
	What
	Chairperson
Name
	Treasurer
Name
	Secretary
Name
	Committee Member
Name
	Manager / Coordinator
Name

	Funding 
· Applications
· Accountabilities
	
Yes
Yes
	
Yes
Yes
	
Yes
No
	
Yes
Yes
	
Yes
Yes

	Payment of Invoices
· Budgeted Invoices
· Non-budgeted invoices
	
Yes (2nd signatory)
Yes (2nd signatory)
	
Yes (2nd signatory)
Yes (1st signatory)
	
Yes  
Yes 
 
	
No
No

	
Yes (1st signatory)
No


	Charities Commission
· Annual Return
· Officer Changes
· Rule change
	
Yes
Yes
Yes
	
Yes
No
No
	
Yes
Yes
Yes
	
No
No
No
	
No
No
No

	Inland Revenue
· GST
· PAYE

	
No
No
	
In absence of Mgr
In absence of Mgr


	
No
No


	
No
No
	
Yes
Yes


	Payroll 
· New employee budgeted
· New employee not budgeted
· Salary increases budgeted
	
In absence of Mgr
Full Board approval

In absence of Mgr

	
In absence of Mgr
Full Board approval

 In absence of Mgr

	
No
Full Board approval

No

	
No
Full Board approval

No

	
Yes
No
Yes


	Bank Account Signatories
Main Operating Account
Savings Account 
Term Deposit
	
Yes
Yes
Yes
	
Yes
Yes
Yes
	
Yes
Yes
Yes
	
No
No
No
	
Yes
Yes
Yes


See overpage for description of each area of responsibility

Funding Applications: Funding applications should be signed off by an Officer / Trustee of Name of Organisation  i.e. Chairperson, Treasurer or Secretary, where one signature is required. Where 2 signatures are required, one must be an Officer /Trustee.  
Funding Accountabilities: Funding accountabilities must be prepared and submitted prior to the due date and must be reviewed and approved by a minimum of one Officer /Trustee. 
Payment of Invoices: Any two Officers or Manager and Treasurer (select one) are dual signatories for payment of invoices for approved budget expenses. Non-budgeted expenses must be approved at a committee / board meeting prior to payment being processed by two Officers / Trustees. Officers/ Trustees / Managers must not approve payment of any invoices to themselves. Two other designated signatories must approve these payments.
Charities Commission: The Secretary is responsible for keeping the Charities register up to date including change of Officers, filing of annual return, change of rules. The Chairperson has overall responsibility for ensuring that this is completed within the time frames required.  
Inland Revenue: Accurate and timely submission of GST returns should be prepared by the Manager / Accounts Admin / Treasurer and then checked by the Treasurer /Chairperson (must be a different person checking). The Manager / Accounts Admin / Treasurer has online access to file GST returns (once approved by the Treasurer) on behalf of the organisation via name of accounting package and to contact the IRD to request any changes. Accurate and timely submission of PAYE / KiwiSaver payments by the due date should be prepared by the Manager / Accounts Admin / Treasurer and then checked by the Treasurer / Chairperson (must be a different person checking).
Payroll: Payroll is administered by the Manager / Accounts Admin / Treasurer via name of payroll processing facility who file the necessary returns and payments with the IRD on behalf of the organisation. 
Bank Account/s: The Treasurer is responsible for ensuring that the bank account signatories are current and meet the delegated authority levels. Bank accounts should be set up as two to sign and there should be a minimum of three signatories for each account. The exception is an account with a debit card / credit card attached to it as that makes it one to sign. 

