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Policy Title: Delegation Framework, Policy and Procedures  

Date of Adoption:  

Adoption Method:   Council   Executive   Other (please specify) 

CEO Signature:  Date:  

Responsible Officer and Unit: Coordinator Governance 

Nominated Review Period: 

  Annually    

  Other (please specify) Pursuant to Section 98(6) and 
86(6) of the Local Government Act 1989 this policy and its 
incorporated Instruments of Delegation will be reviewed 
within 12 months of a General Election. In accordance with 
the policy the Officer Instruments of Delegation will be 
reviewed bi-annually to address any amended and new 
legislation and as and when required to address 
organisational restructures and changes in position titles. 

Last Review Date: October 2017 

Next Review Date: By 24 October 2021 

Purpose / Objectives: Establish a framework in which Council considers appropriate for Council 
Officers to exercise delegated powers and functions in accordance with various 
legislation. Ensure compliance with the Local Government Act 1989, that 
delegations are exercised with appropriate controls, efficiently and effectively 
and that the Chief Executive Officer has sufficient power and authority to 
generally manage, control and administer the affairs of Council on a day to day 
basis. 

Background / Reasons for Policy: This policy has been developed to provide a clear policy framework that explains 
1. What is delegation and why it is needed 2. The statutory basis of delegations 
3. How Council manages its delegation regime and 4. How Officers must 
exercise their delegation generally and specifically. 

Related Policies: Councillor Code of Conduct, Staff Code of Conduct, Procurement Policy 

Related Legislation: Local Government Act 1989, All relevant State and Commonwealth legislation  
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1. Introduction 

The Macedon Ranges Shire Council believes that it is essential and in the interests of 
effective governance to encourage the delegation of decision making to the lowest 
competent level within the organisation. This will achieve the best use of the abilities of 
elected Councillors and officers, ensure cost effective use of resources, and promote the 
development of efficient and effective management. 
 
Authority and responsibility are inseparable. Those with responsibility for a task or function 
should always have the authority to carry it out effectively. Those with authority should 
always be responsible for its wise and prudent use. Delegations cannot, however, remove 
from the Council and senior management the ultimate accountability for the affairs of 
Council. 
 
Those with delegated authority should willingly accept authority and responsibility for 
decision making in the certain knowledge that their decisions, if made in a full, fair and 
objective manner, will help achieve the strategic outcomes of the organisation as set out in 
both the Local Government Act 1989 (the Act) and the Council Plan. 
 
Part 1A – Local Government Charter of the Act sets out the purpose, objectives, role, 
functions and powers of Council’s. Clause 3C—Objectives of a Council states  

(1) The primary objective of a Council is to endeavour to achieve the best outcomes for the 
local community having regard to the long term and cumulative effects of decisions. 

(2) In seeking to achieve its primary objective, a Council must have regard to the following 
facilitating objectives— 

(a) to promote the social, economic and environmental viability and sustainability of 
the municipal district; 

(b) to ensure that resources are used efficiently and effectively and services are 
provided in accordance with the Best Value Principles to best meet the needs of 
the local community; 

(c) to improve the overall quality of life of people in the local community 

(d) to promote appropriate business and employment opportunities; 

(e) to ensure that services and facilities provided by the Council are accessible and 
equitable; 

(f) to ensure the equitable imposition of rates and charges; 

(g) to ensure transparency and accountability in Council decision making. 
 

The achievement of all these objectives is through the development of a close working 
relationship between Councillors and Officers. Councillors are responsible for the 
development and implementation of policy to lead and guide the good management of the 
Macedon Ranges Shire. Officers, in turn, implement and administer these policies, provide 
advice which contributes substantially to their formulation and provide and manage the 
infrastructure and services on which the community is based.  
 
Delegation focuses and sharpens this relationship and assists in the better achievement of 
the respective functions of elected Councillors and Officers. 
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2. Objectives of this framework 

The objectives of the Delegations Framework Policy and Procedures document are to: 

 Establish a framework that Council considers appropriate for Council Officers to 
exercise delegated powers and functions in accordance with various legislation. 

 Ensure that the Macedon Ranges Shire Council complies with the requirements of the 
Act specifically Section 98 which defines which powers vested with the Council may be 
delegated. 

 Ensure that Council Officers have the required delegated authorities to achieve the 
desired strategic outcomes and outputs as identified in both the Act and the Council 
Plan. 

 Ensure that the delegation regime to the Chief Executive Officer and other Council 
Officers are clearly defined and recorded within Council’s Delegations Register. 

 Ensure that the Chief Executive Officer and Council Officers exercise these delegations 
appropriately and within the terms of their Instruments of Delegation.  

 Facilitate the effective and efficient operation of the Council by providing Officers with 
sufficient power and authority to generally manage, control and administer the affairs of 
the Council on a day-to-day basis. 

 

3. What is a delegation? 

Delegation means the assignment of a duty, power or function to another, together with the 
authority to carry out that duty or complete the action assigned with responsibility for the 
outcome. 
 
In almost all situations the Council itself is a delegate in that its duties, powers and functions 
derive from the Victorian Parliament through empowering legislation (e.g. the Planning and 
Environment Act 1987 and others). As such legislative, judicial and administrative authority 
is granted to the Council for specific purposes. In this environment, the Council has wide 
discretion to arrange its own administration in a way which ensures efficiency, flexibility and 
responsiveness to local needs. In doing so it must, however, comply with the special 
requirements imposed by law in given circumstances. 
 
It is important to understand the following characteristics of delegation: 
 

 It is implicit that a delegation may be revoked by formal decision of Council or delegator, 
and is immediately effective when communicated to the delegate; 

 The delegate is acting in his or her own name on behalf of the Council when exercising 
delegated authority; 

 To be effective and of legal standing, all delegations must be in writing (i.e. this policy, 
authorisations and the Delegations Register); 

 All delegations must operate within the parameters set by Council’s Delegations 
Framework, Policy and Procedure. 
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4. Statutory basis of delegations 
 

4.1 Delegation to Officers  

Macedon Ranges Shire Council’s delegations are derived from Section 98 of the Act which 
states:  

(1) A Council may by instrument of delegation delegate to a member of its staff any 
power, duty or function of a Council under this Act or any other Act other than— 

(a) this power of delegation; and 

(b) the power to declare a rate or charge; and 

(c) the power to borrow money; and 

(d) the power to approve any expenditure not contained in a budget approved by 
the Council; and 

(e) any power, duty or function of the Council under section 223; and 

(f) any prescribed power. 

(2) The Chief Executive Officer may by instrument of delegation delegate to a member of 
the Council staff any power, duty or function of his or her office other than this power 
of delegation unless subsection (3) applies. 

(3) The instrument of delegation to the Chief Executive Officer may empower the Chief 
Executive Officer to delegate a power, duty or function of the Council other than the 
power of delegation to a member of the Council staff. 

(4)  The Council must keep a register of delegations to members of Council staff. 

(5)  A delegation under this section to a member of Council staff may be made to— 

(a) a person named in the delegation; or 

(b) the holder of an office or position specified in the delegation. 

(6)  A Council must review within the period of 12 months after a general election all 
delegations which are in force and have been made by the Council under subsection 
(1). 

4.2 Delegations to Special Committees of Council  

In addition to the power to delegate to a member of its staff, Council pursuant to Section 86 

of the Act may delegate any of its functions, duties and powers to a special committee. 

Section 86 of the Act states 

86  Special committees of the Council 

(1)  In addition to any advisory committees that a Council may establish, a Council may 
establish one or more special committees of the following— 

 (a) Councillors; 

 (b) Council staff; 

 (c) other persons; 

 (d) any combination of persons referred to in paragraphs (a), (b) and (c). 

(2)  A Council may appoint members to a special committee and may at any time remove 
a member from a special committee. 
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(3)  Except as provided in subsection (4), a Council may by instrument of delegation 
delegate any of its functions, duties or powers under this or any other Act to a special 
committee. 

(4)   A Council cannot delegate to a committee the following powers— 

(a) this power of delegation; 

(b) to declare a rate or charge; 

(c) to borrow money; 

(d) to enter into contracts for an amount exceeding an amount previously 
determined by the Council; 

(e) to incur any expenditure exceeding an amount previously determined by the 
Council; 

(f) any prescribed power. 

(5)  A Council may require a special Committee to report to the Council at intervals 
determined by the Council. 

(6)  The Council must review any delegations to a special committee in force under this 
section within the period of 12 months after a general election. 

 
The Macedon Ranges Shire Council has four Section 86 Special Committees  

Name of Special 
Committee 

Date established  Membership Purpose of Special 
Committee / Delegation 

Submitters Committee November 2019 All Councillors To exercise Council’s functions 
and powers, and to perform 
Council’s duties to hear from: 

 People in support of written 
submissions lodged in 
accordance with s 223 of 
the Local Government Act 
1989 (Vic); 

 Persons who have made 
an objection or submission 
to a planning application in 
accordance with the 
Planning and Environment 
Act 1987 (Vic); and 

 Planning permit applicants 
and/or land owners in 
relation to a planning 
permit application 
submitted in accordance 
with the Planning and 
Environment Act 1987 
(Vic). 

 

Bullengarook Recreation 
Reserve 
 

Reconfirmed at 
Ordinary Council 
Meeting 28 May 
2014 

In accordance with 
adopted Instrument of 
Delegation – not more 
than 12 or less than 4 
members. Each 
membership position 
shall be for 12 months 
and Council must be 
notified in writing 

In accordance with adopted 
Instrument of Delegation the 
Committee is delegated the 
power to manage and operate 
the facility  
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within 21 days of any 
appointment   

Clarkefield Recreation 
Reserve 
 

Reconfirmed at 
Ordinary Council 
Meeting 28 May 
2014 

As above  As above 

Stanley Park  
 
 
 
 

Reconfirmed at 
Ordinary Council 
Meeting 28 May 
2014 

As above As above 

 
5. Delegation hierarchy 

The Macedon Ranges Shire Council has a delegation hierarchy to ensure the appropriate 
processes and accountabilities exist for the implementation of its delegations. This hierarchy 
notes that the authority to delegate functions and responsibilities flows directly from the Act 
through to the Council as the ‘body politic’ for the organisation.  
 

Delegations of authority from the Council are in general made; 
 

a) Directly from Council to the Chief Executive Officer who in turn may sub-
delegate these authorities to nominated members of staff as he/she considers 
appropriate for the effective and efficient operation of the organisation and the 
delivery of functions and services to allow the council to fulfil its lawful obligations, or 

 

b) Directly from Council to Officers of Council. Whilst Section 98 of the Local 
Government Act 1989 appears to permit the Chief Executive Officer to sub delegate 
any power, function or duty under this Act or any other any Act—there are other 
specific acts and regulations (i.e. the Planning and Environment Act 1987 and the 
Food Act 1984) that whilst also provided the ability for Councils to delegate do not 
expressly provide the ability to sub delegate. Accordingly the view is taken that in 
these instances the delegation is directly from Council to the nominated officer 
positions 
 

c) Directly from Council to a Section 86 Special Committee of Council 
Council has been progressively dissolving its Section 86 Special Committees which 
have predominantly existed to manage Hall and Recreation Reserves. Three 
recreation reserve Special Committees exist.  
 
Additionally, a Submitters Committee has been established and delegated the 
powers, duties and functions of Council to hear from submitters on matters where 
submissions are sought under Section 223 of the Local Government Act 1989, to 
hear from persons who have made an objection or submission to a planning 
application in accordance with the Planning and Environment 1987 and to hear from 
planning permit applicants and/or land owners in relation to a planning permit 
application submitted in accordance with the Planning and Environment 1987. 

 
Council manages and documents its delegations through the subscription to a ‘Delegation & 
Authorisation Service’ that is updated bi-annually and which documents all ‘powers, duties 
and functions’ conferred on local Councils in all relevant Victorian and Commonwealth 
legislation. 
 
This service also satisfies the legislative requirement for Council to maintain a register of all 
delegations which is to be available for public inspection. Council maintains this register on 
its website www.mrsc.vic.gov.au  

http://www.mrsc.vic.gov.au/
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The Instrument of Delegation templates that document all Council delegations are:  
 

 Instrument of Delegation from Council to the CEO (S5)  
This delegates all of Council's powers, duties and functions which are capable of 
delegation, subject to some exceptions and limitations, to the CEO. 
 

 Instrument of Delegation from Council to members of Council Staff (S6)  
This delegates certain powers directly from Council to Council staff due to the 
legislation referred to containing specific powers of delegation 
 

 Instrument of Sub Delegation from CEO to members of Council Staff (S7)  
This sub-delegates Council powers, duties or functions contained in Acts or 
Regulations which do not include a specific power of delegation. (See Note 1) 
 

 Instrument of Delegation from CEO to members of Council Staff (S13)  
This instrument allows the CEO to delegate his or her powers, duties and functions 
existing under all Victorian legislation. This differs to the S7 Instrument in that it does 
not relate to Council powers, duties and functions, but those vested in the CEO 
personally. 
 

 Instrument of Delegation from CEO to members of Council Staff (S14) 
(VicSmart Applications)  
This provides for the CEO to delegate his or her powers as a responsible authority 
under the Planning and Environment Act 1987 in relation to VicSmart planning 
applications.   
 

 Instrument of Delegation to Special Committees (Recreation Reserves)  
 

 Instrument of Delegation to Special Committees - Submitters Committee (C4)  
This provides for the Submitters Committee to exercise the powers, duties and 
functions of Council to hear from submitters on matters where submissions are 
sought under Section 223 of the Local Government Act 1989, to hear from persons 
who have made an objection or submission to a planning application in accordance 
with the Planning and Environment 1987 and to hear from planning permit applicants 
and/or land owners in relation to a planning permit application submitted in 
accordance with the Planning and Environment 1987. 

 
Note 1—The S7 Instrument of Delegation also contains a miscellaneous section which 
covers powers, duties and functions of Council that are not specifically provided for in 
legislation, but which are part of the general powers of Councils that are delegated to the 
Chief Executive Officer, and which, if it is appropriate the Chief Executive Officer will sub 
delegate. These include human resources issues, finance issues (noting the specific 
procurement/expenditure delegations are incorporated in the Procurement Policy) and 
miscellaneous matters. 
 

6. Limitations of delegations 

Delegation to the Chief Executive Officer is limited in three ways. Firstly, Section 98 of the 

Local Government Act 1989 expressly prohibits the delegation of the following matters:   

(a) the power of delegation; and 

(b) the power to declare a rate or charge; and 

(c) the power to borrow money; and 
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(d) the power to approve any expenditure not contained in a budget approved by the 
Council; and 

(e) any power, duty or function of the Council under section 223; and 

(f) any prescribed power. 
 
Secondly, the Instrument of Delegation that is used documents the delegation from the 
Council to the Chief Executive Officer i.e. (S5) has a further suite of conditions and 
limitations specifically: 
 

Extract from Instrument of Delegation S5  
 
The Chief Executive Officer is delegated the power to 

1. determine any issue; 

2. take any action; or 

3. do any act or thing 

arising out of or connected with any duty imposed, or function or power conferred on 

Council by or under any Act. 

Conditions and Limitations 

The delegate must not determine the issue, take the action or do the act or thing 

1. if the issue, action, act or thing is an issue, action, act or thing which involves 

1.1 awarding a contract exceeding the value of $1,000,000; 

1.2 making a local law under Part 5 of the Act; 

1.3 approval of the Council Plan under s.125 of the Act; 

1.4 adoption of the Strategic Resource Plan under s.126 of the Act; 

1.5 preparation or adoption of the Budget or a Revised Budget under Part 6 of the Act; 

1.6 adoption of the Auditor's report, Annual Financial Statements, Standard Statements 
and Performance Statement under Part 6 of the Act; 

1.7 determining pursuant to s.37 of the Act that an extraordinary vacancy on Council 
not be filled; 

1.8 exempting a member of a special committee who is not a Councillor from submitting 
a return under s.81 of the Act; 

1.9 appointment of councillor or community delegates or representatives to external 
organisations; or 

1.10 the return of the general valuation and any supplementary valuations; 

2. if the issue, action, act or thing is an issue, action, act or thing which is required by 
law to be done by Council resolution; 
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3. if the issue, action, act or thing is an issue, action or thing which Council has 
previously designated as an issue, action, act or thing which must be the subject of 
a Resolution of Council; 

4. if the determining of the issue, taking of the action or doing of the act or thing would 
or would be likely to involve a decision which is inconsistent with a 

4.1 policy; or 

4.2 strategy 

adopted by Council; or 

5. if the determining of the issue, the taking of the action or the doing of the act or 
thing cannot be the subject of a lawful delegation, whether on account of section 
98(1)(a)-(f) (inclusive) of the Act or otherwise; or 

6. the determining of the issue, the taking of the action or the doing of the act or thing 
is already the subject of an exclusive delegation to another member of Council staff. 

Thirdly, the Instruments of Delegation from the Council to Council Officers and from the 
Chief Executive to Council Officers additionally have further limitations and conditions 
documented in relation to the specific matter delegated where appropriate. 

These conditions and limitations on the Chief Executive Officer (and delegates) are 
considered both appropriate and reasonable.  

7. Operation of delegations  

Staff members who have received delegations are required to exercise these delegations 
appropriately and only within the terms of the Instrument of Delegation and this Framework 
Policy and Procedures. Any misuse of delegations will be deemed a breach of the Staff 
Code of Conduct and may result in disciplinary action. 
 
In particular the Act and the Staff Code of Conduct require Council staff, in the course of 
their employment to:  

(a) act impartially; 

(b) act with integrity including avoiding conflicts of interest; 

(c) accept accountability for results; 

(d) provide responsive service. 
 
In addition to the controls and limitations outlined above, the following ‘General Controls and 
Processes’ and ‘Planning and Development Controls and Processes’ must also be complied 
with in the exercise of officer delegations.  
 
7.1 General controls and processes to be observed when exercising delegations 
 
A delegate shall refer any proposal whether for a project or program, for works, or for a 

contract to Council without prior decision by the delegate wherever and whenever: 

 the proposal raises an issue of significant public interest, concern or controversy, or 

is likely to do so 
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 the proposal raises an issue of policy or process not covered by existing policy or 

practice 

 the proposal has given rise to substantial public objection or appears likely to do so 

 the delegate recommends approval of the proposal, but such approval would be, or 

could reasonably appear to be, inconsistent with a previous decision or decisions by 

or on behalf of the Council 

 implementation of the proposal would require expenditure of Council funds, and such 

funds have not been specifically provided for in the budget 

 the delegate is not satisfied that the proposal has been the subject of appropriate 

consultation with those likely to be interested in or affected by it 

 the delegate believes that it is more appropriate that the proposal or any issue arising 

in connection with it should be determined by the Council rather than the 

administration 

 a major issue arises or any difficulty repeatedly arises in relation to the exercise of 

delegated authority for a particular matter. 

When exercising delegated authority, the delegate shall use his or her best judgement to 

ensure compliance with each and all of these clauses. 

7.2 Controls and processes to be observed when exercising Planning and  
      Development delegations  
 
These controls and processes are to be read in conjunction with the specific delegations from 

the Planning and Environment Act 1987 and any associated regulations (as amended from 

time to time) in the relevant Instruments of Delegation from Council to Council staff as attached 

to this Delegation Framework Policy and Procedures document. 

Delegated decisions can only be made in accordance with these Instruments of Delegation 

when clearly supported by these provisions. 

Criteria for Exercising Delegation 

The purpose and intent of these provisions is  

 To ensure that land use activities are managed in accordance with Council's planning 
scheme. 

 To undertake our statutory planning responsibilities and decision making in an 
informed, transparent and efficient fashion. 

 To provide transparency and certainty in land use planning decision making for all 
stakeholders applying a consistent approach and justification according to agreed and 
stated criteria. 

 
Management of the Statutory Planning Application List 

The following matters to be determined under delegation will be included in the Planning 
Application list to be circulated to Councillors: 
 

 Any application which is the subject of an objection from either an interested party or 
referral authority  

 Any application for which a recommendation for refusal is proposed 
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 Any application seeking a car parking waiver of more than 20 spaces for an existing 
building or waiver of any number of car parking spaces for a new building 

 An application seeking an extension of time to an approved planning permit. 

 Any application seeking an amendment to an approved permit determined by full 
council at its ordinary meeting 

 All applications for buildings greater than 2 stories 

 All applications that have previously had a Victorian Civil and Administrative Tribunal 
(VCAT) determination on the same site 

 Any amendment to a Development Plan. 
 

The Planning Application list will include as a minimum the following information: 

 Permit Application Number 

 Applicant/land owner details 

 Site Address and land area 

 Zoning and Overlay details  

 Brief description of proposal 

 Number of submissions received, name of submitter, and a summary of the issues 
raised 

 Officer Recommendation for the proposal 

 Timing of the next available ordinary council meeting the application would be 
scheduled for should the application be called in. 
 

The list is to be circulated to Councillors at least on a fortnightly basis, being sent out of a 
Friday and remain open until 4pm the following Tuesday. 

 
The officer recommendation will be implemented following the date stated on the Planning 
Application list unless the application is ‘called in’ for Councillor Briefing and/or determination 
at a Council meeting in accordance with this policy. 

 
7.2.1 Determination of planning applications, where the delegate is satisfied that: 

 the proposal is one which is allowed in the zone and which complies with any relevant 
overlay or provision of the planning scheme for the use or development sought in the 
application; and  

 the proposal meets objectives and policy requirements of any relevant local planning 
policy contained in the planning scheme; or 

 The proposal is one which does not comply with the objectives of the zone or any 
relevant policy or provision of the Planning Scheme for the use or development sought 
in the application; or 

 The proposal is for a use only in a Commercial Zone and does not require a car 
parking waiver of more than 20 spaces for an existing building; and 

 the proposal has not attracted any submissions opposing the proposal.  

 the authority for the decision on the proposal is provided for in the Instrument of 
Delegation and is consistent with these provisions. 

 
7.2.2. Extensions of time to act on a permit or permit condition, where the delegate is 

satisfied that: 

 the time originally allocated was in all circumstances reasonable and adequate, 
taking into account the steps that would be necessary before the use or construction 
could actually commence (or be completed); and  

 the intervening circumstances have rendered it unreasonable that the applicant 
should be held to the time originally fixed; and  



 

13 
 

 since the issue of the original permit, there have not been any significant and relevant 
changes in the planning scheme, or there is any other matter which is referred to in 
Section 60 (1)(b)(ii) of the Planning & Environment Act 1987 which is relevant.  

 
Note: Extension of time relates to both permits issued previously under delegation and 
those issued by non-delegated authority (i.e. Council). 

 
7.2.3. Amended/additional plans and variations to permits or permit conditions 

Plans may be amended/approved under delegated authority where the revised plans are 
consistent with the permit to which they apply, with the planning scheme (as it exists at the 
time the amended plans are considered) and the Planning and Environment Act 1987 and the 
delegate is satisfied that the amended plans will not cause an increase in detriment to any 
person. 

 
Delegated decisions on applications to amend a planning permit or condition of a permit, may 
only occur in accord with Section 73 of the Planning and Environment Act 1987 where the 
delegate is satisfied that the amendment: 
  

 does not change the effect of any condition required by the Tribunal; and  

 does not change the effect of any condition required by a referral authority unless this 
is acceptable to the relevant referral authority; and  

 does not adversely affect the interests of a relevant referral authority, or is acceptable 
to the relevant referral authority; and  

 does not change the use for which the permit was issued other than a minor change 
to the description of the use.  

Any amendment to a permit or permit conditions must be noted in the planning applications 

register. 

7.2.4.  Development Plans 

 All proposals for new Development Plans must be referred to Council for 
determination i.e. there is no delegated authority to approve or refuse a new 
Development Plan. 

 Development Plans may be amended under delegated authority where the delegate 
is satisfied that the amended plans are consistent with the objectives and provisions 
of the overlay, with the planning scheme (as it exists at the time the amended plans 
are considered) and the Planning and Environment Act 1987 and the delegate is 
satisfied that the amended plans will not cause an increase in detriment to any 
person.  

 
7.2.5. Council to determine on a Planning Matter 

A matter must not be determined under delegation if any Councillor, with support in writing 

from at least one other Councillor, has requested that the matter be determined by Council. 

The application will then be placed on Council’s next monthly agenda cycle. 

An officer may refer an application to Council for decision, where: 

 The Officer considers that the application and any determination is outside of the 
authority provided for in the Instrument of Delegation or the Policy requirements; or  

 The Officer considers the decision is more appropriate for the Council to make 
rather than the delegate. 
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8. Financial delegations 

Council’s financial delegations are documented in its Procurement Policy. This policy which 
addresses the principles, processes and procedures that apply to all purchases of goods, 
services and works by Council is a legislative requirement (refer Section 186A of the Act) 
and is required to be reviewed annually. 
 
It is considered reasonable and appropriate that the financial delegations associated with the 
purchases of goods, services and works by Council be incorporated in the Policy and 
reviewed annually. 

 
9. Management of the delegations process 

The Macedon Ranges Shire Council has established processes for the issuing and 
management of applicable delegations to staff through its new staff induction process, the 
annual staff development review processes and the staff position description review process. 
 
Council Officers with delegated responsibilities are expected to be aware of the delegations 
that their position has and be familiar with all associated policy and guidelines in particular 
this document. 

 
10. Administrative responsibilities of delegates  
 
The use of delegated authority by a Council Officer is as stated earlier in this document ‘the 
delegate acting in his or her own name on behalf of the Council. ‘Accordingly the 
administrative record of the use of this delegation must be appropriate documented.  
 
Delegates will keep appropriate records of all actions undertaken under delegation. The level 

of record keeping will be in keeping with the nature of the delegation and any associated 

risks to the Council. 

For example, the routine issuing of a permit would be recorded in a permits register, 

detailing relevant issues. In the event of a more complex matter, delegates need to record 

sufficient information to explain the reason for the decision that would otherwise be available 

to the Council if the delegation did not exist. 

11. Review of delegations 

Pursuant to Section 98(6) and 86(6) of the Local Government Act 1989 this policy and its 
incorporated Instruments of Delegation to Officers and Special Committees will be reviewed 
within 12 months of a General Election.  

In accordance with the policy the Instruments of Delegation will be reviewed by Officers bi-
annually to address any amended and new legislation and as and when required to address 
organisational restructures and changed in position titles. 

12. Attachments  

The following Instruments of Delegation document all Council delegations:  
 
Attachment 1 - Instrument of Delegation from Council to the CEO (S5).  
This delegates all of Council's powers, duties and functions which are capable of delegation, 
subject to some exceptions and limitations, to the CEO. 
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Attachment 2 - Instrument of Delegation from Council to members of Council Staff (S6)  
This delegates certain powers directly from Council to Council staff due to the legislation 
referred to containing specific powers of delegation 

 

Attachment 3 - Instrument of Sub Delegation from CEO to members of Council Staff (S7)  

This sub-delegates Council powers, duties or functions contained in Acts or Regulations 
which do not include a specific power of delegation. 

 

Attachment 4 - Instrument of Delegation from CEO to members of Council Staff (S13) 

This instrument allows the CEO to delegate his or her powers, duties and functions existing 
under all Victorian legislation. (This differs to the S7 Instrument in that it does not relate to 
Council powers, duties and functions, but those vested in the CEO personally.) 

 
Attachment 5 - Instrument of Delegation from CEO to members of Council Staff (S14) 

(VicSmart Applications)  
This provides for the CEO to delegate his or her powers as a responsible authority under the 
Planning and Environment Act 1987 in relation to VicSmart planning applications. 

 
Instrument of Delegation to Special Committees  

 
Attachment 6 - Submitters Committee Special Committee (C4) 

Attachment 7 - Bullengarook Recreation Reserve (See Note 1) 

Attachment 7 - Clarkefield Recreation Reserve (See Note 1) 

Attachment 7 - Stanley Park (See Note 1) 

Note 1. Each of these Special Committees operate under a generic Instrument of Delegation 

adopted by Council on the 28 May 2014 

 
 


