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2.6

2.7

2.8

2.9

Where a significant function is not generally or particularly delegated to an employee or body, and a manager is
unclear about who has authority, the matter must be referred to the Director Governance and Assurance in the
first instance. The Vice-Chancellor must refer the matter to the Council where any matter is outside the scope of
the Vice-Chancellor’'s delegated authority, or where it is appropriate.

Delegation holders are responsible for ensuring expenditure of university funds is only exercised where the
expenditure is within approved budget allocations, unless explicitly stated otherwise in this Policy or associated
schedules.

The detailed regulations or rules under which specific authorities may be exercised are contained in the
associated schedules to this Policy. In addition, delegation holders must adhere to relevant policies and
procedures of the University.

Delegation holders are always subject to the direction and authority of the Vice-Chancellor, including any
emergency statute or direction.

2.10 Any delegation made to a Committee shall be deemed to be a delegation to the persons from time to time

constituting the Committee.

2.11 Even after the Vice-Chancellor has delegated any functions or powers, the Vice-Chancellor may still perform the

3.0
3.1
3.2

3.3

3.4

4.0
4.1

4.2

4.3

5.0
51

function or exercise the powers. Where the Vice-Chancellor performs a function or exercises a power that is also
provided through delegation to staff or to a Committee, the Vice-Chancellor’s actions will take precedence over
any actions of the delegate.

Accountability and Compliance

Full compliance with this policy and associated schedules is required by all employees.

Delegates are accountable for the decisions they make while exercising their delegated authorities and will be liable
to account for how that responsibility or duty is carried out.

Compliance with this policy and with the extent of authority provided to employees will be monitored. Failure by a
staff-member to fully comply with this policy may amount to misconduct or serious misconduct by the staff member,
which may result in removal of delegated authority or disciplinary action.

Recommendations for removal of delegated authority due to non-compliance may be approved by the SLT member
or the Vice-Chancellor on the recommendation of the Director Governance and Assurance.

Assigning and changing authority band

Managers in positions with an authority band A or B may assign an authority band to a new position as part of the
position establishment process, for positions within their line of accountability and responsibility.

Assignment of an authority band means assignment of all authorities prescribed therein, whether exercised in
practice or not (i.e., delegation for a university credit card, does not obligate the Manager or position holder to apply
for and use a credit card). Partial assignment of bands is not permitted.

Managers with an authority band A or B may change the assigned authority level of a position within their line of
accountability and responsibility.

Internal management, advisory, governance boards and committees

The scope of authority of management, advisory boards, project and programme governance boards and other
internal committees, sub-committees or steering groups will be detailed within a Terms of Reference, to be
approved by the appropriate Senior Leadership Team member, the Senior Leadership Team, or the Vice-
Chancellor as appropriate.
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6.0
6.1

6.2

6.3

Acting positions and temporary delegations

A staff member who has been formally appointed to act in a position can exercise any delegation attached to that
position unless the appointment to act specifies otherwise.

Where a staff member is fulfilling both an acting role and their substantive role at the same time, the effect is not
cumulative. The effective level of delegated authority shall be exercised within the limitations of the role to which
the decision or function is being applied.
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2.5

2.6

2.7

2.8

2.9

3.0

3.1

3.2

4.0

4.1

4.2

The limits specified in the financial authorities are GST exclusive. These delegations of authority apply to
commitments to purchase goods and services and to pay invoices for goods services, or to raise credit notes
against invoices.

Where a one-off item is over $20,000, three quotes are required before purchase, unless subject to a preferred
supplier agreement of other agreement — see Progressive Procurement Policy and Procedures.

Procurement and Contracts Governance Board (PCGB) approval is required (before purchase) where
goods/services item is over $100,000. See Progressive Procurement Policy and Procedures.

No financial activity of any kind (planning, construction, or procurement) is to commence against a project or work
without an approved Financial Authority (refer Capital Planning Framework and Procedures). Commitments must
be exercised in accordance with the approved RFA, and any other terms and conditions of approval.

Before committing to any expenditure beyond the current financial year or approved annual budget, the staff
member must confirm with Chief Financial Officer to ensure that adequate provision will continue to be made in
future budgets to meet that commitment.

Allocation of accounts
SLT members have accountability and authority for budget management within their overall reporting line and will

confirm the assignment of general ledger accounts to direct reports.

Where a delegate (direct report) has been assigned a budget centre(s), and has authority band A or B, the
delegate will confirm the provision of the assignment of the budget centre account(s) to roles within their line
management.

Approved Budget

A staff member must only commit University funds:
a) Where there is sufficient budget to cover the purchase (regardless of their financial delegated authority).

b) Up to the financial limits of their assigned Authority Band, or specific delegated authority.
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5.4

6.0

6.1

6.2

7.0

7.1
7.2

7.3

8.0

8.1

8.2

9.0

9.1

9.2

10.0

10.1

Capital Projects are included in the University’s TYCP and include major items of equipment, library collection,
infrastructure, major and minor capital works. Financial delegations for payments relating to Capital Projects are
specified in Table 1 and Table 1.21.

Business Case

A business case must be prepared for any capital funding request exceeding $250,000 in capital cost; any
operating budget baseline adjustment exceeding $150,000 in operating cost in any one financial year; or any
business-related venture with a risk assessment of high or greater assessed in accordance with the Massey
University Risk Profile Assessment. Refer to Business Case Policy

Once SLT have approved the case in principle (as there may be further business case phases), RFA
documentation can be prepared for approval. Once approved, financial commitments in relation to the project
may commence (refer 2.8).

Credit Cards

The purchasing conditions specified apply to all purchases made with a University Credit Card.

At all times the credit card holder must comply with the Credit Card Policy and the Sensitive Expenditure and
Gifts Policy.

Where an assigned authority level includes a Credit Card, this does not obligate the position holder to apply for a
credit card, or for the Manager to approve the use of a credit card. The Credit Card application process must be
followed where a credit card is required, and where the Authority Band associated to the position allows.

Splitting invoices

Purchase transaction amounts must not be split into smaller amounts, across time periods, nor across
approvers/credit card holders in an attempt to suit the financial delegated authority of a staff member.

Any attempt to split a purchase transaction amount will be considered a breach of this Policy and may result in
removal of financial authority or disciplinary action.

Banking relationships

Banking relationships, including the approval of account signatories, and borrowing facilities, are established by
DVC University Services and are subject to approval by the Vice-Chancellor or Council, in accordance with the
Treasury Framework.

Once approved, authority to operate will be delegated to the DVC University Services and Chief Financial Officer.
Refer to Treasury Policy and Treasury Framework.

Borrowing

All borroETQEDI000008871 0 595.3ces
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11.0 Investment of Funds/Lending

11.1 Authority to invest/lend within constraints of Treasury Policy will be delegated to the DVC University Services


http://www.massey.ac.nz/massey/staffroom/policy-guide/finance/finance_home.cfm#Treasury Policy
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PART TWO: HUMAN RESOURCES DELEGATION SCHEDULE

The Vice-Chancellor is the employer of all staff at Massey University and, under Section 197 (7) of the Education Act
1989, has delegated authority to all managers of staff in the University the general responsibility for managing day-to-
day staffing matters, within the parameters and limitations set out in the Delegations of Authority Policy and associated

Schedules.

1.0 Application and scope of HR Authority

1.1  All positions which have formal line management responsibilities for fixed term and/or permanent staff will be
assigned an Authority Band. Positions with an assigned Authority Band who do not have fixed term and/or
permanent staff reporting to them, will only exercise HR delegations if positions reporting to them are be approved
and established.

1.2  Where an HR authority is held by a staff member, this authority is only to be exercised in relation to staff that are
within their direct line management responsibility, except where permitted in clause 4.11 and clause 4.20.

2.0 Eligibility and adherence to University Policy and Guidelines

2.1  Any authority described in the HR Schedule must be exercised and provided at all times in accordance with
specified eligibility requirements and applicable University Policies and Guidelines. Where eligibility is uncertain,
confirmation must be confirmed by an HR Advisor or the Employment Relations Manager.

3.0 In addition to the HR related authorities provided below in section 4, the University Council and
Vice-Chancellor retain some specific authorities, as follows:

3.1 Council:
¢  Appointment of Honorary Academic positions “Professor Emeritus” (On recommendation of Vice-Chancellor

to the Honorary Awards Committee.)

e  Appointment to Vice-Chancellor position
e Approval of salary increases for the Vice-Chancellor

3.2 Vice-Chancellor:

Appointment to Senior Leadership Team positions, including acting appointments to these positions
Approval of salary increases for SLT members

Approval of Settlement of Collective Employment Agreements

Appoint Massey Ambassador/Industry Expert
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4.0 The Vice-Chancellor provides the following delegated authorities to specific authority bands:

HUMAN RESOURCE AUTHORITY AUTHORITY BAND
Ref | Positions and appointments A | B | C | D | E | Conditions
a1 Establish new positions above approved
' establishment FTE
4.2 Establish all Associate Professor and Professor
' positions
43 Appoint to Associate Professor and Professor
) positions
Appoint to Honorary Academic, Adjunct and Strategic Individual (Non-
4.4  Distinguished Visitors, Friends, Visiting Scholars, or Employment) Relationships Policy

Researcher positions

applies.
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PART THREE: CONTRACT SIGNING DELEGATION SCHEDULE

Under the provisions of the Education Act 1989, only the Vice-Chancellor or his/her delegated nominee may sign
contracts, which commit the University.

The term “contract” in this context means any agreement, which commits the University in financial or legal terms, and
includes contracts relating to

e Construction, buildings, and leases relating to property and land
e Equipment, consumables, services, non-research consulting, and commercial contracts
e Research, academic or research related consultancy, and commercialisation of IP

e Teaching
e International
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1.0 Construction, buildings
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2.0 Equipment, consumables, services, non-research consulting, and commercial contracts
(including IT licence agreements)

2.1 Within approved budget up to $50,000 (total value, whole of term), New Zealand jurisdiction only, 1 year or less in
duration:

211

2.1.2

Where the contract is not a standard Massey template, or terms are required to be varied, pre-signature
review and assessment in accordance with the Contract Criticality Assessment Guidelines must be
undertaken by the applicable responsible area, as specified in the Contract Management Policy, or by an
approved external legal services provider.

Where the assessed risk level is not high (as per the Contract Criticality Assessment), standard contracts
within this category may be signed by any one of the following, relating to their areas of responsibility and
oversight
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e DVC University Services
e Vice-Chancellor

2.3 Within approved budget up to a maximum of $2M whole of contract cost, and less than 5 years in duration:

2.3.1 Pre-signature review and assessment in accordance with the Contract Criticality Assessment Guidelines
must be undertaken by the applicable responsible area, as specified in the Contract Management Policy,
or by an approved external legal services provider.

2.3.2 Where the assessed risk level is not high (as per the Contract Criticality Assessment), contracts within this
category may be signed by any one of the following:

e DVC Students and Global Engagement

e Provost

e DVC University Services

¢ Individual employees with specific delegations to sign such contracts as authorised in writing by
the Vice-Chancellor.

2.3.3 Where the assessed risk is high (as per the Contract Criticality Assessment), the contract must only be
executed by the Vice-Chancellor.

3.0





http://www.massey.ac.nz/massey/staffroom/policy-guide/contract-management/contract-management_home.cfm
http://www.massey.ac.nz/massey/fms/PolicyGuide/Documents/Academic/Subcontracting%20of%20Teaching%20Activity%20Policy.pdf?FE8E87BEB40F7DD1428D386C76137E78
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10.1 The National Facilities Director is authorised to fulfil any required regional and territorial applications and processes,
and resource consenting as may be required for the management of university estates and associated
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PART FOUR: OTHER DELEGATIONS SCHEDULE

1.0
11

2.0

2.1

2.2

2.3

2.4

Management of Student Misconduct

Authority to investigate and resolve complaints is delegated in accordance with the policy and procedures
outlined in the Student Disciplinary Requlations, Student Academic Integrity Policy, and Procedure for Managing
Breaches of Academic Inteqrity.

Student Fees

Fee reductions or subsidies applied to international cohorts are authorised by the Vice-Chancellor or DVC
Students and Global Engagement.

The Provost or DVC Students and Global Engagement will authorise the discounting of fees for domestic
students.

The Head of Student Registry is authorised to approve fee waivers or refunds up to a maximum value of $10,000
per item per debtor, subject to conditions and criteria set out in relevant policies and procedures, and subject to
any requirements of an exchange partner.

The DVC Students and Global Engagement or the Provost can authorise fee waivers, refunds and determination
of fee appeals by Domestic or International students up to a maximum of $50,000 per item. Any commission
paid to a Recruitment Agent, in good faith by the University, in relation to a student, will be deducted from the
amount of any refund payable to a student withdrawing prior to completion of the first year of study.

3.0 Engagement of Solicitors

3.1


http://www.massey.ac.nz/massey/about-massey/calendar/studying-at-massey-university/student-disciplinary-regulations.cfm
http://www.massey.ac.nz/massey/fms/PolicyGuide/Documents/Academic/Student%20Academic%20Integrity%20Policy.pdf
http://www.massey.ac.nz/massey/fms/PolicyGuide/Documents/Academic/Procedure%20for%20Managing%20Breaches%20of%20Academic%20Integrity.pdf
http://www.massey.ac.nz/massey/fms/PolicyGuide/Documents/Academic/Procedure%20for%20Managing%20Breaches%20of%20Academic%20Integrity.pdf

~

TMR s m w m v ———

Massey University Policy Guide
Delegations of Authority Policy ~ Page 23

6.1

7.0
7.1

8.0

The Chief Information Officer will approve disposal of University Records in accordance with the General
Disposal Authority (GDA) approved by Archives New Zealand.

Information requests

The Director Governance and Assurance is authorised to respond on behalf of the University to requests for
information made under the Privacy Act 1993 and the Official Information Act 1982, and to respond to requests
made by the Office of the Privacy Commissioner or the Ombudsman relating to complaints and investigations.
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PART FIVE: ACADEMIC MANAGEMENT SCHEDULE

1.0
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_ Delegated Delegating

28.

29.

Curriculum

Curriculum

(b) receive and investigate Grievances
at all Massey University campuses and
through all modes of delivery of
academic programmes;

(c) make decisions relating to

Grievances;
Approve proposals for the deletion of Academic Board Vice- Delega}tlons Qf
courses Chancellor Authority Policy

Recommend to the Vice-Chancellor
proposals for the deletion of
specialisations and qualifications
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SUMMARY OF AUTHORITIES BY AUTHORITY BAND

FINANCIAL AUTHORITY HR AUTHORITY

CONTRACT COMMITMENTS
AUTHORITY

Must comply with Contract Management EXAMPLES
Policy.

BAND See Financial Authority Schedule for | Refer to HR Schedule for full detail. (Each Band inherits all authorities of the levels below

detail. see Note 1)
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