IMPROVEMENT SERVICE

                                                                        SCHEME OF DELEGATION TO OFFICERS (revised Jan 2009)
INTRODUCTION

The Improvement Service Scheme of Delegation to Officers documents the delegated responsibilities and levels of authorisation of the company’s senior staff in order to ensure proper control and accountability in the day to day running of the company.  

Note the following:

· Where more than one level of authorisation is indicated this reflects the organisational structure of the company.

· Where a particular level of manager is not available this should be gained from the next level up.

· Where the level of authority is delegated below Board Director it is assumed the Chief Executive has authority. 

FORMAT

The Scheme of Delegation covers all aspects company Business and has been grouped as follows:

SECTION A

DELEGATION OF POWERS (POWERS SPECIFIED IN FINANCIAL REGULATIONS)

SECTION B

OTHER DELEGATIONS OF POWERS

SECTION C

ALLOCATION OF ROUTINE ROLES SPECIFIED IN THE FINANCIAL REGULATIONS

APPENDIX 1

PROCUREMENT AUTHORISATIONS

Where appropriate the Scheme of Delegation has been cross-referenced to the IS Financial Regulations and should be read in conjunction with the IS Financial Regulations.

SECTION A – DELEGATION OF POWERS – POWERS SPECIFIED IN THE FINANCIAL REGULATIONS
	Item
	Board of Directors
	Chief Executive
	Programme Director/Head of Service
	Business Manager

	A1 Authority to approve Annual Business Plan/ Budgets (FR A3.2)


	(

	
	
	

	A2 Authorisation of virements to budget (FR A3.3)


	(

	(
(£50,000 limit)
	
	(
(£25,000 limit)

	A3 Authority to place and review insurance cover (FR B3.3)


	
	
	
	(

	A4 Authority to negotiate and agree insurance claims (FR B3.5)


	
	
	
	(

	A5 Authorisation of indemnities to be provided by the Company (FR B.3.6)


	(

	
	
	

	A6 Authorisation of the disposal or write–off of assets/stocks * (FR B4.4)
	(

	(
(£5,000 net book value limit)


	
	

	A7 Authority to procure and review banking services (FR B5.1)


	
	(
	
	

	A8 Authority to open Company bank accounts (FR B5.2)


	
	(
	
	

	A9 Authorisation of the write-off of debt (FR C2.5)


	(

	(
(£2,000 per transaction limit)


	
	

	A10 Authority to create permanent staffing posts. (FR C3.1)


	(
	
	
	

	A11 Authority to set starting salaries (FR C3.1)


	
	
	(
	(

	A12 Vacancies – authorisation to fill: - (FR C3.1)


	
	
	
	

	a) Permanent

b) Temporary

c) Agency Staff
	
	(
	
	

	
	
	
	(
	(

	
	
	
	(
	(

	A13 Overtime authorisation (FR C3.1)


	
	
	(
	(

	A14 Approval of variations to existing salaries (FR C3.1)


	
	(
	
	

	A15 Authorisation of travel and subsistence allowance claims (FR C4.2)


	
	
	(
	(

	A16 Authorisation of procurement decisions (FR C5.2)
	Procurement authorisation shall be made in accordance with the details shown in Appendix 1 to the Scheme of Delegation



	A17 Certifying of invoices/accounts for payment (FR C6.1)
	
	
	(

	(
£50,000 limit (BM)

	A18 Authorising payments where there is no supply of goods or services (FR C6.2)
	
	
	(
	(

	A19 Authorised bank signatories (FR C6.5)


	
	(
	
	(
Dual with CEO

	A20 Authority to use internet banking facilities (FR C6.6)


	
	(
	
	(

	A21 Authority to use Company debit card (FR C.6.6)


	
	(
	
	(
Petty Cash Only

	A22 Authority to approve partnership and joint working agreements (FR D2.1 and D2.2)


	
	
	(
	

	A23 Authority to approve bids for external funding (FR D.3)


	
	(
	
	

	A24 Authority to approve funding to other organisations (FR D.4)


	
	
	(
	


SECTION B – OTHER DELEGATIONS OF POWERS

	
	Board of   Directors
	Chief Executive
	Programme Director/Head of Service
	Business Manager



	B1 Authority to re-grade staff posts
	
	(

	
	

	B2 Authorisation of changes to staffing structures
	(
	
	
	

	B3 Approval of salary progression schemes
	
	(
	
	

	B4 Approval of early retiral/redundancy
	(
	
	
	

	B5 Discipline:-
	

	a) Hearings

b) Appeals
	
	
	(
	

	
	
	(
	
	

	B6 Grievance procedure:-
	

	a) Hearings

b) Appeals
	
	
	(
	

	
	
	(
	
	

	B7 Annual leave authorisation
	
	
	(
	(

	B8 Special leave of absence authorisation
	
	
	(
	(

	B9 Health & Safety:-
	

	a) Approval of Policy Statements

b) Risk Assessment Performance
	
	(
	
	

	
	
	
	(
	(

	B10 Signing of leases, agreements and other legal documents
	
	
	
	(


SECTION C - ALLOCATION OF ROUTINE ROLES SPECIFIED IN THE FINANCIAL REGULATIONS

	Item
	Board of   Directors
	Chief Executive
	Programme Director/Head of Service
	Business Manager



	C1 Issue and review of Financial Regulations and supporting procedures.

	
	(
	
	

	C2 Investigation of and reporting of material breaches of Financial Regulations.

	
	(
	
	

	C3 Determination and maintenance of appropriate financial systems (FR A2.1)

	
	
	
	(

	C4 Preparation of budgetary procedures (FR A2.2)


	
	
	
	(

	C5 Preparation of annual budgets (FR A3.1)


	
	
	
	(

	C6 Preparation of budget monitoring information (FR A4.1)


	
	
	
	(

	C7 Ensuring budgetary control (FR A4.2)


	
	
	(
	(

	C8 Reporting of budgetary performance (FR A4.2) 


	
	
	
	(

	C9 Responsibility for preparation, audit and filing of final accounts (FR A.5)
	
	
	
	(


	C10 Instruction of internal audit activities (FR B2.3 and B2.4)


	
	
	
	(

	C11 Recording of business risks (FR B3.1)


	
	
	(
	(

	C12 Preparation of, and reporting on, risk management strategy (FR B3.2)

	
	
	
	

	C13 Control of petty cash  (FR B3.7 and FR C.7.2)

       
	
	
	
	(

	C14 Maintenance of security over assets (FR B4.1)


	
	
	
	(

	C15 Business continuity planning  (FR B.4.2)


	
	
	
	(

	C16 Back up arrangements for I.T. based systems (FR B.4.2)


	
	
	
	(

	C17 Maintenance of inventories of stocks and assets (FR B4.3)


	
	
	
	(

	C18 Implementation, monitoring, and reporting of treasury management arrangements (FR B5.4 and FR B5.5)
	
	
	
	(

	C19 Investigation, recording, and reporting of financial irregularities (FR B.6)

	
	
	(
	

	C20 Preparation and issue of procedures for the collection and recording of Company income (FR C2.1, C2.2 and C2.4)
	
	
	
	(

	C21 Ensuring funding is applied in line with funding conditions (FR C2.3)

	
	
	(
	(

	C22 Provision of payroll information detailed in Financial Regulation C3.2 (FR C.3.2)
	
	
	
	(

	C23 Arrangement of systems for the processing and payment of staff salaries and salary deductions (FR C3.3)
	
	
	
	(

	C24 Issue of instructions for the claiming of travel and subsistence claims (FR C4.1)

	
	
	
	(

	C25 Provision of statutory payroll information (FR C4.3)


	
	
	
	(

	C26 Preparation and issue of tender documentation (FR C5)


	
	
	(
	(

	C27 Receipt and safe storage of tender returns (FR C5)

	
	
	(
	(

	C28 Opening and recording of tender returns (FR C5)


	
	
	(
	(

	C29 Evaluation and checking of tender returns (FR C5)


	
	
	(
	(

	C31 Ordering, custody and control of Company chequebooks (FR C6.4) 

	
	
	
	(

	C32 Issue of VAT procedures and control of VAT (FR C8)


	
	
	
	(


IMPROVEMENT SERVICE 

APPENDIX 1 –SCHEME OF DELEGATION TO OFFICERS

PROCUREMENT AUTHORISATIONS

	PROCUREMENT

BUSINESS PLAN APPROVED

Ensuring that Budgetary Resources are in place prior to the incurring of expenditure. (Procurement checklist signatory)

Signing of Contract Documents

Order works, goods or services


	Up to £50,000

Programme Director / Head of Service

Programme Director/ Head of Service

Programme Director/ Head of Service 

(BM backup)
	£50,000 to £115,000

Programme Director/ Head of Service

Programme Director/ Head of Service

Programme Director/ Head of Service

(BM backup)
	Greater than £115,000

Programme Director/ Head of Service

Chief Executive/Board Director

Programme Director/ Head of Service

(BM backup)

	PROJECTS – SMALL SCALE, NOT PART OF APPROVED BUSINESS PLAN
	CHIEF EXECUTIVE APPROVAL OF BUDGET AVAILABILITY

	PROJECTS – ADDITIONAL FUNDING
	BOARD/SPONSOR APPROVAL OF BUDGET AVAILABILITY


Note

BM – Business Manager

