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Introduction: 
The purpose of this policy is to clarify the role and responsibilities of the General 
Manager and to contribute to high standards of governance within the Association. 
 
It is recognised that UCSA is committed to: 

• Safe guarding the UCSA’s assets.  
• Being accountable to our stakeholders.  

Consequently constraints are required in relation to the levels of expenditure and  
commitments taking place within the organisation. 
 
Policy Statement: 
The Association must operate in an efficient and effective manner and to do this 
responsibly, achieving the direction and objectives of the Association, must be  
delegated to the General Manager and Management. 
 
 
Procedures:  
 
Overview  
The General Manager shall be delegated responsibility for achieving the direction 
and objectives of the Association through leadership and management of its activities 
and affairs. The General Manager shall be expected to accomplish this through 
adequately discharging responsibilities to appropriate members of Management and 
staff within the Association.  The levels of delegated authority are contained in the 
Delegated Authority Appendix attached.  
 
 
Planning  
The General Manager shall be responsible, on an annual basis, for the preparation 
and submission to the Advisory Boards for endorsement prior to approval by the 
Executive Committee on an annual basis: 
a) the annual operational plan; 
b)  operating budgets, including forecasts of financial performance and financial 

position; and  
c)  capital expenditure plans.  
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Plans and budgets shall reflect the goals endorsed by the Advisory Boards and 
approved by the Executive Committee and should be prepared in a prudent and 
fiscally sound manner.  
 
 
Finances  
The General Manager shall be responsible for:  
a)  ensuring that a long-term strategic financial view is maintained in managing 

the resources of the Association;  
b)  implementing controls, systems, and processes to manage and protect the 

resources of the business and meet the reporting needs of the Association;  
c)  ensuring that appropriately detailed records of financial matters and decision 

are kept;  
d)  managing and monitored income expertly and in a timely manner;  
e)  effectively and efficiently allocating expenditure within budget and according 

to the priorities of the Association; and  
f)  setting aside funds as investments to meet future objectives and 

commitments in line with the strategic plan and investment and surplus 
polices.  

 
 
Assets and Facilities  
The General Manager shall be responsible for  
a)  ensuring internal maintenance of the buildings as required;  
b)  liaising closely with the University to ensure external maintenance of the 

buildings is carried out as required;  
c)  ensuring compliance with health and safety requirements;  
d)  ensuring the security of properties, buildings, and assets; and  
e)  ensuring a full and detailed fixed asset register is kept.  
 
The General Manager shall prepare and update each year a 5 year capital plan 
which will include asset management and replacement plan for endorsement the 
Management Board and approval by the Executive Committee.  
 
 
Human Resources  
The General Manager shall be responsible for the recruitment and disciplining of all 
staff, other than Executive Committee members. The recruitment and disciplining of 
Executive Committee members shall be the responsibility of the Executive 
Committee.  
 
The General Manager shall be responsible for ensuring the Association is an equal  
opportunity employer, and shall offer any position to the most suitable candidate.   
The General Manager shall be responsible for issues of staff unity and cohesion, and 
be mindful of these in working towards the objectives of the Association.  
 
The General Manager shall ensure that the Association does not employ a member 
of the Executive Committee or Advisory Boards in any position other than as a 
member of the Executive Committee or Advisory Boards either during or for a period 
of six months after being a member of the Executive Committee or Advisory Boards. 
Any exception to this will need to be approved by the Executive Committee.  
 
 
The General Manager shall be employed by and report to the General Manager  
Employment Committee.  
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Legislation  
The General Manager shall be responsible for  
a)  ensuring the Association abides by all of the current laws and regulations that 

affect the Association; and  
b)  ensuring the Association fulfils all reporting requirements under current laws 

and regulations, including the filing of annual financial statements and 
amendments to the Constitution under the Incorporated Societies Act.  

 
The General Manager must bring any breach to any law or regulation to the 
immediate attention of the Advisory Boards and the Executive Committee.  
 
 
Communications  
The General Manager shall be responsible for the branding and marketing of the  
Association, subject to gaining input from the Advisory Boards and Executive 
Committee.  
 
The General Manager shall ensure the Executive Committee is aware of and up to 
date with decisions and changes within the Association by supplying copies to a 
representative of the Executive Committee (normally the President) general internal 
staff memos and other similar communication within the Association.  
 
The General Manager shall ensure that a representative of the Executive Committee  
(normally the President) is aware and supplied with a copy of any communication  
regarding the Advisory Boards or Executive Committee prior to such communication 
being sent.  
 
The Executive Committee shall have right of reply to comments and criticisms made 
in publications of the Association regarding the Executive Committee, Advisory 
Boards, or other activities and affairs of the Association (normally through the 
President).  
 
 
Investments  
The General Manager shall be responsible for, in accordance with the Investments 
Policy: 
a)  obtaining appropriate professional investment advice regarding investing the 
 resources of the Association;  
b)  investing the resources of the Association;  
c)  maximising interest income from the resources of the Association;   
 
 
Commercial Activities  
The General Manager shall be responsible for achieving commercial objectives and  
targets of the Association, and shall have responsibility for the product range and 
price of all good within the Association, subject to:  
a)  consulting the Executive Committee and the Commercial Advisory Board 

regarding significant or material changes in the provision of services 
(including tenants, food outlets, and support services) prior to decisions being 
made; and  

b)  consulting the Executive Committee and the Commercial Advisory Board if 
necessary, regarding any good or service offered that may be perceived as 
offensive.  
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Service Activities  
The General Manager shall be responsible for:  
a)  ensuring, in consultation with the Executive Committee and the Service 

Advisory Board; members of staff, where deemed appropriate, are appointed 
to University and other committees, in consultation with the Executive 
Committee;  

b)  ensuring in consultation with the Executive Committee and the Service 
Advisory Board the Association prepares submissions to government and 
other organisations on relevant education and other related topics.;  

c)  In consultation with the Executive Committee and the Service Advisory Board  
conducting or assisting with the conducting of student surveys on education 
and other relevant related topics where necessary,  

d) reviewing and recommending to the Executive Committee and the Service 
Advisory Board the affiliation of clubs;  

d)  reviewing and recommending to the Executive Committee and the Service 
Advisory Board the awarding of grants to clubs or any other body  

 
 
Governance  
The General Manager shall be responsible for providing adequate staff assistance,  
support, and facilities for the Advisory Boards and Executive Committee where 
necessary.  
 
The General Manager shall also be responsible for communicating decisions of the  
governing bodies of the Association to staff, including these policies and other related  
documents. 
 
 
Reporting  
The General Manager will report to the Executive Committee and Advisory Boards. 
Reports should include: 
a)  progress made towards financial and other objectives; 
b)  significant variances and any material financial or other events; and 
c)  any other report or any additions to reports deemed appropriate by the 

Management Board.  
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AUTHORISATION FOR DELEGATION OF AUTHORITY 
 
 
AUTHORISATION FORM FOR DELEGATION OF AUTHORITY 
 
Purpose:  
 
The UCSA must operate in an efficient and effective manner.  To do this responsibly, 
and to ensure UCSA continue to achieve their strategies and business plans, 
authority must be delegated to the General Manager.  The General Manager shall be 
expected to accomplish this through adequately discharging responsibilities to 
appropriate members of management and staff within the UCSA.  
 
Delegation of Authority is normally permanent; however it can also be restricted in 
time and level of authority.  Delegated Authority may also be approved for an 
ongoing designated alternative who can undertake the authority of the person should 
they be absent or unavailable.  
 
Temporary Delegation of Authority can be approved when a staff member is absent, 
unavailable or unable to perform their designated duties.  
 
This Delegated Authority gives the nominated staff member the right to approve 
invoices for expenditure (i.e. certifying payments) and perform duties and provide 
services within the designated authority set out in the Delegation of Authority 
Appendix.  It also allows an employee at times to act as proxy for the person who the 
Delegation of Authority has been assigned to.  
 
NOTE: ultimate responsibility remains with the person who has the authority 
under this policy.  The person who has received the delegated authority does 
not have the authority to further sub-delegate.  
 
 
Full Delegated Authority or Restricted Delegated Authority  

• Full Delegated Authority means that the staff member is given the same 
responsibility as the person the Delegation of Authority has been granted to: 
expenditure must be within budget (including available carry forwards) and 
limited to the authority of that position.  

 
• Restricted Delegated Authority allows the staff member restricted authority by 

placing a dollar value or time limit on the Delegated Authority.  
 

 
 
 
 
 
 
 
 
 
 
 



POSITION CAPITAL EXPENDITURE DISPOSAL OF CAPITAL 
ITEMS

OPERATIONAL 
EXPENDITURE  (single 
purhcase within 
budget)

CONSUMABLES: 
APPROVAL OR ORDER 
SINGLE INVOICE

STOCK WRITE-OFF / 
WASTAGE (DAILY 
RETAIL VALUE)

CASH UNDERS / 
OVERS / REFUNDS PRODUCT PRICES SUPPLY CONTRACT PAYROLL

Up to the value of: Up to the value of: Up to the value of: Up to the value of: Up to the value of: Up to the value of: Up to the value of: Up to the value of: Up to the value of:

General Manager

Any amount with-in 
approved budget / 

project

Up to $20,000 for 
single item. Any 

amount above this 
must be approved 
by the Executive

Any amount with-
in approved 

budget and up to 
$25,000 outside 

budget

Any amount with-in 
approved budget 
from Approved 

Supplier

Any amount 
greater than $500 

must be 
recommended by 
Support Manager

Any amount 
greater than $250 
must be reviewed 

and 
recommended by 

the Support 
Manager

Top 10 selling  
products

Negotiation and 
agreement
<36 months and/or < 
$100k P.A benefit. 
Above this goes to the 
Executive

 Two of President, 
Vice President 
Executive Finance 
Officer, Support 
Manager, Manager,  
GM

Support Manager $5,000 $5,000 $5,000 $5,000 Nil Nil Nil Supports GM See Above

Payroll & HR Advisor Nil Nil Nil Nil Nil Nil Nil Nil Nil

Finance & Administration Supervisor Nil Nil $500 $500 Nil Nil Nil Nil Nil

Accounts Payable Administrator Nil Nil Nil Nil Nil Nil Nil Nil Nil

Cash & Banking Administrator Nil Nil Nil Nil Nil Nil Nil Nil Nil

ELC Head Teachers Nil Nil $500 $500 Nil Nil Nil Nil Nil

ELC Head Teachers Nil Nil $500 $500 Nil Nil Nil Nil Nil

ELC Administrators Nil Nil Nil Nil Nil Nil Nil Nil Nil

Contracts & Resources Manager $3,500 $3,500 $3,500 $3,500 Nil Nil Nil Supports GM Nil

Resource Technician Nil Nil $500 $500 Nil Nil Nil Nil Nil

Maintenance Nil Nil $500 $500 Nil Nil Nil Nil Nil

Receptionist Nil Nil $500 $500 Nil Nil Nil Nil Nil

Commercial Manager Nil Nil $5,000 $7,500 <$500 $250 All Except Top 10 Supports GM Nil

Commercial Operations Manager Nil Nil $3,500 $5,000 <400 $150 Nil Supports GM Nil

Commercial Administration & Functions Nil Nil $2,500 $2,500 Nil Nil Nil Nil Nil

Security Manager Nil Nil $500 $500 Nil Nil Nil Nil Nil

Retail & Cafes Supervisors Nil Nil $250 $500 >2% <251 Nil Nil Nil Nil

Bar Lead Duty Supervisor Nil Nil $2,500 $2,500 >2% <251 Nil Nil Nil Nil

Services Manager Nil Nil $5,000 $5,000 Nil Nil Nil Supports GM Nil

Clubs Development Manager Nil Nil $3,500 $3,500 Nil Nil Nil Nil Nil

Sport Development Manager Nil Nil $3,500 $3,500 Nil Nil Nil Nil Nil

Education Support Co-ordinators Nil Nil $500 $500 Nil Nil Nil Nil Nil

Student Egagement Manager Nil Nil $2,500 $2,500 Nil Nil Nil Nil Nil

Welfare & Advocacy Nil Nil $500 $500 Nil Nil Nil Nil Nil

Communicaltion Manager Nil Nil $5,000 $5,000 Nil Nil Nil Nil Nil

Communications Coordinating Editor Nil Nil Nil $500 Nil Nil Nil Nil Nil

Advertising & Sales Nil Nil Nil Nil Nil Nil Nil Nil Nil

Graphic Designer Nil Nil Nil Nil Nil Nil Nil Nil Nil

Webmaster Nil Nil Nil Nil Nil Nil Nil Nil Nil


