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Series II - The Trustees 

2.10 Trustees' Legal Status, Powers and duties 
 

The Trustees of the Fundação Escola Americana de Lisboa exercise 
legislative authority over the School in accordance with applicable 

Portuguese laws. They determine policy, delegate executive, supervisory, 
and instructional authority to their employees, and appraise the results 

achieved in light of the goals of the school. They are also responsible for 
the financial operations and budget, personnel, public 

relations/information and long-range planning.  

 
The Board of Trustees has the power to issue contracts for service and 

materials; the power to inspect or to employ a staff of consultants to 
inspect such service and materials; the power to pass judgment upon 

employees and their work; and the power to veto acts of all employees or 
their work when such acts or work are in conflict with the legal rights or 

obligations of the community or are inconsistent with the established 
policies of the Trustees.  

 
Adopted:      13 July 1979  

Revised:       14 January 1992  
Revised:       23 May 1996  

Revised:       3 October 2000  
Revised:  21 January 2016 

 

  



 

 
2.202 Trustees' Policy Responsibilities 

 
The Trustees shall establish general policy in the following areas:  

 
1. Organization  

2. Curriculum and instruction  
3. Position, classification, and compensation for employees  

4. Finances of the School  
5. Admission of students  

6. Government and public relations  
7. Employee welfare and relations  

8. Fees and tuition  
9. Overall administration of the School  

10. Hiring of personnel  

 
All matters to be submitted to the Trustees shall first be brought before  

the Director for investigation. If these matters require Trustee action, the  
Director shall present them to the Trustees.  

 
Adopted:      13 July 1979  

Revised:       14 January 1992  
Revised:       23 May 1996  

Revised:       3 October 2000  
Revised:       5 June 2001  

Revised:       14 June 2005  

  



 

 
 

 
2.203 Trustees' Policy Development 

 
The insertion, adoption, deletion, or amendment of a policy is solely the 

responsibility of the Trustees. The procedure for insertion, adoption, 
deletion, or amendment to a policy is called "adoption procedure" and 

may be initiated by the Trustees.  
 

When initiated by the Trustees, and except in cases of emergency, the 
adoption procedure will follow the sequence below:  

 
1.      Issue of a proposal to insert, delete or amend a policy, which will be  

submitted to the Administration for an opinion.  

 
2.  Reading and discussion of the proposal by the Administration which  

will issue an opinion and present to the Trustees.  
 

3.  Discussion and vote by the Trustees.  
 

Emergency Procedure:  
If a situation arises in which the Trustees must act quickly, they may, by 

majority vote, waive the requirements of the adoption procedure 
described above, and insert, amend or delete a policy at a single meeting. 

In such cases where a policy is inserted, amended or deleted with resort 
to the emergency procedure and after it has been in force for a 

reasonable period of time, the Trustees will re-examine it to ensure that it 
is well-considered and still appropriate.  

 

Adopted:      14 January 1992  
Revised:       3 October 2000  

Revised:       5 June 2001  
 

  



 

 
2.204 Trustees' Review of Administrative Procedures 

 
The Trustees reserve the right to review administrative procedures at 

their discretion, but shall revise or veto such procedures only when, in the 
Trustees' judgment, they are inconsistent with policies adopted by the 

Trustees. The Trustees will be provided with copies of all procedures 
issued by the Administration.  

 
The Trustees, in advance of issuance, need not review administrative 

procedures except as required by law or when strong community 
attitudes, or possible student or staff reaction, make it necessary or 

advisable for the procedure to have the Trustees' advance approval.  
 

Adopted:      14 January 1992  

Revised:       3 October 2000  
Revised:       5 June 2001  

  



2.2045 Board of Trustees' Legal Counsel 

 
1. An attorney may be retained by the Trustees to serve as the 

attorney for the School.  
 

2. The attorney should be available for telephone consultations on 
general routine matters relating to actions or decisions of the 

Trustees. He/she will be kept fully familiar with the legal and tax 
problems of the School, and his/her services will be called upon 

in connection with these as needed.  
 

3. In addition, the attorney should be available to handle matters 
related to the collection of unpaid School fees, labor problems, 

claims by or against the School or its staff, insurance problems, 
juvenile discipline problems involving police or other public 

officials, and corporate and tax matters. 
 

4. The attorney may be called upon to deal with matters relating to 
building site acquisition, contracts relating to building 

construction or renovation, and disputes with contractors. 

He/she may also be called upon to review contracts entered into 
by the Trustees. 

 
5. The attorney will be directly responsible to the Business 

Manager. All communications should be directed to the Business 
Manager. 

 
6. Specific arrangements regarding compensation, time sheets, 

expense records and billing shall be spelled out in a written 
agreement between the Trustees and the attorney.  

 
7. Additional legal advice may be secured from consultant 

attorneys.  
 

Adopted:      13 November 1991  

Revised:       14 January 1992  
 

 

 

 

 

 

 



2.205 Administration in Policy Absence 

 

In cases when action must be taken and the Trustees have provided no 
guides in policy for such action, the Director shall have the power to act.  

 
These decisions, however, shall be subject to review by the Trustees at its 

next regular meeting. It shall be the duty of the Director to inform the 
Trustees promptly of such action and of the need for policy.  

 
Adopted:      14 January 1992  

  



2.206 Staff Involvement in Decision-Making 

 
It is the School policy to encourage employee participation in decision-

making for the school. Such participation shall include, as appropriate, 
involvement in:  

 
1.      Development of policy and regulations to implement policy  

 
2.      Development of administrative procedures  

 
3.      Development of plans for budgets  

 
4.      Development of plans for facilities  

 
In the development of regulations and arrangements for the operation of 

the school, the Director shall include at the planning stage whenever 

feasible those employees who will be affected by such provisions.  
 

The professional staff shall be given full opportunity, and encouragement, 
to contribute in curriculum development and in the development of 

policies and regulations pertaining to the instructional program.  
 

Each Principal shall maintain channels for conferring with the professional 
and support staff in establishing regulations for their sectors of the 

building and educational program.  
 

The Director shall develop with employees, channels for the ready 
intercommunication of ideas and feelings regarding the operation of the 

school. The Director shall weigh with care the counsel give, especially that 
given by groups designated to represent large segments of the staff, and 

shall inform the Trustees of all such counsel in presenting 

recommendations for action.  
 

Adopted:      17 January 1980  
Revised:       12 December 1991  

 

  



 

2.207 Student Involvement in Decision-Making 
 

The Trustees believe that students – as individuals and as members of the 
school community – should have opportunities to take responsibility for 

their own learning. Learning to participate constructively in group 
decision-making is an important part of growing up; therefore, students 

should be encouraged, in keeping with their level of maturity, to take part 
in the development of educational policies and regulations that affect 

them.  
 

In general, such participation is best channeled through class or school 
organizations, such as the Student Council, which offer practice in self-

government and serve as forum for the expression of student ideas. 
Students may also be asked to serve on advisory committees to the 

administration.  

 
The Trustees will consider student opinions in setting policies that directly 

affect student programs, activities, privileges, and responsibilities. 
However, the authority to govern the School must remain with the 

Trustees and with the Director, as consistent with the best interests of the 
School as a whole.  

 
Adopted:      17 January 1980  

Revised:       12 December 1991  

  



 

 
2.30 School Director's Powers and Duties 

 
In accordance with Board policy, the executive officer of the School shall 

be called "Director".  
 

The Director shall have charge and control of the School, subject to the 
orders and policies of the Trustees.  

 
The Trustees recognize the Director as its Chief Executive Officer (CEO) 

and charge him/her with the administrative functions of operating the 
School. The Director shall be responsible only to the Trustees.  

 
In the event that any vacancy occurs in the office of the Director, the 

Trustees shall promptly fill such a vacancy either by appointing an Acting 

Director or by appointing a new Director.  
 

Qualifications  
The Director shall be a person of educational attainment, of good moral 

character and executive ability. It is desirable that the Director hold an 
administrator's certificate and necessary that he/she have prior 

experience in educational administration.  
 

Duties  
As the chief administrative and supervisory officer of the School, the 

Director is directly responsible to the Trustees for the execution of 
Trustees' policies, for the efficient observance of regulations by all 

employees, for administration and supervision of the work of the several 
departments and programs, and for all other educational, social, and 

recreational activities connected with the School.  

 
Adopted:      17 January 1980  

Revised:       12 December 1991  
Reviewed:      5 June 2001  

  



 

 
2.301 Trustees-Director Relationship 

 
The executive powers of the Trustees may be, wholly or partially, 

delegated or sub-delegated to a Director to manage the School according 
to the Trustees ' policies. The Trustees shall hold the Director responsible 

for the administration of its policies, execution of its decisions, the 
operation of the internal machinery designed to serve the school program, 

and for keeping the Trustees informed about school operations and 
problems.  

 
The Trustees require the Director to bring to their attention:  

 
a.      Any matter referred to him/her that cannot be resolved  

administratively.  

 
b.      Any administrative decision that he/she believes, in his/her  

judgment, should receive prior approval of the Trustees.  
 

c.      Any other administrative decision that he/she feels should be  
brought to the attention of the Trustees.  

 
The relationship between the Trustees and the Director involves the 

distinction between policy and administration. The Trustees limits itself to 
broad consideration of policy; the Director operates the School to 

implement these policies. Trustees, the Director, and all School staff 
members will act on an ethical basis, respecting at all times the 

established line and staff relationships set out in the approved 
organizational chart for the School. It is the function of the Trustees, the 

Director and the staff to interpret intelligently the School, its policies, its 

procedures, and its relationships to the parents and the students.  
 

Adopted:      14 January 1992  
Revised:       23 May 1996  

Revised:       3 October 2000  
Reviewed:     5 June 2001  

  



 

2.302 Performance Review of Director 
 

By the end of September of each year, the Trustees and Director jointly 
will confirm and update the goals established at the end of the previous 

school year.  

 
By 1 May of each year, the Director will provide the Board of Trustees 

with a self-assessment using the “Performance Leadership Form” (Exhibit 
#1) and reflecting on progress toward the goals adopted by the Trustees 

and any other areas s/he deem significant.  
 

The Trustees will respond in writing to the Director no later than the last 
meeting of the school year, ensuring that their response includes goals for 

the Director for the subsequent year.  
 

 
Approved: 13 March 2007  

Revised:  14 June 2011 

  

http://files.schoolyard.com/caislisbon/Director_/policies.pdf


 

2.302-E Performance Review of Director 

Under each “competence area” are listed examples of performance 

indicators which help to define the expectations.  
  

Competence Area 1 – Strategic Leadership 

 Has a clear vision of what needs to be done to achieve the school’s 

mission.        
 Effectively articulates what needs to be done to achieve the school’s 

mission.                    
 Converts vision into action, thereby successfully implementing and 

achieving the goals of the Strategic Plan                          
 Identifies strategic issues, opportunities and threats and brings 

them to the attention of the Board of Trustees and/or other 
stakeholders as needed, thus ensuring that the Strategic Plan is 

responsive to changing conditions.    
 Engenders among staff and others directly or indirectly involved in 

the school a passion for excellence and the achievement of the 
vision. 

 Brings a fresh perspective to recurring issues and challenges; 

identifies new ways of doing things. 
 Demonstrates a high level of commitment, energy and drive. 

 

Competence Area 2 – Educational Leadership 

 Provides educational leadership for the faculty as well as the 
student and parent community.   

 Has a clear vision for the programs and other services of the school. 
 Maintains positive professional relationships with faculty through 

knowledge of best practice and current trends, personal contact and 
open dialogue.   

 Ensures that faculty are appropriately supported and supervised. 

 Develops and maintains strong networks with other international 
schools and international educational organizations 

 Promotes high standards in all aspects of the school’s programs and 
activities 

 

Competence Area 3 – Organizational Leadership and Management. 

 Ensures that the school is managed in an effective and efficient way 
 Puts in place sound management policies and systems                   

 Builds an effective Senior Management 
Team                                     



 Maintains positive professional relationships with staff through 

personal contact and open dialogue.   
 Ensures that staff are appropriately supported and supervised. 

 Ensures that personnel policies and practices meet the needs of the 
school and comply with local laws. 

 Ensures appropriate communication and information sharing 
processes 

 Works effectively with the Board of Trustees.   

 

Competence Area 4 – Financial Management 

 Ensures that the finances of the school are managed to ensure 

financial viability 

 Ensures that necessary resources are in place to meet the future 
educational needs of the school 

 Promotes financial responsibility and accountability throughout the 
school. 

 Ensures that the Strategic Financial Plan is adhered to and 
recommendations for adjustments, as needed, are proposed to the 

Board of Trustees in a timely manner.  
                  

Competence Area 5 – Team Leadership 

 Establishes clear and appropriate lines of communication, authority, 
and decision-making among team members.   

 Delegates authority and decision making while assuming ultimate 
responsibility. 

 Holds team members accountable for achieving results                  

 Provides candid and helpful feedback when there is a problem  
 Listens attentively to the ideas of 

others                                                               
 Makes whatever time is necessary to discuss important issues    

 Creates a climate of trust and 
openness                                                                 

 

Competence Area 6 – External relations 

 Effectively represents the school with external organizations and 
other international schools 

 Uses opportunities to raise the profile of the school and enhance its 

reputation 
 Is tenacious and persuasive in negotiating tough issues, especially 

in the context of potentially conflicting demands. 
 Listens to and acts on suggestions as to how the school can better 

meet the needs of its community members. 
 Speaks clearly and effectively; gets the message across on public 

occasions. 



 Promotes a spirit of openness and 

transparency.                                               

 

Competence Area 7 – Integrity and personal credibility 

 Acts in the best interests of the school, not for personal profit or 

gain. 
 Takes responsibility for mistakes and acts to correct them.            

 Is trustworthy. 
 Takes prompt action in case of unethical or unprofessional 

behavior.                       
 Treats people with dignity and respect.                  

 Resists undue or inappropriate pressure and interference            

 

Competence Area 8 – Self-Management 

 Makes tough decisions when 
necessary.                                                               

 Shows persistence when faced with difficult problems or challenges. 
 Sets challenging goals for self and acts to attain them.     

 Is conscientious about meeting commitments, observing deadlines 
and achieving results. 

 Copes well with ambiguity, uncertainty, and change.                         
 Manages in a deliberate, thoughtful 

way.                                              

 Exercises good judgment in crisis 
situations.                                         

 Shows willingness to learn from 
others                                                   

 Shows flexibility without compromising the achievement of 
important objectives 

 

Adapted from School Board Governance Training, W. Powell, et.al., John 

Catt Publishers, 2001. 

 


