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AD26 Delegation of Approval Authority

Classification Administration

Responsible Authority Chief Financial Officer

Executive Sponsor Vice President, Finance and Administration

Approval Authority ACET (Algonquin College Executive Team)

Date First Approved 2021-09-30

Date Last Reviewed 2026-09-15

Date to Complete Next
Mandatory Review

2031-09-15

PURPOSE

This policy details the conditions under which a College Administrator can temporarily
delegate their authority to approve financial and human resource transactions.

SCOPE

This policy applies to the Board of Governors, the President, the Treasurer, and all
College employees.
DEFINITIONS
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DEFINITIONS  

Word/Term Definition

College Administrator A College Administrator is an administrative employee appointed
to a position that gives them authority to review and approve
financial and/or human resources related transactions.

College Administrator are categorized as follows:

Category 1 College Administrators: The President and
Chief Executive Officer, Senior Vice President and Vice
Presidents

Category 2(A) College Administrators: Chief Financial
Officer, Chief Digital Officer, Executive Directors

Category 2(B) College Administrators: Deans and
Directors

Category 3: College Administrators, Academic Chairs,
Associate Chairs, and Associate Directors, Senior
Managers and Managers

College Administrators exclude Administrative Employees without
a management title and without people reporting to them.

Delegate A College Administrator who has been given temporary approval
authority for financial and/or human resource related transactions
from another College Administrator.

Delegator A College Administrator who temporarily delegates their approval
authority for financial and/or human resource related transactions
to another College Administrator.

Segregation of Duty An internal control requirement designed to prevent errors and
deter fraud by ensuring that no one person has sole control over
initiating, recording, and approving (authorizing) a single
transaction.
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POLICY
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PROCEDURE
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SUPPORTING DOCUMENTATION
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RELATED POLICIES

AD19: Fraud Prevention

AD21: Safe to Speak Up

HR12: Conflict Of Interest

HR18: Employee Code of Conduct

IT10: Cell Phones

APPENDICES

1 Delegation Example Email
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