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1. INTRODUCTION 

This Board Governance Manual (“Board Manual”) has been approved by the Board of  Trustees 
(“Board”) of the Interna�onal College of the Cayman Islands (“ICCI”). It sets out the governance 
structure and principles pursuant to which the Board exercises its responsibili�es and carries out its 
du�es of stewardship and accountability.   

The Board Manual is reviewed and approved at least every two years, or as required. The Board 
Secretary, a�er consul�ng with the Board Chair, may make and publish amendments to this Board 
Manual that are minor or administra�ve in nature. 

The policies and procedures outlined in this Board Manual are subject to the provisions of the 
Memorandum of Association of the International College of the Cayman Islands (1970) (see 
Appendix A) and the International College of the Cayman Islands Articles of Association and Rules of 
Operation (1979, 2011) (see Appendix B). They are also subject to the laws of the Cayman Islands, 
including the Companies Law, Non-Profit Law and Education Law. Where there is a conflict with 
Board Manual, these documents and the legisla�on will take precedence. 

In instances where any other ICCI policies, procedures or internal documents conflict with policies 
and procedures outlined in this Board Manual, the Board Manual will take precedence.  

2. ICCI OVERVIEW 

ICCI is a private, non-profit and independent ins�tu�on of higher educa�on situated at Newlands, 
Grand Cayman.  

ICCI currently serves between 120 and 150 students, primarily in subjects related to business 
administra�on, accoun�ng and finance. It also offers programming in human resources, tourism and 
media management. Students can pursue an Associate’s degree, Bachelor’s degree or Master’s 
degree at ICCI, as well as their high school equivalency - General Educa�onal Development (GED). 

The ICCI academic year begins in September and is organized across four quarters. Courses are 
mainly offered in the evenings on campus or by distance.  

Establishment of ICCI 

The history of ICCI begins with in 1967 with the Founding Commitee that was organized by Dr. J. 
Hugh Cummings. In January 1968, the American Commitee for the College of the Cayman Islands 
was formed to provide financial help for establishing the first ins�tu�on of higher educa�on in the 
Cayman Islands. 

In 1969, an American Friends Service Commitee volunteer work camp began construc�on of the 
first campus building, Friends Hall, located on land donated by the Hon. James M. Bodden. In 1970, 
an Opera�on Crossroads Africa volunteer work camp helped to complete construc�on on the 
building by early 1971.  

ICCI began classes on September 24, 1970.  
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3. BICAMERAL GOVERNANCE FRAMEWORK 

Both the Board and Academic Council are governing bodies of ICCI. Bicameral governance 
delineates the strategic oversight of the Board from the academic responsibility of the Academic 
Council. 

Board Role 

The Board’s role is to be informed about and to ask ques�ons about all facets of ICCI, but not 
supervise or direct the day-to-day ac�vi�es, risks and successes of the organiza�on. The Board sets 
the overall vision and strategic direc�on, periodically assesses the opera�onal status rela�ve to that 
direc�on, and leaves the day-to-day opera�onal issues to ICCI’s President. The Board is responsible 
for the business of ICCI – its administra�on, finances, opera�ons, assets, role in the community and 
the integrity of such. 

Academic Council Role 

The Academic Council has a more focused responsibility for the academic integrity of ICCI, subject 
to the Board’s involvement where academic maters interface with maters of business and the 
larger community.  

All academic maters are the concern of the Academic Council that shall consist of faculty 
representa�ves as Lead Instructors. Students shall also be selected to serve on the Academic 
Council. The Academic Council Shall be chaired by the Chief Academic Officer and shall report 
minutes, including recommenda�ons to the President. 

The President plays a bridging role between the Board and the Academic Council. 

4. BOARD RESPONSIBILITIES 

The Board is responsible for the management, administra�on and control of the property, revenue, 
business and affairs of ICCI. The Board fulfills its duty by delega�ng to the President responsibility 
for the day-to-day opera�ons of ICCI within the parameters set by the Board and requires regular 
repor�ng from the President. Trustees serve part-�me, and the Board’s role is one of governance 
and oversight of ICCI. 

Human Resource Responsibility 

Regarding human resources, the Board: 

a) Appoints the President as the Chief Administra�ve officer of ICCI, sets the President’s salary 
or remunera�on, and defines the President’s du�es and tenure of office; 

b) Monitors and evaluates the President’s performance; 
c) Oversees President succession planning and ensures plans are in place to deal with a 

planned or emergency departure of the President; 
d) Provides advice and counsel to the President in the execu�on of the President’s du�es; 
e) Ensures that ICCI human resources strategies provide for the development of key personnel 

consistent with the future leadership needs of ICCI; 
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f) Approves Terms and Condi�ons of Employment; and 
g) Ensures ICCI’s compensa�on and human resources philosophies and strategies are in 

keeping with ICCI’s mission, vision, values and goals, as well as with legisla�ve 
requirements. 

Strategic Responsibility 

ICCI’s President, in consulta�on with internal and external stakeholders and in accordance with 
ICCI’s fiscal accountability to funders, formulates opera�ng and capital plans and budgets. These are 
then assessed and ul�mately approved by the Board. 

Regarding strategy, the Board: 

a) Reviews and approves ICCI’s vision, mission and priority statements; 
b) Par�cipates in the development of and approves ICCI’s strategic plan; 
c) Oversees the ongoing implementa�on of ICCI’s strategic plan and establishes key 

performance measures; 
d) Reviews and approves ICCI’s annual capital and opera�ng budgets;  
e) Monitors ICCI’s performance against the various plans and budgets, and approves revisions 

to the plans and budgets as required; and 
f) Seeks advice from the President and the Academic Council on the establishment or 

discon�nua�on of programs or services. 

Risk Management Responsibility 

The primary responsibility for ICCI’s risk management is vested in the President and overseen by the 
Board. 

ICCI’s President is responsible for establishing processes, procedures and mechanisms by which key 
maters of risk are iden�fied and ensuring that strategies are developed to manage such risks. 

Regarding risk management, the Board: 

a) Understands the key strategic risks to ICCI; 
b) Ensures, through regular reviews and assessments, that the President has established 

appropriate systems to manage these risks; and 
c) Receives regular reports from the President on the management of material risks to ICCI. 

In par�cular, the Board will review with the President the policies and procedures that are in place 
to iden�fy, manage and monitor material risks including, but not limited to: 

• Financial impacts to ICCI’s physical assets and financial resources; 
• Human resource impacts to ICCI’s ability to invest, manage and support its human 

resources; 
• Opera�onal impacts to ICCI’s ability to manage day-to-day programs, processes, 

engagement and the effec�ve and efficient use of its resources; 
• Regulatory and compliance impacts to ICCI’s ability to adhere to all applicable laws; 
• Strategic and reputa�onal impacts to ICCI's ability to achieve strategic goals and objec�ves; 

and 
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• Safety and security impacts to ICCI’s ability to protect itself and its stakeholders from harm. 

Financial Responsibility 

Regarding financial management, the Board: 

a) Directs and oversees ICCI’s internal and external audit; 
b) Verifies that the President and finance staff are applying appropriate audit, accoun�ng and 

financial repor�ng principles; 
c) Verifies that internal financial and opera�onal controls and informa�on systems are in place 

and func�oning sa�sfactorily; and 
d) Reviews and approves ICCI’s annual audited financial statements. 

Monitoring and Repor�ng Responsibility 

Regarding monitoring and repor�ng, the Board: 

a) Monitors ICCI’s performance against the objec�ves set out in the strategic plan and agreed-
upon key performance measures; 

b) Iden�fies and monitors quan�fiable measures and benchmarks rela�ng to the academic 
and overall experience of ICCI students, and establishes processes to obtain student 
feedback; and 

c) Ensures ICCI’s financial posi�on is reported fairly and in accordance with generally accepted 
financial repor�ng standards. 

Code of Conduct 

Regarding the conduct of Trustees and employees, the Board: 

a) Establishes, and updates as required, a Code of Conduct for Trustees which includes the 
du�es of Trustees, the Board or its Commitees in conflict of interest situa�ons; and 

b) Approves a Code of Conduct for all ICCI employees and monitors through the President, 
compliance with all significant policies that govern ICCI’s opera�ons. 

Communica�on Responsibility 

The President is the primary spokesperson for ICCI and the Board Chair is the primary spokesperson 
for the Board. As authorized by the President, ICCI has addi�onal spokespersons for specific subject 
maters. 

Regarding communica�ons, the Board: 

a) Ensures ICCI has a plan in place to communicate effec�vely with students, faculty, 
employees, government, stakeholders and the public. 

Government Rela�ons Responsibility 

Regarding government rela�ons, the Board: 

a) Works collabora�vely with the Cayman Islands Government; 
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b) Requires the President to submit informa�on required by the Government, inclusive of 
annual filings, both promptly and adequately; and 

c) In a �mely manner, keeps Government informed of material issues that could affect ICCI or 
ICCI’s ability to comply with relevant regula�ons.   

Governance Effec�veness Responsibility 

Regarding governance, the Board: 

a) Establishes and maintains this Board Manual; 
b) Reviews and updates the Board’s governance policies referred to in this Board Manual at 

least every two years or more frequently as required; 
c) Develops a plan for long term Board composi�on and updates the list of skills required for 

the Board; 
d) Provides an orienta�on session for Trustees;  
e) Annually examines the effec�veness of the Board and the current Board Chair; and 
f) Annually examines its rela�onship with the President, the Academic Council and 

Government. 

Reliance on President 

In carrying out its responsibili�es, the Board relies on the President to provide it with accurate, 
�mely and complete informa�on. 

External Advisors 

In carrying out its responsibili�es, where appropriate and in consulta�on with the President, the 
Board is en�tled to retain and rely on external professional service firms, consultants and advisors 
(collec�vely “External Advisors”) as needed to fulfill its mandate. 

When the Board retains External Advisors, the Board must ensure that any relevant informa�on, 
findings or recommenda�ons of the External Advisors be immediately reported to the President via 
the Board Chair. 

5. BOARD STRUCTURE 

Composi�on 

There shall be at least twenty Trustees. 

As s�pulated below, the Board shall name individuals as Ex-officio Members of the Board. Ex-officio 
Members share  important perspec�ves during Board discussions and help to beter connect the 
Board with vital parts of the ICCI community. However, Ex-officio Members are not considered part 
of the Board’s consensus decision-making. 

By virtue of their posi�on, the President is an ex-officio member of the Board. 

On recommenda�on of the President, the Board shall select one ICCI student, one ICCI staff 
member and one ICCI faculty member to serve as Ex-officio Members of Board. 
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Term Length 

Except when filling vacancies of unexpired terms, Trustees shall be named for a five-year term to 
expire at the end of the Academic year. If approved by the Board, a Trustee may be considered for 
re-appointment to a succeeding term following review and assessment by the Board. 

Except when filling vacancies of unexpired terms, student, staff and faculty shall be named as Ex-
officio Members for a two-year term to expire at the end of the Academic Year. Student, staff and 
faculty may be considered for re-appointment to a maximum of one succeeding term following 
review and assessment by the Board.  

Eligibility 

The following persons are not eligible to be or to remain Trustees: 

a) An employee of ICCI; 
b) Member of the Cayman Islands Parliament; 
c) Members of the public service in the Ministry of Educa�on; 
d) Members of the Cayman Islands Educa�on Council; and 
e) Members of the public service designated by the Minister or Educa�on.  

A student shall cease to be an ex-officio member if not registered as an ICCI student in the 
preceding, current or upcoming academic quarter. 

Staff or faculty shall cease to be an ex-officio member upon termina�on of their employment with 
ICCI. 

Standing Commitees 

The Standing Commitees of the Board are: 

a) Execu�ve 
b) Finance and Audit 
c) Planning and Advancement 

In addi�on, the Board has the power to appoint ad hoc commitees it considers necessary and 
advisable. The Board shall decide the membership, term and responsibili�es of each ad hoc 
commitee. 

Board Rela�ons with President 

The Board appoints the President of ICCI and delegates to the President overall responsibility for the 
opera�ons of ICCI within the parameters set by the Board. 

This Board Manual establishes the roles and responsibili�es of the Board in rela�on to the 
President. Trustees may direct ques�ons or concerns to the President through the Board Chair. The 
Board Chair is also the Chair of the Execu�ve Commitee, which is responsible for human resource 
maters pertaining to the President. 
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6. BOARD CHAIR POSITION DESCRIPTION 

Elec�on and Term 

The Board Chair shall be elected by the Board on a two-year term at the Annual Mee�ng.  

Role 

The principal role of the Board Chair is to provide leadership to the Board and ensure the Board 
meets its obliga�ons and fulfills its governance responsibili�es. The Board Chair is accountable to 
the Board, acts as a direct liaison between the Board and President, and represents the Board 
internally and externally, including ac�ng as a spokesperson on behalf of the Board. The Board Chair 
acts as a signatory represen�ng ICCI and the Board, as authorized by the Board. 

The Board Chair shall preside at mee�ngs of the Board and shall work in conjunc�on with the Board 
Secretary and President to formulate the agenda for Board mee�ngs.  

Eligibility 

The Board Chair must be an appointed Trustee. 

Du�es and Responsibili�es 

The Board Chair: 

a) Acts as a liaison between the President and the Board; 
b) Fosters a construc�ve rela�onship between the Board and President through regular 

contact; 
c) Acts as a sounding board, counselor and confidant for the President; 
d) Provides support and mentorship to the President; 
e) Ensures appropriate and �mely communica�on between the Board, stakeholders and the 

President; and 
f) Seeks to ensure that President presents to the Board all informa�on necessary to allow the 

Board to effec�vely discharge its responsibili�es; 

In consulta�on with the Board Secretary and President, the Board Chair: 

a) Develops and sets the Board mee�ng agendas and discusses materials required to ensure 
Trustees have sufficient background informa�on to enable them to prepare for the mee�ng; 

b) Ensures minutes are accurately recorded and presented at subsequent mee�ngs; 
c) Calls mee�ngs of the Board; 
d) Presides over Board mee�ngs; 
e) Conducts Board mee�ngs in an efficient, effec�ve and focused manner; 
f) When not a member of a certain Commitee, may nonetheless atend that Commitee’s 

mee�ngs as a non-member; 
g) Determines whether or not a conflict of interest exists in rela�on to a Trustee; and 
h) Signs documents on behalf of the Board as authorized by the Board. 
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To ensure overall effec�veness of the Board, the Board Chair: 

a) Leads the Board in fulfilling its governance responsibili�es; 
b) Ensures the Board has cohesion of direc�on and purpose at a policy and strategic level; 
c) Maintains an appropriate boundary between the Board and staff responsibili�es; 
d) Liaises with Commitee Chairs to ensure coordina�on between the work of the Commitees 

and the Board, and ensures sa�sfactory Commitee reports for the Board; 
e) At mee�ngs, encourages par�cipa�on of all Trustees and promotes a spirit of collegiality 

where robust ques�oning and discussion is encouraged by all Trustees; 
f) Builds consensus and develops teamwork within the Board; 
g) Fosters ethical and responsible decision making by the Board; 
h) Ensures that each Trustee is contribu�ng to the Board’s work; 
i) Makes themself available to individual Trustees for ques�ons, counsel and discussions 

rela�ng to ICCI; 
j) In concert with the President and Board Secretary, provides new Trustees with informa�on 

on the Board’s current issues as part of the Trustee orienta�on; 
k) Keeps the Board up to date on all significant developments at ICCI, both at and between 

mee�ngs; and 
l) As the Chair of the Board’s Execu�ve Commitee, coordinates the Board and Trustee self-

evalua�on processes. 

7. DEPUTY BOARD CHAIR POSITION DESCRIPTION 

Elec�on and Term 

The Deputy Board Chair shall be elected by the Board on a two-year term at the Annual Mee�ng. 

Eligibility 

The Deputy Board Chair must be an appointed Trustee. 

Du�es and Responsibili�es 

The Deputy Board Chair: 

a) In the absence of the Board Chair or as required, assists the President and Board Secretary 
in developing and se�ng Board mee�ng agendas; 

b) Assists the Board Chair in coordina�ng and providing leadership to the Board; 
c) Assumes leadership responsibili�es for key ini�a�ves or ac�vi�es, as assigned; 
d) Performs the Board Chair’s du�es in their absence, including an unplanned vacancy un�l a 

successor is chosen by the Board; and 
e) Atends community and ICCI events on behalf of the Board Chair, as assigned. 
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8.  BOARD SECRETARY POSITION DESCRIPTION 

Appointment 

The Board Secretary shall be elected by the Board on a one-year term at the Annual Mee�ng. 

Eligibility 

The Board Secretary must be an appointed Trustee. 

Du�es and Responsibili�es 

The Board Secretary supports the Board by coordina�ng and facilita�ng the ac�vi�es of the Board 
and Board Commitees to ensure the effec�ve and efficient opera�on of ICCIs governance.  

The Board Secretary is responsible for the organiza�on and administra�on of all Board related 
maters and the organiza�on and maintenance of governance records, including governance 
compliance maters. They work with the President on agendas and work planning for the Board to 
ensure the �mely submission of reports to the Board. 

Other du�es include: 

a) Recommending an annual schedule of Board Mee�ngs; 
b) Ensuring appropriate minutes for the Board are recorded, including decisions of the Board; 

and 
c) Ensuring the Board remains up-to-date on the implementa�on of past decisions. 

9. INDIVIDUAL TRUSTEE POSITION DESCRIPTION AND CODE OF CONDUCT 

Standards of Conduct 

Individuals named as Ex-officio Members shall be treated as Trustees under the Code of Conduct. 
However, Ex-officio Members are not considered part of the Board’s consensus decision-making. 

In discharging their responsibili�es, each Trustee must: 

a) Act honestly, in good faith and in the best interests of ICCI; and 
b) Exercise the care, diligence and skill that a reasonably prudent person would exercise in 

comparable circumstances. 

In keeping with these responsibili�es, a Trustee is required to: 

c) Act in the best interests of ICCI as a whole and not in their self-interest, nor in the interest 
of a par�cular group or cons�tuency; 

d) Comply with ICCI policies, including the Board Governance; 
e) Comply with all applicable laws; 
f) Make full and �mely disclosure of any conflicts of interest in accordance with procedures 

set out in this Manual in order to protect the integrity of ICCI; and 
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g) Keep informa�on confiden�al as appropriate, including all informa�on associated with In 
Camera mee�ngs and Closed Mee�ngs. The duty to maintain informa�on in confidence 
con�nues a�er a Trustee ceases to be a Trustee. 

Complaints Procedure for Breaches of the Code of Conduct 

Complaints cannot be made anonymously. 

The personal privacy of an individual who makes a complaint in respect of this Code 
(“Complainant”) will be respected as much as is possible given the circumstances.  

All complaints received from Trustees in respect of the Code shall be referred to the Board Chair, 
other than complaints with respect to the Board Chair. All complaints received from Trustees in 
respect of the Code that relate to the Board Chair shall be referred directly to the Deputy Board 
Chair. 

Upon receipt of a complaint, the Board Chair (or the Deputy Board Chair, as applicable) shall 
conduct such an inves�ga�on as they consider appropriate. This will include interviewing both the 
Complainant, and the person about whom the complaint was made. 

The person conduc�ng the inves�ga�on will ensure any documenta�on obtained or generated as 
part of the inves�ga�on is retained in a secure loca�on. 

The Board Chair (or the Deputy Board Chair, as applicable) will report the results of the inves�ga�on 
to the Board. 

Puni�ve Ac�on for Breaches  

Should the Chair (or the Deputy Board Chair, as applicable) conclude that a Trustee has contravened 
any provision of the Code, the Board has the power to impose puni�ve ac�on, including one or 
more of the following: 

a) Issue a leter of reprimand; 
b) Pass a resolu�on removing a Trustee from the Board for cause; or 
c) Request that the Trustee resign. 

Confiden�ality 

All disclosures will be kept confiden�al unless the mater disclosed cons�tutes an actual or poten�al 
threat of serious harm to ICCI, its students or employees or to the general public. 

Rela�onship with President, Staff and Faculty 

Each Trustee should be available as a resource, ac�ng as a sounding board or providing advice as 
required. However, engagement should always respect the roles of the Board Chair and President as 
outlined in this Board Manual. The Board acts collec�vely, and no Trustee has the authority to direct 
any employee of ICCI. 

Trustees may direct ques�ons or concerns at any �me through the Board and Commitee mee�ngs, 
or through the Board Chair to the President. 
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Public Statements 

The President is the primary spokesperson for ICCI and the Board Chair is the primary spokesperson 
for the Board. 

The Board speaks with one voice; although each Trustee has an important role as an ambassador of 
ICCI, no Trustee may speak on behalf of ICCI (e.g., to government or the media) in their capacity as 
an individual Trustee unless specifically asked or authorized to do so by the Board Chair. 

Trustees are expected to avoid speaking against or undermining any decision of the Board, 
regardless of whether the Trustee agrees with that decision. 

Community Engagement 

Trustees are valuable ambassadors of ICCI who are well posi�oned to establish and foster strong 
rela�onships through two-way dialogue with community members and partners. Each Trustee is 
expected to listen to community members and partners and to share with them ICCI’s unique 
mandate, mission and character as an ins�tu�on of higher educa�on. 

Trustees may be asked to engage with ICCI’s communi�es and stakeholders, and have typically 
welcomed the opportunity to do so. Trustees may also be asked to par�cipate in, and act as official 
representa�ves of ICCI at certain events organized by the Board or ICCI (such as Board-hosted 
recep�ons, awards ceremonies and Convoca�ons). 

Informed Decision Making 

Trustees must devote the necessary �me and aten�on to be able to make informed decisions on 
issues that come before the Board. While the President will provide Trustees with the informa�on 
that the President thinks Trustees need in order to discharge their responsibili�es, Trustees have a 
responsibility to review all mee�ng material and informa�on provided and request any addi�onal 
informa�on they think necessary to make an informed decision. Requests for informa�on are 
directed through the Board Chair. 

Trustees are expected to be knowledgeable about ICCI’s vision, mandate, priori�es and opera�ons. 

Board Ac�vity 

During Board mee�ngs, a Trustee is expected to exemplify the expecta�ons and standards of 
conduct outlined in this Code, including but not limited to: 

a) Be prepared and well-informed on relevant issues (through pre-read materials or 
otherwise); 

b) Bring their own experience, wisdom, judgment and influence to bear construc�vely on 
issues; 

c) Interact with fellow Trustees, the President and guests in a respec�ul, courteous and 
construc�ve manner; 

d) Speak and act independently while remaining collabora�ve; 
e) Express opinions in a clear and respec�ul manner; 
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f) Express points of view for the Board’s considera�on even if they may seem contrary to 
other opinions previously expressed; 

g) Ask probing ques�ons when appropriate; 
h) Listen to, and exercise tolerance for, others’ perspec�ves; 
i) Be adaptable, flexible and open-minded in the considera�on and implementa�on of 

change; 
j) Exercise a logical, ra�onal approach to problem solving; 
k) Analyze issues from many perspec�ves, considering the impact of decisions on ICCI’s 

internal and external environments (e.g., students, faculty, employees, stakeholders, 
Government and community); 

l) Be innova�ve and resourceful in developing solu�ons; 
m) Whenever possible, advise the Board Chair and President in advance of introducing 

significant and previously unknown informa�on; 
n) Focus inquiries on issues related to strategy, policy, implementa�on and results rather than 

issues rela�ng to the day-to-day management of ICCI; and 
o) Once Board decisions are made, support those decisions in a posi�ve manner. 

In carrying out their responsibili�es, each Trustee is expected to be ac�vely engaged in and add 
value to the Board’s work. Those Trustees who have par�cular areas of exper�se are expected to 
use their unique skills and experience to the benefit of the Board, for example by contribu�ng to 
discussions on topics within their area of exper�se. 

Atendance 

Trustees are expected to maintain an excellent Board and Commitee mee�ng atendance record. 
The Board Chair should engage any Trustee that is absent from more than half the scheduled 
mee�ngs over the course of a year and should discuss how to improve atendance.  

Any Trustee may bring forward a mo�on to remove another Trustee based on issues of atendance. 
However, issues of atendance will be considered as part of the Board evalua�on process. 

Confiden�ality of Board Informa�on 

Board confiden�ality is essen�al to ensure that full and frank discussion of issues deemed as 
confiden�al may take place in an atmosphere free from the risk of inappropriate disclosure. All 
informa�on shared by Trustees and those presen�ng informa�on to the Board shall be treated with 
utmost confiden�ality, except when it is clearly understood that the informa�on is in the public 
domain.  

Trustees may only disclose confiden�al informa�on to external third par�es when disclosure is 
authorized or required by law or an enactment in a court proceeding. Any other external disclosure 
of confiden�al informa�on is subject to prior approval of the Board Chair and President. 

Trustee Background Checks 

ICCI is required under the Educa�on Regula�ons (2017) to register with the Educa�on Council every 
three years. All Trustees are required to provide a criminal records check to ICCI so they may be 
included as part of the ins�tu�on’s registra�on.  
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Trustees that have been convicted in the Islands or outside the Islands of an offence, which the 
Educa�on Council determines may render that person unsuitable to be associated with an 
educa�onal ins�tu�on, may prevent the successful registra�on of ICCI.  

Removal 

The Board may resolve to remove a Trustee from the Board at any �me. 

Resigna�on 

A Trustees resigna�on becomes effec�ve at the �me ICCI receives a writen resigna�on from them, 
or at the �me specified in the resigna�on, whichever is later. 

10. PRESIDENT POSITION DESCRIPTION 

Introduc�on 

This posi�on descrip�on describes the roles and responsibili�es of the President of ICCI. It should 
be read in conjunc�on with the President’s employment agreement. 

Appointment 

The Board has the power to appoint the President as the Chief Administra�ve Officer of ICCI. 

By virtue of their posi�on, the President is also an ex-officio member of the Board. In this capacity, 
they will provide important insight into opera�onal maters during Board discussions. However,  
they will not be part of the Board’s consensus decision-making (i.e., they do not vote). 

Role 

The President is the Chief Administra�ve Officer of ICCI and must generally supervise and direct the 
work of ICCI. The President has overall responsibility for leading and managing ICCI through the 
development and implementa�on of strategies and policies. The President is also responsible for 
overseeing the maintenance and development of building and property as directed by the Board. 

Accountability 

The President is accountable to the Board. 

Leadership Responsibili�es 

In leading ICCI, the President: 

a) Manages ICCI academically and opera�onally within the objec�ves set out in the strategic 
plan and agreed-upon performance measures; 

b) Provides leadership in the establishment and ar�cula�on of ICCI’s vision, mission and 
strategic priori�es; 

c) Ensures that ICCI operates within established policies and strategic priori�es by apprising 
the Board of all maters affec�ng its responsibili�es; 
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d) Develops and implements opera�onal policies and procedures to guide ICCI within the 
framework of the vision, mission and strategic priori�es approved by the Board; 

e) Directs and monitors ICCI’s ac�vi�es in a manner that ensures the assets of ICCI are 
safeguarded and op�mized; 

f) Summons mee�ngs of a faculty or staff when the President considers it necessary or 
advisable to do so; 

g) Establishes staff or faculty commitees the President considers necessary or advisable; and 
h) Plays a bridging role between the Board and the Academic Council. 

Strategic Responsibility 

Regarding strategy, the President: 

a) Makes any necessary recommenda�ons to the Board and Academic Council and reports on 
any mater referred to the President by the Board or Academic Council; 

b) Monitors ICCI’s educa�onal, administra�ve and financial performance and provides reports 
as appropriate; and 

c) Prepares and publishes an annual report on ICCI’s progress. 

Board Responsibili�es 

The President supports the Board Chair and the Board: 

a) In carrying out the Board’s governance responsibili�es, including the �mely provision of 
relevant and complete informa�on; and 

b) By atending all Board mee�ngs. 

Financial and Risk Management Responsibili�es 

Regarding financial and risk management, the President: 

a) Prepares and submits to the Board an annual budget for review and approval; 
b) Ensures the integrity of ICCI’s internal control and management systems;  
c) Iden�fies and ensures repor�ng to the Board on the principal risks of ICCI and ensures the 

implementa�on of effec�ve systems to manage those risks; and 
d) Makes reasonable efforts to ensure that funds are raised and grants are obtained to fulfill 

the opera�onal requirements of ICCI. 

Human Resource Responsibili�es 

Regarding human resource management, the President: 

a) Establishes and maintains a Board approved organisa�onal design that is appropriate for 
the effec�ve and efficient opera�on of ICCI; 

b) Establishes and maintains a Board approved plan for staff development and succession, 
including President succession planning; and 

c) Following appropriate no�ce to the Board, appoints, promotes, suspends or removes 
members of faculty and staff of ICCI. 
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External Rela�ons 

Regarding external rela�ons, the President: 

a) Acts as the primary spokesperson for ICCI and oversees ICCI’s interface with the public and 
stakeholders; 

b) Develops and implements a communica�ons program to support ICCI’s strategic objec�ves, 
including promo�ng ICCI’s brand and marke�ng leaning opportuni�es; and 

c) Develops and maintains effec�ve rela�onships with government. 

11. BOARD MEETING GUIDELINES 

Frequency 

The Board is required to meet twice per academic year but will strive to meet at least once per 
quarter. Addi�onal mee�ngs may be called by the Board Chair or at the request of the President. 

The Board will hold its “Annual Mee�ng” before the end of the Spring Term of the Academic Year. 
Atendance at the Annual Mee�ng is of the utmost importance. 

Board Mee�ngs will typically be scheduled at least three months in advance.   

Loca�on 

Board mee�ngs will typically be held at the ICCI Campus and Trustees should always strive to atend 
mee�ngs in person.  

With prior no�ce to the Board Chair and Board Secretary, a Trustee may par�cipate in a Board 
mee�ng by telephone or video. 

In Camera Board Mee�ngs 

If discussing any of the following, the President and all others who are not Trustees, including other 
Ex-Officio Members will be excused: 

a) The President’s appointment, performance, evalua�on or compensa�on; 
b) The President’s annual goals; 
c) President succession planning;  
d) Board or Trustee evalua�ons; or 
e) Any other maters related to Board func�oning. 

Immediately following this debriefing session, the Board Chair may report to the President on issues 
discussed at during the In Camera Board Mee�ng, as appropriate. 

Agenda 

The Board Chair, in consulta�on with the President and with support from the Board Secretary, 
develops the agenda for each Board mee�ng. The Deputy Board Chair may also support the 
development of the agenda. 
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The agenda and suppor�ng materials should be distributed to Trustees ten working days in advance 
of the mee�ng. 

Trustees who wish to suggest items for discussion at Board mee�ngs and addi�ons to the agenda 
should contact the Board Chair or the Board Secretary at seven working days prior to the Board 
mee�ng. The Board Chair may exercise their discre�on whether to include the suggested item on an 
upcoming Board mee�ng agenda. 

Procedures at Mee�ngs 

There is no threshold for quorum. All Trustees present at regularly set or duly called mee�ngs may 
conduct official business. 

The Board will make decisions through consensus in order to promote effec�ve communica�on, 
mutual understanding and shared responsibility among all Trustees.  

To ensure that the Board operates in a transparent and equitable manner, the board recognizes four 
levels of consensus: 

a) Unanimous Consensus when all Trustees fully agree on a decision or proposal. This means 
that all Trustees have no objec�ons or concerns, and they fully support the decision. 

b) Consensus Minus One, also known as near-unanimous consensus, when all Trustees except 
one fully agree on a decision or proposal. The dissen�ng Trustee has concerns or objec�ons 
but is willing to stand aside and not block the decision. 

c) Consensus with Reserva�ons is when Trustees agree to a decision or proposal, but some 
Trustees have concerns or reserva�ons. These Trustees are willing to support the decision, 
but they want their concerns or reserva�ons to be recorded. 

d) Modified Consensus is when all Trustees agree to a decision or proposal with some 
modifica�ons or changes. These modifica�ons are made to address concerns or 
reserva�ons of some Trustees, and once the modifica�ons are made, all Trustees fully 
support the decision. 

Board mee�ngs will adjourn four hours a�er the scheduled �me of commencement. The �me for 
adjournment may be extended for a maximum of 30 minutes at a �me at any mee�ng by a 
successful mo�on for extension, which is not debatable. 

Robert’s Rules of Order (current edi�on) apply to Board mee�ngs, subject to the provisions of this 
Board Manual. 

Minutes 

The Board Chair is provided with the dra� minutes of each mee�ng of the Board as soon as possible 
a�er each mee�ng. Once approved by the Board at its next scheduled mee�ng, the minutes serve 
as the official record of the mee�ng and are filed in a secure loca�on. 

The Board Secretary may make minor/administra�ve correc�ons to approved Board or Commitee 
minutes, provided the correc�ons are approved by the Board Chair or respec�ve Commitee Chair. 
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12. COMMITTEE OPERATING GUIDELINES 

Each Commitee’s Terms of Reference are set out separately in this Board Manual. The provisions 
below iden�fy the opera�ng guidelines applicable to all Commitees. 

Purpose 

The purpose of Board Commitees is to provide in-depth concentra�on in key areas of Board 
responsibility and to help the Board carry out its work. 

Mandate 

Each Commitee reviews its own Terms of Reference annually and submits any substan�ve proposed 
changes to the Execu�ve Commitee for review and recommenda�on to the full Board. 

Accountability, Decision-Making and Recommenda�ons 

Each Commitee is accountable to the Board. 

The Board may confer on the Commitees power and authority to act for the Board. However, no 
Commitee has the power and authority to act for the Board unless specifically authorized by the 
Board through the applicable Commitee Terms of Reference or otherwise (for example, through a 
mo�on at a Board mee�ng). 

As such, the Commitees have no authority to direct the President, ICCI faculty and staff, nor may 
they speak for or commit ICCI unless specifically authorized by the Board through the applicable 
Commitee Terms of Reference or otherwise. 

In the absence of express authority to act for the Board, decisions, if any, made by a Commitee are 
recommenda�ons to the Board in respect of the subject on which it was created to advise. The 
Board takes into considera�on, but is not bound by, Commitee recommenda�ons. 

Regardless of whether the power and authority to act for the Board has been delegated to a 
Commitee, no Commitee may make a decision that may have a material impact on ICCI’s strategic 
plan; such decisions must be made by the Board. 

Decisions made by a Commitee are determined by consensus. 

Composi�on 

The Board Chair recommends Commitee Chairs and Commitee Members for approval of the 
Board. A Trustee may belong to more than one Commitee at one �me.  

A Commitee Member may be removed or replaced at any �me by the Board Chair and will cease to 
be a Commitee Member upon ceasing to be a Trustee. 

The Board Chair may be self-appointed to any Commitee. The Board Chair is an ex officio member 
of all Board Commitees when they are not otherwise appointed a member. When serving on a 
Commitee in an ex officio capacity, the Board Chair observes, provides advice and oversees the 
coordina�on of the Commitee’s work in rela�on to the Board, but does not vote. 
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Mee�ngs 

Each Commitee meets at least four �mes per year. Addi�onal mee�ngs may be held as deemed 
necessary by the Commitee Chair or as requested by any two Commitee members. The Commitee 
Chair will share a schedule of planned mee�ngs with the Board. 

Subject to the excep�on below, when not a member of a certain Commitee, an individual Trustee 
may atend that Commitee’s mee�ngs as a non-member upon no�ce to the Board Secretary and 
Commitee Chair. When atending a Commitee mee�ng in this capacity, the Trustee observes the 
mee�ng, but does not vote. 

Due to the sensi�vity of issues discussed, atendance at Execu�ve Commitee mee�ngs is limited to 
Appointed Members. 

Agenda 

The Commitee Chair develops the agenda for each Commitee mee�ng. 

Under normal circumstances, the agenda and suppor�ng materials are distributed to Commitee 
Members at least ten working days in advance of the mee�ng. Material should be concise, yet 
complete, and prepared in a way that focuses aten�on on cri�cal issues to be considered and 
decisions, if any, sought from the Commitee. 

Trustees who wish to suggest items for discussion at Commitee mee�ngs and addi�ons to the 
agenda should contact the Commitee Chair at least seven working days prior to the Commitee 
mee�ng. The Commitee Chair may exercise their discre�on whether to include the suggested item 
on an upcoming Commitee mee�ng agenda. 

Minutes 

A Commitee Member will volunteer to take minutes at each mee�ng. One approved by the Chair, 
minutes are distributed to the Board as part of their next mee�ng package. 

When discussing sensi�ve maters, a Commitee may move to an in camera session. 

Repor�ng 

At the next Board mee�ng, the Commitee Chair provides an oral report that summarizes, at a high-
level, what the Commitee has been working on (since it last reported to the Board), what the 
Commitee is bringing forward for discussion or approval, and what is coming up on the 
Commitee’s work plan. 

External Advisors 

In carrying out its responsibili�es, where appropriate (i.e., considering ICCI’s internal resources, and 
the Board budget and subject to ICCI’s procurement prac�ces) and in consulta�on with the 
President and approval of the Board Chair, each commitee is en�tled to retain and rely on external 
professional service firms, consultants and advisors (collec�vely “External Advisors”) as needed to 
fulfill its mandate. 
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When a Commitee retains External Advisors, the Commitee must ensure that any relevant 
informa�on, findings, or recommenda�ons of the External Advisors be immediately reported to the 
Board Chair and President, as appropriate.  

13. EXECUTIVE COMMITTEE TERMS OF REFERENCE 

Purpose 

The purpose of the Execu�ve Commitee (“Commitee”) is to develop and recommend ICCI’s 
approach to good governance and ICCI’s governance framework, support and oversee Board 
recruitment and to lead processes to support and evaluate the effec�veness of the Board, 
Commitees, Board Chair and individual Trustees. 

The Commitee also assists the Board in fulfilling its obliga�ons rela�ng to ICCI’s human resources 
philosophies and strategies, including succession planning and significant human resources policy 
development. Stemming from this role, the commitee also leads the President’s performance 
evalua�on, goal and objec�ve se�ng, and compensa�on. 

Composi�on and Quorum 

The Commitee is composed of at least five Trustees, inclusive of the Board Chair who is the 
Commitee Chair, the Board Deputy Chair and Board Secretary. 

Given the nature of Commitee responsibili�es, Ex-officio Members of the Board may not be 
appointed to this Commitee. 

There is no threshold for quorum. All Commitee members present at regularly set or duly called 
mee�ngs may conduct official business. 

Governance Responsibili�es 

The Commitee: 

a) At least every five years, reviews the governance framework (including this Board Manual) 
for ICCI and advises the Board regarding: 

• Areas of concern; 
• Best prac�ces; and 
• Recommended changes;  

a) Ensures appropriate structures and procedures are in place to allow the Board to func�on 
effec�vely; 

b) Annually reviews the composi�on of the Board as a whole and recommends, if necessary, 
changes to the Board composi�on that include an appropriate balance of knowledge, 
experience, skills, exper�se and diversity; 

c) Annually or as vacancies arise, works with the Board Chair and President to iden�fy any 
gaps that should be filled by newly appointed Trustees; 

d) Leads the Board Chair and Deputy Board Chair succession planning process; 
e) Oversees the annual review processes for evalua�ng the effec�veness of the Board; 
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f) Periodically reviews and assesses ICCI’s governance communica�ons to stakeholders and 
the general public with respect to its policies and prac�ces in the area of governance, 
including the communica�on contained on ICCI’s internal and external websites; 

g) Considers recommenda�on from the Academic Council regarding the crea�ons, suspension 
or termina�on of programs; 

h) Reviews and ensures the adequacy of ICCI’s Code of Conduct for Trustees; and 
i) Reviews Conflict of Interest declara�ons from Trustees. 

Human Resource Responsibili�es 

The Commitee: 

a) Ensures ICCI’s compensa�on and human resources philosophies and strategies are in 
keeping with: 

• ICCI’s vision, mission, values and priori�es; and 
• legisla�ve requirements; 

b) Oversees the appointment process for the President; 
c) Leads the development of the President’s annual goals and objec�ves, for recommenda�on 

to the Board; 
d) Leads the President’s annual performance and compensa�on review, for recommenda�on 

to the Board; and 
e) Annually reviews ICCI’s organiza�onal structure and succession plans. 

14. FINANCE AND AUDIT COMMITTEE TERMS OF REFERENCE 

Purpose 

The purpose of the Finance and Audit Commitee (“Commitee”) is to assist the Board in fulfilling its 
obliga�ons and oversight responsibili�es rela�ng to the internal and external audit processes, 
financial repor�ng, risk management and the system of internal controls that management and the 
Board have established, and when required, to make recommenda�ons to the full Board for 
approval. 

The Commitee also assists the Board in fulfilling its obliga�ons and oversight responsibili�es 
rela�ng to financial planning, investments and real property. 

In the process of overseeing ICCI’s audit procedures, the Commitee will have unrestricted access to 
ICCI’s personnel and documents, and will be provided with the resources necessary to carry out its 
responsibili�es, including external advisors. 

Composi�on and Quorum 

The Commitee is composed of at least five Trustees. 

Ex-officio Members of the Board may be appointed to this Commitee. 

Commitee members should be financially literate, have legal acumen or have experience in 
facili�es management. At least one member of the Commitee must have a financial designa�on or 
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significant relevant financial management exper�se. The Chair of the Finance and Audit Commitee 
must not be the Chair of the Board. 

There is no threshold for quorum. All Commitee members present at regularly set or duly called 
mee�ngs can conduct official business. 

Financial Planning Responsibili�es 

The Commitee: 

a) Reviews and makes recommenda�ons to the Board in respect of: 
• Financial plans and budgets; 
• The appropriateness and validity of any material assump�ons and es�mates used in 

the prepara�on of such plans or budgets; 
• The consistency of the plans and budgets with strategic plans, policies, objec�ves 

and ini�a�ves approved by the Board; 
• Any significant assump�ons, forecasts, targets or performance goals used by ICCI in 

the prepara�on of the financial plans and/or budgets; and 
• Se�ng, determining and collec�ng fees; and 

b) Ensures the Board receives, on a �mely basis, meaningful financial informa�on regarding 
ICCI’s current financial status and up-to-date forecasts required to make decisions. 

c) Reviews the prepared financial statements for recommenda�on to the Board. 

Property 

The Commitee: 

a) Recommends to the board any policies and procedures respec�ng the management, 
governance and control of ICCI’s real property, buildings and structures; and 

b) Oversees facili�es planning and real property maters. 

Compliance Responsibili�es 

The Commitee: 

a) Confirms the appropriate policies and procedures are in place for monitoring compliance 
with applicable laws and ascertains their adequacy and the levels of compliance; 

b) Reports to the Board all financial maters of which the Commitee has knowledge that may 
materially affect the current or future posi�on of ICCI;  

c) Reviews the submission of regulatory reports to external bodies; and 
d) Reviews such other maters that the Commitee or the Board deems advisable or �mely; 

Risk Management Responsibili�es 

The Commitee: 

a) Provides leadership to the Board’s overall approach to risk management oversight; 
b) Understands the material risks to ICCI; 
c) Reviews and makes recommenda�ons on ICCI’s risk management controls and policies and 

seeks input and assistance from other Board Commitees as appropriate; 
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d) Reviews the President’s system to manage risks; and 
e) Verifies ICCI is adequately insured, as applicable, to cover material business risks and 

uncertain�es. 

External Audit Responsibili�es 

The Commitee: 

a) Reviews and recommends to the Board the terms of the External Auditor’s engagement; 
b) Recommends to the Board the appointment of the External Auditor; 
c) Monitors the performance of the External Auditor; 
d) Holds in camera mee�ngs with the External Auditor, without the President or other ICCI 

employees present; 
e) Reviews the post-audit recommenda�ons of the External Auditor and reviews ICCI’s internal 

response and subsequent follow-up to any significant weaknesses; 
f) Reviews the evalua�on of internal controls by the External Auditor, including any 

recommenda�ons for improvement of ICCI’s accoun�ng procedures and internal controls, 
together with the response from the President and other finance staff; and 

g) Directs the External Auditor’s examina�ons of par�cular areas of concern with respect to 
internal controls. 

15. PLANNING AND ADVANCEMENT COMMITTEE TERMS OF REFERENCE 

Purpose 

The purpose of the Planning and Advancement Commitee (“Commitee”) is to assist the Board in 
the development and implementa�on of strategic plans, special projects and special events.  

The Commitee also advises the Board on strategies to strengthen the reputa�on of ICCI, increase 
performance, increase revenues and fundraise (i.e., advancement). 

Composi�on and Quorum 

The Commitee is composed of at least five Trustees.  

Ex-officio Members of the Board may be appointed to this Commitee. The President will also atend 
Commitee mee�ngs as an ex-officio member. 

There is no threshold for quorum. All Commitee members present at regularly set or duly called 
mee�ngs may conduct official business. 

Strategic Planning Responsibili�es 

The Commitee: 

a) Oversees the development of the ICCI Strategic Plan; 
b) Presents the dra� ICCI Strategic Plan to the Board for approval; 
c) Recommends to the Board key performance indicators stemming from the Strategic Plan;  
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a) Monitors implementa�on of the Strategic Plan and provides a summary of progress at the 
Board’s Annual Mee�ng;  

b) Reviews the feasibility of proposals from the President, Trustees or external par�es for a 
new or modified program or service in the context of the ICCI Strategic Plan; 

c) In reviewing proposals for a new or modified program or service, solicit recommenda�ons 
from the President and Academic Council; and 

d) Make recommenda�ons to the Board regarding changes to a program or service in 
alignment with the ICCI Strategic Plan. 

Special Projects Responsibility 

The Commitee: 

a) Reviews proposals to the Board from the President, Trustees or external par�es regarding 
special projects; and 

b) Makes recommenda�ons to the Board regarding proposed special projects, including the 
feasibility of the project �meline, resource needs and linkages to the ICCI Strategic Plan. 

Special Events Responsibility 

The Commitee: 

a) Make recommenda�ons to the Board regarding special events, including Commencement, 
award ceremonies and any other regular or ad hoc event approved by the Board; and 

b) Support the coordina�on of such events. 

Advancement Responsibility 

The Commitee: 

a) Develops a strategy for advancement of ICCI, including strengthening the reputa�on of ICCI 
and increasing external funding; 

b) Regularly reviews changes to external funding and iden�fies opportuni�es for growth; and 
c) Provides strategic advice to the Board Chair on opportuni�es for external engagement that 

strengthen the ICCI brand. 

16. BOARD COMPOSITION AND SUCCESSION PLANNING 

Introduc�on 

Effec�ve Boards are composed of Trustees having the right combina�on of personal atributes and 
relevant skills and experience. 

All Trustees are responsible to act in the best interests of ICCI at all �mes. The du�es and 
responsibili�es of individual Trustees are set out in the Individual Trustee Posi�on Descrip�on and 
Code of Conduct. 
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As set out below, the Board maintains a framework for assessing desired competencies, exper�se, 
skills, background and personal quali�es that are sought in poten�al candidates for appointment to 
the Board.  

Personal Characteris�cs 

All Trustees should be commited to ICCI’s vision, mission and values and possess the following 
personal characteris�cs: 

a) Commitment to innova�ve and interdisciplinary educa�on; 
b) Integrity and accountability; 
c) The ability to express views in a collegial manner; 
d) Informed judgment; 
e) The ability to provide wise, though�ul counsel on a broad range of governance issues; 
f) A preference for Board and team performance over individual performance; 
g) High performance standards; 
h) A history of achievements that reflects high standards for themselves and others; 
i) Ability to commit the �me required; and 
j) No actual, poten�al or apparent conflicts of interest. 

Specific Skills and Experience 

Trustees, as a group, should possess a combina�on of skills and experience relevant to ICCI’s 
strategic goals and the Board’s oversight responsibili�es. The specific skills and experience sought 
may change from �me to �me in keeping with changes to ICCI’s internal and external opportuni�es 
or challenges.  

Relevant skills and experience include: 

• Higher educa�on 
• Finance and accoun�ng 
• Business (execu�ve) management 
• Informa�on technology 
• Risk management 
• Strategic planning 
• Marke�ng and communica�ons 

 

• Labour rela�ons and human resources 
• Legal exper�se 
• Public sector processes 
• Previous/outside leadership experience 
• Governance and board experience 
• Community involvement 

 

 
Board Leadership 

In order for the Board to be effec�ve, it is important that the Board include some Trustees who have 
the necessary skills, experience and desire to fill key leadership posi�ons on the Board including the 
Board Chair, Deputy Board Chair and Board Secretary. 

Diversity 

Within the context of the required Board skills, considera�on is given to bringing together a diverse 
group of Trustees with the goal of crea�ng robust Board dynamics, fulsome Board discussions and 
ensuring different perspec�ves are brought to issues. Diversity in this context includes diversity of 
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backgrounds, perspec�ves and problem-solving approaches. The Board should also reflect cultural, 
gender and other forms of diversity relevant to the communi�es served by ICCI. 

Process for Iden�fying Required Skills and Experience 

All Trustees play key roles in iden�fying the needs of the Board and poten�al candidates to fill those 
needs. However, the Execu�ve Commitee leads the process to iden�fy specific skills and experience 
desired in new Trustees to fill upcoming vacancies, including: 

a) The op�mal atributes desired for the Board as a whole; 
b) The skills, background and experience of con�nuing Trustees; and 
c) The “priority needs” (i.e., those atributes that should be added and/or strengthened on the 

Board) to be filled in the appointment of new Trustees. 

17. ORIENTATION AND PROFESSIONAL DEVELOPMENT 

The Execu�ve Commitee, with the assistance of the President, ensures there is an orienta�on 
program for new Trustees.  

Goals 

The goals of the orienta�on program are to: 

a) Ensure that each new Trustee has a clear understanding of ICCI’s formal governance 
framework, including the role of the Board, its suppor�ng commitees and the Academic 
Council, and the expecta�ons in respect of individual Trustee’s performance; 

b) Help each new Trustee build an understanding of ICCI, its opera�ons and working 
environment including: 

• Its strategic goals and ini�a�ves; 
• Summary details of its principal assets, liabili�es and significant commitments; 
• Its major risks and risk management strategy; 
• Key performance indicators; 
• Any opera�onal or financial constraints imposed by legisla�on or otherwise; 
• The roles, responsibili�es and expecta�ons of Trustees outlined in the Board 

Manual, including the code of conduct, conflict of interest and confiden�ality 
provisions; 

c) Build a link with the individuals who make up ICCI, including: 
• Opportuni�es to meet and get to know fellow Trustees; 
• Mee�ngs with President and key staff; 
• Visits to ICCI’s campus to meet faculty, staff and students; and 

d) Build an understanding of ICCI’s main rela�onships, including Government, key 
cons�tuencies and other key stakeholders. 
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Materials 

New Trustees receive a comprehensive set of briefing materials including: 

a) The Board Governance Manual; 
b) The most recent strategic plan; 
c) The most recent budget; 
d) Minutes from the previous year’s Regular Board Mee�ngs; 
e) A schedule of dates for upcoming Board mee�ngs and Commitee mee�ngs; and 
f) Minutes from the previous year’s Commitee mee�ngs for any Commitee that the Trustee 

will be joining. 

Process for New Trustees 

Each new Trustee is expected to par�cipate in ICCI’s Trustee Orienta�on Program. 

The Board Secretary works with the President to ensure that arrangements are made for the 
orienta�on program for a new Trustee. The program is scheduled as soon as possible a�er their 
appointment. The program also includes specific orienta�on in respect of any Commitees that the 
new Trustee will be joining. 

18. BOARD AND TRUSTEE EVALUATION 

Introduc�on 

The Board is commited to Board evalua�on, the purpose of which is to provide Trustees with an 
opportunity each year to examine how the Board and Board Chair are performing, which may also 
include examining the performance of the Board’s Commitees, Commitee Chairs and individual 
Trustees, and to iden�fy opportuni�es for improvement. 

Process 

The process used varies from year to year. Each year, the Execu�ve Commitee recommends the 
annual review processes for evalua�ng the effec�veness of the Board and the Board Chair, which 
may also include an evalua�on of the Commitees and individual Trustees. The process is 
appropriate to the Board’s stage of development and takes into account past Board evalua�on 
processes and results. 

The Execu�ve Commitee may engage an outside advisor to assist in the design and implementa�on 
of the evalua�on process. 

The evalua�on process may include an evalua�on ques�onnaire, interviews, facilitated discussions 
or any combina�on of methods. 

Board Evalua�on Objec�ves 

The objec�ves of the Board evalua�on process are to: 

a) Assess the overall performance of the Board and measure the contribu�ons made by the 
Board to ICCI in keeping with stakeholder expecta�ons; 
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b) Evaluate the mechanisms in place for the Board to operate effec�vely and make decisions in 
the best interests of ICCI; 

c) Add value to ICCI; and 
d) Achieve and maintain excellent governance prac�ces. 

Areas of Board Evalua�on 

Board evalua�on is designed to review the effec�veness of the Board. Typical assessments evaluate 
the following areas: 

a) The quality of Board mee�ngs including appropriateness, effec�veness and sufficiency of 
topics, �me alloca�on, pre-mee�ng informa�on packages and presenta�ons; 

b) Board dynamics, including the quality of the discussion; 
c) The appropriateness and sufficiency of financial and opera�onal repor�ng; 
d) The quality of the rela�onships between the Board, President and Academic Council; 
e) ICCI’s prac�ces with respect to business conduct and ethical behaviour; 
f) Trustee training and educa�on; 
g) Board processes with respect to strategic planning, risk management, President evalua�on, 

succession and compliance; and 
h) The Board’s rela�onship with the Government, key stakeholders and the public. 

Board Chair Evalua�on Objec�ve 

The objec�ve of the Board Chair evalua�on process is to provide feedback to the Board Chair to 
improve the overall performance of the Board Chair and, in turn, the Board. 

Areas of Board Chair Evalua�on 

The Board Chair evalua�on is based on the expecta�ons of the Board Chair set out in the Board 
Chair Posi�on Descrip�on, and covers such areas as: 

a) Integrity and ethics; 
b) Management of Board mee�ngs; 
c) Management of informa�on flow between the Board and President; 
d) Management of the Board’s decision-making processes; 
e) Rela�onship with the President; 
f) Rela�onship with Trustees; and 
g) Rela�onship with key stakeholders and the public on behalf of the Board. 

Objec�ves of Individual Trustee Self-Evalua�on 

The objec�ve of individual Trustee self-evalua�on is to provide aggregate feedback to the Board on 
individual Trustee performance and effec�veness so the Board may iden�fy opportuni�es for 
improvement. 

Areas of Individual Trustee Evalua�on 

The individual Trustee self-evalua�on is based on the expecta�ons of individual Trustees set out in 
the Individual Trustee Posi�on Descrip�on and covers such areas as: 
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a) Key areas of contribu�on; 
b) Level of engagement; 
c) Communica�ons style; and 
d) How Trustee’s contribu�ons could be greater. 

In most cases the evalua�on process will highlight posi�ve atributes and iden�fy opportuni�es to 
maximise the impact of Trustees moving forward. However, any Trustee who has not generally been 
an ac�ve par�cipant in maters concerning the Board, has not atended two consecu�ve mee�ngs 
without informing the Secretary of the Board, or who has not atended the Annual Mee�ng may be 
dropped on ac�on of the Board. 

19. PRESIDENT EVALUATION 

Introduc�on 

The annual evalua�on of the President is one of the most important responsibili�es of the Board 
and is carried out under the leadership of the Execu�ve Commitee. A formal evalua�on process 
makes performance expecta�ons clear for both the Board and the President and provides an 
opportunity for the Board and President to have an open, frank and construc�ve discussion 
regarding the President’s leadership of ICCI. 

The main objec�ves of the President evalua�on process are to: 

a) Assess the President’s past performance and award as appropriate; 
b) Assess the President in light of the future leadership needs of ICCI and set strategic goals 

and objec�ves for the President for the upcoming year; and 
c) Strengthen Board/President rela�ons. 

While the Execu�ve Commitee provides leadership in carrying out the evalua�on process, it 
involves input from the whole Board. 

Performance Benchmarks 

The President has general responsibili�es to lead ICCI as set out in the President’s employment 
agreement and the President Posi�on Descrip�on in this Board Manual. 

In addi�on to the President’s general responsibili�es, each year the President and the Board agree 
on specific performance goals and objec�ves for the President for the upcoming year. The annual 
performance goals and objec�ves typically reflect: 

a) Key performance measures for ICCI developed by the Board for the upcoming year related 
to ICCI’s strategic plan; 

b) Specific goals related to the President’s leadership of ICCI, including eight key task areas: 
• Ins�tu�onal Agenda 
• Academic Leadership 
• General Management and Planning 
• Fiscal Management and Budge�ng 
• Internal Rela�onships 
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• External Rela�onships 
• Decision Making and Problem Solving 
• Modeling ICCI Values; and 

c) The President’s personal professional development goals. 

Annual Performance Evalua�on 

The President’s performance is evaluated annually. The President is evaluated on: 

a) Execu�on of the President’s responsibili�es as Chief Administra�ve Officer of ICCI; and 
b) Achievement of the annual performance goals as set out in the President’s annual goals and 

objec�ves. 

Process 

The President evalua�on process involves the following broad steps: 

a) In the Spring of each year, the President prepares annual performance goals and objec�ves 
for the next academic year, specifying how progress against each target will be measured. 
The President shares those targets with the Execu�ve Commitee, which reviews and, if 
necessary, amends them in consulta�on with the President. The targets are then presented 
to the full Board for discussion in June or September, revised if required, and approved. 

b) Mid-way through the academic year, the Board Chair and President review and discuss the 
President’s targets and progress against them. 

In the Spring of each year, the President evalua�on process takes place as follows: 

a) The President prepares a writen self-appraisal, ra�ng their performance against the 
President’s general responsibili�es and the previously agreed-upon annual goals and 
objec�ves; 

b) The President’s self-appraisal is provided to the Execu�ve Commitee; 
c) The Board Chair obtains input from all Trustees as to the President’s performance via a 

writen survey ques�onnaire, Board discussion or some other format; 
d) In addi�on to feedback from Trustees, the Board through the Board Chair may obtain 

feedback from various stakeholders relevant to ICCI; 
e) All feedback is consolidated by the Execu�ve Commitee and discussed in confidence with 

the Board; 
f) Following discussion by the Board, the Execu�ve Commitee meets with the President to 

provide the President with a writen summary of the Board’s evalua�on. 
g) The President may provide the Board with a writen response to the review, through the 

Board Chair. 
h) The Board’s evalua�on and the President’s response are placed in the President’s file. 

Contract and Compensa�on Review 

The President’s performance evalua�ons will be considered when considering renewal of their 
contract and determining remunera�on. 
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20. PRESIDENT SUCESSION PLANNING 

Introduc�on 

The purpose of succession planning is to ensure that, as ICCI grows and changes, the right 
leadership is in place for ICCI to achieve its strategic objec�ves. The Board is directly responsible for 
President succession planning and is responsible to ensure the President has appropriate succession 
plans in place for key posi�ons. 

Overview 

Planning for President succession involves a discussion of: 

a) Based on ICCI’s strategy, what atributes are needed in a future President, in both a planned 
and emergency succession situa�on? 

b) Who within ICCI are seen as poten�al successors? 
c) What development, if any, is required to prepare poten�al successor candidates for the 

future President role? 
d) If there are no internal candidates, what are the plans to prepare for emergency and 

planned transi�on? 

The Board and President should be aligned in their views of poten�al internal candidates and their 
developmental needs. There should also be a logis�cs plan prepared in an�cipa�on of an 
emergency and planned transi�on to ensure confidence in the process to both internal and external 
stakeholders. 

Responsibility for the succession planning process is shared among the Board, the Execu�ve 
Commitee and current President. 

Board Roles and Responsibili�es 

The Board is responsible for: 

a) Ensuring there is a succession plan in place for the President that includes: 
• A descrip�on of atributes that are key to the President’s ability to lead the 

successful execu�on of ICCI’s strategic plan; 
• An assessment of poten�al candidates who could fill the President’s role on an 

interim basis should there be an emergency or unplanned departure of the 
President; and 

• An assessment of poten�al President successor candidates. 
b) Ensuring that appropriate communica�ons plans are in place should there be an unplanned 

departure of the President. 

Execu�ve Commitee Responsibili�es 

The Execu�ve Commitee annually: 

a) Leads the process, in collabora�on with the President, to develop the President succession 
plan; and 
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b) Reviews and updates the President succession plan and leads the annual President 
succession plan review with the Board. 

President Responsibili�es 

The President: 

a) Establishes internal processes for iden�fying and developing ICCI’s leaders in keeping with 
the leadership needs as iden�fied through the strategic planning process; 

b) Works with the Execu�ve Commitee to develop a President succession plan; 
c) Develops a senior academic and administra�ve leadership succession plan to ensure 

con�nued strong leadership at ICCI as required to successfully execute ICCI’s strategic plan; 
d) Provides periodic updates to the Execu�ve Commitee and the Board on the mechanisms 

that build leadership talent and succession capability in ICCI; and 
e) Ensures ICCI has appropriate criteria and processes in place to hire and retain employees in 

key leadership posi�ons. 

21. BOARD CHAIR SUCCESSION PLANNING 

Introduc�on 

ICCI maintains a Board Chair succession plan that is intended to ensure the stability, con�nuity, 
effec�veness and renewal of the Board Chair posi�on. As set out below, the Board strives to select 
the Board Chair on the basis of consensus. 

This sec�on of this Board Manual should be read in conjunc�on with the Board Chair Posi�on 
Descrip�on. 

Key Skills and Experience 

Annually, the Board, supported by the Execu�ve Commitee, reviews the op�mal key skills and 
atributes required of the Board Chair. The op�mal skills and atributes, as approved by the Board 
are set out below. While it is recognized that no individual may possess all of these atributes, the 
ideal candidate to serve as Board Chair should display a significant number of them. 

The Board Chair should demonstrate: 

Commitment to Higher Educa�on: a commitment to post-secondary educa�on and ICCI’s 
mission. 

Time Commitment: the ability to commit the �me required to devote to undertaking the Board 
Chair’s responsibili�es as set out in the Board Chair Posi�on Descrip�on. 

Community/Business Credibility: recognized stature as a business and/or community leader at a 
local or interna�onal level. 

Leadership: a strong consensus builder and leader of people, with experience mo�va�ng and 
mentoring senior execu�ves. 
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Sensi�vity to Academic Environment: prepared to work collabora�vely and respect the role of 
the Academic Council, students, faculty members and others involved in decision-making at ICCI. 

Board Experience: an understanding of contemporary governance standards and expecta�ons in 
the context of a higher educa�on ins�tu�on. 

Accountability 

The Execu�ve Commitee is responsible to lead the Board Chair succession planning process to 
ensure ICCI has a Board Chair succession plan that gives considera�on to: 

a) The requirements of the Board Chair Posi�on Descrip�on; 
b) The incumbent Board Chair’s performance review, tenure and future availability; 
c) ICCI’s strategy and �melines for leadership renewal; and 
d) The availability of the Board Chair succession candidates. 

In the event that the Execu�ve Commitee is required to lead a Board Chair transi�on process as 
outlined below, any members of the Commitee who are interested in seeking the Board Chair 
posi�on shall not par�cipate in any of the Commitee’s discussions regarding Board Chair transi�on. 

Process 

Individuals elected to Board Chair and Deputy Board Chair serve in those roles for two years. 
However, succession planning is an ongoing process and involves the following elements: 

a) On an annual basis, the Execu�ve Commitee reviews the Trustees to sa�sfy itself that there 
are candidates who could serve in the Board Chair and Deputy Board Chair posi�ons; 

b) When recommending new candidates for the appointment to the Board, the Execu�ve 
Commitee considers the need for Board leadership, including the Board Chair and Deputy 
Board Chair posi�ons; 

c) When consul�ng with the Board Chair regarding the recommenda�on of Trustees to serve 
as Commitee members or Commitee chairs, the Commitee considers Board Chair 
succession; and 

d) When the Board Chair (or Deputy Board Chair, as applicable) posi�on becomes vacant (the 
unplanned succession situa�on) or is an�cipated to become vacant within the following 
year (the planned succession situa�on), the Execu�ve Commitee leads the transi�on 
process. 

22. CONFLICT OF INTEREST 

Introduc�on 

All Trustees are expected to act with honesty, integrity and in ICCI’s best interest, and to avoid 
circumstances that may place their own interest in conflict with ICCI’s. 

Conflicts of interest threaten the reputa�on of, or cause harm to, the persons involved and 
poten�ally undermine public confidence and trust in ICCI as a whole. 

Conflict of interest exists in the following, or similar circumstances: 
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a) Where the ac�vi�es of a Trustee have the inten�on or effect of advancing their own 
interests or those of an associate in a way that may be detrimental, or poten�ally 
detrimental, to the normal opera�ons, the integrity or the fundamental mission of ICCI; and 

b) In any situa�on when a Trustee has a personal or private interest sufficient to cause a 
reasonable person to ques�on whether the Trustee is, or could be, influenced in the 
objec�ve exercise of their du�es to ICCI. 

Compliance with these Conflict of Interest rules shall not relieve a Trustee from any obliga�on to 
ICCI imposed by any applicable law or contract. Consequently, a Trustee uncertain of their du�es in 
any par�cular circumstance should raise this concern with the Board Chair in order to obtain 
appropriate guidance and advice. 

Defini�ons 

a) “Associate” means: 
• A spouse of the Trustee; 
• A son or daughter of the Trustee; 
• A rela�ve of the Trustee who is living in the family residence, other than child, who 

is living in the family residence; or 
• A friend of the Trustee; 
• A corpora�on of which the Trustee beneficially owns, directly or indirectly, more 

than 20% of the vo�ng rights atached to all outstanding vo�ng securi�es of the 
corpora�on; and 
A trust or estate in which the Trustee has a substan�al beneficial interest or for 
which the Trustee serves as trustee; 

c) “Conflict of Interest” is a situa�on in which the private interests of a Trustee conflict, 
poten�ally conflict or appear to conflict with their du�es to ICCI, including their duty to act 
in the best interests of ICCI, including actual, poten�al and apparent conflicts of interest, as 
follows: 

• An actual conflict of interest exists where a Trustee exercises an official power or 
performs an official duty, at the same �me knowing that, in exercise of such 
performance, there is the opportunity to further a private interest; 

• A poten�al conflict of interest exists where there is some private interest that could 
influence the performance of a Trustee’s duty or func�on or the exercise of power, 
provided that she or he has not yet exercised that duty or func�on; 

• An apparent conflict of interest exists where a reasonable person might hold the 
apprehension that a conflict of interest exists on the part of the Trustee; 

d) “Friend” means an individual with whom the Trustee is connected by frequent or close 
associa�on; 

e) “Private interest” means a pecuniary or economic interest or advantage and includes any 
real or tangible benefit that personally benefits the Trustee or their associate; 

f) “Rela�ve” means a rela�ve by blood, adop�on or marriage; and 
g) “Spouse” means a person to whom the Trustee is married or with whom the Trustee is living 

in a marriage-like rela�onship, including a person of the same gender, but does not include 
a person from whom the Trustee is separated or living apart. 
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Du�es 

A Trustee’s du�es with respect to conflict of interest include the following: 

a) Trustees must act honestly, in good faith and in the best interests of ICCI. In placing the 
interests of ICCI ahead of their own personal or business interests, Trustees must: 

• Be honest in their dealings with ICCI and with others on behalf of ICCI; 
• Except for systemic conflicts of interests as discussed below, avoid situa�ons where 

they could profit at the expense of ICCI, appropriate a business opportunity of ICCI 
or otherwise put themselves in a posi�on of conflict between their own private 
interests and the best interests of ICCI; 

• Make full disclosure of all real, poten�al and apparent conflicts of interest; and 
• Immediately disclose any conflict of interest not previously declared, prior to 

discussion or decision of an issue. 
b) Trustees have a duty of con�nuing disclosure. If a Trustee becomes aware of a mater which 

he or she has a duty to disclose or report, the Trustee must advise the Board Chair as soon 
as is reasonably prac�cable and must refrain from any discussion, vo�ng or par�cipa�on 
with respect to the mater. 

Examples of Conflicts of Interest Rela�ng to Trustees 

The following examples provide guidance to Trustees in areas where Conflict of Interest or other 
ethical issues may arise. They do not cons�tute an exhaus�ve list. Further, these examples are 
provided for reference purposes and are not in subs�tu�on for any Trustee’s obliga�on to ICCI 
imposed upon by the law. 

Corporate Opportunity –No Trustee should receive personal financial benefit through 
the use or misuse of confiden�al informa�on in rela�on to the business of ICCI. 
Examples of situa�ons that could contravene this policy are: 

 Taking advantage, for personal gain, of a business opportunity known 
because of one’s posi�on with ICCI; 

 Specula�ng on a specific basis on any commodity, product or real estate 
that is or is likely to be acquired or required by ICCI; and 

 Conduc�ng any private business ac�vity from or by using any ICCI asset for 
personal purposes, unless expressly authorized to do so by consent of the 
Board, in wri�ng. 

Investment Ac�vity – Trustees may not, directly or indirectly through associates, acquire 
or dispose of any interest, including publicly traded shares, in any en�ty when in 
possession of confiden�al informa�on obtained in the performance of their du�es with 
ICCI that could affect the value of such interest. 

Non-Profit Associa�ons and Professional Associa�ons – From �me to �me, a Trustee 
may reach a posi�on of leadership in a non-profit or professional associa�on where he 
or she may be viewed as a spokesperson for that group. In such situa�ons, the Trustee 
should take reasonable steps to ensure that when speaking on behalf of such an 
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associa�on they are seen as speaking for the organiza�on and not as a spokesperson of 
ICCI. 

Use of ICCI Property – ICCI assets must not be misappropriated for personal use by 
Trustees. Trustees are entrusted with the care, management and cost-effec�ve use of 
ICCI’s property, including the use of ICCI’s name, and should not make use of these 
resources for their own personal benefit or purposes. Trustees should ensure that any 
ICCI property assigned to them for business purposes is maintained in good condi�on, 
and should be able to account for such property. 

Protocol for Dealing with Conflicts of Interest 

a) A Trustee has an obliga�on to declare a Conflict of Interest at the earliest possible �me and, 
in any event, prior to discussion or decision of an issue; 

b) Where a Trustee other than the Board Chair is unsure of whether they are in Conflict of 
Interest, that Trustee should raise the possible Conflict of Interest with the Board Chair, and 
the Board Chair determines whether or not a Conflict of Interest exists; 

c) If the Board Chair is unsure of whether they are in a Conflict of Interest, the Board Chair 
should raise the possible Conflict of Interest with the Deputy Board Chair, and the Deputy 
Board Chair determines whether or not a Conflict of Interest exists; 

d) A Trustee who perceives another Trustee other than the Board Chair to be in Conflict of 
Interest should iden�fy the possible Conflict of Interest to the Board Chair at the first 
opportunity. The Board Chair determines whether or not a Conflict of Interest exists; 

e) A Trustee who perceives the Board Chair to be in Conflict of Interest should iden�fy the 
possible Conflict of Interest to the Deputy Board Chair at the first opportunity. The Deputy 
Board Chair determines whether or not a Conflict of Interest exists; 

f) Where the Board Chair (or the Deputy Board Chair, as applicable) has determined that a 
possible Conflict of Interest does not exist, the Board Chair (or the Deputy Board Chair, as 
applicable) will report to the Board their findings at the mee�ng where the topic will be 
discussed; 

g) Where a Trustee has been declared by the Board Chair (or the Deputy Board Chair, as 
applicable) to be in a Conflict of Interest, and that Trustee does not agree with the Board 
Chair (or the Deputy Board Chair, as applicable) that a Conflict of Interest needs to be 
declared; or, where the Board Chair (or the Deputy Board Chair, as applicable) has reported 
to the Board their decision that a possible Conflict of Interest did not exist, and any Trustee 
disagrees with this decision, the Board Chair (or the Deputy Board Chair, as applicable) will: 

• Call an in camera mee�ng prior to the mee�ng at which the topic for which the 
possible Conflict of Interest may exist is scheduled to be discussed; and 

• Put the ques�on to the full Board for a decision at the in camera mee�ng; 
h) The Board shall determine by majority vote whether or not a Conflict of Interest exists; and 
i) If a Trustee is declared by majority vote to be in a Conflict of Interest, they shall abide by the 

steps outlined below regarding declara�ons of Conflict of Interest. 
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Declara�on of Conflict of Interest 

Trustees are required to sign a form annually that indicates compliance with this conflict of interest 
policy. Upon declara�on of a Conflict of Interest at, or prior to, a Board mee�ng, the person 
recording the mee�ng’s proceedings will note the declara�on and the Trustee must, as applicable: 

a) Refrain from speaking, discussing and deciding on that par�cular mater, contract or
arrangement; or

b) Physically remove themself from the proceedings during discussion or vo�ng on that
par�cular mater, contract or arrangement; and

c) Refrain from further par�cipa�on in any ac�vi�es involved with the mater.

Where a Conflict of Interest is discovered a�er considera�on of a mater, the Conflict of Interest 
must be declared to the Board and appropriately recorded at the first opportunity. If the Board 
determines that the Trustees involvement has, or could be perceived to have, influenced the 
decision, the Board must re-examine the mater. 

Exemp�ons 

In extraordinary circumstances, where it is not contrary to the law and where it is clearly in the best 
interests of ICCI to do so, and upon a Board resolu�on, a Trustee may be exempted from a 
requirement of these Conflict of Interest provisions, following full and detailed disclosure by the 
Trustee of all material and relevant circumstances respec�ng the mater.  

The Trustee must refrain from par�cipa�ng in any way in any decision-making respec�ng the 
subject mater of the Conflict of Interest except to the extent specifically authorized in the decision 
gran�ng the exemp�on. 

23. OATH OF OFFICE

The Oath of Office is to be sworn, signed, and dated before the Board at the commencement of all
Trustees’ first mee�ng with the Board. The Board Chair administers the Oath of Office and signs the
Oath of Office.



MEMORANDUM OF ASSOCIATION 

OF THE 

INTERNATIONAL COLLEGE OF TIIB CAYMAN ISLANDS 

(A P-.civate p Independent Institution) 

l. The name of the company is Internationa.l College of the Ca.yman Islands p 
(a

private 9 independent institution).

2. The registered office of the company is situated at Newlands p Grand Cayman.

J. The company is orga.nized as a private, independent institution of higher
education. The college will be financed by tuition p :fees 1 and private funds.

Li,. The tenure of the company shall be perpetualo 

5, The purposes for which the company is incorporated are: 

Whereas there was no organized school for higher education in existence in the 
Cayman Islands, and in view of the interest manifest I the following objectives 
for the establishment of s�ch a school were adopted: 
(a) T\1e college will attempt to fulfill the felt higher educa .. tion needs of the

Cayman Islands, including the need foT technical and liberal arts education,
for teacher preparation for the islands 0 and for a center for the islands'
arts and craftso

(b) The educational philosophy of the college shall be that the educational
experience is derived from the a,ssumption that education is concerned
with three broad area.s:: (l) the individual's understanding of himself O his
society and other societies, and the relationship between them; (2) develop
ment of the student's personality and potential through exposure to as

wide as possible a variety of aesthetic experiences, philosophies, and
perspectives so that, he will have the maximum freedom and resources in
formiri'g his oi,m values; and (J) skill training which will allow the student
to pursue his chosen vocation,

The fotmders of the International College of the Cayman Islands (A Prtvate,
Independent Institution) believe that understanding and development depend
on the student's perception .of the revelance of his lea:rning to himself and
his environment. They believe that knowledge cannot be imposed p but that
learning is a -dynamic process growj_ng from the involvement of both teacher
and student with the problems and experiences whj_ch a.,ffect them. The college
will, then 9 encourage participation by the students and by the people of the
Cayman Islands in deciding wha,t educational experiences are relevant and in
formulating college policy. The college will seek to safeguard the autonomy
of each of its members.

(c) To conduct an institution of higher education and to offer any and all
courses and depa.rtments deemed necessary.

(d) In connection with the aforesaid purposes� the company shall have the
following powers:
(1) To acquire la.nd for the purposes of the school, the title to such lands

to be made out in the name of the company as set forth in Article I of
the Memorandum of Association.

(2) To build, acquire and maintain any and all buildings needed for the
carrying out of any work under the college Is management.

(.3) To receive by gifts or bequests lands, buildings, bonds, stocks, monies, 
endow.nents, a.nnv:ities; and to tnvest. endowm'c'!nts and am:-.11ity :funds in 
lands p mortgages, bonds� and other securities. 

u�) To enter into' make I perform' and carry out contracts of every kind for
la. wful purposes with any person, firm, assocation, or corpora.tion, 
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(5) 
(6) 

(?) 

-2-

To borrow or raise money with or without security, 
To invest the monies of the company not immediately needed for its 
purposes in or upon such investments, securitiesD or property as may 
be thought fit. 
To engage in any other activities pursuant to the realization of such 
aims as an educa.ttonal institution would want to accomplish. 

6. The income and. property of the company P whensoever der:l ved, sha,11 be applied 
solely towards the promotion of the objects of the compa,ny as set forth in this 
11emorandum of Associa.tion; and no portion thereof shall be pa.id or transferred 
directly or indirectly by way of dividend bonus or otherwise howsoever by way 
of profit to the members of the company provided that nothing herein shall pre
vent the payment in goocl faith of reasonable and proper remuneration to a.ny 
officer or serva,nt of the company, or to any other member of the company in re
tun1 for services actually rendered to the company 0 nor prevent the payment of 
interest a.ta rate not exceeding six (6) per cent per annum on money len-t, or 
reasonable and proper rent for premises demi.sed or let by any member of the 
compa,ny. 

7. The liability of the members is limited, Every member of the company undertakes 
to contribute to the assets of the company in the eYent of the same being wound 
up while he is a member f or within one year afterwards for the payment of the 
debts and liabilities of the company contracted before the -time a.t whicl1 he 
ceases to be a member, and of the costs, charges p and. expenses of wtnding up and 
for the adjustment of rights of the contributors among themselves such amount as 
may be req_uired, not exceeding ONE J.1MAICA (J:h.oo) OOLL.:;.R,. 

8, No board or committee shall have the power to dissolve t he company without first 
having the concurrence of ALL of the board members present at a special meeting 
called for the purpose of dissolving the company. 

9. If upon winding up or dissolution of the company there remains after the satis
faction of all debts and liabilHies a,ny property whatsoever: the same shall not 
be paid or distributed a,mong its members but shall be given or transferred to a 
charitable I religfo1.1s, or educational organization hav1ng objects similar to the 
objects of the companyp and which shall prohibit the distribution of its or t heir 
income and property amongst its or their members to the se.me extent as is imposed 
on the company, and if and so f ar a,s effect cannot be given ·co this :provision., 
then to some cha.ritable object to be determined by the Grand Court. 

10. There shall be no additions, alterations or amendments made to this Memorandum 
of Association lmless the same shall have been previousl y submitted to and 
approved by the Administrator. 

11. True accounts shall be kept of any money received and expended by the company 
and of tl1e property, credits and liabilities of the company. The a.uclj,ting of 
t he accounts shall be ma.de at least once a year by properly qualified Auditors. 

J.2. Whereas tbe Founding Cammi t tee of the International College of the C::1,yman Isla.nds 
(a private• independent institution) is desirous of being formed into a company 
in pursuance of this Memorandum of Associa,t5.on P has designated and authorized 

' the persons whose names and addresses appear below to subscribe their names heretoo 

Name of Subscriber 

Rik/' cu~ ')' JV~ ~ · 
Address Description 
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;Q'I~l,lNATiONt\L COLLEGE OF THE CAYMAN ISLANDS 

(APrivattiA Independent In_sti.tutfon) 

ARTICLES. OF ASSOCIATION 
11.nd 

RtOes f}f Op¢1•ation 

(As ·tevis.ed on November 171 1979) 
(!l.nd further revised 15 Ju.ly, 201.1) 

FreHminar-y 

I. (1) It:rthese reffillati()ns ''ttre·L!J.W" tn,eans·the Co·mpany' s Law. 
(2) Where any p.r:Qvision of the Law is-referred to, the refere11c.e Is tb that piovision 

:as.modified. by any Law for th.e time being .in force. 
O) Ur,,less· the. co:nten otherwise requires, expression.s cjeflned tn the Lr,!-W gt any 

staiutory modification thereof in force ~t the date at which these- regulation·s 
be<;:mne bi;ndi11g on the Con;ipany, shall have the m~ailing so d~fined.. 

Board of Trustees 

2. all ·be· at "least tw~nty (20) Trust~~s of the Compan hereafter referred to as 
the €ollege). xcep w e r~cl terms, Truste~.s ·shaft qe. 
na~ed· for. a. fiv.e-year term to expire at the end of the academ_ic year. If approved ·by t4e 
Bol)rd of 'i'n.rsteei (h~reafter referred. to as the Board)., a Trustee may be ·considere-q ·for 
re-appointment to a -~~c;~eedjng t_erm following review :-an.d asfosslnent by the Board of 
t.hat.me.tnb'er' s successful com_pJetion 0f a: pr~vfoi;is term. 

In it:d4:itioi1 to regtilm· membership, two categodes of appointment to the BoarcJ sha1 l h~ 
recognized. Both-of the$~' c~tegoritjs ~re·to be ·granted by the .:Board and 11ave no term 
limit They are ex-officio and .emeritunl)embers,_·defitied as follows: 

Ex .. offido me-.m:ber: an appojntm.ent to the Board made in rec~gn:i#on -of previous 
distinguish~d service to the ColJMe in· the cap·acity ·o.f an Administrativ~ orncer. Ex · 
·o:ff1cfo trtenibership 1s to be granted in. accofd with the consensus of the Board. 

Emeritus member: an appointment to the Board m~de in reci'.>m11tion of fot1g~'tenn or 
s-igi:iific~t- cqntributions to the College -ils a former ·member of the.Boa(d ofT_rµstees . 
.Emeritus membership is to be granted in accord. with the .conse1isus of the Board; 

3., Tl).e property and buildings shall be-held in the name of the Company by the·Boa.rd of" 
J'fUS.t~_es. However, th.e -Admjnistration shall be responsibl~ f9r t.he maintenanc.e and 
.development of buildings and property with the approval of the Board, · 

.4 
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4. the l39a_rd s~a:ll revlew and approve the ini~ial .appointment of adjunct and full-time 
Faculty, Officers, and Trustees. Re-appointment .of Faculty, Staff and Officers is thy 
.responsibility :of the President Review and assessment-of performance of individual 
t.ru:~t~~s i's the respom;ibflity·.of the Boatd_. · · 

~- The Bonrd sli~.11 periodically review and deteonine the tuition· and fees charged by th~ 
-CoHege; The Board is respon~ibfe for adeqµ&te.financing of th~ CoJlege a,nd for apprqvat 
·of the annual budget recommended by the President. That budget is to be distributed to 
ih.e Board t:wo weeks in advance of the :Annual. Meeting; .At-the Annuai Meeting before: 
the epd of the Spri.ng Term of the -academic ·year, the budget is to be d~sou&se_d: ap.d 
approv~d, · · 

.6. The Chairman.of the Board of Trustees shall be ~leoted by·the B-oard for .a two (2) year 
term -at th¢ Annual Meeting. The Chairman shall preside at meetings of the Board and be 
the spokesper~on for the Board. The Chairman· shall wQik in conj'unction with the 
Pre!!icJent to formulate the agenda for Board meetings and oversee enactment of poJ.icies 
made by the Board. .In the absence of the elected Chn:irman, the Trustees shall appoint 
another member of the Board to preside at that meeting. 

·rhe Se.eretacy of the- :BO"ard shall be elected by the Board 'fot a one (J) year" term a.t the 
.Artnual Meeting. The Secretary is expec_te4 to prepare ,minutes of all ·meetings of th~ 
.Board and to disseminate such minutes on-a.timely manner for review and approva1 at the
n.ext tµeetipg of the Bo1;1rd. Committees of the Board shall .designate a secretary to· 
prepare minutes for the Bo~1,:d. 

7. fo order to ·.tacilitate action on sp.y..~ific gmi.ls ancl objectives, s~veraJ special 
..tio:mntlttees. ,of the B.oard may be appointed, The. Tmstees may staff special a.d hoc 
~◊rtm:tjttees •a$·· are necessary to address spe.cific needs of .the Board or may appoint 
standing committees to perform routine and. ongoifig fuJJctions on behaif ofthe B.oard. 

-8. the Boat.d of Trustees shall meet at ieast twice (2 times) per academic y1;:iir.. 
JI.owev~r, ~dcjitionai sp!;ip.1a1 meetings may 6.e scheduled as necessary. Spe9ial meetings_ 
:may :be caUed by t!:ie President or by the Chairmun of the Board, giving two weeks notice, 
Absence of Board members frqm spec_ial meetings because of scheduling conflicts, s·hail 
"J10tjeopardize the member's. attendance re"cord. 

Any Trustee who has not generally been a.ii _active participant in .ri:J.attets concerning the 
Board, has not attended two consecutive meetings without Informing the Secretary of the 
lB"oard, or wlJo has. not attended ·the Annual -Meeting may be drQpped· on action of the 
:Boarcl. Th_e Board of Trustees shall serve as the policy JI1aking body· of the College. 

·rhe Annual Meeting of the '.Board of Tru_stees shail be· held before the end. of the Spring 
Te.rm of the academic. year. A,ttendance at that .meedng is of utmost importance. 
Aosen_ce o_f a Trustee froin a regularly scheduled or- special .tfieeting of the .Bo&td, 
including the Annual Meeting, should be announced in advance by contacting the 
Secretary of the Board. 

5 



A policy on voluntary recusal of Trustees from discussions during Board· meetings that 
may represent a personal conflict· of interest due to the potential for business, financial or 
personal gain is irt .effect. Board members are required to .~ign a. form annually that 
in.dkates co.mpHance with this ponflict of"interest policy. 

Faculty 

The .principal responsibilities of Faculty are teaching,:rt>search, an~ servi'ce. Becfl~se.-an 
jmport&-nt addition.al responsibility of tlie faculty.is to ensure that the College fulfills its 
;educational mission, fac:ulty must be· involved in generating .and im,plementing policies 
#iat imp~_ct t_he College mlssi9p. On m.atters· affecti.ng ac.a:.demic goals .and objectives of 
'the College•( e.g.,. curriculum,: .cour$e-9on~e,it, pt1d~gogy; a-ff vising, degree reqµiren;ients, 
fac;ulty- ::id1ofarshlp, faci:dty rank, faculty service), responsibHity for-formulating arrd- · 
,valµati:ng poiicy lies-with the-faculty"through the Academic Council 

'rJie faculty·aJso may b.e advisory·to the administration, '{he administration usually 
follows this advice, but when advice rs not followed; the admitiistration_sh~Jl ·identify the 
f:~~s~ns why, the proffered advice i.s unwise odrnpracticable and shall.inform the faculty 
,o_ftl:i~ir .tjecisjon. An.other role of the fac_µlty is to offer advice about administrative 
matters relative to the health an,d welfare qfth~ college (e.g., a(lsessmept of faculty 
p:erformarice; selection offaculty tepresentative_s; priorit~a#on of.faculty ~uties;. and 
·fa~mlty ~al~ adjustft1erits) 

A.caderriic Council 

All .academic matters -wifl be the ~oncern of-the Aca~emic Council that shall c_l).n$1-&t ,of 
faculty r.eptesentatives as Lead Instructors. Stuqei,Js ~hal,1 also ~e selecte<;l to serve·p_n the 
Ac.a;demi_o CounciJ. The Council s.hall be chaired by the Dean of Instniction -aµd sha.l_l 
report minutes, inclu~ing recommeQ~~tioris to the President. 

"in order to assure univei:sity-leve1 standards, ·the college 1Jhall ust the consultative 
S.!°'tvlc·es. of-art international, regional or Cayman Islands academic accreditii:tidn ag~ncy qf 
higl~er ecJuciJ#o.n. Affiliation with 0ne or more such agencies provides guidan<;;e in 
:curricµl~r content, pedagogy, wrd .evaluation of candidates for -academic degrees. 
Awarding· .of all diplomas and certj.ficates must t,e upon the re.commendation of the 
fa,cu]ty and Board 0fTiustees.ofthe Int_ernational College of the Cayman Islands. 

St :Extra-curricular and community activities shall be under the dir~ctiqn pf 
facul~y~student committees, The Academic Council wiil have general oversight of.their 

·work and .name faculty ·members t9 these-committees, Student representatives will be 
seleoted by the student body. 

Meetings 

10. The meetings for husines:s will be conducted after the manner of the Religious 
Society of Friends that "is,_ unity of agreement will be sought in reaching decisions. 6 



Meetings at~ conducted, thereforef in a manner which avoids the necessity of 'ft~king· 
sides" or defending fixed positions. This technique is•known as Decision by Consensus 
(rltt4ec than vote). 

11, Ail-meetings except·regu1ady·sef meetings shall be caH~d oniy after giving at le-ast ten 
.days writ.ten notice ther.eof. Alf members present at regularly set .oi-· duly· calted-meetings 

· cJiri cotiihtc.t official business. 

Officers· 

~dmiwstrat_ive Of1!-cei;s of the ?ollege shil,i .?e the President,@easur.er/B?s~_ness .. :
~~ Dean-of Xnstructto_n, a:ncf Reg1str~r. Ad~1t10nal Offic_:ers sha)l ~e-rec;ogmzed as 
heeds adse. (e.g,, Directors of Admission~. Gr~~ua,te Studies a_µd Libniry·$_(,}l'Vic_e$). 

'_13. The Pri1sident sltall be concerned with the general afrliirs- of the college and shall ha.v.e 
special responsibility for ·property a.~d huiidh;i.g .maintenance .af!_d for po.blicity· and 
promotiori. The Pres"ident.serves as the. chief adn:iinisttafrve officer gf the College. ·The 
performance. e;>f the President shall be reviewed and assessed. annµally by the ,Board_ of 
'l\ustees .. The President serves· a.t the pleasure of the Boa(d of Trustees 

14. The D:ean of Ittstruction shall .be c_oncerned with all aMd~mic f:lf'fll.irs of the .College,. 
sh~U 'be responsible for "facuiry rriee.ti.tigs a.nd in,.service-learning, and -~ttrdent -advising 
!!nd .dfocipline. The Dean. of lnstruction shall serve as Chair of the Academic Council.. 
The Dean of fostruction i& r~~ponsi{?le for the p.evelopment and implementation. of all 
pr.ograms leading to undergrad1;mte d~grees (Associate and.Bachelors deg"!:ees). 

i~. Tl1e Registra( shall be concerned _with keeping It"cadeinic .records and for-· Jl'lij.intaining 
·c1;1rrent contact data for :all s_t1,1dents ~.11d g1'adqates. the Registrar shall coordinate 
.-0.ctivrties that track-Alumni after graduation and monito.r in,~ctive student regi~trants. 

16. The reasur~r/Busi_ness Manager haii be concerned wlth managing stu()~nt acc9uqts, 
accounts receiva - e, a . e an payro . The TreasureriBusihess Manager shall 
purchase eg9ipment a1J. supp 1 , . s be responslble for human resource 
·m a_ emen.!flne 'l'reasurer1Busmess Manager overse~s au4ftihg a_l)d adherenc,e loaf 
:ay~art Isla.lids government- legislative requirements (e.g., work permits, il).sur~nce and 
ensioris). 

tiicffvfdual payments by check of less thao $10,000CI teqpite enporsement by th¢. 
r.r.e.asuter/Business Manager alone. However, checks in excess of $10,000CI ~·eqt.iire 
double atithorizations from the Treasurer/Business Manager and- the President. or a 
presidential d.esigne_e. Credit card payments of any .amount are the ·responsibility-of the 
Treasurer/Business ·M~nager. T_he President is ultimately responsible for financial, 
· anagement of the College. 



17. The-Officers of the. College are the .only persons aut~orfaed to" affix: tl1e· seal of the 
c61Iege to ab.y instrument. The Officers shall sign every instrumen~ to which the seal pf 
the Company fs so affixed. 

Changes and Additions 

i 8. Changes and ·additions to the Aziicles of Asso_ciat~on ~n.d Rtiles of Oper~tion ofthe 
coUeg~ shall ·be.made with the prior consent of the Board ofTrustees. 

Initial Trustees 

19!f11e 1nitj~(" wemberi; orthe ·:i{oar~ of Trustees-together wlfh·th!'.l -~xpiration date ofthek 
terms are-as follows: G. Haig B·odde.n {1972); J. M. Bodden (1914), ·ws, EJsa, M. 
Cummings (1973.), J, Hugh Cummings (1974), Miss Tania Eden (1975), Mrs. Amy Wood 
.KUne (1973), Miss Fioris McCoy (1971), S, Lypn Parkinson (1975), _Mrs; Elert C. Singh 
(1972): · 

Th~e trustees have-been ~ppointed by·the Founding Committe.e of the I.Qternatiooal 
.College of the Cayman Isl~n(fs (a, priv~te, irtd~pendent instituti"on). 

Statement of Adoption 

'20. Whereas, the .. Founding Committee of the In~ernatiopal College of the Cayman Tuland_s
(}i, private, independent .institution) adopted these Articles ~f Association and Rules· of 
Ope_r~tfon on April 14, 1969 at a special meeting .called for th:at p-yrpose, has ~esignated 
.and a:µthorized the perso,ns whose names· 1wd addresses appem1 b~low to subscribe their 
.names. hereto. 

Name 
(slgned) l Hugh Cummings 
(signed) Barbara J. Strain 
(~igned) ElsaM. Cummings 

Witness~d and Subscribed to before tn!;l, 

Address 
·Newlands 
Forest Grove 
Newlands 

:6th Aug. 1970 (signed) W.$. C~e, Notary PubJic 

MAR O 5 2015 · 

.. ' 
·\ .. ·.o1·.~~. 

Description 
Professor 
Studei1t 
Professor 

jJ 
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Payments Policy ("Policy") -, } 11-/17 j 
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I. Purpose and Scope 

ICCI operates with a small team and a limited budget. AB a result, all operating and 
capital expenditures, as well as financial commitments need to be approved as 
described below prior to being incurred. 

Separately, all transactions are recorded into ICCPs accounting system by the. 
Accountant from the business office who is not responsible for authorizing any 
transactions or making payments except as described below. 

This Policy documents the authorization of the above n:ansactions.and the required 
signatories for payments. This Policy also discusses the recording of these 
transactions into ICCI's accounting system and the preparation and reporting of 
financial information to the President and the Board of Trustees for their review. 

Changes to the Policy may be made from time to time as the operating environment of 
ICCI changes. 

II. Authorization 

The documentation evidencing the authorization of all transactions needs to be 
retained and provided to the Officers to review prior to the Of:ficer(s) executing the 
payment following criteria described below under Payments. This documentation _ 
could be in the form of an email or written approval and include documentation as 
described below. All approvals/documentation need to be provided to the Accmmtant 
who is responsible for recording the transactions after.they are approved and 
maintaining this documentation. All transactions need to be directly attributable to 
ICCI's operations. 

Purchase agreements and contracts for goods and services require an expressed 
written pennission from the President's office. Before any order takes place, an 
approved purchase order or written authorization from the President must first be· 
obtained. ICCI is not to pay for purchases made by an employee who has not first 
received an approved purchase order. _ 

All purchase orders, adjustments, and/or revisions to purchase orders must be in 
writing from the President's office. The invoice amount of a purchase is not to exceed 
the amount approved by the purchase order. 
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Quotes can be requested but it should be made clear to the vendor that an order is not 
placed until the vendor has received an approved purchase order. 

A petty cash voucher can be used for allowable purchases of $300.00 or less, but must 
be approved first by the business office with notification to the President's office of 
the pending transaction. Petty cash vouchers eliminate the need to request purchase 
orders for small amounts. The petty cash system is only to be used to purchase 
unusual and unforeseen items. If similar purchases are expected to be made 
frequently, then these items will need to be transferred to a pm·chase order system. 
Receipts for petty cash purchases should be presented within two business days. 

Estimated travel costs need to be approved in advance by the President who will 
ensure that the travel costs are .within the approved Budget. Any amounts over budget 
need to be approved in advance by the Chair and Finance Committee. The Chair 
and/or the Finance Committee may also seek the approval of the other Trustees 
depending on the nature and amount of the estimated costs. 

All transactions need to be supported by a purchase order, invoice, contract, 
agreement, signed employment contract and/or other supporting documentation as 
appropriate. The Accountant is responsible for comparing this documentation to the 
approved budget and highlighting any discrepancies to the President and Finance 
Committee. Any unauthorized transactions· need to be brought to the attention of the 
President and/or Chair /Finance Committee immediately. 

ID. Payments 

Payments can be made in one of the following ways after the person(s) who signs the 
payment (ie. provides his/her signature on the cheque or wire transfer or provides 
written authorization to use the ICCI credit card) has also inspected the documentation 
authorizing/approving the transaction. The person signing the payment cannot be the 
same person who authorized the transaction. 

~ $2,000: Need to be signed b~ 

$2,000 - $10,000: Need to be signed by two Officers. 
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$10,000 and above: Need to be signed by two Officers and the Accountant needs to 
notify the Chair / Finance Committee. 

Wire Transfers: Same·approval/signatory policy as above. 

Payroll: The faculty payroll is initiated by the Dean, reviewed by the President and 
then communicated by the President in writing to the Accountant for permission to 
pay. The staff payroll should not change from month-to-month as detailed by the 
annual budget approved by the Board of Trustees (some employees are paid by the 
hour but the total expenditure should still be within budget). However, on occasions 
when the monthly compensation is outside of the budgeted amount due to extra pre
approved work, the extra compensation needs to be approved by the President and a 
Trustee. Any change to the President's monthly compensation specifically needs 
Board approval before being paid. · · 

Online Banking: Same as approval/signat01y policy as above. The Accountant or 
Business Manager originate the transaction in the online system and have "dual 
administrator control" and "view only" access to accounts without ability to 
approve/execute banking transactions. Officers are the only ones authorized to 
approve/execute online banking transactions based on the same approval/signatory 
policy as above. 

Bank Charges: These are routine amounts automatically calculated by the Banlc. 
Before these are recorded in the accounting system, the Accountant needs to review 
these amounts to ensure they are valid and accurate. 

orpo1·ate Criilit at : ne corporate credit card will be provided to the President. 
The limit will be $5,000. If larger purchases are required to be made (for example text 
books), then an online payment to the corporate credit card will executed in advance 
based on the· same approval/signat01y policy as above for online banking. 

Donations: The use of unrestricted donations will follow the same approval/signatory 
policy as above. Restricted donations need to be deposited into a separate bank 
account from ICCI's other bank accounts. The Accountant is responsible for 
maintaining a summary (Restricted Donation Summary) of the amounts deposited into 
the restricted account and the subsequent use of these funds. The Resn:icted Donation 
Summary should be organized by fundraising project/initiative, and include the name 
of the donor, date and amount when funds were received. The Restricted Donation 
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Summary should also include the date, amount and purpose when funds were used 
and the name(s) of who approved the use of the restricted funds. The use of restricted 
donations will follow the same approval/signatory policy as above except that the 
Chajr/Finance Committee need to be notified when a payment is made out of the 
restricted donation account by being provided the updated Restricted Donation 
Summary the same day the payment is made, 

IV. Recording ofTl'ansactions and Pi·eparation of Financial Reports 

Transactions are recorded into ICCl's accounting system by the Accountant. The 
Accountant does not authorize transactions and is not the signatory·for payments. The 
Accountant reviews each transaction to inspect the documentation authodzing the . 
payment as described above and also inspects the signatories for payments to make 
sure they comply with the above criteria, Any exceptions are reported to the President 
and the Chair/Finance Committee. 

The Accountant is responsible for preparing the following reports: 

Immediately-Any major variances to the above process or significant budget 
variances are reported to the President and the Chair/Finance Committee. 

Weekly - All variances to the budget are reported to the President and the 
Chair/Finance Committee. 

Monthly - Balance sheet as of month end and income statement. The income 
statement should include current year to date actual amounts compared to prior year to 
date actual amounts. Cash flow projections for the upcoming 12 months. 

Quarterly - Same as monthly in addition to (i) the income statement for each quarter 
compared to Budget for that quaiter and (ii) the income statement year to date actuals 
compared to Budget year to date. In additi9n, the Restricted Donation Summary is 
provided to the Trustees qua1ierly. 

Annually- Same as qua1terly in addition to (i) financial statements to be audited by 
ICCI's independent auditors and (ii) the ACICS annual report. 

V. Review of Financial Information 
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After the President and the Finance Committee reviews the above reports, these are to 
be provided to the Trustees by the President monthly, quarterly and annually as 
described above with explanations for significant variances. 

Employee Confirmation 

To be signed by all employees and trustees who would be involved with incuning, 
authorizing, recording or reviewing ICCI's payments: 

I confirm that I have read and that I agree to comply with the terms and 
conditions of the Payments Policy (Version 21 February, 2017). If there are 
unauthorized transactions directly attributable to my non-compliance with this 
Payments Policy, then ICCI is entitled to recover these unauthorized costs directly 
from my salary. I agree that my non-compliance with this Payments Policy may result 
in immediate disciplinaiy action including immediate dismissal. 

Signed: Date: I I 

Name: 

SI Page 
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Accountant - The person designated as the accountant responsible for maintaining the 
financial records of I CCI or his/her alternate as approved by the Board of Trnstees . . 

Board of Tl'ustees I Board-The Board of Trustees ofICCI. 

Budget- The budget approved by the Board of Trustees of ICC!. The budget is 
normally approved annually, but ifthere are significant changes during the fiscal year 
to !CCI' s financial plan, updated budgets are approved :from time to time. 

Business Manager - The person designated as the Business Manager at ICCI. 

Chair - The Chairperson of the Board ofTrustees ofICCI. 

Dean - The person designated as the Dean at !CCI. 

Finance Committee - The Finance Committee comprising of at least one Board 
member of ICC! but may include other Trnstees. 

Officer - For the pmposes of this Policy only, means Heather Bodden,Matthew 
Adam, and Andy Adapa. 

President - The President of ICCI or his/her alternate. 

Trustee -A member of the Board of Trustees at ICCI. 

Restl'icted Donation Summa,y - as defined in this Policy. 
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