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EVOLUTION INTERNATIONAL SCHOOL  

BOARD POLICY MANUAL 

28th May 2019 

 

1.  School Legal Status 

The school is a private proprietary school established in 2018 under Egyptian law according to the Private 

Schools Act. The school fulfils the requirements for compulsory education in Egypt and has the right to 

issue legally valid school reports and certificates under the Private Schools Act. 

Evolution International School is a non-sectarian, proprietary, privately owned and funded, tuition based 

pre-kindergarten through to twelfth grade school. The school is based upon international pedagogical 

educational standards with the basic programme taught in English with time given fulfilling the Egyptian 

Ministry of Education’s Arabic teaching requirements. The school has developed a curriculum which 

celebrates its Egyptian heritage whilst respecting international cultural diversity. The school has been 

developed to serve the needs of the local and international community. The school falls under the legal 

jurisdiction of the laws, rules and regulations of Egypt. Governance of the school is exercised by the 

Operations Board, an arm of LVNG New Giza for School Management. 

 

2. School Philosophy and Purpose 

VISION: Evolution…leading change.   

MISSION:  

Create an evolutionary environment that enables everyone to reach their full potential.  

 

Model tolerance and the responsible use of technology. 

 

Value knowledge, cultural identity and our planet.  

 

3. Non-Discrimination 

The school endeavours to create an atmosphere of inclusion for all students and staff irrespective of race, 

religion, creed or colour. The inclusion of different ethnic groups into the school’s family is a process that 

takes time to be accepted within the Egyptian culture and is something which is being handled gradually 

and sensitively. The school makes all reasonable efforts to support students and staff with learning and/or 

physical difficulties. 
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4. Schools and Levels of Instruction 

Evolution is a K-12 through school divided into Montessori Children’s House for Pre-K to K, Primary for 

grades 1-5 and Secondary for grades 6-12. Grades 9-10 take IGCSEs and grades 11-12 take IB Diploma. 

 

5. Professional Staff Evaluation 

Academic staff are engaged in a series of rigorous self-reflections and target setting which are discussed 

and approved by the school director to ensure their continuous improvement. 

 

6. Support Staff Evaluation 

Support staff are evaluated by their line manager with feedback. 

 

7. Evaluation of Instructional Programme 

The SMT are involved in annual reviews of the school curriculum with teachers, whilst the curriculum itself 

receives a full review with the academic staff on a three-year basis. The curriculum is approved by the 

Board.  

 

8. School Board Legal Status (And Bylaws) 

The school is board is made of investors who own the school. They are subject to the laws and bylaws 

governing company ownership in Egypt. The shareholders delegate two of their members to be the 

Chairman and CEO of the school and to hold regular Operations Board meetings with the school Director 

and the Business Operations Director.  

 

9. School Board Powers and Duties 

The Board is charged with ensuring the school operates within the confines of Egyptian law and for 

establishing the strategic direction, agreeing policies and ensuring the school’s short, medium and long 

term financial security. The Board place the excellence of education for its students as its primary goal. 

The Board is responsible for recruiting and retaining a suitably qualified school academic director to 

oversee and guide the academic team and curriculum. The Board evaluates the school director on an 

annual basis.  

 

10. Board Member Ethics 
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The Board strives to work within the Council of International School Code of Ethics to fulfil its mission 

statement, policies, contracts and promotional materials in an honourable and ethical way. The Board 

strives for excellence in all they do and places the safety and well-being of the staff and students at the 

heart of everything they do.  

 

11. School Calendar 

The school calendar is drafted by Evolution SMT in September one year prior to teaching. The calendar 

then undergoes review by the board and is cross-referenced against national holidays and the logistic 

requirements of the LVNG administration team. The school allocates between 165 and 175 days for 

teaching and up to ten additional days for teacher preparation and staff training. The calendar is 

distributed to staff and parents no later than April before the start of the next academic year. Should 

unforeseen emergencies reduce the number of teaching days below 165 the school board will determine 

the appropriateness of adding additional days at the end of the year. The director, in consultation with 

the board, is authorized to close the school if potential hazards threaten the safety and well-being of 

students and employees. Where possible, parents will be informed in advance. The school follows all 

government directives to close in cases of national emergencies.  

 

12. Composition of the Operations Board 

The Operations Board is the functioning board for Evolution. Members include the Chairman and the CEO 

from LVNG, the Business Development Director for LVNG and the Evolution School Director. Should any 

of these people be replaced then their replacement would take their place on the Board. The Operations 

Board normally meets once per fortnight during term time.  

 

13. Evaluation of the Operations Board 

The Board recognizes the need to evaluate its own effectiveness, as such towards the end of each year, 

the Board is evaluated by the Director and the SMT regarding its performance in helping the school reach 

the objectives set out in the Strategic Plan. The format is the same as the format for the School Director’s 

appraisal. 

 

14. Board-Director Roles and Relationships 

The School Director under the policies set by the Board and its overall guidance, is the chief executive 

officer of the school providing educational and organizational leadership. Because the relationship 

between Board and Director is crucial to the smooth operation of the school the Board is committed to 

evaluating the Director’s performance each year as set out in the terms of the contract and progress 

towards the school’s mission and Strategic Plan. The Director has overall responsibility for the day to day 

operations of the school and exercises supervision over all matters relating to education, administration, 
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finance and operations. The Director is responsible for making recommendations to the Board. The Board 

is responsible for establishing and monitoring all policies regarding the school’s operation. In the absence 

of a policy the Director will make a decision based on his/her professional judgement and taking into 

consideration previous Board decisions and consulting with Board members where appropriate.  

 

15. Policy Formulation and Decision Making 

The Board is responsible for agreeing/rejecting/amending all policies presented by the Director and 

developing policies where needed. The decision of the Board is final. All Board members do not need to 

be present to make these decisions but all Board members should be made aware of policy decisions and 

given the opportunity to comment. The Board is quorate if the Chairman and School Director are present.  

 

16. Board Meetings 

These normally take place every two weeks during school time. Emergency meetings can be held on 

request if the Chairman is available either in person or by phone/internet. Board members endeavour to 

attend all meetings either in person or by internet. 

 

17. Communication with the Board 

Staff members and parents should not communicate directly with Board members. All issues should be 

addressed through the Director and will either be dealt with immediately through phone/personal contact 

or tabled as an agenda item for the next meeting. The School Director is responsible for communicating 

all Board decisions to concerned parties. Anonymous emails will not be answered.  

 

18. Accounting Policy and the Fiscal Year 

The school has annual external audits and follows all local laws and regulations regarding the good 

management of finance. The school is open for governmental inspections as required. The fiscal year for 

the company runs from January to December and the governmental school audit runs from September to 

August. 

 

19. Budgeting and Financial Planning 

The Board shall approve a multi-year (three to five year) financial plan for both operational, capital, and 

reserves purposes, which shall include the next year’s budgets for operational, capital and reserves 

purposes. The plan shall include anticipated income and projected expenditures that are sufficient to 

support improvements scheduled within the school’s strategic plan, as scheduled over several years. The 

Board shall approve any significant change to the multi-year financial plan. 
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Changes in expenditure between major categories within the current year’s budget are the approved by 

the Operations Board with the school Director.  

 

20. Risk Management and Depository of Funds 

The Board will adopt a risk management strategy to protect against unforeseen events, the protection 

and safety of assets, and the continuity of operations. The risk management strategy shall include targets 

for reserve funds; guidelines on insurance, including bonding of appropriate employees; regulations on 

signatories for accounts to assure reasonable and prudent limits on single-signatory authority; and limits 

on cash in school buildings. 

 

21. Income Source 

The financial plans, including the next year’s budget, shall clearly specify the types, purposes, and 

amounts of all fees charged by the school, including registration and building fees, tuition fees, and 

other special fees such as books, rental, and laboratory fees. The school may pursue and accept 

endowments, grants, fund-raising activities, and gifts as deemed suitable by the Board and within the 

boundaries set for private schools in Egypt. 

 

22. Accounting, Reporting and Auditing 

Financial statements shall be audited by an independent, internationally recognized firm on a regular 

basis. The Board shall approve the auditing firm. In addition to confirming whether the school's accounts 

accurately represent the school's financial condition, the audit report shall include recommendations for 

improving the financial management of the school. This shall include a review of how well the school's 

administrative regulations and procedures serve to implement the Board's financial policies, and any 

recommendations to improve that implementation. The Board shall be responsible for accepting the 

audit report. 

 

23. Buildings and Grounds 

Working through the Director of Operations, the school’s Director shall prepare, publish, and implement 

standards and procedures to assure that the school’s facilities shall be safe, clean, well-maintained and 

attractive. This shall apply to facilities and equipment on the campus, plus facilities and equipment used 

in school activities off-campus. 

 

24. Staff Ethics, Rights and Responsibilities 
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The Director, in consultation with the staff, shall prepare, publish, and implement written guidance for 

all staff regarding the following aspects of staff ethics, rights, and responsibilities. 

a. Staff Involvement in Decision-making. The staff shall be encouraged to contribute ideas and proposals 

for the betterment of the school through regular staff meetings with the Director and other 

administrators.  

b. Communicating About Problems. Staff members shall directly discuss any problems with 

administrators or other staff members who are most immediately responsible. An effective, written 

grievance procedure shall be available for use if a staff member believes that such discussion has been 

insufficient. When needed, the specified procedure must be used, and anonymous messages shall not 

be accepted. Staff members shall always act and speak in ways that contribute to collegiality, enhance 

mutual respect, and support community morale. 

c. Contracts. Staff members shall have written contracts, which shall be followed by both the employee 

and the school. 

d. Evaluation. Staff members shall have written job descriptions and performance evaluation standards 

and procedures. 

e. Equal Opportunity. Appointments and promotions shall be made solely on the professional merits of 

the candidates without consideration of race, color, religion, national origin, gender, disability, or sexual 

orientation. 

f. Modeling Behavior. Staff members shall behave in ways that provide models for students’ conduct. 

This includes adhering to school regulations about smoking, drugs, alcohol, and dress. 

g. Conflict of Interest. Staff members shall not engage in any activity, which may constitute a conflict of 

interest. Such activities include engaging in employment or any private activity that would interfere with 

time or energy required for schoolwork, or would compromise the school, or would negatively affect the 

school in any other way.  

h. Community Safeguarding. Community members shall conscientiously follow all school procedures 

intended to assure the safety, health, security and wellbeing of students and all others participating in 

school activities or using school facilities. This shall include compliance with any and all requirements 

and regulations as set by the government of Egypt, and school regulations pertaining to safeguarding. 

 

25. Positions and Contracts 

All policies in this and following sections refer only to professional personnel positions. 

a. Approval of Positions. The Board shall establish new positions and abolish current positions through 

the annual budgeting process, and the published budget shall document such changes. 
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b. Authority. The Board authorizes the Director to appoint staff and agree on contracts for positions 

approved by the Board. Contracts shall be signed by the employee, the Director, and a Board 

representative. 

c. Categories of Contracts. There shall be three categories of teaching contracts: 

(1) Local Hire. This contract shall be provided for Egyptian citizens already residing in Egypt. 

(2) Overseas Hire. This contract shall be provided for an individual brought by the school to Egypt from 

another country, for the specific purpose of employment at the school. The position shall normally be 

full-time.  

 

26. Compensation 

a. Annual Review and Approval. The teacher salary scale and benefits shall be reviewed by the Board 

annually within the annual budgeting process. Any changes must be approved by the Board. 

 

27. Selection and Deployment 

a. Recruitment and Selection. The Director shall recommend a staffing plan for the next year within the 

budgeting process; the Board shall approve the plan as part of the budget. Minimum teacher 

qualifications shall normally be a bachelor’s degree; a teaching certificate, license, or equivalent 

qualification; and two years of teaching experience. Applicants for other positions shall demonstrate 

appropriate qualifications. The Director shall be responsible for all staff appointments, with the Board 

endorsing the appointments for Director of Operations, Financial Controller, and Heads of Section. 

b. Orientation. The Director shall provide an orientation program for new staff which prepares them to 

function well within the school generally, effectively execute their specific roles within the school’s 

programs, and become familiar with local living conditions and practices. 

c. Assignments. The Director shall be responsible for assigning all staff members to specific positions. 

The Director shall duly consider staff members’ preferences, but the needs of the school shall take 

priority. Except for emergencies, staff members shall be assigned positions for which they are qualified. 

A teacher’s specific teaching assignment (such as grade level and/or subjects) shall not be contractual; 

the Director may change assignments as school needs require. Vacancies for positions of additional 

responsibility shall be announced first within the school, and the Director shall consider internal 

applicants before considering external applicants. 

 


