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Scheme of Delegation- Child, Family and Education Directorate
General Notes: 
· With the exception of matters that are delegated to an officer due to their Statutory Role, or where a specified professional qualification is required, the authority delegated to an officer within a team for any matter is automatically delegated to any officer within the team at a more senior level. 
· Proper Officer functions may be discharged by other officers duly authorised by Directors and/or Chief Officer(s) to act in the name of the Proper Officer concerned. 
· In the event of the Director not being available for whatever reason then the next most senior officer of the Directorate shall be authorised to implement these delegated powers. 
· Where any new duty is given to the Council which does not fall within this Scheme of Delegation, the exercise of that duty shall be undertaken by the relevant Director until such time as the Council has allocated responsibility. 
· Where a function is delegated to an officer, he/she may authorise the carrying out of that function, in his/her name, by other officers within his/her department, directorate, team, unit or section (or such other officers as report to him/her directly or indirectly) either fully or under the general supervision and control of the authorising officer.

	Role within Scheme
	Specific Function or Decision Making
	Officer Responsible

	Statutory Officers
	Director of Children, Families and Education
	Director of Children, Families and Education

	Proper Officers
	Chief Education Officer
	Assistant Director Education

	
	Chief Early Help & Prevention Officer
	Assistant Director Early Help & Prevention

	
	Chief Officer Children & Families
	Assistant Director Children & Families
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1   
Introduction

1.1
Financial Responsibilities

All Officers within this service are required to comply with this Scheme of Financial Delegation, and to exercise their delegated powers and responsibilities in accordance with the Council’s Constitution, the Officer Code of Conduct, and best professional standards.  Failure to do so will be treated as a disciplinary matter. 


Any queries relating to this Scheme, please contact the Coordinating Officer: Anna Jones Tel: 0151 606 2234
1.2
Statutory Responsibilities – Overview of Delegated Authority in relation to decisions affecting finance
There are several statutory responsibilities which will likely have a financial impact, such decisions are detailed in the below table, alongside details of which managers have been delegated the task of authorising such actions:

	Type of Activity
	Specific function or decision-making
	Officer responsible for that function

	Section 17 Payments, recommendations to make Section 17 payments including children in care:
	Up to £250 per transaction on any one family, up to a maximum of £1,000 per family across all transactions within the financial year
	Team Manager

	
	Up to £2,500 per family across all transactions within the financial year
	Operational Manager

	
	Up to £6,000 per family across all transactions within the financial year
	Head of Service

	
	Over £6,000 per family across all transactions within the financial year
	Assistant Director Children & Families

	Decision to Accommodate
	Decision to accommodate a child (Section 20)
	Head of Service

	
	Decision to discharge a child on a planned basis
	Operational Manager or Head of Service

	Care Proceedings
	Decision to instigate Legal Proceedings
	Assistant Director/ Agency Decision Maker

	
	Chairing of Pre-Proceedings Meeting
	Team Manager

	
	Decision to apply for an Interim Care Order, Interim Supervision Order
	Assistant Director/ Agency Decision Maker

	
	Endorsing the Care Plan for the final hearing
	Head of Service

	
	Decision to apply for an Emergency Protection Order, s44 Children Act 1989 Written legal advice should be obtained and the Assistant Director Children and Families consulted before decision making takes place
	Assistant Director/ Agency Decision Maker

	
	Decision to apply for a Child Assessment Order, s43 Children Act 1989 Written legal advice should be obtained and the Assistant Director Children and Families consulted before decision making takes place
	Assistant Director/ Agency Decision Maker

	
	Decision to apply for discharge or variation of a Care Order or Supervision Order (including extension of a Supervision Order)
	Head of Service

	Contact with Parents
	Decision to refuse parental contact with a child subject to a Care Order for up to seven days in an emergency when it is necessary to do so in order to safeguard or promote the child’s welfare. s34 (6) Children Act 1989. The Head of Service must set a date to review the decision and seek legal advice as to whether to return to Court for an order under s34 (4) of the Children Act 1989
	Head of Service in consultation with Legal

	
	Agree contact for Looked After Child with parents, family, and friends. s34(1) and Schedule 2 para 15 (1) Children Act 1989 must be considered.
	Team Manager in consultation with Head of Service

	
	Decision to apply for an Order authorising the Authority to refuse contact s34 (4) Children Act 1989
	Head of Service

	Medical Consent and Treatment
	Medical consent for a child subject of Care Order: Routine medical treatment
	Team Manager

	
	Authorise testing for blood born virus including HIV
	Head of Service

	
	Emergency medical treatment which may or may not involve general anaesthetic. Parental involvement should always be considered and only excluded if not in the child’s best interests
	Following medical advice-Team Manager. Consultation with Head of Service encouraged if needed.

	
	Planned medical treatment involving surgery and general anaesthetic Parental involvement should always be considered and only excluded if not in the child’s best interests
	Following medical advice-Team Manager. Consultation with Head of Service. 

	Decision to Withhold Whereabouts of a Child in Care
	Schedule 2 para15(4) Children Act 1989 A Local Authority is not required to inform any person of the whereabouts of a child if: a. The child is in the care of the Authority, and b. The Authority has reasonable cause to believe that informing the person would prejudice the child’s welfare. Does Not Apply to s20 accommodated children
	Operational Manager or Head of Service

	Death of a Looked After Child
	Notification to Ofsted following the death of a child looked after/ serious harm to a child in a Children’s Home/ Foster Care. Schedule 2 para 20 Children Act 1989. Notification to Secretary of State and all with PR
	Assistant Director Children and Families

	
	Funeral arrangements following the death of a child looked after. Arrangements made in consultation with the parent and may be made with the parent if they so wish and if it is deemed appropriate
	Operational Manager or Head of Service, in agreement with Assistant Director/ Agency Decision Maker

	Notification to Ofsted of Serious Harm to a Child/Serious Case Review
	Notification to OFSTED of serious harm to a child/ Serious Case Review.
	Head Children’s Safeguarding and Assistant Director Children and Families

	Placement of a Child with Parents
	Decision to place a child who is the subject of a Care Order or Interim Care Order with parents or persons with Parental Responsibility
	Assistant Director/ Agency Decision Maker 

	Placement of a Child with Family and Friends
	Temporary approval of Family and Friends under Reg 24 (Connected Foster Carers).
	Operational Manager/ Head of Service (Fostering)

	Private Fostering
	S17 Children Act 1989 Approved by the Local Authority as a part of a Child In Need Plan following a Social Work Assessment of Needs and Strengths. Authorise a Private Fostering Placement
	Operational Manager in consultation with Head of Service. 

	Holidays Aboard and Passports
	Permission to go abroad (for a child subject of a Care Order, s33 (8) Children Act 1989
	Head of Service

	
	Authorisation of an application for a passport for a Looked After Child. s33(3) Children Act 1989 in respect of a child in care and s22(3) Children Act 1989 in respect of a child provided with accommodation under s20
	Head of Service

	Application for a Child to Live Outside England and Wales
	Decision to apply for leave of the Court for a child in care to live outside of England or Wales
	Assistant Director/ Agency Decision Maker

	Placement of a child outside the area of the responsible Local Authority
	Decision to Place a child outside the boundary of Wirral, Liverpool, Cheshire West and Chester
	Assistant Director/ Agency Decision Maker

	Change of Name of a Looked After Child
	Permission for child subject to a Care Order to be known by a new surname (only possible with agreement of everyone with Parental Responsibility of the leave of the Court
	Assistant Director/ Agency Decision Maker

	Marriage of a Looked After Child
	Permission for a child subject of a Care Order to marry.
	Assistant Director 

	Joining the Armed Forces
	Permission for a child subject to a Care Order to join the Armed Forces
	Assistant Director Children and Families, following discussions with all who hold PR

	Overnight Stays
	Decision for a child looked after to have an overnight stay
	Foster Carer or Residential Support Worker (in consultation with the child’s social worker)

	Recovery Order
	Decision to apply for a Recovery Order for a child who is in care, the subject of an EPO or in Police protection. s50 Children Act 1989
	Head of Service

	Informing 3rd Party about a Person Considered to be a Risk to Children
	Decision to inform a third party of the identity and concerns about a person who is considered a risk to children. s33(3) Children Act 1989 and s22 (3) Children Act 1989 for CiC, s17 Children Act 1989 for children in need and s47 Children Act 1989 for children at risk. In consultation with the police Reasons for sharing information must be clearly recorded
	Head of Service

	S47 Enquiries and Child Protection Conferences
	Decision to initiate S.47 enquires
	Team Manager

	
	Decision to take no further action following S.47 enquiries
	Team Manager

	
	Decision to convene a Child Protection Conference following S.47 enquiries
	Team Manager Consultation with the Safeguarding Unit

	
	Decision to terminate a Child Protection Plan.
	Chair of Conference

	Secure Accommodation
	Authority to apply for a Secure Accommodation Order
	Assistant Director Children and Families

	
	Authority to decide on a placement in Secure Accommodation without an Order for up to 72 hours.
	Assistant Director

	
	Review of placement in Secure Accommodation
	Safeguarding and Quality Assurance Unit Head of Service

	Deprivation of Liberty
	Authority to apply for a Deprivation of Liberty Order
	Head of Service

	
	Review of placement in Secure Accommodation
	Safeguarding and Quality Assurance Unit Head of Service

	Adoption
	Adoption Agency Decision Maker - decisions that a child should be placed for Adoption/ Prospective Adopters should be approved / a child should be matched with Adopters. Adoption & Children Act 2002 Guidance Adoption Agencies Regulation 27.2 no member of the Adoption Panel can take part in the agency decision
	Assistant Director/ Agency Decision Maker

	
	Responsibility for Adoption Panel Appointments.
	Assistant Director/ Agency Decision Maker

	
	Appointment of Adoption Panel Chair
	Assistant Director/ Agency Decision Maker

	
	Appointment of Adoption Panel Advisor
	Assistant Director/ Agency Decision Maker 

	
	Designated Manager for Adoption and Fostering to liaise with LADO
	Head of Service

	
	Designated Manager Adoption Support other than financial.
	Agency Decision Maker Children in Care and Care Leavers

	
	Senior Manager(s) with whom Adoption Agency Decision Maker will discuss cases where s/he is minded not to accept the Adoption Panel’s recommendation.
	Assistant Director/ Agency Decision Maker

	Fostering
	Fostering Panel Decision Maker Regulation 28 Fostering Service Regulations 2002
	Assistant Director Children and Families

	
	Responsibility for making recommendations about approval of Foster Carers and any terms of approval. Regulation 24 Fostering Service Regulations 2002
	Independent Chair of the Fostering Panel and the Reviewing Officer for Foster Carers.

	
	Authorisation to increase the limit of children placed in a Fostering Placement on an emergency/temp basis - up to 3 months
	Assistant Director/ Agency Decision Maker

	
	Decision to authorise increasing the limit of children placed in a Fostering Placement on a planned basis after all checks undertaken and the Fostering Panel has recommended an increase.
	Assistant Director/ Agency Decision Maker

	
	Authorise publicity for family finding for the Adoption and Long-Term Fostering of children
	Team Manager Adoption & Fostering

	Special Guardianship and Child Arrangements Orders
	Decision on suitability of a carer to be a Special Guardian
	Head of Service

	
	Decision of an individual's Special Guardianship Support Services, including financial support and legal fees. Special Guardianship Regulations 2005 and Special Guardianship (Amendment) Regulations 2016. Decision made following recommendation from Permanency Panel.
	Head of Service

	
	Decisions on a child’s maintenance and accommodation costs as a result of a Child Arrangements Order. Schedule 1, paragraph 15 Children Act 1989. Decision made following recommendation from Permanency Panel.
	Head of Service

	Education
	To exercise the Council’s functions in relation to education including in respect of the management of education services and securing the provision of quality education in schools
	Assistant Director Education

	
	To exercise the Council’s functions in respect of pupils excluded from schools and to give directions to head teachers as to reinstatement of pupils.
	Assistant Director Education

	
	To exercise the Council’s function in relation to admissions and any appeals arising from them
	Assistant Director Education

	Special Education Needs
	To represent the Authority at statutory appeal tribunals in connection with the assessment of special educational needs, in consultation with legal
	Assistant Director Education

	
	Allocation of Inclusive Practice funding to ensure the inclusion of children with additional needs in early education/childcare.
	Head of Service via the Inclusive Practice Funding Panel for Early Years SEND



	
	Early Years Disability Access Funding (DAF).
	Early Years Head of Service

	
	· EHC needs assessment or a re-assessment;

· Issue an EHC Plan;

· Amends an EHC Plan Section B (special educational needs), Section F (special educational provision) or Section I (placement);

· Decide not to amend an EHC Plan after an annual review;

· Decides to cease to maintain the EHC Plan at any point.

· Resource decision up to and including 10 units of resource, e.g. Individual Pupil Funding Agreements (IPFA), Education Health and Care (EHC) plans

· Exceptional Needs funding requests up to and including 10 units of resource or equivalent monetary amount

· Local authority consultation for local authority commissioned resource bases 
· Local authority consultations for specialist provision 
	Head of Service via the Special Educational Needs and Disabilities (SEND) & Inclusion Panel



	Early Years
	· Early Years Free Entitlements: 2-year, 3-year and 4-year 15 hours universal, 3 and 4 years extended.

· Childcare Sufficiency Assessment and Family Information Service
	Early Years Head of Service


2   
Budget Management
2.1       
Planning future year’s budgets 

The table below sets out which managers have been delegated the task of planning future year’s budgets:

	Job Title

	Director of Children, Families and Education

	Assistant Director Finance


.
 2.2     
 Virement and Realignment of budget in-year between Service Divisions
The table below sets out which managers have been delegated the task of virements up to £100,000 and realigning the budget in-year:

Applies to both capital and revenue budgets: 
	
	Job Title

	Within the Directorate
	Relevant Chief Officer (Assistant Director) within Directorate

	
	Assistant Director Finance

	Outside of the Directorate
	Relevant Directors of Service

	
	Assistant Director Finance


All movement of budget must come with written Authorisation with explanation of why the funds need moving.
2.3     
 Journals within budgets

Finance Officers have the authority to submit journals relevant to their budget codes. Journals are processed by the Finance Team.

3
Authorisations
All expenditure must be authorised by the budget holder and approved as per the procedures identified below.

The table below sets out which officers have been delegated the task of authorising purchases:

	Specific function or decision-making
	Officer responsible for that function

	Authority to purchase (revenue and capital) and authorisation of invoices - £250,001 - £1,500,000
	Relevant Chief Officer (Assistant Director) in consultation with s151 Officer

	Authority to purchase (revenue and capital) and authorisation of invoices - £100,001 - £250,000
	Relevant Chief Officer (Assistant Director)

	Authority to purchase (revenue and capital) and authorisation of invoices - £5,000 up to £100,000
	Head of Service

	Authority to purchase (revenue and capital) and authorisation of invoices - up to £5,000
	Budget Holder 


Associated card payments/ BACS payments are processed by Finance Officers via the Corporate Payments Team when approved according to the route identified in the delegated authority document. 
Petty cash is issued by Finance Officers when approved according to the route identified in the delegated authority document.
3.1
Procurement: Purchasing Goods and Services, Contracts & Tenders, Requisitions and Orders
3.1.1
Contracts and Tenders
Directors shall have the power to take all lawful action consistent with overall Council policy to deliver agreed strategy plans and policy within their area of responsibility and within approved budgets. This shall include invitation and acceptance of tenders.

All activity must adhere to Contracts Procedure Rules for provisions in relation to Contracts and Tenders accessible via the intranet, or via Procurement Colleagues. The table below sets out which officers have been delegated the task of authorising contracts and tenders and associated actions:
	Area of Delegation
	Limit 

	Job Title

	· Approving Submission of Tenders (Opening of Bids)

· Acceptance of Tenders

· Post Contract negotiations 

· Agreeing variations etc.

· Authorisation of payments

· Signing of lease, hire or rental agreements
	Up to £5,000
	Budget holder

	· 
	£5,000 up to £100,000
	Head of Service with Corporate Procurement

	· 
	Contracts more than £100,000 and above but less that £250,000 in total
	Relevant Chief Officer (Assistant Director) with Corporate Procurement

	· 
	Contracts more than £250,000 and above but less that £1.5 million in total
	Relevant Chief Officer (Assistant Director) in consultation with s151 Officer

	· Signing of contracts 
	Up to £1,000, 000 
	Corporate Procurement

	· Monitoring of contracts against expenditure
	As per individual contracts
	Delivery Leads for contracts

	
	Expenditure over and above the contracted amount
	Relevant Chief Officer (Assistant Director)

	· To sign up to new EU compliant frameworks procured by another public body, a local authority consortium, a national agency which is recognised as carrying out procurement for the benefit of public bodies or another local authority as part of a joint purchasing arrangement of which the Council is permitted to use in accordance with the Public Procurement Regulations 2015
	As per individual contracts
	Relevant Chief Officer (Assistant Director), (Chief Officer/Head) Procurement

	· To authorise contract variations where the overall financial implication of the variation is contained within the agreed contract sum for a project and is in compliance with conditions of the signed contract.
	As per individual contracts
	Children’s Commissioning Manager

	· To authorise contract variations where the overall financial implication of the variation is not contained within the agreed contract sum for a project/ is not in compliance with conditions of the signed contract.
	As per individual contracts
	Relevant Chief Officer (Assistant Director)


3.1.2
Goods and Services – Procurement Thresholds

Colleagues must complete the necessary departmental form prior to procuring goods/ services which must be signed off by the relevant manager. 

The approval process for requisitions and purchase orders using 1 Business is based upon a position hierarchy, including requisitioners, approvers and purchase coordinators within a team, section, or department. 

The position of an approver in the hierarchy also depends on their grade, as this determines the approval group which they belong to. 
Note that where relevant, the authorising officer must obtain documented approval from the relevant budget holder with regard to the overall budget, which is available, before the approving officer approves any individual procurement request.  
If the budget holder is part of the approval hierarchy of the approving officer, approval to spend within an available budget is implicit in this Scheme of Financial Delegation and no further approval is required from the budget holder.
3.1.3
Direct Payments via ContrOCC
The table below sets out which officers have been delegated the task of authorising ContrOCC related actions:

	Approval Levels
	

	Level
	Grade
	Approved colleagues
	Reserve officers (in the absence of colleagues to the left)

	1
	Payment Authorisers
	Finance Officers
	N/A sufficient approved colleagues 

	2
	Payment Finalisers
	Head of Service
	Team Manager Systems Team


3.1.4
Debt Write-offs

The table below sets out which officers have been delegated the task of authorising debt write-off:

	Type of Activity
	Specific function or decision-making
	Officer responsible for that function

	Debt Write-offs
	To authorise write offs of value up to £10,000
	Budget Holder following consultation with Chief Officer and s151 Officer


3.2
Staffing
The table below sets out which officers have been delegated the task of authorising staffing related actions:

	Type of Activity
	Specific function or decision-making
	Officer responsible for that function

	Management of Staff
	Authorising appointment of agency staff
	Director and recruitment panel during recruitment freeze. Outside of recruitment freeze, Head of Service, and recruitment panel

	
	Authorising recruitment of permanent staff
	Director and recruitment panel during recruitment freeze. Outside of recruitment freeze, Head of Service, and recruitment panel

	
	Authorising overtime & expenses payments
	Line Manager

	
	Authorising loan payments (car, season ticket)
	Line Manager

	
	Authorising acting–up payments and honoraria
	Director and recruitment panel during recruitment freeze. Outside of recruitment freeze, Head of Service, and recruitment panel

	
	Approval of special leave and unpaid leave
	Manager up to 5 days, Head of Service over 5 days

	
	Approval of extension of sick pay
	Assistant Director HR/OD

	
	Approval of carry-over of annual leave
	Manager up to 5 days, Head of Service over 5 days

	
	Approval of buyout of annual leave
	Director during recruitment freeze, Head of Service outside of recruitment freeze

	
	Approval of career break applications
	Manager up to 5 days, Head of Service over 5 days

	
	Approval of applications for additional employment
	Head of Service

	
	Service structure changes
	Relevant Assistant Director

	
	Approval of changed and new job descriptions
	Head of Service, Director Resources

	
	Authorisation for retirement, redundancy, and pension transfer
	Relevant Assistant Director

	
	Issue notices of termination – redundancy & retirement
	Relevant Assistant Director, Assistant Director HR/OD

	
	Authorising the appointment of operational advisors
	Relevant Assistant Director, Assistant Director HR/OD

	
	Strategic consultants
	Director of Children, Families and Education


3.3
Management of Assets
Disposal or write-off of assets including equipment, materials, vehicles, stores, IT software should be conducted by the relevant service. For example, IT hardware should be returned to the ICT Team within Change and Organisational Design for appropriate disposal.
The table below sets out which officers have been delegated the task of authorising management of asset related actions:

	Type of Activity
	Specific function or decision-making
	Officer responsible for that function

	Acquisition and Disposal of land
	To authorise the acquisition and disposal of land where value is up to £100,000
	Senior Manager Asset Management


4
Reports & Communications

The table below sets out which officers have been delegated the task of authorising reports and communications:

	Type of Activity
	Specific function or decision-making
	Officer responsible for that function

	Reports Sign Off
	Standing Committee, Policy and Resources Committee, Decisions Notices, CMT, Member briefings
	Relevant Chief Officer (Assistant Director)

	Communications
	Members’ enquiries responses, FOI responses, Complaint responses, Press releases - political or reputational impact, Press releases – without political or reputational impact
	Relevant Chief Officer (Assistant Director)

	Access to Information
	Compilation of background paper lists under the Access to Information legislation
	Relevant Chief Officer (Assistant Director)


5 
Key Decisions

A Key Decision is currently defined as one which: 

(i) results, or is likely to result, in the Council incurring expenditure which is, or the making of savings which are, in excess of 10% of the relevant budget head or £500,000, whichever is the smaller; or 

(ii) 
is significant in terms of its effect on communities living or working in an area comprising two or more wards (where the meaning of ‘significant’ is subject to any guidance to be issued by the Secretary of State and, in the absence of any such guidance, is to be interpreted as a decision which, in the view of the Leader, will have a significant effect on a significant number of people).

· All key decisions, either taken by a Committee or an Officer must be approved by the Senior Leadership Team (SLT)

· All reports must be submitted to the Report Author Support Group (RASG) including Officer reports incurring expenditure in excess of £100,000

· All Committee reports, regardless of whether they are key decision must be submitted to RASG

6
Approval
	Scheme of Financial Delegation – Approved by Director of Children, Families and Education
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	Date of approval


	25-08-21

	Evidence of approval (this may be an email or minutes of a meeting) 
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The scheme will be reviewed and updated at least annually.
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_1691501218/SW email approval.msg
RE: Final Version of Scheme of Delegation

		From

		White, Simone J.

		To

		Jones, Anna

		Recipients

		annajones@wirral.gov.uk



Hi Anna



 



Yes I am happy. Well done as it now reflects practice so feels right.



 



Best wishes



Simone



 



Simone White



Director Children, Families and Education



Wirral Council 



Address Cheshire Lines Birkenhead



Tel:  0151 666 4288



E-mail: simonewhite@wirral.gov.uk



Visit our website: www.wirral.gov.uk



 



 







 



From: Jones, Anna <annajones@wirral.gov.uk> 
Sent: 25 August 2021 11:08
To: White, Simone J. <simonewhite@wirral.gov.uk>
Subject: Final Version of Scheme of Delegation



 



Hi Simone,



 



The Scheme of Delegation is now ready to be signed off as attached. Are you happy for me to add your signature? If so, I will move to launching with the directorate.



 



Thanks



 



Anna Jones



Performance Improvement Manager- Strategic Support



 



Wirral Council



Modernisation and Support- Children and Young People Department



Wirral Council 



PO Box 290



Brighton Street



Wallasey



CH27 9FQ



 



0151 606 2234



0776 616 0111



annajones@wirral.gov.uk



Visit our website: www.wirral.gov.uk
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