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                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                This policy sets out the levels of operational authority for committee and staff at Keniston. 

These authorities must be reviewed annually by the Management Committee.

	Area
	Authority

	Authorised signatories for payments and other financial transactions.
	

	1 Approval and amendment  of authorised signatories for bank account mandates
	Management Committee

	2 Payments to third parties, except bank charges.
	Only from the Association’s NatWest current account.

	3 Authorised signatories for payments other than electronic payments
	All members of the Management Team. 
From the Management Committee: Robert Goddard, and Bruce Shelmerdine. (NB requires resolution to change signatories.)


	4 Cheques, payments and other transactions from bank accounts 
	Two authorised signatures from authorised list. 

	5 Cheques, payments and other transactions from bank accounts of £10,000 or over
	Two authorised signatories including the Chief Executive.  In the absence of the Chief Executive, the Finance Manager may sign instead of the Chief Executive; in this situation the Finance Manager must inform the Chief Executive when this happens for him/her to retrospectively check the payments.

	6 Cheques, payments and other transactions from bank accounts over £150,000
	Two authorised signatures, one of which must be a member of the Management Committee.

	7 Electronic “Bankline”  payments 
	Two members of the Management Team must authorise the release of payments. 

One member of the Management Team can authorise the setting up of a new payee. 

	8 Movements of money under £250,000 between investment and bank accounts.
	Any two authorised signatories.

	9 Movements of money of £250,000 or more between investment and bank accounts other than “rolling over” investments
	Two authorised signatures, one of which must be a member of the Management Committee but not being the Treasurer. Must be reported to the Treasurer within one  working day. The Finance Manager is to report such events to the next Management Committee meeting.

	10 Movements of money or payments of £500,000 or more between investment and bank accounts other than “rolling over” investments
	Authorised in advance by Treasurer or Chair. Two authorised signatures, one of which must be a member of the Management Committee. To be reported at the next Management Committee meeting.

	11 “Rolling over” investments or movement of money between accounts held with the same bank or institution
	Any one of the Finance Manager, or the Finance Officer (IT), the Payroll and Construction Tax Officer,  Finance Officer (rents) after approval by the Finance Manager.

	Other financial matters
	

	12 New bank accounts or investment institutions
	By mandate of the Management Committee and according to any regulatory criteria

	13 Enquiries about the account
	The Finance Manager, Finance Officer (rents), Finance Officer (IT), the Payroll and Construction Tax Officer or the Chief Executive. 

	14 Cashing cheques
	Office Manager and one other member of staff outside the Finance Team as agreed by the Chief Executive.

	15 Authorising the issue of credit cards and specifying credit limits
	Finance Manager

	16 Limits of investments
	No more than £500,000 in any one institution

	17 Authorising investments
	Finance Manager

	18 Loans up to £50,000
	The Chief Executive, providing security not required.

	19 Loans over £50,000 or where security required
	With the approval of the Management Committee.

	20 Proposing budgets
	Finance Manager, after consultation with the members of the Management Team.

	21 Approving budgets
	The Management Committee

	22 Expenditure tolerance against budgets within cost centres 
	The budget holder may allow flexibility of spend within a cost centre providing the total budget for the cost centre is not exceeded. 

	23 Expenditure tolerance against budgets between cost centres
	Chief Executive

	24 Maintenance works expenditure tolerance
	The Repairs Service Manager may permit tolerance between works costs in responsive repairs, cyclical repairs, stock reinvestment and major repairs, providing the total budget for these items is not exceeded.

	Authorisation of documents and invoices for payment (except for repairs and maintenance)
	

	25  Homes and Communities Agency schemework, grant claims, returns
	Any one of the Management Team unless otherwise specified by the Homes and Communities Agency 

	26 Completion and checking of payment vouchers
	Any member of staff may complete or check a payment voucher but the same member of staff may not do both on a single voucher.

	27 Payments in advance over £250
	Authorised in advance by the Chief Executive, or in his/her absence by the Finance Manager.

	28 Authorisation of payment vouchers up to £1,000.
	The budget holder for the relevant cost centre; 
Housing Officers may authorise payment vouchers for service charge expenditure for amounts within budget; 
Rent Income Officer may authorise legal costs associated with possession cases.

	29 Authorisation of maintenance department payment vouchers up to £2,000
	The Assistant Repairs Service Manager 

	30 
	

	31 Authorisation of payment vouchers up to £10,000.
	Housing Services Manager, Repairs Service Manager, Finance Manager 

	32 Authorisation of payment vouchers over £10,000.
	Chief Executive.

	33 Placing orders up to £1,000, where the cost is within budget. 
	Any member of staff with budget holding responsibility may place an order, or may authorise another member of staff to do so.

	34 Placing repair orders up to £2,000 where the cost is within budget and without obtaining two alternative prices
	Assistant Repairs Service Manager

	35 Orders over £1,000 and up to £3,000 where repeated orders are unlikely
	Two alternative prices should be sought. A member of the Management Team must approve the order before it is placed. 

	36 Orders for goods or services over £3,000 where repeated orders are unlikely
	Three alternative prices should be sought. A member of the Management Team must approve the order.

	37 Orders for goods or services where repeated orders are likely
	A member of the Management Team may authorise a member of staff to agree an account or ordering facility where repeated orders are likely and where price, service or quality advantage are an over-riding factor. This authority is subject to a limit of £5,000 per item.

	38 Orders for goods with specialist supplier
	Where a single supplier is the only realistic provider for a service or product, the Management Team, acting together, has authority to approve orders of expenditure to such a supplier.

	39 Expenditure outside the overall cost centre budget over £25,000
	Chief Executive, with prior Management Committee approval 

	40 Levels of petty cash
	Finance Manager

	41 Designation of reserves
	Finance Manager, in accordance with finance policies and procedures.

	42 Unwinding reserves, or approval for use other than for the designated purpose
	Management Committee.

	43 Writing off debit or credit balances up to and including £500 from the sales or rent ledgers
	Chief Executive; write offs should be reported to the Management Committee quarterly

	44 Writing off debit or credit balances over £500
	Management Committee

	Authority to place repair orders and other matters to do with maintenance
	

	45 All orders
	Contractors must be on Keniston’s “Approved List”; alternatively contractors currently registered with Construction Line, Safebuild or Exor may be used subject to checking that insurances and references are current.

	46 Works up to £1,000
	Repair Service Co-ordinator or Repair Service Administrator.

	47 Works over £1000 and up to £2,000
	One estimate and authorisation of Repair Service Manager. 

	48 Void works up to £3,000
	Assistant Repairs Service Manager

	49 Works over £2,000 and up to £5,000
	Two estimates and authorisation of Repair Service Manager.

	50 Works over £5,000 and up to £10,000
	At least three quotations and authorisation of Repairs Services Manager.

	51 Works over £10,000
	Tenders from at least three contractors should be sought, and subject to the tender opening procedures; to be authorised by the Chief Executive.  Works will be placed through a building contract. 

	52 Extras/additional works – major repairs and stock reinvestment
	Additional expenditure up to 15% of the contract sum or £15,000 (whichever is the smaller) can be approved by the Repairs Service Manager, subject to not exceeding the annual budget for that area of expenditure.

	53 Extras/additional works – other repairs
	The member of staff who made the original order, up to their authorisation limit for that repair.  Otherwise a more senior member of the Repairs Service Team, up to each person’s respective authorisation limit.

	54 Approval of approved lists of contractors and consultants
	Management Team with subsequent approval at the next meeting of the Management Committee.

	55 Engaging maintenance contractors
	Staff in the repairs team, from the approved list; alternatively from ConstructionLine, South East Consortium, Safebuild or Exor, first use with the approval of two members of the Management Team.

	56 Engaging architects, surveyors, and other building professionals 
	Members of the Management Team may appoint or engage consultants from the approved list; alternatively from ConstructionLine, South East Consortium, Safebuild or Exor, first use with the approval of two members of the Management Team.  

	Appointment of consultants and other service providers. (i.e. other than for maintenance)
	

	57 Other consultants and service providers (non repairs and maintenance).
	Consultants or service providers should be selected by at least one reference or recommendation and estimate or quotation, with the decision to appoint being taken by at least two members of the Management Team. 

In an emergency the Chief Executive may appoint a consultant or service provider after consultation with the Chair.

	58 Solicitors
	As for service providers.

Members of the Management Committee may engage solicitors direct after obtaining the agreement of the Chief Executive or the Chair.

	59 External auditors
	External audit Sub Committee recommendation; appointed by the Management Committee.

	60 Internal auditors
	Chief Executive.

	Contracts for commissioning or providing goods or services
	

	61 Contracts over £150,000
	Must be sealed.

	62 Contracts over £50,000
	After the appropriate manager has received satisfactory credit checks on the contractor, and must be signed by the Chief Executive

	63 Contracts over £10,000
	Must be signed by the Chief Executive.

	64 Contracts and placing of orders up to £10,000
	Must be signed by any member of the Management Team who has not been involved in placing the contract.  

	Seals
	

	65 Authorising the affixing of the Association’s seal.
	By resolution of the Management Committee

	66 Signing seals
	Two of the Secretary and any member of the Management Committee.

	67 Seals in advance of resolution by the Management Committee
	The Secretary may arrange for the affixing of a seal and its countersignature by a member of the Management Committee if the document is approved by the Chief Executive and:
a contract which has received all the necessary approvals from a public funding authority and/or is in the budget;
a management agreement;
is a lease or licence which benefits the association with income;
is a “Right to Buy” lease or disposal;
orif delaying the seal would unreasonably delay an action, but only after consultation with the Chair (or in his or her absence the vice Chair).

Such seals must be approved at the next Management Committee meeting.

	Personnel matters
	

	68 Remuneration of all staff
	The Chief Executive, in conjunction with the Management Team, will recommend the levels of pay of staff every two years. The Management Committee will approve the levels of pay of all staff. The Chief Executive may change the levels of pay of staff (other than his/her own and those of the Management Team) in between the annual report if external factors suggest that pay levels are significantly out of alignment with the market, or if recruitment has been unsuccessful.
The Chief Executive recommends to the Management Committee the pay of members of the Management Team, for their approval, usually at the biannual pay market testing exercise. 

	69 Cost of living increases for all staff excluding the Chief Executive
	The Chief Executive, in accordance with the method stated in the Staff Handbook

	70 Chief Executive’s remuneration
	The Management Committee decides and reviews the remuneration of the Chief Executive, including cost of living increases every twoo years as for other staff.

	71 Form of Contract of Employment
	Management Committee

	72 Staff Handbook
	Chief Executive

	73 Benefits for staff
	All new forms of benefit must have the approval of the Management Committee in principle.

	74 Recruitment of the Chief Executive
	The Management Committee; a consultant may be engaged by the Chair to assist.

	75 Recruitment of managers
	Chief Executive

	76 Recruitment of all other staff
	At least one member of the Management Team plus one other person. 

	77 Issuing staff employment contracts
	Chief Executive to sign on behalf of the Association.

	78 Staff disciplinary actions
	Managers, with the prior approval of the Chief Executive.

	79 Serious staff disciplinary actions
	Chief Executive with notification to the Chair.

	80 Termination of employment
	Chief Executive with notification to the Chair.

	Legal proceedings
	

	81 Proceedings for possession
	The Housing Services Manager may proceed with action for possession in any circumstances. 
The Rent Income Officer may proceed with action for possession in rent arrears cases.

All actions for possession to be notified to the next Management Committee meeting.

	82 Eviction
	Management Committee, unless the Housing Services Manager is satisfied that the tenant has left the property.

	83 Money judgements against current or former residents
	Rent Income Officer

	84 Litigation to recover up to £50,000
	Chief Executive.

	85 Litigation to recover over £50,000
	The Management Committee.

	86 
	 This is covered in the rent Arrears procedure

	87 All other matters
	Any member of the Management Team after approval of the Chief Executive.

	Governance
	

	88 Admission and termination of Association members
	Management Committee

	89 Formation, duration and terms of reference of sub committees
	Management Committee

	90 Filling casual vacancies of Management Committee members
	Management Committee

	91 Re-election of members at Annual General Meetings
	Members.

	92 Removal of members from the Management Committee
	Management Committee

	93 Decisions usually taken by the Management Committee and which cannot wait until the next meeting.
	Chair, or in his or her absence, Vice Chair

	94 In the absence of the Chief Executive, operational or policy decisions usually taken by the him/her, that cannot wait until his/her return. 
	Operational matters: two members of the Management Team; other matters, the Chair.

	95 Acting in the absence of staff
	Except where otherwise provided for in job descriptions, a more senior member of staff either directly or indirectly responsible for a person with delegated authorities may act on his or her behalf and with his or her authorities. 

	Land
	

	96 Purchase
	Management Committee to give in principle approval.

	97 Disposal by lease
	Where the lease replaces an existing lease (e.g long leaseholders selling to a third party), the Housing Services Manager. Where an extension to the lease is requested within the terms of a head lease, the Chief Executive.

	98 Disposal by grant, wayleave or right
	Where the value of such is less than £5,000, the Chief Executive.

	99 Disposal by sale .
	Management Committee to give in principle approval.

	100 Licence for third party use and occupation, up to 7 years
	Chief Executive

	101 Disposal by standard form of residential tenancy
	Housing Services Manager or Housing Officers.

	102 Rental/ licence to occupy by Keniston
	If contained in budget, Chief Executive.

	Insurance
	

	103 Placing insurances
	Finance Manager

	104 Declarations for insurance policies
	Finance Manager

	105 Making claims up to £5,000 and settling claims up to £5,000 where the insurance company settles in full.
	Office Manager

	106 Making claims over £5,000.
	Office Manager, checked and approved by a member of the Management Team, usually for the area of operation in which the claim falls.

	107 Agreeing the amount of a payment to a third party after receipt of a settlement from insurers of less than the insurance claim. 
	Complaints and Resolutions meeting.

	108 Settling claims – where the claim is over £100,000.
	Agree protocol with Management Committee.

	Other matters
	

	109 All policies except those stated below.
	Proposed by any member of the Management Team, approved by the Management Committee.

	110 
	

	111 Approval of Decant, Compensation, Reserves, Internet and Email, IT, Control of Hazardous Substances, Personal safety of staff, Confidentiality, Access to information, Safeguarding Vulnerable Adults, Document Retention policies.
	Management Team

	112 Agreeing operational exceptions to any Housing Management, Maintenance or Personnel policies.
	Complaints and Resolutions Meeting. The Chief Executive should determine whether the matter should be reported to the next Management Committee or if it should be reported in the next policy review. , depending on the circumstances.

	113 Signing management agreements
	Chief Executive

	114 Targets
	Proposed by the Chief Executive; approved by the Management Committee

	115 Delegated authorities
	Proposed by the Chief Executive; approved by the Management Committee

	116 Changes in delegated authorities between annual review
	The Management Committee.  

	117 Procedures 
	The Management Team.


These  Delegated Authorities were approved by the Management Committee at a meeting held on  28 January 2010
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