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Colegio Franklin Delano Roosevelt B1.010
POLICY

SUPERINTENDENT - LEGAL STATUS

The Superintendent will be appointed by the Board of Directors to
conscientiously direct the activities of Colegio Franklin Delano Roosevelt
according to the policies established herein. The Superintendent shall be an
ex-officio member of the Board of Directors.

The enforcement of policies is an executive task to be performed by the
Superintendent through the FDR administrative body. The Superintendent shall
be held responsible for the effective administration of the entire school. The
Board of Directors reserves the right to review and veto all administrative rules,
procedures, and decisions.

Adopted: June 19, 1979
Revised: October 17, 2000; June 22, 2004



Colegio Franklin Delano Roosevelt B1.020

POLICY

SUPERINTENDENT - QUALIFICATIONS AND CRITERIA

To provide the most capable leadership available for the school, the Board of
Directors will engage in a thorough search for applicants, preferably U.S.
citizens, for the position of Superintendent.

Qualifications -- Shall include the following:

A)

United States citizenship or professional preparation in the United States
and fulfilment of all requirements identified in “Standards Required for
Accreditation of U.S.-Type Schools in Latin America.”

A graduate degree from an institution approved by a United States regional
accrediting agency.

At least 15 semester hours of graduate credits in school administration
and/or supervision.

At least 10 years of teaching and administrative experience with a minimum
of 5 years of successful administrative experience.

At least 4 years of teaching and/or administrative experience in a culturally
diverse setting.

Other qualifications the Board of Directors may deem appropriate to meet
the needs of the Colegio Roosevelt community.

Criteria -- Shall include the following:

A)

Proven expertise in staff leadership and development and the ability to
direct the school’s affairs with initiative and efficiency in a fair and firm
manner.

Dedication to the achievement of superior educational objectives and the

ability to create and maintain an atmosphere within the school that provides
opportunities for superior educational achievement.
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C)

D)

E)

F)

G)

H)

B1.020
Policy
continues

Demonstrated ability to communicate effectively and sensitively with the
Board of Directors, students, staff and parents on the welfare and education
of students.

Commitment to developing close relationships with all principals and
administrative staff in the execution of all policies established by the Board
of Directors.

Proven ability to lead with integrity and honesty.

Visionary orientation which includes the implementation of objectives, goals
and long-range planning.

Experience in analyzing difficult situations and making appropriate and
timely decisions.

Demonstrated ability to understand, interpret and guide school finances and
budgeting.

Dedication to maintaining and increasing professional standards with the
goal of obtaining the most qualified staff members for the school.

Adopted: June 19, 1979
Revised: October 17, 2000; March 20, 2001
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Colegio Franklin Delano Roosevelt B1.030
POLICY

SUPERINTENDENT - ROLE AND RESPONSIBILITIES
Roles

The Superintendent is appointed by the Board of Directors to execute general
management of all phases of Colegio Franklin Delano Roosevelt in accordance
with the established policies of the school. His/her duty is to provide leadership
for the entire school as reflected in our mission statement, modeled by our core
values and supported through our student strategic objectives.

The Superintendent will keep the Board of Directors informed of the progress and
condition of the school, making recommendations as he/she deems necessary;
will plan for both current and long-range development of program improvements;
will anticipate problems, when possible, and recommend appropriate policies
before problems actually arise; and will attend and participate in all meetings of
the Board of Directors unless otherwise directed.

Responsibilities
The Superintendent may delegate appropriate authority and duties to other
school personnel, but he/she shall remain responsible for action taken under

such delegation.

A) Administration

1. Administration - establishing rules and regulations for the implementation
of policies, promoting an understanding of rules and regulations among
the staff and enforcing all provisions.

2. Educational Program - developing, maintaining and evaluating a quality
educational program including its curriculum, instruction, books and
materials, supervision and administration; and serving as a professional
consultant to the Board of Directors on current educational practices and
trends.

3. Personnel - establishing staffing patterns and job descriptions; recruiting
and appointing staff; supervising and evaluating all personnel; making
decisions on promotion or discharge; and providing opportunities for in-
service and professional growth for staff.
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B1.030
continues

4. All Support Services - directing and evaluating all phases of fiscal and
business services; maintaining, operating and planning facilities;
supervising transportation services and any others which may exist.

5. Annual Budget Preparation - initiating and directing the preparation of an
annual budget and subsequently presenting the annual budget to the
Board of Directors for approval.

6. Students - establishing admission and record keeping procedures;
enforcing the school disciplinary policy; assuring supervision of all student
activities; and providing a safe and secure environment for students.

7. Community Relations - serving as a representative of the Board of
Directors in conducting public relations for the school; and ensuring
support for the school and its programs with members of the school
community.

8. Additional Responsibilities - as set forth elsewhere in Colegio Franklin
Delano Roosevelt policy or as may be prescribed by the Board of
Directors.

B) Professional Growth

During each five (5) year period of employment the Superintendent shall meet
the continuing educational requirements as specified by the schoolOs accrediting
agency.

See also: Policy G1.140

Adopted: June 19, 1979
Revised: October 17, 2000; May 21, 2002; December 19, 2006
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Colegio Franklin Delano Roosevelt B1.040

POLICY

SUPERINTENDENT«S CONTRACT AND SALARY

The Board of Directors is charged with the selection of a candidate or
reappointment of the incumbent Superintendent. The Board of Directors shall
endeavor to secure an explicit, contractual agreement, protecting the interests of
both Colegio Roosevelt and the Superintendent.

The terms of the contract shall normally include:

1.

9.

10.

12.

Round-trip economy airline tickets for the Superintendent, spouse, and
dependent children from point-of-origin to Lima and return.

Adequately furnished living quarters.

Reasonable excess baggage allowance for the initial trip to Lima and the
final return trip to the point-of-origin.

Free enrollment, tuition and fees at Colegio Franklin Delano Roosevelt for
dependent children who meet established entrance requirements.

Provision for use of an automobile with gasoline and maintenance
included.

Fully paid participation in a group medical and hospitalization insurance
plan.

One-time resettlement allowance upon arrival in Peru.

Reimbursement for costs of documents and papers necessary for
relocation.

Provision for annual home leave with round-trip economy airfare for the
Superintendent and family, with the option of the Superintendent using up
to an equivalent amount of the fare for any travel and related expenses
outside of Lima.

One-month paid vacation per annum.

Annual review of performance and consideration of salary adjustment.

Leaves, absences, and holidays at least equal to those granted to
members of the regular instructional staff.
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B1.040
Policy
continues
13. Up to $200 towards an annual physical.

The starting salary for the Superintendent will be negotiable with consideration

being given to the candidate's present salary, scope of responsibility, and
prerequisites.

The contract shall include the standard early termination clause as defined in
Policy B7.010.

Adopted: June 19, 1979
Revised: October 17, 2000

Page 2 of 2



Colegio Franklin Delano Roosevelt B2.010
POLICY

BOARD-ADMINISTRATION-STAFF RELATIONS

The Board of Directors expects the Superintendent to establish and convey a
clear understanding of the chain of command to all personnel as defined by the
organizational chart (B2.020). This chain of command is not intended in any way
to restrict cooperative, sensible working relationships between all staff, or to
preclude normal, day-to-day communication. The chain of command represents
avenues for the two-way flow of ideas to facilitate the operation of the school.

Personnel shall refer all matters requiring administrative action to the proper
administrator. Personnel shall also keep the administrator, to whom they are
directly responsible, apprised of their activities and concerns.

All personnel have the right to appeal a decision made by their administrator
through established grievance procedures (see POLICY G1.110 and
PROCEDURE G1.110R).

To ensure good relations between the administration and the Board of Directors,
the following conditions should be observed: a) a Board member should refrain
from giving individual direction to any member of the staff, and b) a Board
member should encourage any staff member who approaches him/her with a
school-related issue to refer the concern directly to the appropriate administrator.

Adopted: June 19, 1979
Revised: October 17, 2000



Colegio Franklin Delano Roosevelt
Administrative Chart

Board of
Directors
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| |
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Adopted: June 19, 1979
Revised: October 17, 2000, March 18, 2003
March 2005

Adopted: June 19, 1979
Revised: October 17, 2000, March 18, 2003, March 2005
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Colegio Franklin Delano Roosevelt B2.030
Policy

TEMPORARY ADMINISTRATIVE ARRANGEMENTS

It is important that decision-making responsibility is clearly delineated in cases
where the Superintendent, for one reason or another, is unavailable.

In the case of a planned absence the Superintendent shall designate the
Director, a Principal or another administrative staff member to serve as
administrator in charge.

In case of an emergency, when it is not possible to contact the Superintendent,
the responsibility to act for the school shall proceed in the following order:

1. Designated administrator in charge in consultation with the President of
the Board of Directors.

2. Designated administrator in charge in consultation with the Vice-President
of the Board of Directors.

3. Designated administrator in charge in consultation with the Executive
Committee of the Board of Directors.

If there is no designated administrator in charge, the responsibility falls on the
members of the Board of Directors.

In the event of serious illness or death of the Superintendent, a special meeting
of the Board of Directors will be convened by its President to determine what
course the school will take.

Adopted: June 19, 1979
Revised: October 17, 2000



Colegio Franklin Delano Roosevelt B3.010
POLICY

DIRECTOR - ROLE

The Director exists to ensure the school functions in a sound and legal manner
within the framework of Peruvian law. He/she shall be appointed by the Board of
Directors in full compliance with the stipulations of Peruvian law and shall work
under the Superintendent’s supervision.

Officially recognized as Director of the school by the Peruvian Ministry of
Education, the Director has the legal responsibility for the school’s academic and
administrative functions and serves as its official representative in all legal and
contractual matters and in any other issues required by ministerial authorities.

Approved: June 19, 1979
Revised: October 17, 2000, May 20, 2003



Colegio Franklin Delano Roosevelt B3.020

POLICY

DIRECTOR - RESPONSIBILITIES

The position is made up of two components: Peruvian Director and Peruvian
Program Coordinator. The Director reflects our mission statement, models our
core values and supports our strategic objectives in both roles.

A) Peruvian Director Duties

1.

7.

Be the legal representative of the school responsible for signing legal
documents as required by the Ministry of Education, Ministry of Labor,
Foreign Affairs, Immigration, Customs and other institutions.

Represent the school at all meetings required by the Ministry of
Education, Ministry of Labor, Foreign Affairs and Immigration Offices.

Carry out the school’'s public relations and communication with the
Peruvian Congress, government, local authorities and associations, while
advising Administration on local and cultural issues

Issue official information as required by the Ministry of Education and
other Peruvian official agencies regarding the Franklin Delano Roosevelt
Institute and/or Colegio Roosevelt’s legal standing.

Represent the school in dealing with universities in Peru.

Advise the Superintendent on opportunities for staff development at local
educational institutions.

Fulfill other reasonable duties as assigned by the Superintendent.

B. Peruvian Program Coordinator Duties

1.

Coordinate with the Director of Curriculum on the fulfillment of Peruvian
curriculum requirements in order to ensure that Colegio Roosevelt’s
curriculum is preparing official Peruvian Program students for entrance
into Peruvian universities

Supervise students’ enrollment in the Peruvian Program.

Provide orientation for parents regarding legal proceedings for
discharging courses, postponements, transfers, etc.
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B3.020
continued

4. Oversee the guidance office’s processing of all documents pertaining to
the students enrolled in the Official Peruvian Program, such as rosters,
examination reports, etc.

5. Coordinate the students’ validation processes and submit corresponding
documentation to the Unidad de Servicios Educativos (USE) to make it
official.

6. Coordinate with each school the transfer of students’ grades in the
Peruvian academic system.

7. Coordinate the reexamination process for High School and Middle School
students who have failed any Peruvian program courses.

8. Submit to USE official enrollment and evaluation documentation at the
beginning and at the end of the school year and academic, administrative
and statistical reports every semester.

9. Be responsible for issuing official transcripts for students enrolled in the
Official Peruvian Program.

10. Act as an advocate for Colegio Roosevelt with the Ministry of Education.

11. Assist the Principals with the evaluation of Official Peruvian Program
teachers.

12. Fulfill other reasonable duties as assigned by the Superintendent.

Approved: January, 1979
Revised: October 17, 2000, May 20, 2003; December 19, 2006
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Colegio Franklin Delano Roosevelt B4.010
POLICY

PRINCIPAL - APPOINTMENT AND QUALIFICATIONS

Appointment

Colegio Roosevelt is divided into 3 divisions: the Elementary School (EC3-Grade
5), the Middle School (Grades 6-8) and the High School (Grades 9-12). Each
division has its own Principal appointed by the Superintendent, who will seek
input from the Board of Directors, administrators, teachers and the Roosevelt
community during the selection process. The Superintendent’s selection will be
ratified by the Board of Directors.

Qualifications -- Shall include the following:

A) United States citizenship or professional preparation in the United States
and fulfillment of all requirements identified in “Standards Required for
Accreditation of U.S.-Type Schools in Latin America.”

B) A graduate degree from an institution approved by a United States
regional accrediting agency.

C) At least 15 semester hours of graduate credits in school administration
and/or supervision.

D) At least 8 years of teaching and administrative experience with a
minimum of 3 years of successful administrative experience.

E) At least 3 years of teaching and/or administrative experience in a
culturally diverse setting.

F) Other qualifications the Board of Directors may deem appropriate to
meet the needs of the Colegio Roosevelt community.

Adopted: June 19, 1979
Revised: October 17, 2000, March 20, 2001; September 23, 2003



Colegio Franklin Delano Roosevelt B4.020
POLICY

PRINCIPAL - CONTRACT AND SALARY

Upon selection of a Principal, the Superintendent shall secure an explicit,
contractual agreement, protecting the interests of both Colegio Roosevelt and the
Principal.

Contract terms are negotiable with consideration given to experience, education,
present salary and responsibilities. The local economy and Peruvian laws will
also be factors considered in this process.

The contract shall include the standard early termination clause as defined in
Policy B7.010.

Adopted: June 19, 1979
Revised: November 14, 2000; September 23, 2003



Colegio Franklin Delano Roosevelt B4.030

POLICY

PRINCIPAL - ROLE AND RESPONSIBILITIES

ROLE

The Principal is the supervisor and institutional leader of his/her school as
reflected in our mission statement, modeled by our core values and supported
through our student strategic objectives. He/she is responsible for ensuring that
all students reach their academic potential in a caring and secure environment.
To accomplish this goal the Principal oversees instructional staff, monitors
curriculum and its use, effectively utilizes facilities and maintains student
behavior within the limits of School policy.

RESPONSIBILITIES

A) Administration

4.

1. Establish annual work objectives and provide program direction.
2.
3. Assume the responsibility for the master schedule, record keeping, office

Implement the School’s academic plan.

accounting, etc.
Accept the responsibility for sound financial management including budget
planning and fiscal accountability.

B) Instructional Staff

Make sure all teachers and support staff have a clear understanding of
their performance expectations.

Establish a program of evaluation for instructional staff based on
established goals.

Provide recognition for outstanding professional service.

Be a mentor to all instructional staff as well as support their professional
growth and career advancement.

Create an atmosphere of teamwork by instilling a sense of common
purpose and common goals.

C) Curriculum

1.

2.

Ensure that curriculum documentation specifies what students should be
learning and what teachers should be teaching.

Gather information that indicates whether curriculum and instructional
goals and student performance outcomes are being met.
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B4.030
continued

3. Make sure all of the SchoolOs resources are identified and being used to
serve students and faculty members in reaching their full performance
potential.

D) Students

1. Create a productive and caring atmosphere where all students have the
opportunity to reach their greatest academic potential.

2. Review all new student admission applications in accordance with Board
policies.

3. Oversee the class placement of students.

E) School Community

1. Promote the involvement of students, parents and faculty in a wide variety
of School activities.

2. Support and cooperate with the PTA.

3. Participate in after-school activities, student activities and parent events.

F) Professional Growth

1. During each five (5) year period of employment the Principal shall meet
the continuing educational requirements as specified by the SchoolOs
accrediting agency.

Adopted: June 19, 1979
Revised: June 19, 2001; December 19, 2006
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Colegio Franklin Delano Roosevelt B5.000
POLICY

OTHER ADMINISTRATIVE PERSONNEL

Other administrative personnel serve leadership functions that should reflect our
mission statement, model our core values and support our student strategic
objectives.

ASSOCIATE PRINCIPAL

The Associate Principal assists the Principal in the overall administration of the
school including the supervision and placement of students, the coordination of
major school events, and the assignment, scheduling, supervision, and
evaluation of teaching staff. In the Principal’'s absence he/she serves as
Principal.

DIRECTOR OF CURRICULUM

The Director of Curriculum oversees the development and maintenance of a
quality curriculum, and instructional and assessment programs consistent with
Board policy and the school’'s mission statement. Primary duties include
organizing, coordinating, maintaining, and evaluating current EC-Grade 12
curriculum, developing and integrating new curriculum and support materials,
and supervising the SACS accreditation process. He/she works closely with the
Principals to ensure proper presentation and assessment of the curriculum in the
classroom.

REGISTRAR

The Registrar recruits potential candidates and directs the admission process of
new students to Colegio Roosevelt. He/she prepares and updates informational
material on the school as well as oversees and updates marketing instruments
(i.e. school video, viewbook, advertising, etc.). He/she maintains confidential files
on all school families and complete records on enrollment and financial
assistance. The Registrar prepares monthly statistical reports for the
Superintendent and the Finance Committee.

FACILITIES MANAGER

The Facilities Manager ensures the servicing and general maintenance of all
school buildings, grounds, installations, furniture, and vehicles in accordance with
safety standards. He/she supervises the transportation of students to and from
school utilizing a safe, efficient, and cost-effective system. To accomplish these
goals he/she must oversee the hiring and dismissal of all coordinators/workers,
the delegation of duties, and the evaluation of all work assignments. The
Facilities Manager works together with the Buildings and Grounds Committee,
Superintendent, and the Board of Directors on new projects and new
construction.
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B5.000
continued

PURCHASING MANAGER

The Purchasing Manager is responsible for establishing, organizing, and
maintaining a system for purchasing, receiving, and distributing supplies needed
for the effective operation of the school. Duties will include keeping accurate
records, maintaining supply inventories, communicating on an on-going basis
with major vendors, and abide by Peruvian regulations. He/she uses the
school’'s bid procedures in order to sustain competitive product pricing and
quality.

PERSONNEL OFFICER

The Personnel Officer works together with the school Administration in the
employment of the best personnel available in the local community. This includes
advertising for job openings, pre-screening job applicants, and monitoring the
overall hiring and dismissal process. For overseas personnel he/she coordinates
all pre/post arrival and departure logistics, supervises the visa procurement
process, and directs the selection and assignment of housing according to the
specific needs of the individual or family. The Personnel Officer also maintains
the official personnel records for length of service, vacations, leaves of absence,
SACS professional credit requirements, and salary scale placement and
advancement. He/she monitors the health insurance policy, life insurance policy,
and the retirement plan for local staff, communicating updates as needed.

See also: G1.031 Appointment of Personnel

Adopted: June 19, 1979

Revised: June 19, 2001; 2005

Ratification: April 15, 2003; May 18, 2004: November 16, 2004, May 17, 2005;
December 19, 2006
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Colegio Franklin Delano Roosevelt B5.010
POLICY

DIRECTOR OF INSTITUTIONAL ADVANCEMENT -- ROLE

The Director of Advancement plans, develops and administers the schoolOs
institutional development activities as reflected in our mission statement,
modeled by our core values and supported through our student strategic
objectives. These include internal and external communications, fundraising,
marketing, public relations, special events and parent and alumni relations.
He/she shall work under the SuperintendentOs supervision.

See Also: G1.031 Appointment of Personnel

Adopted: May 20, 2003
Ratification: May 18, 2004; December 19, 2006



Colegio Franklin Delano Roosevelt B5.020

POLICY

DIRECTOR OF INSTITUTIONAL ADVANCEMENT - RESPONSIBILITIES

A) Fundraising

1.
2.

Prepare and execute an advancement plan for the school.

Identify sources of funding. Interact and nurture relationships with major
donors.

Organize donor database and support system.

Be a liaison between the Superintendent, Board of Directors and the
ParentOs Association on fundraising.

Create and implement annual fundraising activities.

Identify and develop additional uses of school facilities to generate
revenues.

B) External and Internal Communications

1.

2.

Review, analyze, update and improve all mediums of school
communication.

Develop and execute a strategy to communicate with all the various
institutional communities.

C) Public Relations and Marketing

1.

Promote the image and educational value of the school within the
international and national communities.

2. Establish relationships with the broader Lima community.
3.
4. Plan and implement special public relations events.

Cultivate relationships with various sectors of the media.

D) Parent and Alumni Relations

4.

1. Cultivate and develop a relationship with parents and alumni.
2.
3. Update the alumni data bank. Inform this community of school news and

Familiarize parents with the schoolOs fundraising campaigns ad goals.

activities.
Promote cross-cultural understanding among the members of the
Roosevelt community.

Adopted: May 20, 2003



Colegio Franklin Delano Roosevelt B6.010
POLICY

BUSINESS MANAGER -- ROLE

The Business Manager is responsible for the day-to-day operation of accounting,
facilities, inventory, copy center, purchasing, security, personnel, and
administrative technology as reflected in our mission statement, modeled by our
core values and supported through our student strategic objectives. He/she will
contribute to the formation, development, implementation and administration of
policies and goals related to these areas of responsibility and is responsible for
preparing and implementing the annual school budget and managing the
school’'s accounting and financial services, including payroll, banking and
investments. The Business Manager coordinates and supervises legal counsel
with the Peruvian Director and Superintendent. The Business Manager
supervises the collection and safekeeping of all funds, maintains comprehensive
records, and cooperates with the annual external audit as well as any other
special interim audits and follows the instruction of the Finance Committee on
how to proceed with reserve funds and investments.

See also: G1.031 Appointment of Personnel

Adopted: May 20, 2003
Ratification: May 18, 2004
Revised: June 20, 2006; December 19, 2006



Colegio Franklin Delano Roosevelt B6.020

POLICY

BUSINESS MANAGER- RESPONSIBILITIES

A) Administration

1.

Administer the following Colegio Roosevelt organizational components:
facilities, inventory, copy center, security and safety, purchasing and
supplies, human resources, and administrative technology. He/she is
responsible for directing and coordinating the activities of subordinate
managers in these areas.

Serve as a member of the school's senior management team
participating in the development of overall procedures, programs,
objectives and goals advising the Superintendent on all matters
pertaining to the business and financial affairs of Colegio Roosevelt.
Work with the Superintendent in recruiting, screening, hiring, supervising
and evaluating all personnel in his/her areas of responsibility.

Arrange for in-service training programs for personnel under his/her
supervision.

Serve as the official liaison of the Board of Directors to the workers’
union.

Work with the Superintendent and Peruvian Director on legal, tax and
personnel issues

B) Finance

1.

Administer the Accounting, Finance and Purchasing offices of the school
directing and coordinating the activities of subordinate managers in
these areas.

Serve on the Finance Committee, presenting monthly reports and
developing, with the administration, an annual budget.

Develop and maintain a Business Procedures Manual containing
appropriate procedures and practices relating to the business and
administrative operations of the school.

Manage Investments and reserve funds in coordination with the Finance
Committee.

Adopted: May 20, 2003
Revised: June 20, 2006



Colegio Franklin Delano Roosevelt B6.030

POLICY

ADMINISTRATIVE AND FINANCE MANAGER --QUALIFICATIONS

A)
B)
C)

D)
E)
F)

University degree in Business Administration or Finance.

More than 5 years of experience in management and/or administration.
Knowledge of business operations, plant management, human resources
and technology.

Fluent in English and Spanish.

Ability to represent the school in the community.

Strong interpersonal skills.

Adopted: May 20, 2003



Colegio Franklin Delano Roosevelt B7.010
POLICY

EARLY TERMINATION CLAUSE FOR CONTRACTS

All contracts between the school and overseas-hire personnel, whether
administrative, instructional or support, shall contain the following early
termination clause:

For reasons of institutional financial solvency or just cause, and in the latter
case only after opportunity for full exercise of the established grievance
procedure has been granted, this contract may be unilaterally terminated by
the Board of Direc tors. Under these circumstances, severance pay of three (3)
months United States salary or full salary up to the end of the normal contract
period, whichever is less, and contracted return air fare and baggage
allowance shall be granted.

For the Superintendent and Principals, the final sentence of the above clause
shall read:

Under these circumstances severance pay of six (6) months United States
salary or full salary up to the end of the normal contract period, whichever is
less, and contracted return a ir fare and baggage allowance shall be granted.

See also: G1.140 Termination of Employment
G1.110R Grievance Procedure
G2.114 Additional Benefits to Attract Expatriate Instructional Staff

Adopted: June 19, 1979
Revised: November 14, 2000; September 23, 2003



