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Delegation of Responsibility & Authorisations

The Delegation Module and allows for certain authorisation processes to be delegated
within your span of control. Your delegation can be across managerial posts or to more
junior posts.

As with any form of delegation, it is essential that you consider the nature of the
authorisation, its appropriateness in terms of responsibility, decision outcomes and
duration for which it is to be enforced. The module will continue to alert you of
authorisations granted on your behalf via email and in the Authorisations widget on your
Dashboard.

It may be appropriate to an individual’s role that certain responsibilities be delegated to
ensure that local processes and administration are dealt with more effectively and
consistently. Examples of this may include a manager designating an individual responsible
for the submission of all Sickness Absence data for their Section/Unit.

Viewing Your Delegation Rules:

On your dashboard select Delegation and Responsibility. The first section shows the
delegation rules you have created. The second section shows the delegations and
responsibilities that have been delegated to you. The third section shows you who has
delegated authorisations and responsibilities to you.

Click View Delegation Rules to see your list of delegation rules.
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Creating a New Delegation Rule for Authorisations:
On your Dashboard, select Delegation and Responsibility, then View Delegation Rules, then
click Add New in the right hand corner of the Delegations box.
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Delegation of Responsibility And Auth

Delegation
............... From To absence | Description

Do

You can see radio buttons for either Authorisation or Responsibilities:
e Authorisations: allows the staff member delegated to, to only authorise requests
submitted by the selected employees e.g., annual leave, expenses
e Responsibilities: allows the staff member delegated to, to perform actions on behalf
of the selected employees e.g., entering sickness notifications or viewing the planner.

Select Authorisations:

DARIA

Delegation of Responsibility And Auth

New Rule

Delegation Period

=)

The Description field should be completed with a meaningful description for the delegation
rule e.g., Authorising Sickness during annual leave (Lowri Williams).
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Click the Search button in the Delegate To field to open the search screen where you can
search for employees to delegate the authorisations/responsibilities to.

You can search by Surname, First Name, Known As, Previous Surname, Employee Number.
Using employee number or first name and surname will reduce the number of search

entries you return. Ticking the Direct Reports Only option will display a list of all employees
that report directly to you. Click Search.

Delegation of Responsibility And Auth

AdvancedSearch

Previous Surname:

Employee Number:

Direct Reports Only:

o Please enter criteria to retrieve matching employee data

After selecting the employee to delegate to, click Continue and then click on Select in the
Delegate For field to select the members of your team whom this delegation applies to.
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You can either choose:
e Whole Team, which will include any staff who report to a member of staff who reports

directly to you.
e Direct Reports
e People Individually

Then Click Continue.

Delegation of Responsibility And Auth

Delegation of Responsibility And Auth

Mosuie Process Groupiew =

00

In the Module/Process Group/View* field click Select to choose which modules the ‘rule
applies to from the displayed list. Click Continue to complete the selection.
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Delegation of Responsibility And Auth

Delegation of Responsibility And Auth

|
!

The Delegation Period will need to be defined:

e From Date: Should be completed with the date that the rule is effective from.

e To Date: Should be completed with an end date the rule is due to be active until or
can be left blank if the rule is to be active indefinitely.

e Absence: Tick absence if the rule is only to be active when you are on leave/sick. The
rule will become active once your absence has been authorised within MyView
Dashboard.

e Suppress Email Notifications: Tick to suppress copies of the automatically generated
email notifications to be sent to you while the rule is active.
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Delegation of Responsibility And Auth

New Rule

Rue Type * © &

Delegate For *

Module/Process GroupiView

Click Submit to complete the process and create the delegation rule. You should receive a
confirmation message on screen.
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Creating a New Delegation Rule for Responsibilities
On your Dashboard, select Delegation and Responsibility, then View Delegation Rules,
then click Add New in the right-hand corner of the Delegations box.
Select the radio button for Responsibilities:
e Responsibilities: allows the staff member delegated to, to perform actions on behalf
of the selected employees, based on the defined modules in the next step.

The Description field should be completed with a meaningful description for the delegation
rule e.g., Responsibility for Health and Safety during annual leave (Lowri Williams).
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2 e oo (3] Delegation of Responsibility And Auth

Click the Search button in the Delegate To field to open the search screen where you can
search for employees to delegate the authorisations/responsibilities to.

You can search by Surname, First Name, Known As, Previous Surname, Employee Number.
Using employee number or first name and surname will reduce the number of search
entries you return. Ticking the Direct Reports Only option will display a list of all employees

that report directly to you.
D N T

Delegation of Responsibility And Auth

After selecting the employee to delegate to, click Continue and then click on Select in the
Delegate For field to select the members of your team whom this delegation applies to.
You can either choose:

e the Whole Team, which will include any staff who report to a specific member of staff,
who reports directly to you. i.e., the whole hierarchy, every tier beneath your post
e Direct Reports — Only those directly below you, one tier down
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¢ Individuals — specific people only

Delegation of Responsibility And Auth

New Rule
RuleType* () Authorisation (@) Responsibilities.

Description”  Responsible for H&S during annual leave

DelegateTo*  LOWRI WILLIAMS
Delegate For * . 3 §
Whole Team of Superv (o 002818)

Module/Process Group/View *

Delegation Period

From Date =)

Absence

Suppress Email And Authorisation

In the Module/Process Group/View* field click Select to choose which modules the rule
applies to from the displayed list.

Note: Creating Responsibilities, you must specify the access level against the module selected
i.e., Submit, View Only, Save and Submit or Save only.

7 Delegation of Responsibility And Auth
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The Delegation Period will need to be defined:
e From Date: Should be completed with the date that the rule is effective from.
e To Date: Should be completed with an end date the rule is due to be active until or
can be left blank if the rule is to be active indefinitely.

o0

e Absence: Tick absence if the rule is only to be active when you are on leave/sick. The rule will
become active once your absence has been authorised within MyView Dashboard.

Suppress Email Notifications: is not an available function for responsibilities.
A confirmation message appears when the rule is completed succesfully. Click Continue.
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The screen then returns to the delegation page showing all the delegations you have created
or apply to you.

Delegation of Responsibility And Auth

Delegated rules

Please note, if you create a responsibility for a member of staff to input absences that
require authorisations on your behalf (e.g., Annual Leave/Other Absence) and you would
like these to be automatically be authorised by that staff member, then you will also need
to create a separate Authorisation rule for those modules to be delegated to that staff
member.

Please note that if you have a staff member who is also managed by another service
manager then whoever is the “Main Post” manager will need to create a delegation rule for
authorisations and responsibilities to the non-main post manager so that the
absences/forms that they submit are also automatically authorised, rather than these
requests requiring authorisation by the main post manager.
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Amending Delegation Rules

To view or amend a delegation rule, click Delegation & Responsibilities and then View
Delegation Rules in the Manage Delegations Rules box.

A list of all the delegation rules created by yourself/on behalf of you will be displayed in the
Delegation and Delegated rules boxes:

Delegation of Responsibility And Auth

Delegation

Oetegated to from To Absence

The Type is either displayed as A — Authorisation or R — Responsibility.
e Authorisations: allows the staff member delegated to, to only authorise requests
submitted by the selected employees e.g., annual leave, expenses
e Responsibilities: allows the staff member delegated to, to perform actions on behalf
of the selected employees e.g., entering sickness notifications or viewing the planner
Delegated to displays the name of the individual the rule is delegated to.

From and To show the dates the rule is active for. A blank To shows the rule is continually
active.

Absence displays a N when the rule is active continually or Y when the rule is only active
when the delegating manager is absent from work.

Description is the rule name defined when the rule was created. This is shown in a different
colour to the other fields as this is hyperlinked. Click on the writing in the description field
to view the definition of the rule. To amend the rule, click on the underlined description
which will open the delegation rule.

Cyngor Sir Gar ® Carmarthenshire County Council 12



Delegation of Responsibility And Auth

Edit Delegation

Rule Type © usnorisston

Bexcription® | Leze

Delegate To.

Deegate Far *

|

Deleqation Perica

[ o Y o= ]

Click Edit under the Delegation Period:
This activates all fields ready for amendment. Please use the rule creation technique to
amend your rule. Click Submit to confirm the changes or Delete to remove the rule.

Delegation of Responsibility And Auth

Edit Delegation

Rute Type O Aumonzanc
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Redirecting Delegation Rules Assigned to You

The Manage Delegation Rules and List of Rules sections both display the Delegation Rules
assigned to you. To view one of these rules, click View Delegation Rules in the Manage
Delegation Rules box or click on the down arrow on the right-hand side of the name of the

person who has delegated a rule to you in the List of Rules box.

Delegation and Responsibilities

Manage Delegation Rules

Delegated to me
i on behall of mpioyees thal have been deiegated o you

Responsibilities

Holiday Request Othar Absence Planner

-t | [Cooea ] pren

List of Rules (1)

(%) Delogated by SARAH JONES (1)

Click on the underlined writing against the rule to open the rule definition.

Delegation of Responsibility And Auth

List of Rules (4)

[ ]
- Delegated by (2)

Module Access 26/01/2018 Planner & Sickness for Team
Authorisation 26/01/2018 Delegation for Team

®  Delegated b g)
- B } 1)

P Rules zpply when the delegatingmanager is absent

~

B

b

The screen shows the properties of the delegation rule that has been assigned to you. The
screen will tell you if it is an authorisation or responsibility, what you can see and do because
of the rule who it is delegated from and to and when the rule is valid. The absence box will be
ticked if the rule is only valid during the delegator’s absence. The redirect to option allows

you, as the person in receipt of the rule, to redirect it to another.

Note: This is not a temporary feature the redirect can only be changed by the person who

created the rule originally.
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Delegation of Responsibility And Auth

Delegated Rule

.
Click Search to find the person you want to redirect to, type in the name in the boxes or tick
direct reports only to pick from a list. Click the radio button by the person’s name and click
Continue.

Delegation of Responsibility And Auth

Advancedsearch

Direct Reports Only:

Setect Name: Employes Numaer: Location
o WILLIAMS, DAVID 0001827 Cumarmman Depot
o WILLIAVS, LOWRI 6000003 Cwmamman Depot

@ Plesse make your selection from the search results to [ Continue |, o amend the search criterla and perform a new [ Search] |

To select the individual the rule is to be redirected to, click on the Radio button next to the
person’s name and then click Continue.

Redirect To

Redirect To | LOWRIWILLIAMS |m

Then click Save.

Delegation of Responsibility And Auth
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Removing a Redirected Delegation Rule
Navigate to Manage Delegation Rules

Delegation of Responsibility And Auth

Delegation ~
Type Delegated to From To Absence Description
A LOWRIWILLIAMS ¥
A LOWRI WILLIAMS ¥
A MICHELLE SABINE N
A OLIVER STONE v
® JONOTHAN EvaNS N
Redirected Delegated rules ~
Type Redirected to From | 7o | Absence Description
® LOWRI WILLIAMS 080212021 N Absence Responsibilies to Daria for Saran Thomas

Then in the Redirected Delegated rules box, click on the Description of the rule that you wish
to amend:

Delegation of Responsibility And Auth

Redirected Rule

Rule Type () Au

Descripton [ Aos=

Module/Process
GroupiVies

Delegated To ‘ DARIAPO!

Delegated For

SARAM THOMAS Known As SARAH (Emp0001310, Post Environmental SUpenvisors (Waste Operati(002818) ‘

Rule is Valid When

Current Redirection

Redirected To | LOWRI WILLIAMS

Remove Redirection

The Redirected Rule will then display, scroll to the bottom of the screen click Remove
Redirection.

Should you require any further assistance please email us with your employee number and a
short description of your query to resourcelink@carmarthenshire.gov.uk
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