[Enter school name] Board Delegations Register
Create your own register using this example template. While minutes remain the official record, the register is an easy way to capture all delegation details in one place.
	Delegation date
	Delegation and delegate(s)
	Delegated authority
	Delegation term

	Delegations must be made by board resolution and minuted in writing.
	Delegations can be made to a person, a position, or a committee (consisting of at least two people, at least one of whom is a board member).
	Delegations should be clearly scoped and supported by a terms of reference (where appropriate).
	Delegations may be ongoing, cease on a specified date or by earlier resolution of the board.

	Board meeting dd/mm/yy
Item #
	Relief in the principal’s absence
[Role Name, e.g. Deputy Principal]
	The board directs that (except where the board at its discretion otherwise determines), in the absence of the principal from duty for periods not exceeding 2 weeks and for the full period(s) of such absence, the [role name] shall perform all the duties and powers of the principal.
	Ongoing
Ceased dd/mm/yy
Reviewed every three years or when personnel changes occur.

	Board meeting dd/mm/yy
Item #
	Retention and destruction of school records
[Role Name, e.g. Principal’s PA and/or School Secretary]
	The board directs the [role name] to manage all school records in accordance with the legal requirements and the MOE guidance relating to school records retention and disposal.
	Ongoing
Ceased dd/mm/yy
Reviewed every three years or when personnel changes occur.

	Board meeting dd/mm/yy
Item #
	School board financial signatories
[Name] [Role] [Account details] [Limitations]
Record all board members and school staff who have official authorisation to be signatories, and which accounts they can access (if access is limited).
	The board directs the principal to work with the school’s bank to ensure that the required school staff and board members have the appropriate financial permissions needed to undertake their fiscal responsibilities as per board policy and/or their job description.
	Ongoing
Ceased dd/mm/yy
Reviewed every three years or when personnel changes occur.

	Board meeting dd/mm/yy
Item #

	Student suspension committee
[Members, e.g., all current board members except the principal]
	All current board members (except the principal) are delegated the authority to serve as members of the board’s student suspension committee, acting under the terms of reference for this committee.
Committee to be chaired by [name].
	Ongoing
Ceased dd/mm/yy
Reviewed at the first board meeting after the triennial elections.

	Board meeting dd/mm/yy
Item #
	Authority of the presiding member
[Name of the person appointed to the role]
	The presiding member is delegated the authority of the role as outlined in board policy.
	Ongoing
Ceased dd/mm/yy
Reviewed annually or when a new presiding member is appointed.

	Board meeting dd/mm/yy
Item #
	Complaints handling committee
[Name] [Role]
[Name] [Role] [Board Member]
Record all committee members, noting which ones are also board members.
	The board delegates its authority to these members to investigate the complaint received [date and item number].
The committee [must bring their findings and recommendations back to the board.] OR [has the authority to resolve the complaint in accordance with board policy.]
Do not disclose the parties to a complaint to protect the privacy of individuals. 
	Ceased dd/mm/yy
Record the date on which the delegation ceases for each named person.
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