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THE 2012 FOI PUBLICATION SCHEMES
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INFORMATION
FREEDOM

In accordance with section 5 of the Freedom of Information Law 2007 and the Schedule
to the same, the following public authorities have complied with the duty to publish:

Cabinet Office

Government Information Services

Computer Services Department

Portfolio of the Civil Service

Public Service Pensions Board

Portfolio of Internal & External Affairs

Elections Office

Department of Public Safety Communications

Hazard Management Cayman Islands

Department of Immigration

Royal Cayman Islands Police Service

Department of Community Rehabilitation

Civil Aviation Authority

Portfolio of Legal Affairs

Office of the Director of Public Prosecutions

Ministry of Finance, Tourism & Development (Public Finance)
Ministry of Finance, Tourism & Development (Tourism & Development)
Department of Tourism

Department of Planning

Cayman Islands Government Office in the United Kingdom
General Registry

Economics and Statistics Office

Treasury Department

Maritime Authority of the Cayman Islands



Tourism Attractions Board

Cayman Islands Airports Authority

Cayman Airways Ltd

Cayman Turtle Farm

Port Authority of the Cayman Islands

Cayman Islands Development Bank

Cayman Islands Monetary Authority

Tax Information Authority

Cayman Islands Stock Exchange Authority
Ministry of District Administration, Works, Lands & Agriculture
Department of Agriculture

Lands and Survey Department

Department of Vehicles & Drivers Licensing
Department of Vehicle & Equipment Services
Department of Environmental Health

Office of Telecommunications

Radio Cayman

Water Authority — Cayman

National Roads Authority

Electricity Regulatory Authority

Information and Communications Technology Authority
Sister Islands Affordable Housing Development Corporation
Ministry of Education, Training & Employment
Department of Education Services

Department of Employment Relations

National Pensions Office

Education Standards & Assessment Unit

Sunrise Adult Training Centre

Public Library Service

Cayman Islands National Archive

University College of the Cayman Islands

Ministry of Community Affairs, Gender & Housing
Department of Children & Family Services
Counselling Services Department

National Housing Development Trust

Children and Youth Services (CAYS) Foundation
Ministry of Health, Environment, Youth, Sports & Culture
Department of Health Regulatory Services
Department of Environment

Health Services Authority

National Drug Council

Cayman Islands National Insurance Company
Cayman Islands National Museum

Cayman National Cultural Foundation

Cayman Islands National Gallery

Judicial Administration



- The Governor’s Office

- Office of the Auditor General

- Office of the Complaints Commissioner
- Information Commissioner’s Office

- Commissions Secretariat

Each of these public authorities has updated its Publication Scheme and hereby publishes
in the Gazette that Publication Scheme, a statement bringing up to date information
contained in the previous statements or statements.

The following public authorities have no statements to be published bringing up to date
information contained in the previous Publication Scheme. The 2011 Publication Scheme
for each of these public authorities is available in Supplement No. 1 published with
Gazette No. 1 dated 4™ January 2011 and remains up to date.

- Department of Commerce and Investment

- Legislative Assembly Department

- Civil Service Appeals Commission

- Public Works Department

- Cayman Islands Fire Service

- Youth Services Unit

- Cayman Islands Cadet Corps

- District Administration Department (Cayman Brac)
- Mosquito Research and Control Unit

All Publication Schemes are produced in accordance with the Deputy Governor’s Code
of Practice pursuant to section 5 of the Freedom of Information Law 2007 and are
available for public use.



Cabinet Office
Publication Schemes

Produced in accordance with the Deputy Governor’s Code of Practice on Publishing

CONTENTS:
About the Publication Scheme
Information that may be withheld
Methods of access
Fees and charges
Requests for information outside the publication scheme
Complaints
Categories of information

= About Us
Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers
Our Services

Nouo,rwdhE

1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law, 2007 (“FOI Law”) has a legal
duty to maintain a publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage public
authorities to proactively publish information, to develop a culture of openness and participation.

The publication scheme lists information which is readily available to the public. The list is
divided into seven (7) different categories of information, to help you find the documents you are
looking for:

= About Us

= Strategic Management

* Finance & Administration

* Policies & Procedures

= Decisions & Recommendations

= Lists & Registers

= QOur Services


http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/FOILEGISLATION/FREEDOM%20OF%20INFORMATION%20LAW%2C%202007.PDF

This publication scheme commits the Cabinet Office to making information available to the
public as part of its normal business activities.

The Cabinet Office will:

specify the information held by the authority, which falls within the seven (7)
categories below;

proactively publish or otherwise make routinely available, information which is held
by the authority and falls within the categories below;

describe the methods by which specific information is made available, so that it can
be easily identified and accessed by members of the public;

list any fees charged for access to information described in this scheme;

publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

make this publication scheme available to the public;

regularly review and update the information made available under this scheme.

2. Information that may be withheld

The Cabinet Office will generally not publish:

information in draft form;
information that is not held by the Cabinet Office, or which has been disposed of in
accordance with a legally authorised disposal schedule;
information that is not readily-available — for example: information contained in files
that have been placed in archive storage, or is otherwise difficult to access;
information which is exempt under the FOI Law or otherwise protected from
disclosure — for example:
- personal information,
- commercially sensitive information,
- information which would prejudice international relations if disclosed, including
dealings with governments of foreign nations,
- information communicated in confidence by or on behalf of a foreign government
or international organisation,
- information which would adversely impact the Caymanian economy or
Government’s ability to manage the economy,
- Cabinet minutes, or
- opinions, advice or recommendations prepared for Cabinet.

In maintaining this publication scheme, our aim is to be as open as possible. However, there
may be limited circumstances where information will be withheld from one of the categories of
information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it. For example: where
disclosure would breach the law of confidentiality, infringe personal privacy, inhibit the free and
frank exchange of views for the purposes of deliberation, or otherwise prejudice the effective
conduct of public affairs.

A significant portion of the work that the Cabinet Office does is for meetings of Cabinet or
Cabinet working committees, and therefore likely to be exempt under the FOI Law. While the
exemption that is specific to Cabinet documents will exclude purely factual material, other
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exemptions aim to protect the principle of collective responsibility of ministers and allow free and
frank discussion of complex issues. Even if some information is exempt, disclosure may be
required if there is substantial public interest.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out. Records containing exempt matter will be
published in a redactedl form where ever it is practical to do so, indicating which exemptions
apply. If you wish to complain about any information which has been withheld, please refer to
section 6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible through the
various methods described below. Section 7: Categories of information provides more details on
the information available under the scheme, along with additional guidance on how the
information within each category may be accessed.

Online
Many of our documents are published electronically on www.cabinetoffice.gov.ky and
can be downloaded in PDF format.

Additionally, the Freedom of Information Unit (FOI Unit) and the Constitutional Review
Secretariat (CRS), which closed in November 2009, each have their own websites even
though they fall directly within the purview of the Cabinet Office. Information specific to
the functions and activities of the FOI Unit and CRS is available on www.foi.gov.ky and
www.constitution.gov.ky, respectively. These websites can also be accessed through
www.cabinetoffice.gov.ky, “What We Do.”

Where information is available online, a PDF icon hyperlink within section 7: Categories
of information will direct you to the relevant document or webpage. If there is no link, or
the link is broken, you can use our website’s “Search” facility.

If the “«¢” symbol appears next to a listed document, that record is not available online at
this time and should be requested from the Information Manager as detailed below.

If you are still having trouble locating information listed under our scheme, please
contact the Information Manager at foi.cab@gov.ky or (345) 244-2208.

Email
If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. Email us at foi.cab@gov.ky to request
information. Please provide a telephone number so that we can call you to clarify details
if necessary.

Phone

1 A copy of the record, with the exempt matter deleted in accordance with the National Archive’s Redaction
Standard.
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Documents listed in the publication scheme can also be requested by telephone. Please
call (345) 244-2208 to request information.

)
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All information listed in the publication scheme, including that which is published online,
will usually be available in hard copy. Requests may be addressed to:

Kim Bullings

Information Manager

Cabinet Office, Box 105

133 Elgin Avenue

Government Administration Building
Grand Cayman KY1-9000
CAYMAN ISLANDS

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number
so that we can call you to clarify details if necessary. For faster processing, please also
include any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits
Though the Cabinet Office holds no records that can only be inspected on the premises,
and there is therefore no need for a personal visit to access information, you may still
chose to personally inspect documents listed in our publication scheme. Please contact
the Information Manager at foi.cab@gov.ky or (345) 244-2208 to make an appointment.

Advice and assistance
If you experience any difficulty identifying the information you want to access, please
contact the Information Manager at foi.cab@gov.ky or (345) 244-2208.

The Cabinet Office will adhere to its obligations under section 10 of the FOI Law, and any
requirements relating to disability or discrimination, when providing information in accordance
with this publication scheme.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where the Cabinet Office is legally required to translate any information, it will
do so.

4. Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. The Cabinet Office strives to ensure that fees and
charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent by email will be
provided free of charge. Fees may be charged for providing information in paper copy or on a
computer disc or other carrier medium. Charges will reflect actual costs of reproduction and
postage, as described below. All fees are quoted in Cayman Islands Dollars.
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The Cabinet Office also charges for certain services in accordance with the Government Fees
Law (2007 Revision) and other laws, including where documents are released to applicants.
Those different types of fees are clearly outlined at the end of section 7: Categories of
information under “Our Services” and these publications are charged at the cover price, plus
actual postage costs as charged by the Cayman Islands Postal Service.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size). Digital
records (text or image) released on computer discs will be charged at a rate of $2.00 per
disc.

Postage costs
The Cabinet Office will pass on to the requester the actual costs of postage or courier

delivery. Information will be sent via parcel post with the Cayman Islands Postal Service
unless the applicant requests another form of delivery.

Details of any individual charges which differ from the above policy are provided within
section 7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated.
Information will be provided when we have received your payment. Requests for fee
waivers may be submitted to the Information Manager.

5. Requests for information outside the Publication Scheme

Information held by the Cabinet Office that is not published under this scheme can be requested
in writing (letter, email or facsimile). Your request will be considered in accordance with the
provisions of the Freedom of Information Law.

We want to help you find the information that you are interested in, so to ensure quick and
efficient processing of your request please include:

= A name (it does not have to be your real name),

= An address (email or postal),

= A description of the information being sought, and

=  How you would like to receive the information.

You do not have to give a reason for your request, but please be as specific as possible about
the information you would like, as this will help us to respond efficiently. Where possible, include
a telephone number so we can call to discuss your request if necessary.

There is no fee to make an FOI request, and we will respond to your application promptly. The
FOI Law requires public authorities to respond within 30 calendar days, allowing an extension of
an additional 30 calendar days if needed. We will always acknowledge receipt of FOI requests
within 10 calendar days and let you know if we need to extend the deadline.

An FOI Application Form is also available on our website or from our public authority. Before
making a request, you should view the FOI Disclosure Log on our website to see if someone
has already requested the information and what our decision was. More information about
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making a request is available on our website, and for detailed advice on what kind of information
is exempt or excluded from the FOI Law, please see the FOI Unit website.

6. Complaints

The Cabinet Office aims to make our publication scheme easy to use, and to ensure that our
information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact the
Information Manager, and we will try to resolve your complaint as quickly as possible. Further
information about our complaints procedures can be obtained from the Internal Complaints
Process section of our website or by contacting the Information Manager.

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office

2nd Floor, Elizabethan Square, Building C
George Town, Grand Cayman

PO Box 1375,

Grand Cayman KY1-1108,

CAYMAN ISLANDS

Telephone: (345) 747 5402

Email: appeals@ico.gov.ky

7. Categories of information

About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services

ABOUT US

Name of Public Authority

Cabinet Office, Box 105

133 Elgin Avenue, George Town

4™ Floor, Government Administration Building
Grand Cayman, KY1-9000

CAYMAN ISLANDS

Tel: (345) 244-2208

Fax: (345) 946-1652
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Key Staff

Orrett Connor, MBE, JP
Cabinet Secretary

Tel: (345) 244-2253

Email: orrett.connor@gov.ky

Tim Hubbell

Director of Special Projects
Tel: (345) 244-3601

Email; tim.hubbell@gov.ky

Natasha Bodden

Freedom of Information/

Immigration Appeals Tribunal Coordinator
Tel: (345) 244-3607

Email: natasha.bodden@gov.ky

Meloney Syms

Protocol Coordinator

Tel: (345) 244-3612

Email; virginia.madison@gov.ky

FOI Management Staff

Kim Bullings
Information Manager
Tel: (345) 244-2209
Email: foi.cab@gov.ky

Kim Bullings

Clerk of the Cabinet

Tel: (345) 244-2209

Email: kim.bullings@gov.ky

Robert Lewis

Director, Policy Coordination Unit
Tel: (345) 244-3602

Email: robert.lewis@gov.ky

Catherine Tyson

Temporary Housing Manager
Tel: (345) 947-2861

Email: catherine.tyson@gov.ky

Meredith Hew

Information Manager Designate
Tel: (345) 244-2210

Email: foi.cab@gov.ky

The Information Manager is responsible for implementing the Freedom of Information Law and
responding to FOI requests. To learn more about FOI visit www.foi.gov.ky.

Organisation and Functions

The Cabinet Office coordinates the weekly meetings of Government ministers, as well as
special local, regional and international projects arising from these meetings. It includes the
Secretariat, which primarily provides administrative and technical support to the Premier,
National Security Council and to Cabinet meetings and projects; the Policy Coordination Unit;
the Public Affairs Unit and the Immigration Appeals Tribunal.

The Cabinet Office also includes the following four units: the Protocol Office; Freedom of
Information Unit; Temporary Housing Initiative; and Constitutional Review Secretariat, which
closed in November 2009 following the passage of the 2009 Constitution.

Finally, the wider portfolio comprises two public authorities which maintain separate Publication
Schemes: the Computer Services Department and Government Information Services.

Functions of the Cabinet Office include:
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Secretarial and administrative support for the Premier, the National Security Council and the

Cabinet, including—

o Coordination of the collection and dissemination of information regarding the
proceedings and decisions of National Security Council and Cabinet, and

o Preparation of National Security Council and Cabinet submissions, ministerial briefings,
responses to Parliamentary Questions, speeches and presentations;

Administrative and secretarial support for the processing of—

o Appeals under the Immigration Law (2007 Revision),

Appeals under the Trade and Business Licensing Law (2007 Revision),

Appeals under the Firearms Law (2008 Revision) and Firearms Regulations (1999 Revision),

Appeals under the Marine Conservation Law (2007 Revision),

Tax undertaking (exemption) certificates to exempted companies, trusts and limited

partnerships under the Tax Concessions Law (2011 Revision), Trusts Law (2011

Revision), Exempted Limited Partnership Law (2011 Revision) and Exempted Limited

Partnership Regulations (2002 Revision);

Liaising with the portfolio’s units and other government agencies concerning policy

development, coordination and implementation (the main remit of the Policy Coordination

Unit);

Public affairs advice and services and promotion of public engagement with policy;

Providing advice and support to government agencies with responsibility for protocol services;

Facilitating the further administration of Freedom of Information and coordinating the

development of Data Protection;

Providing for the administration of the Temporary Housing Initiative, including the provision

of social programmes and transition to permanent housing;

Providing critical infrastructure support and management of government’s information

technology assets;

Providing for a well-informed populace through the communication of information relating to

the activities of government agencies, including support for proactive and responsive

communication between government agencies and the public;

Human resources management;

Financial management; and

Strategic management, including policy development, coordination and implementation

across Government Ministries and Portfolios.

O O O O

More information about the nature and scope of the activities of the Cabinet Office, as well as
ownership performance targets and budgetary outputs, is available in the annual budget
statements. An organisational chart is also available that explains how the Cabinet Office fits

within the purview of the Governor, Premier and other Cabinet ministers and members.

Cabinet Office Units

Location and hours

Matters handled

Cabinet Secretariat

Box 105, 133 Elgin Avenue, George Town
4™ Floor Government Administration Bldg
Grand Cayman KY1-9000

Tel: (345) 244-2208

Fax: (345) 946-1652

Website: www.cabinetoffice.gov.ky

e Arranging and providing secretarial support
to Cabinet and subcommittees

Advising on Cabinet meeting procedures
Support services to the Premier

Office of the Cabinet Secretary

Tax exemption certificates
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Hours: Monday — Friday, 8:30am — 5:00pm

Trade and Business Licensing appeals
Firearms appeals

Marine Conservation appeals
Administration and Human Resources

Policy Coordination Unit

Box 105, 133 Elgin Avenue, George Town
4™ Floor Government Administration Bldg
Grand Cayman KY1-9000

Tel: (345) 244-3602

Fax: (345) 946-1652

Email: robert.lewis@gov.ky

Website: www.cabinetoffice.gov.ky

Hours: Monday — Friday, 8:30am — 5:00pm

¢ Monitoring and reporting on international
policy

e Provision of technical advice to Cabinet

¢ Policy development, coordination and
implementation across Government
Ministries and Portfolios

Public Affairs Unit
Closed office in June 2011
Website: www.cabinetoffice.gov.ky

e Public affairs advice and assistance

e Coordination of public relations and
community services

¢ Development of strategies to promote and
monitor public engagement with policy

Immigration Appeals Tribunal

Box 105, 133 Elgin Avenue, George Town
4™ Floor Government Administration Bldg
Grand Cayman KY1-9000

Tel: (345) 244-3607

Or (345) 244-3609

Or: (345) 244-2256

Fax: (345) 946-1652

Email: natasha.bodden@gov.ky

Or: zara.yates@gov.ky

Or: jonina.whittaker-swanson@gov.ky
Hours: Monday — Friday, 8:30am — 5:00pm

Administrative and secretarial support for the
processing of Immigration Appeals:

- Work permits

- Permanent residence

- Caymanian status

- Business staffing plans

- Political asylum

Constitutional Review Secretariat
Closed office in November 2009
Website: www.constitution.gov.ky
Email: foi.cab@gov.ky

Oversight of the 2007 constitutional reform
initiative, which culminated with the passage
of the Cayman Islands Constitution Order
2009

Freedom of Information Unit, Box 105
133 Elgin Avenue, George Town

4™ Floor Government Administration Bldg.
Grand Cayman KY1-9000

Tel: (345) 244-3609

Or (345) 244-3614

Or (345) 244-3607

e Facilitating and coordinating the
implementation of Freedom of Information
e Development of Data Protection
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Fax: (345) 947-5712

Email: foi@gov.ky

Website: www.foi.gov.ky

Hours: Monday — Friday, 8:30am — 5:00pm

Protocol Office

80D Shedden Road, George Town

2nd Floor, Building A, Elizabethan Square
Mail: c/o Government Administration Bldg.
Grand Cayman KY1-9000

Tel: (345) 244-3612

Fax: (345) 947-5712

Email: protocol@gov.ky

Website: www.cabinetoffice.gov.ky

Hours: Monday — Friday, 8:30am — 5:00pm

¢ Advising government agencies on protocol
e Ceremonial Event Management
e Protocol intervention and airport liaison

Temporary Housing Initiative

80B Shedden Road, George Town

2nd Floor Building B, Elizabethan Square
Mail: c/o Government Administration Bldg.
Grand Cayman KY1-9000

Tel: (345) 947-2861

Fax: (345) 947-2438

Website: www.cabinetoffice.gov.ky

Hours: Monday — Friday, 8:30am — 5:00pm

Supervision of the housing programme for
Hurricane Ivan homeless

Classes of Information

A “class of information” is a way of collecting similar information. The Cabinet Office has grouped its
classes of information into broad categories (or “functions”) which reflect our outputs.

Cabinet Office: includes information held by the Cabinet Secretariat, Policy Coordination Unit,
Public Affairs Unit and Immigration Appeals Tribunal.

FUNCTION

ACTIVITY

Administrative Support to Cabinet and | Proceedings of Cabinet and National Security
National Security Council Council

Authorisations

Communications — Internal & External

Policy

Publications

Licensing

Appeals (Trade & Business, Firearms and Marine
Conservation)

Confirming

Registering
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| Committee Support

Proceedings of the Immigration Appeals Tribunal

Advising

Establishment

| Departmental Management

Communications

Advising

Policy

Recovery Operations

Budget Coordination

Information & Technology Recording
Management
Reviewing
Establishing

| Ministerial Servicing for the Premier

Policies and Procedures

Communications

Registering

Advising

| Human Resources Management

Development and Training

Reviewing

Recruitment

Staff Administration

Departmental Staff Matters

Human Resources Procedures

| Financial Management

Annual Budget and Estimates

Financial Accounting Records

| Strategic Management Policy
Research and Development
Reviewing

| Public Relations Advice and Services | Drafting
Advising
Reviewing

Policy Coordination Unit

FUNCTION ACTIVITY
Strategic Management Policy

Advising
Policies and procedures
Planning

Freedom of Information Unit

Research and Development

Training and Awareness

Guidance

Publications

Reviewing

| FUNCTION

ACTIVITY




Freedom of Information Coordination

Freedom of Information Steering Committee
Support

Communications

Coordination of Implementation

Guidance

Implementation Planning

Information Technology and Marketing

Policy, Development and Advice

Promotion of Freedom of Information

Public Education

Regulatory Framework

Reporting

Research and Development

Training and Awareness

Administrative & Financial
Management

Budgeting

Protocol Office

Records

Records Management Training

FUNCTION

ACTIVITY

Protocol Services

Airport Liaison

Temporary Housing Initiative

Advising

Events Management

Guidance

Planning

Policy

Research and Development

Registration

Training

FUNCTION

ACTIVITY

Operational

Proceedings

Planning

Authorising

Communications

Leases

Tenant Files

Special Needs

Equipment and Services

Ordering

Information & Technology
Management

Recording

Communications

Policies and Procedures

Registering
Human Resources Management Staff Administration
Financial Management Accounting




Boards and Committees

Name

Meetings

Minutes

Immigration Appeals Tribunal
Sophia Harris (Chair)

Morris Garcia (Deputy Chair)

Buck Grizzel (Deputy Chair)
Josephine Habib

Susan Arch-Parsons

William (Billy) Pennington
Shehanha (Shan) Harriman

Paula Jackson

Pamela Myrie

Evanell Hunter

Nanalie Cover

Laura Young

Isabelle Giger

Grace Donalds

Jonina Whittaker-Swanson (Secretary,
non-voting)

Zara Yates (Secretary, non-voting)

The Tribunal meets
once per week.
While it is not open
to the general
public, appellants
may apply to
present their cases
in person.

Minutes and outcomes of
meetings may be
requested under FOI as
detailed in section 5:
Requests for information
outside the Publication
Scheme. Each request will
be decided on a case-by-
case basis, but it is likely
that most material will be
exempt under section
23(1) of the FOI Law, as it
would amount to the
unreasonable disclosure of
personal information.

Freedom of Information Steering
Committee_(FOISC)

Natasha Bodden (Chair)
Richard Barton, Jr.

Tim Hubbell

Jacqueline Jefferson-Ziemniak
Daniell Rattan

Janet Chisholm

Samuel Rose

Tamara Ebanks

Sandra Tomlinson

Tammi Selzer

Cornelia Olivier

Gilbert McLaughlin

Jo Richards

The FOISC began
meeting July 2007
and had its most
recent meeting
June 2008.

The FOISC and its
Sub-Committees
also met with
various
stakeholders in
June 2009 for a
post-
implementation
retreat titled

Minutes of FOISC
meetings and Sub-
Committee meetings are
available on the FOI Unit
website or from the
Cabinet Office Information
Manager upon request.
Section 3: Methods of
access details the various
ways information may be
requested.

Wanda Tatum “Looking

Christopher Eakin Backwards, Going

Paul Tibbetts Forward.”

Haroon Pandohie

lan Fenton

FOISC Training and Records See “FOISC See “FOISC Meetings”
Management Sub-Committee Meetings”
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FOISC Implementation Planning  Sub- See “FOISC See “FOISC Meetings”

Committee Meetings”

FOISC Legal Sub-Committee See “FOISC See “FOISC Meetings”
Meetings”

FOISC Communication, Public See “FOISC See “FOISC Meetings”

Participation and Public Relations  Sub- Meetings”

Committee

FOISC Information Technology Sub- See “FOISC See “FOISC Meetings”

Committee Meetings”

Data Protection Working Group (DPWG)
David Archbold (Chair)
Olivaire Watler

Simon Palmer

Jennifer Dilbert

Gail Johnson Goring

Bob Thompson, Jr.

Peter Broadhurst

Bilika Simamba

Robin Jarvis

Aubrey Bodden (Secretary)

The DPWG initially
met weekly from 14
September 2009
through 7
December 2009.

Meetings are now
as needed and are
not open to the
public.

Requests for minutes and
other materials should be
submitted under FOI as
detailed in section 5:
Requests for information
outside the Publication
Scheme.

S

« Data Protection Working Group Terms of Reference

History

Freedom of Information Steering Committee Terms of Reference

The Cayman Islands (Constitution) (Amendment) Order 2003 was presented for enactment by
the House of Commons 24 June 2003, renaming the former Executive Council the Cabinet and
creating the new government post of Cabinet Secretary and associated responsibilities. The
Order also formally established the offices of the Leader of Government Business (now the
Premier) and Leader of the Opposition and the Electoral Boundary Commission

Annual Reports

For information about the past performance of the Cabinet Office, previous annual reports
through 2004/2005 are available on the Government website.

Employment Opportunities
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The Cabinet Office careers brochure contains more details about the kind of work carried out by
the wider portfolio and the various professions that it employs. Job advertisements for positions
in the Cabinet Office are posted on our website and at www.recruitment.gov.ky.

Frequently Asked Questions

Q. What is the Cabinet?

A. The Cabinet is composed of two official members and five elected Ministers, one of whom is
designated Premier. The official members are the Deputy Governor and Attorney General. They
are appointed by the Governor in accordance with Her Majesty’s instructions, and although they
have seats in the Legislative Assembly, under the 2009 Constitution they do not vote. The five
Ministers are voted into office by the 15 elected members of the Legislative Assembly. One of
the ministers, the leader of the majority political party, is appointed Premier by the Governor.
After consulting the Premier, the Governor allocates a portfolio of responsibilities to each
Cabinet member. Under the principle of collective responsibility, all ministers are obliged to
support any measures approved by Cabinet.

Q. How do Cabinet members and their roles fit within the Government?
A. The Government organisational chart details the responsibilities of all Cabinet members.

Q. Are there any rules and procedures governing the operations of the Cabinet?
A. The Cabinet Operating Guidelines contain all the procedures relevant to the operation of
Cabinet. It is expected this document will soon be declassified and made available.

Q. How do | find out the key policy directions that shape the actions of the government
and the development of the public service?

A. Each year, the present governor outlines in full the direction that government policy will take
in the Throne Speech at the state opening of the Legislative Assembly (read the 2009 Throne
Speech). At the same meeting, the Premier expands on Cabinet's commitment to these
developments in the Response to the Throne Speech (read the 2009 response). Halfway
through the budget year the Premier delivers the Strategic Policy Statement (SPS), which
outlines how far Government has advanced towards the same goals and objectives (read the
address on the 2011/12 SPS and the 2011/12 SPS).

Q. What is a tax exemption certificate and how do | apply for one for my company?

A. A special section of the Cabinet Secretariat deals exclusively with the tax exemption
certificates that Cabinet approves to protect exempted companies in the event that the Cayman
Islands government introduces taxation.

Q. How do | complain about a Immigration board decision?

A. The Immigration Appeals Tribunal (IAT) holds weekly meetings to hear appeals against
Immigration decisions, including in regards to the grant, renewal or amendment of work permits.
Appellants may request to be heard personally or by a representative at a hearing date which
would be set by the Tribunal and communicated to the appellant. Any person who is dissatisfied
with any decision of a Board must submit an appeal to the IAT within twenty-eight (28) days of
the communication of the decision. Decisions of the IAT can only be appealed to the Grand
Court on a point of law.

Q. What is protocol?
A. Protocol has been defined as ‘Rules of diplomatic procedure, notably those designed to
accord to the representatives of sovereign states and others, as well as different classes of
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officers within them, the treatment in all official dealings to which their recognized status entitles
them.” A Dictionary of Diplomacy, second edition, G.R. Berridge and Alan James.

Q. What is the Order of Precedence?

A. It is the ceremonial order of rank or preference used by individuals and organisations. The
Order of Precedence for a country lists the rank of senior government officials. View the
Cayman lIslands Order of Precedence.

Q. What is the proper way to display the Cayman flag?

A. The Cayman flag should be placed in the position of honour which is on the right (on the left
from a spectator’s point of view). All other country flags should be placed to the left of the
Cayman flag with the exception of the UK flag, which, if used, would take the place of honour
with the Cayman flag immediately on its left.

Q. Where can | purchase a Cayman flag?
A. Flags of various sizes can be purchased from the Cayman Islands National Museum.

Q. During official events, what is the procedure for platform announcements of officials
in attendance?

A. The Chairman or Master of Ceremonies should recognise individuals at the beginning of the
ceremony. All subsequent speakers should not repeat the names and can shorten their
salutations such as: “Your Excellency, Distinguished Guests, Ladies and Gentlemen.”

Q. What are post-nominal letters?
A. Post-nominal letters, or post-nominal initials, or post-nominal titles, are letters placed after the
name of an individual to indicate that the person holds a position, office or honour.

Q. What is the correct order to place letters after the name?
A. Debrett’'s Correct Form outlines the order in which post-nominal letters should be placed.

Q. Is it correct to say the letters after the name in a platform introduction?
A. No, one should not state the letters in a verbal address (i.e. MBE, JP, CPA)

Q. Who should be invited to official events? Can invitations be sent electronically?
A. When inviting officials to take part in an event it's important to remember to invite those who have
been associated with the event in some way. Email invitations are perfectly acceptable.

Q. What is the correct time frame to provide an RSVP?
A. Within three (3) days of receipt of the invitation.

Q. Where can | obtain official gifts?

A. Official gifts should represent Caymanian culture and people. Other considerations include
cost, occasion and appropriateness of the item. Every attempt should be made to purchase
official gifts from the Museum, National Trust, Post Office, and other Government entities.

Q. How did the Temporary Housing programme begin?

A. In early 2005 Government received eighty-four (84) FEMA trailers to serve as temporary
homes for persons who lost their accommodation in Hurricane Ivan. Special district committees
recommended persons to take part in the programme. Trailers were located on various public
and private sites, and residents signed an agreement to pay $500-700 in rent based on the size
and location of their trailer, to cover the cost of upkeep, utilities, etc.
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Q. Who works in the unit?

A. Temporary Homes Manager Catherine Tyson is a qualified social worker with masters of
social work degree and her background involves extensive work with vulnerable and indigent
populations. Her team includes an accounts officer, the collection and complaints officer,
maintenance officers and administrative staff.

Q. Why are people still living in the trailers?

A. Since the programme was created to provide shelter for persons who would otherwise be
homeless, as long as this need exists the service will continue. At this point, its objective is to
place all residents in permanent homes.

Q. What other services does the unit provide to residents?

A. Staff help residents cope with various needs. In particular, they focus on developing clients’
professionally, financially and socially, to the point where they can secure and maintain a
permanent home. Adult residents are able to request support in resume writing and job hunting
and children receive after school support. The unit also writes letters of support to banks and
government departments in support of loan applications, planning applications and other stages
of the house-building and home-owning process. A counseling service is also available and the
unit coordinates field trips for children to various cultural and historical sites including recent
trips to New York and Orlando.

Q. What happens to the homes in the event of a hurricane?

A. The trailers were originally strapped down by the Public Works Department. This system
continues to be in place. During storm threats a priority is made of getting the residents to
safety, whether this is in shelters or with family; transportation is provided where need be.

Q. How was the European Grant administered?

A. The Manager also heads the National Hurricane Recovery Committee, which supervised the
recommendations for assistance. Applications were put forward by district committees, working
on a points based system that considered age, family, disability, accommodation status, income
and other criteria. The committee submitted recommendations to the National Recovery Fund
Board of Directors, which is undertaking the process of providing permanent homes and
improving hurricane-readiness of other residences.

Q. Can civil servants make a Freedom of Information request?
A. Yes, the law applies to all persons, regardless of occupation, age, location or other status.

Q. Is there a limit on the amount of information a person can ask for?

A. No, there is no limit on the amount of information a person can ask for. However, if a request
is so voluminous that it would divert the resources of a public authority and prevent it from
carrying out its mandate, the request may be refused.

Q. Will it be more difficult to get documents from the Government after FOI?
A. No, public authorities will continue to provide information as before. An FOI request is only
required if the record is not available in the public domain or through other procedures.

Q. Is there a charge for making an FOI request?
A. There is no fee for making a request. Fees may be charged to access disclosed records, but
these fees cannot exceed the actual cost of reproduction, formatting and transmission.



STRATEGIC MANAGEMENT

Administering the authority’s operations at the organisational level; developing business plans
and corporate policy; setting long-ferm goals and objectives; evaluating the agency’s overall
performance and progress towards established targets; managing programs to improve
business processes and ensure consistent service delivery; preparing or revising laws and other
regulatory instruments that affect the authority’s functions and responsibilities; obtaining legal
advice from external sources.

Constitutional Mandate

The Cabinet Secretary heads the Cabinet Office portfolio. His role and that of his office are laid
out in the Cayman Islands Constitution Order 2009, section 48.

48. — (1) There shall be—

(a) a Cabinet Office, which shall be an office in the Government; and

(b) a Cabinet Secretary, whose office shall be a public office, who shall be a
person who is a Caymanian and who shall be appointed by the Governor, acting
after consultation with the Premier.

(2) The Cabinet Secretary shall have charge of the Cabinet Office

(3) The responsibilities of the Cabinet Secretary shall include—

(a) providing frank and politically neutral advice to the Governor, the Cabinet and
the Premier on matters of policy;

(b) co-ordinating the development and implementation of policy between
departments and ministerial portfolios and across the wider Government sector
to ensure that Government policy is developed coherently;

(c) providing for administrative and secretarial support for the Cabinet and the
Premier in order to allow high-quality and effective government;

(d) arranging the business for, and keeping the minutes of, the meetings of the
Cabinet or any Cabinet committee and conveying the conclusions reached at the
meetings to the appropriate person or authority; and the Cabinet Secretary shall
have such other functions as the Governor, after consultation with the Premier,
may from time to time direct.

(4) The Cabinet Secretary shall also—

Governance

(a) transmit copies of all papers submitted for consideration by the Cabinet or
any Cabinet committee to the Governor and all members of the Cabinet;

(b) inform the Governor and all members of the Cabinet of the summoning of any
meeting of the Cabinet or any Cabinet committee and of the matters to be
discussed at any meeting of the Cabinet or any Cabinet committee; and

(c) furnish the Governor and all members of the Cabinet, as soon as practicable
after each meeting of the Cabinet or any Cabinet committee, with a copy of the
confirmed minutes of the previous meeting showing the matters discussed and
the conclusions reached at the meeting.

The following laws and regulations govern activities of, or are applied by, the Cabinet Office.
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Public Service Management Law (2010 Revision)
Personnel Regulations (2011 Revision)

/=~ Personnel (Amendment) Regulations, 2009

4~ Public Management and Finance Law (2010 Revision)

/=~ Public Management and Finance (Amendment) Law, 2009
/=~ Financial Regulations (2008 Revision)

/=~ Financial (Amendment) Regulations, 2009

/=~ Labour Law (2007 Revision)

/=~ Public Holidays Law (2007 Revision)

/=~ Health Insurance Law (2005 Revision)
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Health Insurance Regulations (2005 Revision)

« Public Service Pensions Law (2004 Revision)

% Public Service Pensions Regulations (2004 Revision)

+» Public Service Pensions (Ex-gratia Pensions) Regulations, 2004

Freedom of Information Law, 2007
Freedom of Information (General) Regulations, 2008
National Archive and Public Records Law, 2007

Computer Misuse Law, 2000
« Electronic Transactions Law (2003 Revision)

The Coat of Arms, Flag and National Song Law (2005 Revision)

Hard copies of all legislation are available from the Legislative Department upon request and
payment of a fee. Requests may be made in person or sent by post, fax or email to:

Clerk of the Legislative Assembly
33 Fort Street, George Town
PO Box 890
Grand Cayman KY1-1103
CAYMAN ISLANDS
Tel: (345) 949-4236
Fax: (345) 949-9514
Email: indianna.watson@gov.ky

Tax Undertaking

The following laws prescribe the process of granting tax exemption certificates to certain
companies, trusts and limited partnerships, including fees.
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Exempted Limited Partnership Law (2011 Revision)
Exempted Limited Partnership Regulations (2002 Revision)
Trusts Law (2011 Revision)

Tax Concessions Law (1999 Revision)
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Government Fees Law (2007 Revision)

Fees for tax undertakings are outlined in the Government Fees Law as $1,500 for a new
application, renewal or duplicate and $150 for an endorsement or certified copy.

Appeals to Cabinet

Individuals may make appeals to Cabinet under specific circumstances in accordance with the
following laws.
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Trade and Business Licensing Law (2007 Revision)

Firearms Law (2008 Revision)

Firearms Regulations (1999 Revision)

Marine Conservation Law (2007 Revision)

Immigration Law (2011 Revision)

Immigration (Amendment) (Immigration Appeals Tribunal) Law, 2002

In accordance with the above legislation, Trade and Business Appeals are $100; Immigration
Appeals are $250; Firearms Appeals are $10, which is refundable if the appeal is successful.

Codes of Practice

The Deputy Governor has issued the following Codes in accordance with the FOI Law, which
are to be adhered to by all public authorities.
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The Chief Secretary’s Code of Practice on Records Management, 30th January 2008

The Chief Secretary’s Code of Practice on Publishing, 30th June 2009

Corporate Management

The key strategic ownership goals for the Cabinet Office in 2009-2012 are:

The establishment of mechanisms to improve the coordination of government policy,
encourage innovation and creativity in policymaking, and identify and oversee policy
which encompasses a number of ministries and portfolios.

The development of a set of modelling tools and information sources in order to assess
the impact of government policies.

Upgrade government information technology infrastructure network resilience, Internet
and electronic transaction security, making government less susceptible to loss of
revenue and productivity, as a result of damage to computing equipment.

Increase and improve the quality and depth of consulting and project management
services offered to government agencies.

To extend the functionality of the government hosted Internet Protocol and e-
government services in partnership with government agencies. To produce an E-
government strategy.

Facilitate the completion of any further constitutional review exercises in accordance
with the timetable set by the government.


http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/GS2007/GS402007.PDF
http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/GS2007/GS402007.PDF
http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/GS2007/GS742007.PDF
http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/GS2007/GS742007.PDF
http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/GS2008/GS352008.PDF
http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/GS2008/GS352008.PDF
http://www.gazettes.gov.ky/gazette-supplements/2007/23/07/gazette-15-supplement-11
http://www.gazettes.gov.ky/gazette-supplements/2011/21/11/immigration-law-2011-revision-g24-s3
http://www.cina.gov.ky/pls/portal/docs/PAGE/CNAHOME/FOI/DOCLIBRARY/CSCODEOFPRACTICERECORDSMANAGEMENT.PDF
http://www.cina.gov.ky/pls/portal/docs/PAGE/CNAHOME/FOI/DOCLIBRARY/CSCODEOFPRACTICERECORDSMANAGEMENT.PDF

e Create greater administrative efficiency to ensure that all services to government
agencies are provided in a timely, quality-oriented, customer focused, efficient and

effective manner.
¢ Administer Freedom of Information across government departments.

The following high-level documents plan and evaluate work of the Cabinet Office and its units.

4~ Annual reports
+« Audit reports on overall operations or major projects
«  Continuity of Operations Plan (hazard management and disaster recovery)

+  Crime Reduction Strategy Annual Report

e Cayman Islands Government Implementation Plan for the Freedom of Information Law,
July 2007 — November 2010

Presentation on Freedom of Information Government Wide Implementation Plan

b Report on Findings of the Freedom of Information Baseline Assessments, January 2008
Freedom of Information Focus Group Report, May 2008

b Training & Records Management Strategy for the Freedom of Information Steering Committee
Communication Plan for the Freedom of Information Steering Committee

4~ Information Technology Plan for the Freedom of Information Steering Committee

b Reports on implementation of FOI across all public authorities (monthly Jan — Dec 09)

FINANCE & ADMINISTRATION

Administering the authority’s internal functions and managing its resources efficiently and
effectively. Includes the management of monetary resources; material resources; human
resources; information resources; and relationships with clients, the public and other
government agencies.

Financial Management

The following records relate to the administration of the Cabinet Office’s monetary resources,
including projected and actual income and expenditure, tendering, procurement and contracts.

4= Annual budget statements

« Consultancy Contracts
« Contract to provide 24-hour security at the Premier’s residence
% Tribunal member allowances and expenses ($100 per member, per meeting)

Administration

The following documents relate to administrative functions, including buildings, equipment,
vehicles, human resources and information & technology management.

I3
<™ Press releases

I3 )
<= Job vacancies


http://www.gov.ky/portal/page?_pageid=1142,1591697&_dad=portal&_schema=PORTAL
http://www.gov.ky/portal/page?_pageid=1142,1591697&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/CIG%20IMPLEMENTATION%20PLAN%20FOR%20THE%20FOI%20LAW%20-%20JULY%202007%20-%20JANUARY%202010.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/CIG%20IMPLEMENTATION%20PLAN%20FOR%20THE%20FOI%20LAW%20-%20JULY%202007%20-%20JANUARY%202010.PDF
http://cslnas22.admin.gov.ky:7783/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/PRESENTATION%20ON%20FOI%20GOVERNMENT%20WIDE%20IMPLEMENTATION%20PLAN%2028SE.PPT
http://cslnas22.admin.gov.ky:7783/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/PRESENTATION%20ON%20FOI%20GOVERNMENT%20WIDE%20IMPLEMENTATION%20PLAN%2028SE.PPT
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/REPORTS/REPORT%20ON%20FINDINGS%20OF%20THE%20FOI%20BASELINE%20ASSESSMENTS%20-%2024%20JANUARY%202008.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/REPORTS/REPORT%20ON%20FINDINGS%20OF%20THE%20FOI%20BASELINE%20ASSESSMENTS%20-%2024%20JANUARY%202008.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/REPORTS/FOI%20FOCUS%20GROUP%20REPORT%20-%20MAY%202008.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/REPORTS/FOI%20FOCUS%20GROUP%20REPORT%20-%20MAY%202008.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/SUBCOMMITTEES/TRAINING%20AND%20RECORDS%20MANAGEMENT%20STRATEGY.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/SUBCOMMITTEES/TRAINING%20AND%20RECORDS%20MANAGEMENT%20STRATEGY.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/SUBCOMMITTEES/EXECUTIVE%20SUMMARY%20-%20INTERNAL%20AND%20EXTERNAL%20COMMUNICATION%20PLAN.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/SUBCOMMITTEES/EXECUTIVE%20SUMMARY%20-%20INTERNAL%20AND%20EXTERNAL%20COMMUNICATION%20PLAN.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/SUBCOMMITTEES/IT%20STRATEGY%20(FOISC%20IT%20SUB-COMMITTEE).PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/FOISC/SUBCOMMITTEES/IT%20STRATEGY%20(FOISC%20IT%20SUB-COMMITTEE).PDF
http://www.foi.gov.ky/portal/page?_pageid=1206,3502161&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,3502161&_dad=portal&_schema=PORTAL
http://www.gov.ky/portal/page?_pageid=1142,1593653&_dad=portal&_schema=PORTAL
http://www.gov.ky/portal/page?_pageid=1142,1593653&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504502&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504502&_dad=portal&_schema=PORTAL
http://www.recruitment.gov.ky/
http://www.recruitment.gov.ky/

/= Staff grading structure (Government-wide)
4= Staff salary scale and hourly wages (Government-wide)
% Human Resources Guidelines

% Ownership and maintenance of Protocol Office vehicles

K/

Records Management

+ Cabinet Office File Survey and File Plan

<+ Constitutional Review Secretariat File Plan
< Freedom of Information Unit File Plan

< Protocol Office File Plan

« Temporary Housing Initiative File Plan

POLICIES & PROCEDURES *

Current written protocols used by the authority for carrying out functions, activities and
delivering services.
A

<= Internal Complaints Procedure

[
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Freedom of Information Request Procedures
Human Resources Policy and Procedures
VIP Lounge Booking Process

Airport Chaperone Policy

Protocol Officer Procedures

National Symbols

Coat of Arms

Flag Protocol

Official Gifts

X3
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DECISIONS & RECOMMENDATIONS
Information about proposals, resolutions, assessments and results, including decision-making
processes.

« Minutes and outcomes of meetings*

«» Cabinet papers and reports*

Consultation Paper on the Freedom of Information Regulations 2008

« Review of Statutory Provisions in Cayman Islands Laws which are, or may be considered
to be, inconsistent with the Freedom of Information Law

« Development of a Model for Data Protection Legislation in the Cayman Islands, May 2009
Cayman Islands National Assessment of Living Conditions 2006/2007
<= Private Members Motion on Freedom of Information and Official Information Act

* Section 19 of the FOI Law exempts specific Cabinet records from public access, including
opinions advice or recommendations prepared for Cabinet and records of consultations or
deliberations arising in the course of proceedings of Cabinet. Though this exemption does not
apply to information of a purely factual nature, many documents held by the Cabinet Office
which relate to decisions and recommendations will not be available to the general public.
Exempt Cabinet papers may be released if there is an overriding public interest in such


http://www.pocs.gov.ky/pls/portal/docs/PAGE/PCSHOME/FOI/DOCLIBRARY/UNIQUEPOSITIONBYGRADEREPORT-AUGUST31_2009.PDF
http://www.pocs.gov.ky/pls/portal/docs/PAGE/PCSHOME/FOI/DOCLIBRARY/UNIQUEPOSITIONBYGRADEREPORT-AUGUST31_2009.PDF
http://www.pocs.gov.ky/pls/portal/docs/PAGE/PCSHOME/FOI/DOCLIBRARY/SALARY%20SCALE%20EFFECTIVE%2001-JUL-08%20FOR%20CIRCULATION.PDF
http://www.pocs.gov.ky/pls/portal/docs/PAGE/PCSHOME/FOI/DOCLIBRARY/SALARY%20SCALE%20EFFECTIVE%2001-JUL-08%20FOR%20CIRCULATION.PDF
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504272&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504272&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504416&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504416&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/FOILEGISLATION/FREEDOM%20OF%20INFORMATION%20REGULATIONS%20CONSULTATION%20PAPER.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/FOILEGISLATION/FREEDOM%20OF%20INFORMATION%20REGULATIONS%20CONSULTATION%20PAPER.PDF
http://www.gov.ky/pls/portal/docs/PAGE/CIGHOME/FIND/ORGANISATIONS/AZAGENCIES/MHS/NOTICES/CAYMAN%20ISLANDS%20NALC%20-%20MAIN%20REPORT%20EXECUTIVE%20SUMMARY.PDF
http://www.gov.ky/pls/portal/docs/PAGE/CIGHOME/FIND/ORGANISATIONS/AZAGENCIES/MHS/NOTICES/CAYMAN%20ISLANDS%20NALC%20-%20MAIN%20REPORT%20EXECUTIVE%20SUMMARY.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/SPEECHES/PRIVATE%20MEMBERS%20MOTION%20ON%20THE%20FOI%20BILL%20(HANSARD%20MOTION)%2C%20DECEMBER%201998.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/SPEECHES/PRIVATE%20MEMBERS%20MOTION%20ON%20THE%20FOI%20BILL%20(HANSARD%20MOTION)%2C%20DECEMBER%201998.PDF

disclosure, but FOI requests must be made for these records in all cases, and the Information
Manager will make a decision on each application. Please see section 5: Requests for
information outside the publication scheme for more information.

The Constitutional Review Process
The Constitutional Review Secretariat formed to restart the modernisation process in 2007 and
closed office in November 2009. The CRS published documents relating to the process which

date back to 2002. The CRS also published position papers from various groups related to
constitutional reform.

Documents from the 2002 Constitutional Review

4~ The Perspective of Non-Governmental Organisations

/=~ Constitutional Modernisation Public Meeting Transcripts

/=~ Public Feedback on Constitutional Review Proposals

e Negotiation Documents from Constitutional Talks 29 September 2008 — 5 February 2009
/=~ The Electoral Boundary Commission

‘,-'\_.

Cabinet Press Briefing Statements
Constitutional Comparison Chart of other British Overseas Territory (draft)

The Caymanian Bar Association Regarding the 2009 Draft Constitution

/=~ Branches of Government: Existing and Proposed
4~ New Offices and Commissions

L2 Responsibility-Sharing and Greater Accountability, or the Road to Independence?

LISTS & REGISTERS

Information held in registers required by law and other lists or registers relating to the functions
of the authority.

List of Public Authorities and Information Managers

FOI Disclosure Log
% Asset Register
s Tax Exempt Companies, Trusts and Limited Partnerships

Order of Precedence
«  Official Gifts Registry
% List of Consults and Honorary Consuls

OUR SERVICES

This category provides detailed information about the services offered and activities carried out
by the authority, to fulfil its high-level functions and responsibilities. It describes the services and
activities available locally, nationally and internationally. We publish:


http://www.constitution.gov.ky/portal/page?_pageid=1568,2130261&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2130261&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2343792&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2343792&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2778315&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2778315&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2250115&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2250115&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,3342999&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,3342999&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2130269&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2130269&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,3393241&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,3393241&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/OTCONSTITUTIONS/MASTERGRAPHDRAFTJAN292008.XLS
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/OTCONSTITUTIONS/MASTERGRAPHDRAFTJAN292008.XLS
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CBABRANCHESOFGOVERNMENT.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CBABRANCHESOFGOVERNMENT.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CBANEWOFFICESCOMMISSIONS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CBANEWOFFICESCOMMISSIONS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CBARESPONSIBILITYSHARINGGREATERACCOUNTABILITYROADINDEPENDENCE.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CBARESPONSIBILITYSHARINGGREATERACCOUNTABILITYROADINDEPENDENCE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/MAKINGAREQUEST/PUBLICAUTHORITIES/PA%20%26%20IM%20PUBLICATION%20DATA%200903.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/MAKINGAREQUEST/PUBLICAUTHORITIES/PA%20%26%20IM%20PUBLICATION%20DATA%200903.PDF
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504435&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504435&_dad=portal&_schema=PORTAL
http://www.gov.ky/portal/page?_pageid=1142,2680233&_dad=portal&_schema=PORTAL
http://www.gov.ky/portal/page?_pageid=1142,2680233&_dad=portal&_schema=PORTAL

e documents used by the authority in providing those services;
e documents used by clients to obtain those services;
¢ links to web pages where services are available online.

Cabinet Secretariat

The Cabinet Secretariat provides support to National Security Council, Cabinet and the Premier,
issues tax undertaking certificates and hears appeals. The Secretariat does not offer a wide
range of services to the general public — almost all of its outputs are intended to service the
weekly meetings of Cabinet or to coordinate the response of public authorities to these
decisions. Cabinet proceedings are also coordinated and disseminated to various entities and
for microfilming through the Cayman Islands National Archive, and exemption certificates are
reviewed.

Administrative Support

X3

*

Cabinet Agendas, Minutes and Extracts*

Code of Conduct for Ministerst

Business Guide for Cabinett

Appointment of Boards and Committees

Declarations, Regulations and Orders Approved by Cabinet

X3

*

X3
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T These documents are presently not available to the general public, although the Cabinet
Office has begun the process of declassifying them.

Preparation and Review of Documents

X3
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Cabinet Submissions*

Ministerial Briefings

Responses to Parliamentary Questions

Speeches and Presentations by the Cabinet Secretary and Premier
Guidance on How to Write a Cabinet Paper

X3
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X3
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* Section 19 of the FOI Law exempts specific Cabinet records from public access, including opinions
advice or recommendations prepared for, and records of consultations or deliberations arising in
the course of, proceedings of Cabinet. However, this exemption does not apply to information of
a purely factual nature, and Cabinet papers may be released if there is an overriding public
interest in such disclosure. FOI requests must be made for these records in all cases and the
Information Manager will make a decision on each application. Please see section 5: Requests
for information outside the publication scheme for more information.

Tax Undertaking

Tax exemption certificates protect exempted companies, limited partnerships and trusts for
periods of twenty (20), thirty (30) or fifty (50) years, in the event that taxation is introduced in the
Cayman Islands. Applicants should submit letters of request to the Clerk of the Cabinet by noon
on the Wednesday prior to the Tuesday Cabinet meeting. Limited partnerships and trusts take
about two weeks to fully process, companies take about three weeks. Additional information is
available through the website www.cabinetoffice.gov.ky or by contacting Meredith Hew, the
Assistant Secretary to the Clerk of the Cabinet, at meredith.hew@gov.ky or (345) 244-2210.


http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504313&_dad=portal&_schema=PORTAL
http://www.cina.gov.ky/
http://www.cabinetoffice.gov.ky/
mailto:meredith.hew@gov.ky

#~  Submission Guidelines and Fees
« Tax Exemption Certificates

Appeals Processing

« Firearms Appeal
« Marine Conservation Board Appeal
X

» Trade and Business Licensing Appeal

Policy Coordination Unit

The Policy Coordination Unit monitors international policy developments, provides technical
support and advice on these to Cabinet and liaises with relevant parties concerning policy
development and coordination. The Unit also organises and manages special projects in the
national, regional or international interest and monitors the implementation of policy initiatives by
public authorities.

@,

« Policy Proposals, Actions and Strategies

Public Affairs Unit

The Public Affairs Unit closed office in June 2011 and is no longer operational, but the Cabinet
Office maintains control of their records. The Public Affairs Unit provided public affairs advice
and assistance to public authorities, coordinates public relations and community services and
develops strategies to promote and monitor public engagement with policy.

e Encouraging Public Participation in Policy Work

i : o

<= Improving Internal Communications

4~ Guidelines for Incorporating Community Research into Policy

Brochures

X3
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The Work of the Cabinet Office
Careers in the Cabinet Office
Freedom of Information
Protocol

Immigration Appeals

Tax Exemptions

X3
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Posters

<+ The Branches of Government
< How Laws are Made
<+ How Policies are Made


http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/WHATWEDO/CABSECRETARIAT/TAXEXEMPTIONS/TAX%20EXEMPTION.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/WHATWEDO/CABSECRETARIAT/TAXEXEMPTIONS/TAX%20EXEMPTION.PDF
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504308&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504308&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/ENCOURAGING%20PUBLIC%20PARTICIPATION%20IN%20POLICY%20WORK.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/ENCOURAGING%20PUBLIC%20PARTICIPATION%20IN%20POLICY%20WORK.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/IMPROVING%20INTERNAL%20COMMUNICATIONS.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/IMPROVING%20INTERNAL%20COMMUNICATIONS.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/GUIDELINES%20FOR%20INCORPORATING%20COMMUNITY%20RESEARCH%20INTO%20POLICY.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/GUIDELINES%20FOR%20INCORPORATING%20COMMUNITY%20RESEARCH%20INTO%20POLICY.PDF

The Cayman Islands Youth Assembly (CIYA) Position Newsletter

S

The Work of the CIYA and its Objectives
/=~ Past and Present Meet at National Hero’s Home

Job of the Week Newsletter

Customs Liaison Officer Il — Department of Employment Relations

/=~ Research Officer — Constitutional Review Secretariat

/= Research Officer Il — Department of Environment

/=~ Senior Detective Constable — Criminal Investigation Department

b Firefighter — Cayman Islands Fire Service

=~ Court Reporters — Judicial Administration

L2 Expanded Programme on Immunisation Manager — Public Health Department
/=~ Financial Administrator — Recreational Parks and Cemeteries Unit

Community Insights Newsletter

/=~ Economics and Statistics Office Survey Team

2 Keeping Cayman Clean — Hard Work for Government and Community
232 Always the Right Time to Eat Smart

Al

George Town Afterschool Programme Watches Kids While Mums Work
Spirit of Enterprise Meet Sustainability at Salon and Beauty School

Immigration Appeals Tribunal

The Secretaries to the Immigration Appeals Tribunal (IAT) are employees of the Cabinet Office
and provides administrative and secretarial support for the processing of appeals and
complaints against decisions of the Immigration Department involving:
e Work Permits,
Caymanian Status,
Permanent Residence,
Business Staffing Plans, and
Political Asylum.

The IAT holds weekly meetings to hear appeals and appellants may request to be heard
personally or by a representative at a hearing date which would be set by the Tribunal and
communicated to the appellant. Any person aggrieved by or dissatisfied with any decision of a
Board may appeal to the IAT within twenty-eight (28) days of the communication of the decision,
though the Chairman of the IAT may allow a longer period for good reason. Decisions of the IAT
may be appealed to the Grand Court on a point of law only.

4~ Guidelines for Applying for an Immigration Appeal Hearing


http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/CIYAYOUTHPOSITION.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/CIYAYOUTHPOSITION.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/CIYAPASTANDPRESENT.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/CIYAPASTANDPRESENT.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKDER.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKDER.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFTHEWEEKCRS.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFTHEWEEKCRS.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKDOE_JOHN%20BOTHWELL.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKDOE_JOHN%20BOTHWELL.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFTHEWEEKRCIP.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFTHEWEEKRCIP.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKFIREFIGHTER.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKFIREFIGHTER.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKCOURTREPORTER.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKCOURTREPORTER.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKIMMUNISATION.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKIMMUNISATION.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKRPCUFA.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/JOBOFWEEKRPCUFA.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/STATISTICSQUESTIONS.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/STATISTICSQUESTIONS.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSLITTERVOL1_ISS2.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSLITTERVOL1_ISS2.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSNUTRITION.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSNUTRITION.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSISSUE4.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSISSUE4.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSSALONSCHOOL.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/RESOURCES/COMMUNITYINSIGHTSSALONSCHOOL.PDF
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504355&_dad=portal&_schema=PORTAL
http://www.immigration.gov.ky/
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504360&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504360&_dad=portal&_schema=PORTAL

The majority of the documents held by the IAT are exempt under section 23(1) of the FOI Law,
as releasing applications, minutes and outcomes of meetings and other reports would amount to
an unreasonable disclosure of personal information. Individuals have a statutory right under the
FOI Law to view their own personal information held by public authorities, and such information
may be released to a third party if there is overriding public interest in the disclosure, but FOI
requests must be made for these records in all cases and the Information Manager will make a
decision on each application. Please see section 5: Requests for information outside the
publication scheme for more information.

Constitutional Review Secretariat

The Constitutional Review Secretariat (CRS) was launched 1 March 2007 to restart the
constitutional modernisation process in the Cayman Islands with a view to achieving national
consensus on areas of constitutional reform upon which the Cayman Islands Government could
negotiate a new constitution for the Cayman Islands with the United Kingdom. Having
completed their mandate, the CRS closed office in November 2009 and is no longer
operational, but the Cabinet Office maintains control of their records and their website is still
active.

The CRS carried out many activities to supervise the latest initiative, which culminated with the
passage of the Cayman Islands Constitution Order 2009. The Secretariat also published
documents relating to the constitutional review process dating back to 2002. Please see
“‘DECISIONS & RECOMMENDATIONS” above for more information related to the CRS.

The Constitutional Modernisation Initiative 2007 comprised of a four part programme;
e Phase 1: Research
o Identify viable areas of constitutional reform
o Publication and distribution of a Public Discussion Paper
e Phase 2: Consultation
o Public education on constitutional issues raised in Public Discussion Paper
o Public consultation period
¢ Phase 3: Negotiation
o Negotiations between the Cayman Islands and the United Kingdom
e Phase 4: Referendum
o National referendum on constitutional reform
» Enactment of Referendum Law
= Training of Referendum Officers
= Public education on referendum process
= Preparation of the referendum ballot

Did You Know?

L2 Cayman Islands Constitution Order 1972 (Informal Consolidation)

/=~ The 1972 Constitution and Companion Guide

/=~ The Cayman Islands Constitution: A Reflection of Who We Are

/= The Cayman Islands Constitution: A Reflection of Who We Are (Explanatory Notes)
/=~ Revised Proposals for Constitutional Modernisation

jk.

Final Draft Constitution 10 February 2009


http://www.constitution.gov.ky/
http://www.constitution.gov.ky/portal/page?_pageid=1568,2129779&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2129779&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CAYMANSCONSTITUTION/CONSTITUTIONORDER1972AMENDED2004.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CAYMANSCONSTITUTION/CONSTITUTIONORDER1972AMENDED2004.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/COMPANIONGUIDE/CI%20CONSTITUTION%20AND%20GUIDE_WEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/COMPANIONGUIDE/CI%20CONSTITUTION%20AND%20GUIDE_WEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/DISCUSSIONPAPER/SUMMARY%20OF%20PROPOSALS_WEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/DISCUSSIONPAPER/SUMMARY%20OF%20PROPOSALS_WEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/COMPANIONGUIDE/EXPLANATORYNOTESWEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/COMPANIONGUIDE/EXPLANATORYNOTESWEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/REVISEDPROPOSALSFORCMI.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/REVISEDPROPOSALSFORCMI.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/DRAFTCONSTITIONDOCUMENTS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/DRAFTCONSTITIONDOCUMENTS.PDF

2009 Draft Constitution Explanatory Guide

The Cayman Islands Constitution Order 2009

Explanatory Memorandum to the Cayman Islands Constitution Order 2009
Referendum (Constitutional Modernisation) Law, 2009

Why is a Bill of Rights Important?

Bill of Rights: Round Table Discussion Questions and Answers Session

Our Constitutional History

~ The Cayman lIslands, a Colony of a Colony

b Bucking the Trend and Who to Join?

~ The Cayman Islands and the West Indies Federation 1959 - 1962
4~ The First Cayman Islands Constitution 1959 - 1962

/=~ Our Resolution to Remain British!

A The 1972 Constitution — A Quest for Internal Self Control?
Supplements

/=~ Children Rights in the Bill of Rights

‘,.'\_.

The Power of the Constitution During National Disasters

A Constitution in Modern Times Supplements

Preamble to the Constitution

Striking the Balance in a Bill of Rights Charter
The Balance of Power

Checks and Balances

Independence of the Judiciary and Civil Service
Accountability through Freedom of Information

Human Rights Committee Supplements

Children Rights in the Bill of Rights
Why Rights are Fundamental

Why Rights are Universal
Absolute and Qualified Rights

Newsletters and Media

.

.

“Constitutional News” Newsletter
“Constitutional News” Newsletter Teen Spot


http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/2009DRAFTCONSTITUTIONEXPLANATORYGUIDE.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/2009DRAFTCONSTITUTIONEXPLANATORYGUIDE.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CAYMANSCONSTITUTION/THECONSTITUTIONCAYMANISLANDS2009.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CAYMANSCONSTITUTION/THECONSTITUTIONCAYMANISLANDS2009.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CAYMANSCONSTITUTION/CICONSTITUTION2009EXPLANATORYMEMORANDUM.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/CAYMANSCONSTITUTION/CICONSTITUTION2009EXPLANATORYMEMORANDUM.PDF
http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/ES2009/ES112009.PDF
http://www.gazettes.gov.ky/pls/portal30/docs/Folder/SITE83/GAZETTES/ES2009/ES112009.PDF
http://www.constitution.gov.ky/portal/page?_pageid=1568,2471910&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2471910&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,3473726&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,3473726&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189637&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189637&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189653&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189653&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189674&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189674&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189685&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189685&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2216733&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2216733&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2216744&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2216744&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189694&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189694&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2250300&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2250300&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2248949&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2248949&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2249657&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2249657&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2288577&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2288577&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2294896&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2294896&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2298779&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2298779&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2298786&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2298786&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189694&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2189694&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2321820&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2321820&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2321812&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2321812&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2321835&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2321835&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2129769&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2129769&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2185459&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2185459&_dad=portal&_schema=PORTAL

/=~ Constitutional Conversation call-in radio and television show

T Constitutional Milestones audio files; GIS Spotlight, Issues 27 and other video files

Informative Advertisements

4~ Human Rights (Part I)

/= Human Rights (Part Il)

4~ Human Rights (Part III)

L2 Knowing the Issues

e Accountability in Government
L2 Understanding Your Constitutional Rights
/=~ The Governor

/= Section 16 of the Bill of Rights
/=~ The Executive (@)

/=~ The Executive (b)

Pa

Voting in the Upcoming Referendum

Cabinet Press Briefings

Public Consultation

/=~ Launch of Revised Proposals
4~ The Way Forward (Part I)

4~ The Way Forward (Part I)

e

Constitutional Negotiations

Freedom of Information Unit

The Freedom of Information Unit (FOI Unit) facilitates and coordinates the implementation of
Freedom of Information by providing advice, assistance and training to public authorities and
promoting awareness across the whole of the public sector. The Unit also reviews statutory,
regulatory and policy requirements and monitors and reports on implementation.

Training Courses

/=~ Sensitisation of Civil Servants

A Sensitisation of Boards and Committees
» Introduction to the FOI Law for Civil Servants
» Information Manager Basic Training

Introduction to JADE, the FOI Tracking and Monitoring System
FOI and Internal Review for Managers
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http://www.constitution.gov.ky/portal/page?_pageid=1568,2580613&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2580613&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2639758&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/portal/page?_pageid=1568,2639758&_dad=portal&_schema=PORTAL
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSHUMANRIGHTSI.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSHUMANRIGHTSI.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSHUMANRIGHTSII.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSHUMANRIGHTSII.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSHUMANRIGHTSIII.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSHUMANRIGHTSIII.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSKNOWINGTHEISSUES.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSKNOWINGTHEISSUES.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSGOVERNMENTACCOUNTABILITY.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/PROGRAMME/PHASE2/ADVERTS/CRSGOVERNMENTACCOUNTABILITY.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/UNDERSTANDINGYOURCONSTITUTIONALRIGHTS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/UNDERSTANDINGYOURCONSTITUTIONALRIGHTS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/UNDERSTANDINGYOURCONSTITUTIONTHE%20GOVERNOR.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/UNDERSTANDINGYOURCONSTITUTIONTHE%20GOVERNOR.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/SECTION16.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/SECTION16.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/CRSPARTIIITHEEXECUTIVEA.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/CRSPARTIIITHEEXECUTIVEA.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/CRSPARTIIITHEEXECUTIVEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/CRSPARTIIITHEEXECUTIVEB.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/VOTINGFORREFERENDUMINSTRUCTIONS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/ADVERTS/VOTINGFORREFERENDUMINSTRUCTIONS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/CABPRESS/PUBLIC%20CONSULTATION%20-%20APRIL%2010%202008.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/CABPRESS/PUBLIC%20CONSULTATION%20-%20APRIL%2010%202008.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/CABPRESS/05-22-08%20MEDIA%20BRIEFING%20LAUNCH%20OF%20PPMS%20NEW%20CONSTITUTION%20PROPOSALS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/CABPRESS/05-22-08%20MEDIA%20BRIEFING%20LAUNCH%20OF%20PPMS%20NEW%20CONSTITUTION%20PROPOSALS.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/THEWAYFORWARDPT1.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/THEWAYFORWARDPT1.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/CABPRESS/PRESSBRIEFINGCONSTITUTION7AUGUST08THEWAYFORWARD2.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/NEWS/CABPRESS/PRESSBRIEFINGCONSTITUTION7AUGUST08THEWAYFORWARD2.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/LOGBSTATEMENTCABINETPRESSBRIEFINGOCT32008.PDF
http://www.constitution.gov.ky/pls/portal/docs/PAGE/CMIHOME/RESOURCES/LOGBSTATEMENTCABINETPRESSBRIEFINGOCT32008.PDF
http://www.foi.gov.ky/
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/CIVILSERVICE/FOI%20SENSITISATION%20MATERIAL.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/CIVILSERVICE/FOI%20SENSITISATION%20MATERIAL.PDF
http://www.foi.gov.ky/portal/page?_pageid=1206,3502326&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,3502326&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,3502357&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,3502357&_dad=portal&_schema=PORTAL

The material for many of the sensitisation sessions and courses taught by the FOI Unit is
tailored to specific needs and will often evolve and improve, so some documents may not be
available or immediately updated on the website at www.foi.gov.ky. Please contact the Senior
Administrative Assistant at the FOI Unit at foi@gov.ky or (345) 244-3609 to learn more about
these courses or to request materials used for training of various groups.

Guidance Documents

Guidance Manual on the Freedom of Information Law 2007

L2 Preparation of an FOI Provisional E-Publication Scheme
/=~ Release of Commercial Information (draft)

/=~ Release of Human Resources Information (draft)

/=~ Provision of Assistance to Persons with Disabilities (draft)
/=~ The FOI Tracking and Monitoring System (JADE)

L2 Delegation of Information Manager Responsibilities

e Processing Freedom of Information Requests

/=~ Authentication of Documents

e Clarifying Freedom of Information Requests

b Transferring Freedom of Information Requests

j'\_.

Confidentiality of an FOI Applicant’s Name and Personal Details
« Freedom of Information Request Outcomes

Frequently Asked Questions and General Advice for Boards and Committees

Meetings, Conferences and Retreats

/=~ Information Manager Network Meetings

£~ Chief Officer Briefings
« Freedom of Information Steering Committee Retreats

« Freedom of Information Steering Committee Legal Retreats

The FOI Unit holds regular Information Manager Network Meetings where practitioners come
together to discuss issues, share experiences, identify problems, answer queries and ensure
that their public authority is in compliance with the FOI Law. Agendas, presentations made and
handouts distributed to attendees should be available www.foi.gov.ky. If you would like to
enguire about these meetings or request materials that may not be available online, please
contact the FOI Unit Senior Administrative Assistant foi@gov.ky or (345) 244-36009.

Yes, You Can! Newsletter

Volume 1, Issue 1, September 2007
Volume 1, Issue 2, December 2007
Volume 2, Issue 1, July 2008
Volume 3, Issue 1, July 2009


http://www.foi.gov.ky/
mailto:foi@gov.ky
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/CIVILSERVICE/GUIDANCE%20MANUAL%20EDITED%20BY%20QUICK%20IMAGES%20V2.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/CIVILSERVICE/GUIDANCE%20MANUAL%20EDITED%20BY%20QUICK%20IMAGES%20V2.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/E-PUBLICATION%20GUIDANCE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/E-PUBLICATION%20GUIDANCE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/GUIDANCE/FOI%20GUIDELINES%20-%20COMMERCIALLY%20SENSITIVE%20INFORMATION%20(DRAFT).PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/GUIDANCE/FOI%20GUIDELINES%20-%20COMMERCIALLY%20SENSITIVE%20INFORMATION%20(DRAFT).PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/GUIDANCE/FOI%20GUIDELINES%20-%20HUMAN%20RESOURCES%20(DRAFT).PDF
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http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/CIRCULARS/FOICIRCULA5CLARIFYINGREQUESTS.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/CIRCULARS/FOICIRCULA5CLARIFYINGREQUESTS.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/CIRCULARS/FOICIRCULAR6-TRANSFERRINGREQUESTS.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/CIRCULARS/FOICIRCULAR6-TRANSFERRINGREQUESTS.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/CIRCULARS/FOICIRCULAR7-CONFIDENTIALITYAPPLICANTSINFORMATION.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/CIRCULARS/FOICIRCULAR7-CONFIDENTIALITYAPPLICANTSINFORMATION.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/CIVILSERVICE/HANDOUT%20-%20FAQS%20AND%20GENERAL%20ADVICE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/CIVILSERVICE/HANDOUT%20-%20FAQS%20AND%20GENERAL%20ADVICE.PDF
http://www.foi.gov.ky/portal/page?_pageid=1206,3502421&_dad=portal&_schema=PORTAL
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Public Awareness

Before the appointment of the Information Commissioner and establishment of her Office in
January 2009, the FOI Unit carried out some of the general functions of this oversight agency by
promoting public awareness of FOI and the rights conferred to individuals.

A FOI Public Users Guide
#~  General FOI Brochure
/= Sunshine Week 2007
A

Sunshine Week 2008

The Information Commissioner is appointed by the Governor to monitor and enforce the FOI
Law, independent from Government and responsible to the Legislative Assembly. Her duties
include public awareness of FOI requirements and rights of individuals and more information on
these initiatives can be obtained from the Information Commissioner’s Office (ICO).

2nd Floor, Elizabethan Square, Building C
George Town, Grand Cayman
PO Box 1375

Grand Cayman KY1-1108
CAYMAN ISLANDS
Tel: (345) 747-5402
Fax: (345) 949-2026

Email: info@infocomm.ky

Website: www.infocomm.ky

Forms, Templates and Checklists

/=~ Freedom of Information Application Form

e Application for Amendment or Annotation of Personal Information

2~ Public Authority Baseline Assessment Form

/=~ Checklist of Minimum Requirements to Prepare for Freedom of Information
j'\_.

Model Action Plan Template
« Model Publication Scheme Template

Generic Information Manager Job Description
+ Generic Records Officer Job Description

Task List for Fulfilling a Request for Information
E-Publication Scheme Template
Freedom of Information Internal Policy and Procedures Template

Template for Reporting to Chief Officer or Principal Officer
« Internal Review Checklist

The Freedom of Information Unit reports to Cabinet, including through the FOISC. Though these
documents may be exempt or partially exempt under section 19(1)(a) of the FOI Law, requests


http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/FOI%20PUBLIC%20USER%20GUIDE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/FOI%20PUBLIC%20USER%20GUIDE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/NEWSLETTER/GENERAL%20FOI%20BROCHURE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/DOCLIBRARY/NEWSLETTER/GENERAL%20FOI%20BROCHURE.PDF
http://www.foi.gov.ky/portal/page?_pageid=1206,4215938&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,4215938&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,4215994&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,4215994&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,3502229&_dad=portal&_schema=PORTAL
http://www.infocomm.ky/
mailto:info@infocomm.ky
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http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/MAKINGAREQUEST/FOI%20APPLICATION%20FORM%201229.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/MAKINGAREQUEST/FOI%20APPLICATION%20FORM%201229.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/MAKINGAREQUEST/PERSONALINFO/PERSONAL%20INFORMATION%20AMENDMENT%20FORM.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/FUNDAMENTALS/MAKINGAREQUEST/PERSONALINFO/PERSONAL%20INFORMATION%20AMENDMENT%20FORM.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/BASELINE%20ASSESSMENT.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/BASELINE%20ASSESSMENT.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/CHECKLIST%20OF%20MINIMUM%20REQUIREMENTS%20TO%20PREPARE%20FOR%20FOI.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/CHECKLIST%20OF%20MINIMUM%20REQUIREMENTS%20TO%20PREPARE%20FOR%20FOI.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/FOI%20MODEL%20ACTION%20PLAN%20FOR%20PUBLIC%20AUTHORITIES%20VERSION%2018SEPT07%20(2)%20(2).PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/FOI%20MODEL%20ACTION%20PLAN%20FOR%20PUBLIC%20AUTHORITIES%20VERSION%2018SEPT07%20(2)%20(2).PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/JD%20INFORMATION%20MANAGER%20-%20TEMPLATE%20V18SEPT07.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/JD%20INFORMATION%20MANAGER%20-%20TEMPLATE%20V18SEPT07.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/TASK%20LIST%20FOR%20FULFILLING%20AN%20FOI%20REQUEST.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/TASK%20LIST%20FOR%20FULFILLING%20AN%20FOI%20REQUEST.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/E-PUBLICATION%20SCHEME%20TEMPLATE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/PROCESS/E-PUBLICATION%20SCHEME%20TEMPLATE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/GUIDANCE/INTERNAL%20POLICY%20TEMPLATE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/GUIDANCE/INTERNAL%20POLICY%20TEMPLATE.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/GUIDANCE/TEMPLATE%20FOR%20REPORTING%20TO%20CHIEF%20OFFICERS.PDF
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/IMPLEMENTATION/GUIDANCE/TEMPLATE%20FOR%20REPORTING%20TO%20CHIEF%20OFFICERS.PDF

for Cabinet submissions may be made under the FOI Law and the Cabinet Office Information
Manager will make a decision on each application for access. Please see section 5: Requests
for information outside the publication scheme for more information

In 2009 the FOI Unit began initial research for the introduction of Data Protection in the Cayman
Islands, and is currently providing secretarial and administrative support for a Data Protection
Working Group.

Protocol Office

The Protocol Office advises government on the handling of local and foreign dignitaries, trains
civil servants and other civil society groups in protocol and etiquette, and is working to bring
together and modernise existing government procedures in areas of protocol. The Office also
organises official events, focusing on the structure of ceremonial occasions and the roles
officials play, oversees airport liaison and protocol intervention for travelling dignitaries and
owns two sports utility vehicles which it uses to transport local and visiting dignitaries.

Guidance
+» Diplomatic Privileges

< Protocol Guidelines
< Forms of Address

Precedence of Letters after the Name

Event and Site Management
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Official Funerals

Queen’s Birthday

Remembrance Day

National Heroes Day
Constitutional Commencement
Arrival and Departure of Governors
Heroes’ Square Bookings
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Temporary Housing Initiative

The Temporary Housing Initiative oversees the provision of temporary housing for and
assistance to low-income persons who lost their homes in the aftermath of Hurricane Ivan. It
also supports the personal and professional development of its adult clients and offers
extracurricular programmes for their children.

The mission of the THI is to provide temporary homes to clients while helping them access the
services that they need to secure and maintain permanent accommodations. In addition, while
working with individuals in this way, the unit commits to recognising other areas where those
persons’ lives can be improved and assisting them with that.

£~ Guidelines for Working with Disadvantaged Persons
Temporary Housing Assistance Application

EU Project: Request for Assistance Form

@
0.0
®
0’0


http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504365&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/WHATWEDO/PROTOCOL/RESOURCES/LETTERS%20AFTER%20THE%20NAME.PDF
http://www.cabinetoffice.gov.ky/pls/portal/docs/PAGE/CABHOME/ABOUTUS/WHATWEDO/PROTOCOL/RESOURCES/LETTERS%20AFTER%20THE%20NAME.PDF
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504384&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504394&_dad=portal&_schema=PORTAL
http://www.cabinetoffice.gov.ky/portal/page?_pageid=1774,3504394&_dad=portal&_schema=PORTAL
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Housing Assessment Form

Interview Form for Temporary Housing
Trailer Rental Leases

Payment Statements
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1. About the publication scheme

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public. The list is
divided into five (5) different categories of information, to help you find the documents you are
looking for.

This publication scheme commits Government Information Services (GIS) to making information
available to the public as part of its normal business activities.

GIS will:

= specify the information held by the authority, which falls within the five (5) categories
below;

= proactively publish or otherwise make routinely available, information which is held
by the authority and falls within the categories below;

= describe the methods by which specific information is made available, so that it can
be easily identified and accessed by members of the public;
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= list any fees charged for access to information described in this scheme;

= publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

= make this publication scheme available to the public;
= regularly review and update the information made available under this scheme.

2. Information that may be withheld

GIS will generally not publish:
= information in draft form;
= information that is not held by GIS or which has been disposed of in accordance with
a legally authorised disposal schedule;
= information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

= information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; or commercially sensitive
information. Records containing exempt matter will be published in a redactedl form,
where ever it is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm GIS’ (or another organisation’s) commercial interests, or endanger the protection of the
environment.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may be
accessed.

1 A copy of the record, with the exempt matter deleted in accordance with the National
Archive’s Redaction Standard.
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Online

Most of our documents and other products are published electronically on this website:
www.gis.ky.

If you have any trouble locating information listed under our scheme, please contact
Cornelia Olivier, Information Manager, or Lennon Christian, Information Manager Designate.

Email

If information is listed in our publication scheme but is not published on the website, we may
be able to send it to you by email. You can email us at foi.gis@gov.ky to request
information. Please provide a telephone number so that we can call you to clarify details if
necessary.

Phone

Documents listed in the publication scheme can also be requested by telephone. Please call
Cornelia Olivier at 244-1766 or Lennon Christian at 244-1764 to request information.

Post

All information listed in the publication scheme can be made available on CD or hard copy.
Requests may be addressed to:

Cornelia Olivier

Government Information Services
Government Administration Building
Grand Cayman KY1-9000

Cayman Islands
Cornelia.olivier@gov.ky

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number so
that we can call you to clarify details if necessary. For faster processing, please also include
any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits

In limited cases, you may be required to make an appointment to view information listed in
the publication scheme. This will be clearly stated in section 7: Categories of information,
and relevant contact details will be provided in that section.

Advice and assistance

If you experience any difficulty identifying the information you want to access, please contact
Cornelia Olivier at 244-1766 or Lennon Christian at 244-1764. You can also contact them by
sending an email to foi.gis@gov.ky .

GIS will adhere to its obligations under section 10 of the FOI Law, and any requirements
relating to disability or discrimination, when providing information in accordance with this
publication scheme.

Information will be provided in the language in which it is held or in such other language that
is legally required. Where GIS is legally required to translate any information, it will do so.
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4, Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. GIS strives to ensure that fees and charges are clearly
explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email
will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will
reflect the actual costs of reproduction and postage, as described below.

Reproduction costs

Where fees apply, photocopied information will be charged at a standard rate of $1.00 per
page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.
Postage costs
GIS will pass on to the requester the actual costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within section
7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated. Information
will be provided when GIS has received your payment.

5. Requests for information outside the Publication Scheme

Information held by GIS that is not published under this scheme can be requested in writing. For
information on how to make a request in writing go this page on our website:
http://www.gis.ky/about-us/freedom-of-information

If you are without access to the internet, the essential elements of an FOI request are that it is
made in writing, includes a name and return address, a description of the information sought
and the kind of format (e.g. CD, hardcopy) in which you want to receive the information. The
request can be submitted using an FOI application form or written in your own words. The
request may be sent via post, fax, e-mail or by hand.

Your request will be considered in accordance with the provisions of the FOI Law. For
information on the FOI Law to can go the Freedom of Information website at:

http://www.foi.gov.ky/portal/page?_pageid=1206,1& dad=portal& schema=PORTAL

6. Complaints

GIS aims to make our publication scheme easy to use, and to ensure our information is
accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact the
Information Manager Cornelia Olivier at 244-1766 or Information Manager Designate Lennon
Christian at 244-1764, and we will try to resolve your complaint as quickly as possible.

Further information about our complaints procedures can be obtained at our reception desk or
by going to www.gis.gov.ky.
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You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,

2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375

Grand Cayman KY1-1108

CAYMAN ISLANDS

Telephone: +1 345 747 5402

Email: appeals@ico.gov.ky

7. Categories of information

=  About Us
=  Finance & Administration
= Qur Services

ABOUT US

Name of public authority:
Government Information Services

Portfolio:
Cabinet Office

Chief Officer:
Orrett Connor, Cabinet Office
4" Floor, Government Administration Building, Grand Cayman KY1-9000, Cayman Islands

Principal Officer:

Chief Information Officer (Acting): Suzette Ebanks
2" Floor, Government Administration Building
133 Elgin Avenue

Grand Cayman

Phone: 345-244-1760

Email: suzette.ebanks@gov.ky

Information Manager:
Cornelia Olivier

Phone: 345-244-1766
Email: mailto:foi.gis@gov.ky
Website: www.gis.ky

Information Manager Designate:
Lennon Christian
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For more information on the Freedom of Information Law visit the Freedom of Information
website at www.foi.gov.ky

Organisation and functions

GIS provides public relations services to the Cayman Islands Government and publishes the
Cayman Islands Gazette.

Subject Matters

e Public Information
o Develops and executes information campaigns to promote government
programmes
Designs graphic products: logos, posters, banners etc.
Produces GIS Spotlight television programme
Publishes the Gazette, Annual Report, and community calendars
Updates general information on the government portal, www.gov.ky
Responds to information requests
o Prepares and issues press releases and public service announcements
e Press Facilitation
o Arranging press conferences
Arranging photo opportunities for the press
Organising and providing staff for press stations at national events
Issuing press advisories on government functions/events
Briefing the press on arrangements and procedures
o Responding to press queries
e Communication Support for Government
o Writing speeches
Advising on effective communication methods
Recording national events
Taking official photographs
Providing media training

O O O O O O O O O

O O O O

Mailing Address:

GIS

Government Administration Building
Grand Cayman KY1-9000
CAYMAN ISLANDS

Telephone number:
345-949-8092

Fax number:
345-949-5936

Email address:
gis@gov.ky or cornelia.olivier@gov.ky

Website address:
www.gis.ky
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Staff Directory:

Acting) Chief Information Officer
Name Cell# Direct# E-Mail
Suzette 926-2018 244-1760 suzette.ebanks@gov.ky
Ebanks
Senior Officers
Name Cell# Direct# E-Mail
Charles 925-6570 | 244-1753 Charles.gilman@gov.ky
Gilman
Susan 925-8305 244-1765 Susan.watler@gov.ky
Watler
Martin 916-7048 244-1754 martin.wilkinson@gov.ky
Wilkinson
Graphic Officers
Name Cell# Direct# E-Mail
Lisa Parks 926-9699 | 244-1757 Lisa.parks@gov.ky
Garth 925-8022 244-1778 Garth.humphreys@gov.ky
Humphreys
Information Officers
Name Cell# Direct# E-Mail
Bina Mani 925-8270 244-1758 Bina.mani@gov.ky
Kristi 924-8703 244-1773 | kristi.anderson@gov.ky
Anderson
Yvette 925-8283 244-1777 | yvette.cacho@gov.ky
Cacho
Lennon 926-0173 244-1764 | Lennon.Christian@gov.ky
Christian
Cornelia 925-8272 244-1766 | Cornelia.Olivier@gov.ky
Olivier
Administrative Staff
Name Cell# Direct# E-Mail
Charlotte 925-4614 | 244-1750 Charlotte.jackson@gov.ky
Jackson
Donnalee 926-1701 244-1752 Donnalee.walton@gov.ky
Walton
Mona 929-0953 244-1756 | Mona.walton-
Walton- ebanks@gov.ky
Ebanks
Video Production Specialists
Name Cell# Direct# E-Mail
Karl Nyyssonen | 925-6140 244-1759 Karl.Nyyssonen@gov.ky
Lenford Wilks 925-6296 244-1776 Lenford. Wilks@gov.ky
Stephon ) i stephon.johnson@gov.ky
Johnson 925-4641 244-1779
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Postal address for all managers and staff:
GIS

Government Administration Building

Grand Cayman KY1-9000

CAYMAN ISLANDS

Telephone number:
345-949-8092

Fax number:
345-949-5936

Boards and committee:
Government Information Services does not oversee any committees, boards etc.

Frequently asked questions:

Government Information Services answers inquiries from the public on government services. As
more information is available on government websites, GIS has been getting fewer phone calls,
emails, and people stopping by the office. However what follows are the questions the
department is currently answering frequently:

We’re going to be visiting. What do we need to know, so we can get married in the
Cayman Islands?
All the information you need about getting married in the Cayman Islands is on
government’s portal.

We got married in the Cayman Islands. How can we get copies of our marriage license?
Call the General Registry at 345-946-7922.

There’s a dog in my neighbourhood that barks all night. Who handles this kind of
problem?
If, after politely talking to your neighbor, the dog is still a nuisance, call your
neighbourhood police officer. If the dog is a stray, call the Department of Agriculture,
(345) 947-3090.

When is the Gazette published? How much does it cost to put a notice in the Gazette?
Most of the answers to these are under ‘Quick Links’ on the Gazette website,
www.gazette.gov.ky. You can also email your query to caymangazette @gov.ky or phone
(345) 949-8092.

Can you email me a Cayman Islands Crest in (various formats, ai, eps, jpg)?
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GIS has the government crest available in several formats and can email it; however,
certain circumstances may require permission first. The crest belongs to the Cayman
Islands Government and cannot be used in any for profit venture without written consent
from the Chief Secretary’s Office.

Can you email me an electronic version of the Cayman Islands Government
Organizational Chart?
Sure, we have an electronic version available to email. There’s also a copy on
www.gov.ky for downloading. On the home page, go into ‘About Government’.

Can I buy a copy of the poster that shows all the Cl National Symbols?
There are no more copies of the popular poster that GIS designed for the Education
Department although we can provide a scan of the original poster.

Our department was featured on GIS Spotlight. Can | get a copy of the show?
Sure. The video unit makes DVD copies available at $10 each. GIS Spotlight stories are
also posted on government’s channel on YouTube:
http://uk.youtube.com/user/ClGovtinfoServices.

I need to apply for a visa to visit the Cayman Islands. Please let me know how | can
apply.
For general information, visit the Cayman Islands’ Immigration Department website,
www.immigration.gov.ky.

What is the correct title for ... (various Government officials)? What is the order of
precedence for the Cayman Islands?
Contact Meloney Syms at the Protocol Office, (345) 244-3608 or
meloney.syms@gov.ky.

STRATEGIC MANAGEMENT

Administering the authority’s operations at the organisational level; developing business plans
and corporate policy; setting long-ferm goals and objectives; evaluating the agency’s overall
performance and progress towards established targets; managing programs to improve
business processes and ensure consistent service delivery; preparing or revising laws and other
regulatory instruments that affect the authority’s functions and responsibilities; obtaining legal
advice from external sources.

Governance
= Public Management and Finance Law (2005 Revision)
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=  Freedom of Information Law 2007

FINANCE & ADMINISTRATION

Financial management

= 2010- 2011 Budget — available at
http://lwww.gov.ky/portal/page?_pageid=1142,5022548& dad=portal& schema=PORTAL

POLICIES & PROCEDURES

Procedures to publish notices in the Gazette can be found on www.gazettes.gov.ky :
Submissions

Commercial notices must be submitted to the Gazette Office by 12 noon on the Friday before
the publication date.

Government notices must be submitted to the Gazette Office by 12 noon on the Wednesday
before the publication date.

These deadlines apply to all Gazettes. Any notices received after the stated deadlines, will
automatically be published in the next issue, unless otherwise specified.

If you wish to publish a notice outside of the scheduled Gazettes, you can request an
Extraordinary Gazette. These can be published any time, except for weekends and public
holidays. See Advertising Rates for more details.

Requirements:

¢ Notices must be submitted by email in Microsoft Word format to caymangazette @gov.ky
Original copies and payment by cheque must follow by hand or mail.

e Covering instructions setting out requirements must accompany all notices. Dates,
proper names and signatures must be shown clearly.

e Faxed transmissions of copy are not acceptable, unless arrangements have been made
with the Gazette Office, in which case they must be followed by a signed original
delivered the same day.

Copies will be returned unpublished if not submitted in accordance with these requirements.

Templates for certain notices are available from the Gazette Office. Please e-mail
caymangazette@gov.ky.

Notices for publication and related correspondence should be addressed to:
Gazette Office

Government Information Services

Cayman Islands Government

2" Floor, Government Administration Building

133 Elgin Avenue
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Grand Cayman
Telephone (345) 949-8092
Facsimile (345) 949-5936
caymangazette@gov.ky

Publication dates and submission deadlines are available at
http://lwww.gazettes.gov.ky/publishing-dates-and-submission-deadlines

OUR SERVICES

* Public Information
o Develops and executes information campaigns to promote government
programmes
o Designs graphic products: logos, posters, banners etc.
Produces GIS Spotlight television programme. Stories available on www.gis.ky
Publishes the Cl Government Gazette and maintain website
www.gazettes.gov.ky
Publishes a community calendar. Available on www.gov.ky
Updates general information on the government portal, www.gov.ky
Responds to information requests
Prepares and issues press releases and public service announcements. Press
releases and public service announcement available on www.gis.ky and
Www.gov.ky
» Press Facilitation
o Arranging press conferences
Arranging photo opportunities for the press
Organising and providing staff for press stations at national events
Issuing press advisories on government functions/events
Briefing the press on arrangements and procedures
o Responding to press queries
= Communication Support for Government
o Writing speeches. Available on request.
Advising on effective communication methods
Recording national events. Recordings available on request.
Taking official photographs. Available on request.
Providing media training.

o O

O O O O O O O O

O O O O
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1. ABOUT THE PUBLICATION SCHEME

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public without the
need for specific written requests. Schemes are intended to encourage authorities to proactively publish
information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public.

The list is divided into seven (7) different categories of information, to help you find the documents you
are looking for.

This publication scheme commits Computer Services Department (CSD) to making information available
to the public as part of its normal business activities.

CSD will:
] specify the information held by the authority, which falls within the seven (7) categories
below;
- proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;
- describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;
- list any fees charged for access to information described in this scheme;
- publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;
- make this publication scheme available to the public;
- regularly review and update the information made available under this scheme.
2. INFORMATION THAT MAY BE WITHHELD

CSD will generally not publish:

= information in draft form;

= information held by CSD but owned by other agencies;

= information that is not held by the CSD, or which has been disposed of in accordance with a
legally authorised disposal schedule;

= information that is not readily-available and extremely difficult to access;

= information which is exempt under the FOI Law, or otherwise protected from disclosure —
for example: personal information; or commercially sensitive information. Records
containing exempt matter will be published in a redacted form, where ever it is practical to
do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in section 7: Categories of information.
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Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
compromise the security the Cayman Islands Government, Computer Services Department (or another
organization’s), harm their commercial interests, or endanger the protection of the environment.

When ever information is withheld, we will inform you of this and explain why that information cannot
be released. Even where information is withheld, it may be possible to provide a redacted copy, with the
exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section 6:
Complaints.
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3. METHODS OF ACCESS

Information available under our publication scheme will usually be accessible through the methods
described below.

Section 7: Categories of information provides more details on the information available under the
scheme, along with additional guidance on how the information within each category may be accessed.

Online
Some of our documents are published electronically on the CSD website at www.csd.gov.ky and
can be downloaded in PDF format.

If you are still having trouble locating information listed using the CSD website, please contact
the FOI Information Manager Wesley Howell at 345-949-8277 or direct line at 345-244-2329 or
email at foi.csd@gov.ky

Email
If information is listed in our publication scheme but is not published on the website, we may be
able to send it to you by email. You can email us at foi.csd@gov.ky to request information.
Please provide a telephone number so that we can call you to clarify details if necessary.

Phone
Documents listed in the publication scheme can also be requested by telephone. Please call
Wesley Howell at 345-949-8277 or Direct at 345-244-2329.

Post
All information listed in the publication scheme will usually be available in hard copy. Written
requests may be addressed to:

Wesley Howell

Information Manager
Computer Services Department
PO Box 112

Government Admin Building
Grand Cayman KY1 9000
Cayman Islands

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number so that
we can call you to clarify details if necessary. For faster processing, please also include any
applicable fee. (See section 4: Fees and charges for further details.)

Personal visits
In limited cases, you may be required to make an appointment to view information listed in the
publication scheme. This will be clearly stated in section 7: Categories of information, and
relevant contact details will be provided in that section.
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Advice and assistance
If you experience any difficulty identifying the information you want to access, please contact

the FOI Information Manager Wesley Howell at 345-949-8277 or direct line at 345-244-2329 or
email at foi.csd@gov.ky.

CSD will adhere to its obligations under section 10 of the FOI Law, and any requirements relating to
disability or discrimination, when providing information in accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other language that is legally
required. Where CSD is legally required to translate any information, it will do so.
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4. FEES AND CHARGES

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. CSD strives to ensure that fees and charges are clearly explained
and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email will be
provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will reflect
the actual costs of reproduction and postage, as described below.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs
CSD will pass on to the requester the actual costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within section 7:
Categories of information of the FOI regulations.

If a fee applies, you will be advised of the amount and how it has been calculated. Information will be
provided when CSD has received your payment.

5. REQUESTS FOR INFORMATION OUTSIDE THE PUBLICATION SCHEME

Information held by CSD that is not published under this scheme can be requested in writing.

Your request will be considered in accordance with the provisions of the FOI Law by contacting FOI
Information Manager the FOI Information Manager Wesley Howell at 345-949-8277 or direct line at
345-244-2329 or email at foi.csd@gov.ky

6. COMPLAINTS

CSD aims to make our publication scheme easy to use, and to ensure our information is accessible to the
public.

If you wish to complain about any aspect of this publication scheme, please contact the FOI Information
Manager Wesley Howell at 345-949-8277 or direct line at 345-244-2329 or email at foi.csd@gov.ky and
we will try to resolve your complaint as quickly as possible.

Further information about our complaints procedures can be obtained the FOI Information Manager
Wesley Howell at 345-949-8277 or direct line at 345-244-2329 or email at foi.csd@gov.ky
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You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
2 Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,

Grand Cayman KY1-1108,
CAYMAN ISLANDS
Telephone: 1 345 747 5402
Email: appeals@ico.gov.ky

7. CATEGORIES OF INFORMATION
=  About Us
= Ministry

= Strategic Management

=  Finance & Administration

= Laws, Regulations, Policies & Procedures
= Decisions & Recommendations

= Lists & Registers

= Qur Services

7.1. ABOUT US

Computer Services Department (CSD) is a shared service department providing a full range
of high quality Information Technology (IT) and consulting services to Government
departments and agencies.

CSD Principle officers
Gilbert O. MclLaughlin, MBA, Director
Rex Whittaker, MBA, Deputy Director
Wesley Howell, MBA, Deputy Director
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CSD Contact Details

Grand Cayman Office Address:
Physical address:
2nd Floor, Government Administration Building, 133 Elgin Avenue

Mailing Address:
Computer Services Department
PO Box 112 Government Admin Building
Grand Cayman
Cayman Islands KY1 9000

Tel: 345-949-8277 Fax: 345-949-7544
Email: foi.CSD@gov.ky Website: www.csd.gov.ky

Hours of Work: 8.30am-5pm, Monday-Friday

CSD Principle officers
Gilbert O. McLaughlin, MBA, Director
Rex Whittaker, MBA, Deputy Director
Wesley Howell, MBA, Deputy Director

CSD Contact Details
Grand Cayman Office Address:
Physical address:
2nd Floor, Government Administration Building, 133 Elgin Avenue

Mailing Address:
Computer Services Department
PO Box 112 Government Admin Building
Grand Cayman
Cayman Islands KY1 9000

Tel: 345-949-8277 Fax: 345-949-7544
Email: foi.CSD@gov.ky Website: www.csd.gov.ky

Hours of Work: 8.30am-5pm, Monday-Friday
CSD Information Manager

FOI Information Manager Wesley Howell at 345-949-8277 or direct line at 345-
244-2329 or email at foi.csd@gov.ky.

MINISTRY

CSD falls under the responsibility of the Cabinet Office; this position reflects the
strategic importance of Information Technology within the Cayman Islands Government.
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7.2.

STRATEGIC MANAGEMENT

7.3.

The Cabinet Office sets the strategic directions for Computer Services; approving
business plans and corporate policy; setting long-term goals and objectives; evaluating
the agency’s overall performance and progress towards established targets; managing
programs to improve business processes and ensure consistent service delivery;
preparing or revising laws and other regulatory instruments that affect functions and
responsibilities; obtaining legal advice from external sources using the laws that
regulate the function of government entities.

Cabinet Office

Chief Officer
Orrett Connor, MBE, JP
Address
4th Floor, Government Administration Building,
133 Elgin Avenue,
George Town, Grand Cayman
Mailing Address
Cabinet Office
Government Administration Building,
Grand Cayman KY1-9000,
CAYMAN ISLANDS
Telephone: (345) 244-2412 Fax: (345) 945-2922

Email foi.cab@gov.ky

Website: www.cabinetoffice.gov.ky
Hours of Work: 8:30am to 5:00pm, Monday to Friday.

FINANCE & ADMINISTRATION

7.4.

Cabinet Office is the administering the authority for CSD. The Authority for many
financial, administrative and HR function has been delegated down to the Director of
CSD. This includes the management of monetary resources; material resources; human
resources; information resources; and relationships with clients, the public and other
government agencies using the laws, policies and procedures that regulate the function
of government entities.

LAWS & REGULATIONS POLICIES and PROCEDURES

The Department is not directly regulated by any laws, but as an ICT service provider CSD
adheres to the three main laws:
e Electronic Transactions Law 2000
e Computer Misuse Law 2000
e Information & Communications Technology Authority Law 2002 (Now
superseded amended 2003, 2004, 2005, 2006, 2009)
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Additionally as a government agency CSD adheres to the:
e National Archive and Public Records Law 2007

Financial Management
e Financial Regulations 2004
e The Public Management and Finance Law (2003 Revision)
e July 2008 - Annual Salary Scale for Salaried Staff and Hourly Rates for bi-weekly
employees.

Administration & Human Resource Management

e Public Service Management Law (2007 Revision): Complete set of laws for the
Cayman Islands Civil Service

e Schedule One of the Personnel Regulations: A document describing Employment
Terms and conditions 05-Dec-2007

e Public Servant Code of Conduct Code of Conduct for Civil Servants 05-Dec-2007

e Personnel Regulations, 2006

e Public Service Management Law, 2005: HR Law

Records Management
e Chief Secretary's Code of Practice on Record Management
e Freedom of Information Law 2007
e National Archive and Public Records Law, 2007

CSD POLICIES & PROCEDURES
In addition to the laws and regulations listed above the following policies and
procedures are used at CSD.

e Complaints-handling procedure

e Cabinet Office Portfolio Human Resource policies & procedures

e Hurricane Preparedness manual

e |T Security Related Procedures

CSD has internal guidelines and for various aspects of the departments core services.
e Guidelines for Configuring a Linux Servers for Oracle
e Standards for networking addressing
e Standards for server naming
e Guidelines for PC image building
e Standard Operating Procedures for IT desktop / laptop condemnation.
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Decisions and Recommendations

Date FOI Summary Outcome
Number
8-Oct-2009 FOI-30212 Access to Personal Information from RCIPS Time Recording Withdrawn by
Data Applicant
23-Feb-2010 FOI-32921 Provide the names and number of civil servants that are Granted in Part
currently getting paid acting allowance over the 12 months
period that is set in the Personnel regulations
21-Apr-2010 FOI-32921 Employee’s working in Government Administration Building Granted in Part
(Glass House) as per generally, did any employee ordered to
be removed for medical health reasons by a medical
professional. Also in general terms, was there employee's
removed by Head of Department, on request of employee's
(complaint) without a Doctor's note, because of
respiratory/chest or any other health reason.
3-Jun-2010 FOI-35175 | want to send each HR a letter wanting to incorporate 'office Withdrawn by
chair-massage' in their place of employment. Is there a way Applicant
of getting these email addresses?
31-May-2010 FOI-34615 I would like to request a copy of the purchase/lease Granted in Full
agreement that was in place the last time the government
made a bulk purchase of desk top computers.
09-Nov-2010 FOI-38602 List all salary increments/adjustments given to your Administrative
respective department employees between 1 March 2010 Closure
and 31 October, 2010. Please note the precise date on which Request responded
those increments took effect to outside of FOI
18-Jan-2011 FOI-40082 The entire list of website domains listed/registered in the Granted in Full
Cayman Islands, this should include all domains under
the country code top-level domain (.ky). Including any
websites registered to subdomains (.com.ky, .org.ky,
.net.ky, .edu.ky, .gov.ky). This list should include all
sites’ URLs (domain name). Also, please indicate
whether a site is active or inactive.
22-Feb-2011 FOI-40749 Does the Cayman Islands Government Monitor Internal Administrative

and external telephone conversations and E-mails going
and coming into Government for any reason? If so, who
has access to the telephone conversations? Under
which Law/Constitution is the Monitoring of Telephone
Conversations/e-mails allowed? To which extent or
under what Law does the Government have the right to
do it, if it does indeed monitor both E-mails and
Telephone conversations?

Closure
Request responded
to outside of FOI
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7.6. List of Registers
List of Forms Used (External & Internal)
e C(Create User Account
e Delete User Account
e |RIS User Request Form
e Supplies Requisition forms
e Copy/Binding Request forms
Classes Of Information Held
Classes of Restrictions & Accessibility to information
Information
Cabinet reports & FOI request concerning this type of information should be
recommendations directed to the Information Manager in the Cabinet Office.
Personal / Human Access to information restricted to the relevant personnel.
Resource records
Complaints Majority of the information can be accessed by the public
through FOI law. Access restricted for personal information
concerning clients or private residents or if information is
being used in an investigation.
Financial information Majority of the information can be accessed by the public
i.e. accounts, budget through FOI law. Access restricted for personal information
concerning clients or private residents or if information is
being used in an investigation.
Tender Contracts Confidential information will be redacted or will not be
released.
IT security & Access to this information is restricted as its release would
Configuration undermine the security and integrity of the government IT
documents systems as a whole.
7.7. Our Services

Computer Services is a shared service department providing high quality Information
Technology (IT) and consulting services to Government departments and agencies.
Computer Services also provides consulting, and IT services to two regional
governments at industry standard rates

Services Offered
Computer Services has four functional service areas:

e Applications Development & Support
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Here Computer Services staff members perform the services of IT Consulting,
Strategic planning, Project Management, Business Process review and redesign,
software development and E-Government, Electronic Document Management,
Core Financial System Management and software support.

Technical Services

Computer Services Technical Services staff provide Network Management,
Network Design, System Management and Analysis Services. The team is
responsible for the installation of new equipment the networking of new
projects and the installation of end user software applications. Additionally the
Technical Services Team also provides expert support and maintenance services
to government computer users.

Operations:
Computer Operations are responsible for the management and support of

windows, Unix and Linux servers. The team services the internal and external
(internet) email services, web hosting and management and support of network
switches, routers, fibre optic and copper cabling that provide network
connectivity for the Cayman Islands Government. This team delivers Internet
security, network security, virus protection, data backup and restoration
services. The operations team members are also on call for after-hours IT
Support.

Central Services
Central Services staff now offers procurement services to IT equipment and
limited high volume photocopying, printing and binding services.

Administration
Computer Services administration fills the role of general accounting and
administration services.
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Produced in accordance with the Deputy Governor’s Code of Practice
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1. About the Publication Scheme

The Portfolio of the Civil Service has a legal duty to maintain a publication scheme under the
Freedom of Information Law.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public. The list is
divided into seven (7) different categories of information, to help you find the documents you are
looking for.

This publication scheme commits the Portfolio of the Civil Service to making information
available to the public as part of its normal business activities.

The Portfolio of the Civil Service will:
= specify the information held by the authority, which falls within the seven (7) categories
below;
= proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;



= describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;

= [ist any fees charged for access to information described in this scheme;

= publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

= make this publication scheme available to the public;

= regularly review and update the information made available under this scheme.

2. Information that may be withheld

The Portfolio of the Civil Service will generally not publish:

= information in draft form;

» information that is not held by the Portfolio of the Civil Service or which has been
disposed of in accordance with a legally authorised disposal schedule;

» information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

= information which is exempt under the FOI Law, or otherwise protected from disclosure —
for example: personal information; or commercially sensitive information. Records
containing exempt matter will be published in a redactedl1 form, wherever it is practical
to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in Section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm the Portfolio of the Civil Services’ (or another organisation’s) commercial interests, or
endanger the protection of the environment.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may be
accessed.

1 A copy of the record, with the exempt matter deleted in accordance with the National Archive’s Redaction
Standard.



Online
Some of our documents are published electronically on this website and can be
downloaded in PDF format. Where information is available online, a link within section 7:
Categories of information will direct you to the relevant page or document.

If there is no link, or the link is broken, you can use our website’s “Search” facility at
http://www.pocs.gov.ky/. If you are still having trouble locating information listed under
our scheme, please contact Mr. lan Fenton, Information Manager.

If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. You can email us at foi.pcs@gov.ky to request
information. Please provide a telephone number so that we can call you to clarify details
if necessary.
Phone
Documents listed in the publication scheme can also be requested by telephone. Please
call lan Fenton or Sherelle Clarke on (345) 244 2344 to request information.
Post
All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:
Information Manager
Portfolio of the Civil Service
C/O Government Administration Building
Grand Cayman KY1-9000
Cayman Islands

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number
so that we can call you to clarify details if necessary. For faster processing, please also
include any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits
In limited cases, you may be required to make an appointment to view information listed
in the publication scheme. This will be clearly stated in section 7: Categories of
information, and relevant contact details will be provided in that section.

Advice and assistance
If you experience any difficulty identifying the information you want to access, please
contact lan Fenton or Sherelle Clarke on (345) 244 2344.

The Portfolio of the Civil Service will adhere to its obligations under section 10 of the FOI Law,
and any requirements relating to disability or discrimination, when providing information in
accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where the Portfolio of the Civil Service is legally required to translate any
information, it will do so.

4. Fees and charges


http://www.pocs.gov.ky/
mailto:foi.pcs@gov.ky

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. The Portfolio of the Civil Service strives to ensure that
fees and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email
will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will
reflect the actual costs of reproduction and postage, as described below.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs
The Portfolio of the Civil Service will pass on to the requester the actual costs of postage

or courier delivery.

Details of any individual charges which differ from the above policy are provided within section
7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated. Information
will be provided when the Portfolio of the Civil Service has received your payment.

5. Requests for information outside the Publication Scheme

Information held by the Portfolio of the Civil Service that is not published under this scheme can
be requested in writing via email or letter. Your request will be considered in accordance with
the provisions of the FOI Law, see: http://www.pocs.gov.ky ‘Making a Request’.

6. Complaints

The Portfolio of the Civil Service aims to make our publication scheme easy to use, and to
ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact the
authority in writing via email or letter, (see: http://www.pocs.gov.ky ‘Complaints’), and we will try
to resolve your complaint as quickly as possible.

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman


http://www.pocs.gov.ky/
http://www.pocs.gov.ky/

PO Box 1375,

Grand Cayman KY1-1108,
CAYMAN ISLANDS
Telephone: +1 345 747 5402
email: appeals@ico.gov.ky

7. Categories of information

About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers
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ABOUT US

Name of Portfolio of the Civil Service
The Portfolio of the Civil Service is a Ministry level agency of the Cayman Islands Government
whose Chief Officer reports to the Deputy Governor.

Principle officer

The Principle officer in the Portfolio of the Civil Service is:
Acting Chief Officer

Portfolio of the Civil Service

C/O Government Administration Building

Grand Cayman KY1-9000

Information manager
The Information Manager for the Portfolio of the Civil Service can be contacted:

By mail at:

lan Fenton

Portfolio of the Civil Service

C/O Government Administration Building
Grand Cayman KY1-9000

Grand Cayman

By phone on:
(345) 244 2344

Or by email at:
foi.pocs@gov.ky

Organisation and functions



mailto:appeals@ico.gov.ky

The Portfolio of the Civil Service (PoCS) is responsible for supporting the further development of
Human Resources Management across the Civil Service, including the development and
implementation of a Civil Service College, and the promotion of HR best practice. We provide
policy advice on HR matters to His Excellency the Governor and the Head of the Civil Service,
monitor and evaluate compliance with the Public Service Management Law and Personnel
Regulations. The PoCS also provides a range of operational HR services, and is responsible
for the implementation and monitoring of Public Sector reform initiatives.

Location and Hours

The Portfolio of the Civil Service is open from 8.30 a.m. until 5.00 pm from Monday to Friday
and is located at:

2nd Floor Government Administration Building
Elgin Avenue,
George Town, Grand Cayman.

Boards and committees
The Portfolio Administered the Public Service Commission until 31st December 2006, and as
such holds historical records relating to that body.

Frequently asked questions

Where can | see what current vacancies exist?
Job vacancies in the civil service are posted at http://www.recruitment.gov.ky/

STRATEGIC MANAGEMENT

Administering the Portfolio’s operations at the organisational level; developing business plans
and corporate policy; setting long-term goals and objectives; evaluating the Portfolio’s overall
performance and progress towards established targets; managing programmes to improve
business processes and ensure consistent service delivery; preparing or revising laws and other
regulatory instruments; obtaining legal advice from external sources.

The key strategic goals from an ownership perspective for the Portfolio are available in
the Annual Budget Statement for the Portfolio under the section ‘Strategic Ownership
Goals’: see

http://www.gov.ky/pls/portal/docs/PAGE/CIGHOME/FIND/ORGANISATIONS/AZAGENCIES/PFE/THEBU
DGET/20102011/153571%202010-11%20ANNUAL%20BUDGET%20STATEMENT.PDF

Governance

Law and Regulations that direct the functions and activities of the Portfolio are:
= Cayman Islands Constitution Order 2009

Public Service Management Law (2011 Revision)

Personnel Regulations, 2011 Revision

Public Management and Finance Law (2010 Revision)

Finance Regulations, 2004

Freedom of Information Law, 2007



Corporate management

The principal planning document for the Portfolio is the Annual Budget Statement which can be
found at:
http://lwww.gov.ky/pls/portal/docs/PAGE/CIGHOME/FIND/ORGANISATIONS/AZAGENCIES/PFE/THEBU
DGET/20102011/153571%202010-11%20ANNUAL%20BUDGET%20STATEMENT.PDF

FINANCE & ADMINISTRATION

Administering the Portfolio’s internal functions and managing its resources efficiently and
effectively. Includes the management of monetary resources; material resources; human
resources; information resources; and relationships with clients, the public and other
government agencies. Principal accounting policies are adopted and are prepared in
accordance with International Public Accounting Standards.

Financial management *

Documents relating to the administration of the Portfolio’s monetary resources include:
= Annual Budget
» Financial statements: quarterly and annual
= Audit reports

*Copies can be obtained upon request from the Information Manager

Administration *
Documents relating to other administrative functions carried out within the Portfolio include:
= Continuity of Operations
= Pay scales
* Pressreleases
* Records management

*Copies can be obtained upon request from the Information Manager

POLICIES & PROCEDURES *

Current written protocols used by the Portfolio for carrying out functions, activities and delivering
services include:

= Human Resources procedures

= Complaints handling procedure
*Copies can be obtained upon request from the Information Manager

DECISIONS & RECOMMENDATIONS
As a mainly advisory and auditing body, the Portfolio’s decisions are mainly internal in nature.
The Portfolio holds information on:

= Evaluation criteria and selection methodology for recruitment

= Disciplinary and dismissal matters

* Procurement decisions




LISTS & REGISTERS

The Portfolio holds the following lists and registers:

Fixed Assets Register
Freedom of Information Disclosure Log (available at http://www.pocs.gov.ky )

OUR SERVICES

The Portfolio provides the following services to His Excellency the Governor, the Deputy
Governor and the Cabinet:

Policy Advice on Civil Service Matters,
o Information held includes research papers, administrative circulars developed for
the Deputy Governor and documentation for projects undertaken for the Deputy
Governor

Strategic Human Resources Functions of Government,

o Information held includes communications with the Cayman Islands Civil Service
Association, ad hoc HR reports, annual HR reports to the Cabinet,
documentation for the development of the HR IRIS computer system and
strategic HR advice provided to the Civil Service as a whole.

Support on Chief Officer Employment Matters,
o Information held includes Chief Officer's recruitment, employment agreements,
resignation, discipline, dismissal, performance agreements, performance
assessments and training and development.

Auditing Compliance with Human Resource (HR) Policies,
o Information held includes audit reports, audit programmes and audit
methodologies.

Management of Public Sector Reform,
o Information held includes documents relating to Financial Reforms, Human
Resources Reforms, Public Authorities Reform, Freedom of Information,
implementation of the 2009 Constitution and the Public Sector Review.

Management Advice and Support,
o Information held includes requests for support, terms of reference, project plans,
reports, advice, training courses and recommendations.

Administrative Support and Technical Advice to the Civil Service Appeals Commission,
o Information held includes communication with the Civil Service Appeals
Commission.

Workforce Development within the Civil Service - Civil Service College,
o Information held includes research papers, design of courses, College
timetables, press releases, communications with partner agencies and course
statistics.

Facilitation of Effective Human Resource (HR) Practices,



o Information held includes policies and procedures manuals, personnel circulars
issued by the Chief Officer of the Portfolio, templates and communications with
HR managers

The Portfolio provides the following service to other Government Agencies
e Recruitment Services
o Information held includes recruitment advice, advertisements, selection criteria,
short lists, interview panel reports and communication with candidates.

e Job Evaluation
o Information held includes job evaluation records.

e HR Advice and Guidance
o Information held includes advice to Government agencies and employees on
selection, pay, training, development, succession plans, termination, disciplinary
investigations, and grievances.

e Records Management: Personnel Records
o Information held includes employee personnel records including recruitment,
employment agreements, resignation, discipline, dismissal, pension matters,
performance agreements, performance assessments, details of dependents,
training and development and personal information.

e Provision of HR Consultancy and Training Services
o Information held includes training courses, induction programmes, Investors in
People and personal development plans.

The Portfolio provides the following services to third party agencies, such as the public
service agencies in other jurisdictions:
¢ Management of Public Sector Reform,
o Information held includes documents relating to Financial Reforms and Human
Resources Reforms.

¢ Management Advice and Support,
o Information held includes requests for support, terms of reference, project plans,
reports, advice, training courses and recommendations.
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About the publication scheme
Every public authority covered by the Freedom of Information Law has a legal duty to
maintain a publication scheme.

The purpose of a publication scheme is to make information readily available to the
public without the need for specific written requests. Schemes are intended to
encourage authorities to proactively publish information, to develop a culture of
openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find
the documents you are looking for.

This publication scheme commits the Public Service Pensions Board to making
information available to the public as part of its normal business activities.

The Public Service Pensions Board will:

e specify the information held by the authority, which falls within the seven (7)
categories below;

e proactively publish or otherwise make routinely available, information which is
held by the authority and falls within the categories below;

e describe the methods by which specific information is made available, so that it
can be easily identified and accessed by members of the public;

e list any fees charged for access to information described in this scheme;



e publish or otherwise make information available, in accordance with the
methods and fees stated in this scheme;

¢ make this publication scheme available to the public; and
e regularly review and update the information made available under this scheme.

2. Information that may be withheld

The Public Service Pensions Board will generally not publish:
e information in draft form;

¢ information that is not held by the Public Service Pensions Board, or which has
been disposed of in accordance with a legally authorised disposal schedule;

¢ information that is not readily-available — for example: information that is
contained in files that have been placed in archive storage, or is otherwise
difficult to access; or

¢ information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; or commercially sensitive
information. Records containing exempt matter will be published in a redacted*
form, where ever it is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld
from one of the categories of information listed in section 7: Categories of
information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe
personal privacy, harm the Public Service Pensions Board’s (or another
organisation’s) commercial interests, or endanger the protection of the environment.

Whenever information is withheld, we will inform you of this and explain why that
information cannot be released. Even where information is withheld, it may be
possible to provide a redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer
to section 6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible
through the methods described below.

Section 7: Categories of information provides more details on the information
available under the scheme, along with additional guidance on how the information
within each category may be accessed.

Online

Many of our documents are published electronically on this website and can be
downloaded in PDF format. Where information is available online, a link within
section 7: Categories of information will direct you to the relevant page or document.

A copy of the record, with the exempt matter deleted in accordance with the National Archive’s
Redaction Standard.



If there is no link, or the link is broken, you can use our website’s “Search” facility at
www.pspb.gov.ky. If you are still having trouble locating information listed under our
scheme, please contact the Information Manager at (345) 945-8175.

Email

If information is listed in our publication scheme but is not published on the website,
we may be able to send it to you by email. You can email us at foi.pspb@gov.ky to
request information. Please provide a telephone number so that we can call you to
clarify details if necessary.

Phone

Documents listed in the publication scheme can also be requested by telephone.
Please call (345) 945-8175 to request information.

Post

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

Attention: Information Manager
Public Service Pensions Board
P O Box 912, Grand Cayman KY1-1103, CAYMAN ISLANDS

In your request, please provide your name and address, full details of the information
or documents you would like to receive. You may also wish to provide a telephone
number so that we can call you to clarify details if necessary. For faster processing,
please also include any applicable fee. (See section 4: Fees and charges for further
details.)

Personal visits

In limited cases, you may be required to make an appointment to view information
listed in the publication scheme. This will be clearly stated in section 7: Categories of
information, and relevant contact details will be provided in that section.

Advice and assistance

If you experience any difficulty identifying the information you want to access, please
contact the Information Manager at (345) 945-8175.

The Public Service Pensions Board will adhere to its obligations under section 10 of
the FOI Law, and any requirements relating to disability or discrimination, when
providing information in accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other
language that is legally required. Where the Public Service Pensions Board is legally
required to translate any information, it will do so.

4. Fees and charges

The purpose of this scheme is to make the maximum amount of information readily
available at minimum effort and cost to the public. The Public Service Pensions
Board strives to ensure that fees and charges are clearly explained and kept to a
minimum.

Information which is published online, downloaded through a website, or sent to you
by email will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc.
Charges will reflect the actual costs of reproduction and postage, as described
below.



Reproduction costs

Where fees apply, photocopied information will be charged at a standard rate of
$1.00 per page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs

The Public Service Pensions Board will pass on to the requester the actual costs of
postage or courier delivery.

Details of any individual charges which differ from the above policy are provided
within section 7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated.
Information will be provided when the Public Service Pensions Board has received
your payment.

5. Requests for information outside the publication scheme

Information held by the Public Service Pensions Board that is not published under
this scheme can be http://www.pspb.gov.ky “Making a Request”. Your request will be
considered in accordance with the provisions of the FOI Law.

6. Complaints

The Public Service Pensions Board aims to make our publication scheme easy to
use, and to ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact
the Managing Director at (345) 945-8175, and we will try to resolve your complaint as
quickly as possible.

Further information about our complaints procedures can be obtained from
http://www.pspb.gov.ky/portal/page? pageid=1628,3520505& dad=portal& s
chema=PORTAL Internal Complaints Procedure.

You have legal rights to access information under this scheme, and a right to
complain to the Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 10727,
Grand Cayman KY1-1007
CAYMAN ISLANDS

Telephone: +1 345 747 5402
email: appeals@ico.gov.ky



http://www.pspb.gov.ky/
http://www.pspb.gov.ky/portal/page?_pageid=1628,3520505&_dad=portal&_schema=PORTAL
http://www.pspb.gov.ky/portal/page?_pageid=1628,3520505&_dad=portal&_schema=PORTAL
mailto:appeals@ico.gov.ky

7. Categories of information
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ABOUT US

Name of public authority

Public Service Pensions Board

Ministry

Portfolio of the Civil Service

Principle Officer
Jewel Evans Lindsey, Managing Director
Main line: (345) 945-8175  Direct Line: 244-7102

Email: jewel.evans-lindsey@pspb.ky

Faith Ebanks, Director, Financial Reporting
Main line: (345) 945-8175  Direct Line: 244-7141
Email: faith.ebanks@pspb.ky

Richard Moody, Director, Plan Administration
Main line: (345) 945-8175  Direct Line: 244-7121
Email: richard.moody@pspb.ky

Information Manager

Melanie Ebanks-Jackson, Information Manager

Main line: (345) 945-8175 Direct line: 244-7122

Email: melanie.ebanks-jackson@pspb.ky or foi.pspb@qgov.ky
Website: www.pspb.gov.ky or www.foi.gov.ky

Maria Dixon, Information Manager (Designate)
Main line: (345) 945-8175 Direct line: 244-7104
Email: maria.dixon@pspb.ky or foi.pspb@gov.ky
Website: www.pspb.gov.ky or www.foi.gov.ky



mailto:jewel.evans-lindsey@pspb.ky
mailto:faith.ebanks@pspb.ky
mailto:richard.moody@pspb.ky
mailto:melanie.ebanks-jackson@pspb.ky
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mailto:foi.pspb@gov.ky
http://www.pspb.gov.ky/
http://www.foi.gov.ky/

Organisation and functions

To provide public sector employees with retirement provisions that are adequate, equitable and
safe, through effective management of the public sector pension funds, efficient administration of
the plan(s) provisions, proper communications to participants, and ensuring that the financial
provisions being made conform to professional standards, taking into account the very long-term
commitment of obligations.

P O Box 912
Grand Cayman KY1-1103
CAYMAN ISLANDS
(345) 945-8175
(345) 949-3573
www.foi.pspb@gov.ky
www.pspb.gov.ky

Location and hours Matters handled
Ground Floor All matters relating to the administration of the
Government Administration Building Public Service Pension Fund, the Plans
133 Elgin Avenue, George Town governed by the Public Service Pensions Law,
Grand Cayman, Cayman Islands The Parliamentary Pensions Law, and the
Judges' Emoluments And Allowances Order.
Opened from 8:30a to 5:00p

Boards and Committees

Name Meetings Minutes
Board of Directors Meetings are | Copies of minutes signed by
Members: held quarterly | the Chairman of the Board
Hon. Kenneth Jefferson, Chairman and are not | can be requested in writing
Mrs. Sonia McLaughlin, Deputy Chairman open to the | through the Information
Mr. Wayde Bardswell, Legal Council public. Manager.

Mr. Franz Manderson, Acting Deputy Governor
Mr. James Walter, CICSA President

Mr. Kirkland Nixon, Pensioner’s Representative
Mr. Leonard Ebanks, Private Sector
Representative

Mr. Nicholas  Freeland, Private  Sector
Representative

Mrs. Jewel Evans Lindsey, Managing Director

Ms. Bethany Powery, Executive Secretary to the
Board



http://www.foi.pspb@gov.ky/
http://www.pspb.gov.ky/

Frequently Asked Questions

http://www.pspb.gov.ky/portal/page? pageid=1628,2625821& dad=portal& sche
ma=PORTAL

How much pension will | get when | retire from the Service?

If you are a participant of the Defined Benefit Part of the Plan, your pension will
be based on your pensionable years of service, pensionable earnings and rate of
accrual. The longer the pensionable service, the higher your pension benefits.
Similarly, the higher the pensionable earnings, the higher the pension benefits. If
you are a participant of the Defined Contribution Part of the Plan, your pension
will be based on the sum of the balance in both your Participant Contribution
Account and your Employer Contribution Account ,with interest.

Who gets my pension benefits if | pass—on tomorrow?

Should you die whilst an active participant in the Plan, then a monthly pension
equal to one-half of your Accrued Benefit will be paid to your surviving spouse.
This pension will continue for the remainder of your spouse’s life. In addition to
the pension payable to your surviving spouse, pensions equal to one—half of your
Accrued Benefit will be equally divided among all your dependent children. If you
die leaving dependent children but no surviving spouse, then your dependent
children will receive, in addition, the pension that would have been payable to
your spouse, shared equally among them. If you do not have a spouse and
dependent children, your benefits will be given to your designated beneficiary.

In the Pensions Law what is the definition of ‘Dependent Children’?

Dependent child means a participant’s child (including an adopted child who was
adopted in a manner recognized by Law, an illegitimate child, a posthumous child
or a step-child) who is either (a) under the age of 18, (b) under age 23 and in full-
time education, or (c) mentally or physically incapable of employment, as certified
by the Chief Medical Officer.


http://www.pspb.gov.ky/portal/page?_pageid=1628,2625821&_dad=portal&_schema=PORTAL
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When can | retire?

You can retire from the Plan and start to receive your pension in any of the
following situations: When you reach Normal Retirement Age, age 60; When you
reach Early Retirement age 50, as long as you have at least ten years of
Qualifying Service; if you become permanently disabled, as certified by the Chief
Medical Officer, regardless of your age; or if your office is abolished or if your
department is reorganised and you are removed from office, regardless of your
age. This is called Special Retirement.

| am separated from my spouse. Will he/she get my pension benefits if |
don’t want them to?
Your spouses’ benefits can be assigned to your children by election and we have
a form available for this. This form is the "Transfer of Spouse’s Pension Election
Form" and can be found on the eForms section of this website.

Can | lose my pension?
The Public Service Pensions Law protects your pension from forfeiture, even if
convicted of a crime or declared bankrupt. Any pension granted is also exempt
from execution, seizure, attachment or any other process in respect of any debt
or claim of a creditor. The pension is also not transferable or assignable except if
a debt is due to the Government, or a Court Order directs the pension payments
to a dependant.

When was the Public Service Pensions Fund established?
The Public Service Pensions Fund was established on the 1st January 1992 with
employee contributions dating back to 1990. Government contributions
commenced in 1991 with a matching contribution rate of 4% of pay.


http://www.pspb.gov.ky/pls/portal/url/page/pebhome/help/forms

Who was the first Chairman of the Board?
The first Chairman of the Board was Mr. Thomas C. Jefferson OBE, JP.

What employers participate in the Public Service Pensions Plan?
In addition to the Government, there are fourteen Public Sector employers that
participate in the Public Service Pensions Plan. These are: Cayman Islands
Airports Authority, Civil Aviation Authority, Cayman Islands Monetary Authority,
Cayman Turtle Farm, Water Authority Cayman, Public Service Pensions Board,
CAYS Foundation, Cl Development Bank, Maritime Authority of the Cayman
Islands, Health Services Authority, National Housing Trust, National Roads
Authority, Electricity Regulatory Authority and Information and Communications
Technology Authority.

How many participants are there in the Plan?
There were 1,508 participants in the Plan as at January 1993. The current active
participants count now stands at 5,520.

How many pensioners are there?
There are currently 1,370 pensioners representing retirees from the three
Government sponsored plans.

What plans does the Board administer?
Plans administered by the Board include Parliamentary, Judiciary, and the Public

Service Pensions Plan.



When was the first actuarial validation carried out? What is the value of the
actuarial deficiency?
The first actuarial validation was carried out as at 31st December 1989 which
disclosed a contingent liability of $32.5 million for the Public Service Pensions
Plan. The actuarial deficiency as at 1st January 2005 was $165 million.

Who was the first administrator of the Public Service Pensions Fund?
The first administrator of the Public Service Pensions Fund was the then
Manager, Currency Board, Mrs Jewel Evans Lindsey.

STRATEGIC MANAGEMENT

Administering the authority’s operations at the organizational level; developing business
plans and corporate policy; setting long-term goals and objectives; evaluating the
agency’s overall performance and progress towards established targets; managing
programs to improve business processes and ensure consistent service delivery;
preparing or revising laws and other regulatory instruments that affect the authority’s
functions and responsibilities; and obtaining legal advice from external sources.

Governance

High-level documents that inform and direct the functions and activities of the authority.

A Public Service Pensions Law (2004 Revision)
4~ Public Service Pensions Regulations (2008 Revision)

~ Public Service Pensions (Ex-Gratia Pensions) (Amendment) Regulations,

e
2009
4~ Parliamentary Pensions Law, 2004

b Judges Emoluments and Allowances Order 2005

Corporate management

High-level documents that plan and evaluate the work of the authority.

L
<= Annual reports

http://www.pspb.gov.ky/pls/portal/docs/PAGE/PEBHOME/ABOUTUS/REPORTS/2004A
NNUALREPORT.PDF

e . .
<= Actuarial Valuations
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http://www.pspb.gov.ky/pls/portal/docs/PAGE/PEBHOME/ABOUTUS/REPORTS/2004ANNUALREPORT.PDF
http://www.pspb.gov.ky/pls/portal/docs/PAGE/PEBHOME/ABOUTUS/REPORTS/2004ANNUALREPORT.PDF
http://www.pspb.gov.ky/pls/portal/docs/PAGE/PEBHOME/ABOUTUS/REPORTS/2004ANNUALREPORT.PDF
http://www.pspb.gov.ky/pls/portal/docs/PAGE/PEBHOME/ABOUTUS/REPORTS/2004ANNUALREPORT.PDF

4~ Investment Managers Reports

FINANCE & ADMINISTRATION

Administering the authority’s internal functions and managing its resources efficiently

and effectively. Includes the management of monetary resources; material resources;
human resources; information resources; and relationships with clients, the public and
other government agencies.

Financial management

Documents relating to the administration of the authority’s monetary resources —
including projected and actual income and expenditure; tendering; procurement; and
contracts.

A Annual Board approved budget
#~  Annual Financial statements

Administration

Documents relating to other administrative functions carried out within the authority —
including buildings, equipment & vehicles; communications; human resources;
information & technology management.

b Press releases
http://www.pspb.gov.ky/portal/page? pageid=1628,2686101& dad=portal& schema=P
ORTAL

Ao Bi-Annual Newsletter

*‘j“'Job vacancies; career opportunities
http://www.pspb.gov.ky/portal/page? pageid=1628,3520539& dad=portal& schema=P
ORTAL

22 Organizational chart
http://www.pspb.gov.ky/portal/page? pageid=1628,3520505& dad=portal& schema=P
ORTAL

4~ Records management file plan or classification scheme

POLICIES & PROCEDURES

Current written protocols used by the authority for carrying out functions, activities and
delivering services.

A Complaints-handling procedure
http://www.pspb.gov.ky/portal/page? pageid=1628,3520505& dad=portal& sche
ma=PORTAL
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DECISIONS & RECOMMENDATIONS

Information about proposals, resolutions, assessments and results, including decision-
making processes.

2 Minutes of the Board of Directors that have been signed off by the Chairman

LISTS & REGISTERS

Information held in registers required by law and other lists or registers relating to the
functions of the authority.

Actual lists and registers may be published under this heading.
Alternatively, the authority should enter details about each list or register — how it can be
viewed or accessed, and whether any fees or charges apply.

A FOI disclosure log

OUR SERVICES
This category provides detailed information about the services offered and activities
carried out by the authority, to fulfil its high-level functions and responsibilities.

It should describe the services and activities available locally, nationally and
internationally.

The authority should publish:
¢ documents used by the authority in providing those services;
¢ documents used by clients to obtain those services; and
¢ links to web pages where services are available online.

Ao Forms
Benefit Election Form
Designated Beneficiary Election Form
Designated Guardian Election Form

http://www.pspb.gov.ky/portal/page? pageid=1628,3520505& dad=portal& sche
ma=PORTAL
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Publication Scheme

Produced in accordance with the Deputy Governor’s Code of Practice on Publishing

CONTENTS:
About the Publication Scheme
Information that may be withheld
Methods of access
Fees and charges
Requests for information outside the publication scheme
Complaints
Categories of information
= About Us
= Strategic Management
* Finance & Administration
» Policies & Procedures

NoosrwdE

Decisions & Recommendations
Lists & Registers
Our Services

1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find the
documents you are looking for.

This publication scheme commits the Portfolio of Internal and External Affairs to making
information available to the public as part of its normal business activities.

The Portfolio of Internal and External Affairs will:
= specify the information held by the authority, which falls within the seven (7) categories
below;
= proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;



= describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;

= [ist any fees charged for access to information described in this scheme;

= publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

= make this publication scheme available to the public;

= regularly review and update the information made available under this scheme.

2. Information that may be withheld

The Portfolio of Internal and External Affairs will generally not publish:

= information in draft form;

= information that is not held by the Portfolio of Internal and External Affairs, or which
has been disposed of in accordance with a legally authorised disposal schedule;

» information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

= information which is exempt under the FOI Law, or otherwise protected from disclosure —
for example: personal information; or commercially sensitive information. Records
containing exempt matter will be published in a redacted form, where ever it is practical
to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm the Portfolio of Internal and External Affairs’ (or another organization’s) commercial
interests, or endanger the protection of the environment.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may be
accessed.



Online

Phone

Many of our documents are published electronically on this website and can be
downloaded in PDF format. Where information is available online, a link within section 7:
Categories of information will direct you to the relevant page or document.

If there is no link, or the link is broken, you can use our website’s “Search” facility at
http:/www.pie.gov.ky. If you are still having trouble locating information listed under our
scheme, please contact the Information Manager, Ms. Kathryn Dinspel-Powell or the
Records Officer, Ms. Allyson Minus-Phillips at foi.pie@gov.ky or at (345) 244-3179.

If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. You can email us at foi.pie@gov.ky to request
information. Please provide a telephone number so that we can call you to clarify details
if necessary.

Documents listed in the publication scheme can also be requested by telephone. Please
call (345) 244-3179 to request information.

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

The Information Manager

Portfolio of Internal and External Affairs

3rd Floor, Government Administration Building

Grand Cayman, KY1-9000

CAYMAN ISLANDS

In your request, please provide your name and address, and full details of the
information or documents you would like to receive. You may also wish to provide a
telephone number so that we can call you to clarify details if necessary. For faster
processing, please also include any applicable fee. (See section 4: Fees and charges for
further details.)

Personal visits

In limited cases, you may be required to make an appointment to view information listed
in the publication scheme. This will be clearly stated in section 7: Categories of
information, and relevant contact details will be provided in that section.

Advice and assistance

Please refer to our Document Library and Disclosure Log on our website at
http://www.pie.gov.ky first, as the information that you are seeking may have already
been published.

If you experience any difficulty identifying the information you want to access, please
contact the Information Manager or The Records Officer at foi.pie@gov.ky or (345) 244-
3179.

The Portfolio of Internal and External Affairs will adhere to its obligations under section 10 of
the FOI Law, and any requirements relating to disability or discrimination, when providing
information in accordance with this publication scheme.
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Information will be provided in the language in which it is held or in such other language that is
legally required. Where the Portfolio of Internal and External Affairs is legally required to
translate any information, it will do so.

The Portfolio of Internal and External Affairs will endeavour to make as much information
available on its website as possible, however, in the event that you are seeking information that
is not posted there, or if you would prefer to view the information in hard copy in person,
arrangements can be made to do so by appointment in the privacy of our conference room. In
order to make an appointment, you can contact the Information Manager, the Information
Manager (Designate) or the Records Officer at foi.pie@gov.ky or at (345) 244-3179.

4. Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. The Portfolio of Internal and External Affairs strives to
ensure that fees and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email
will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will
reflect the actual costs of reproduction and postage, as described below.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of CI$1.00
per page (black and white; any size) and CI$1.50 per page (colour; any size).
Computer discs will be charged at a rate of CI$2.00 per disc.

Postage costs
The Portfolio of Internal and External Affairs will pass on to the requester the actual

costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within section
7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated. Information
will be provided when the Portfolio of Internal and External Affairs has received your
payment.

5. Requests for information outside the Publication Scheme

Information held by the The Portfolio of Internal and External Affairs that is not published
under this scheme can be requested by:
1. Writing to the Information Manager, Portfolio of Internal and External Affairs, 31
Floor, Government Administration Building, Grand Cayman KY1-9000, CAYMAN
ISLANDS;
2. Sending an e-mail to the Information Manager, Portfolio of Internal and External
Affairs at foi.pie@gov.ky;
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3. Sending a fax to the attention of the Information Manager, Portfolio of Internal and
External Affairs at (345) 946-5453;
4. Dropping into our offices on the 3™ Floor, Government Administration Building,
Grand Cayman KY1-9000, CAYMAN ISLANDS, or
5. You can also refer online to: http://www.pie.gov.ky Making a Request.
In all instances, your request will be considered in accordance with the provisions of the FOI
Law.

6. Complaints

The Portfolio of Internal and External Affairs aims to make our publication scheme easy to
use and to ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact the
Information Manager, Ms. Kathryn Dinspel-Powell or the Information Manager (Designate) Ms.
Allyson Minus-Phillips at foi.pie@gov.ky or at (345) 244-3179, and we will try to resolve your
complaint as quickly as possible.

You can also see http://www.pie.gov.ky Complaints or FOI Appeal for further information about
our complaints procedures.

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,

2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,

Grand Cayman KY1-1108,

CAYMAN ISLANDS

Telephone: (345) 747 5402

email: appeals@ico.gov.ky

7. Categories of information

About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services

ABOUT US

Name of public authority
PORTFOLIO OF INTERNAL AND EXTERNAL AFFAIRS
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Principal officers
Donovan Ebanks, Deputy Governor
Donovan.Ebanks@gov.ky; 244-2432

Franz Manderson, Chief Officer
Franz.Manderson@gov.ky; (345) 244-3179

Key staff
Eric Bush, Deputy Chief Officer - Uniform Division

Eric.Bush@gov.ky; (345) 244-3182

Kathryn Dinspel-Powell, Deputy Chief Officer - General Division
Kathryn.Dinspel-Powell@gov.ky; (345) 244-3183

Vinton Chinsee, Chief Financial Officer
Vinton.Chinsee@gov.ky; (345) 244-2251

Information Manager
Kathryn Dinspel-Powell, Information Manager
foi.pie@.gov.ky or (345) 244-3183

Allyson Minus-Phillips, Information Manager (Designate)
foi.pie@gov.ky or (345) 244-3179

Please also refer to the Freedom of Information website at www.foi.gov.ky for additional
information.

Organisation and functions

The Portfolio of Internal and External Affairs is responsible for ensuring effective and
democratic governance for a well-informed populace. As such, the Portfolio and its agencies:
= Take care of the operation and accommodation of the Legislative Assembly;
= Provide policy advice to the Cabinet on immigration, public safety and law
enforcement matters; and
= Contribute to the safety and well-being of the community through effective
immigration controls, detention and rehabilitation of prisoners and disaster
preparations.

How to Contact Us:

Portfolio of Internal and External Affairs, 5" Floor, Government Administration Building, Grand
Cayman, PO Box 111, KY1-9000, CAYMAN ISLANDS

Phone: (345) 244-3179

Fax: (345) 946-5453

E-mail: foi.pie@gov.ky

Website: www.pie.gov.ky

Department of Public Safety Communications (formerly Emergency Communications and
Electronic Monitoring — 911)
The Department of Public Safety Communications mission is to:

= Provide 24-hour response to all emergencies in the Cayman Islands;
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= Offer a speedy reaction while maintaining high standards and professional service;

= Co-ordinate emergency response by prioritising and timely dispatch of appropriate
units;

= Provide appropriate life-saving, pre-arrival instructions to callers to lessen the impact
of an emergency; and

= Maintain officer safety vigilantly.

The 911 Centre also coordinates the electronic monitoring provisions of the Alternative
Sentencing Law. In this role 911 carries out the wishes of the Court in sentencing offenders with
an electronic curfew, and provides options for the pre-release of prisoners and those out on balil
at the desire of law enforcement authorities.

Website: www.911.gov.ky  Telephone: (345) 949-9008

Hazard Management Cayman Islands

Hazard Management Cayman Islands (HMCI) has overall responsibility for the national hazard
management programme, including preparedness, response, mitigation and recovery. The
agency deals with all hazards (man-made and natural) and is permanently staffed and ready to
go operational at all times. HMCI is responsible for the National Emergency Operations Centre
(NEOC) which is located at the Fire Station in George Town, Grand Cayman. The NEOC is
activated to direct and coordinate the response to national threats. HMCI also oversees and
maintains the National Hazard Management Plans for threats such as hurricanes and
earthquakes.

Website: www.caymanprepared.ky Telephone: (345) 945-4624 Fax: (345) 946-5020

The Legislative Department

The Legislative Department provides overall management of the Legislative Assembly. The
Clerk of the Legislative Assembly is responsible for the custody of the votes, records, Bills and
other documents laid before the House as well as the production of official reports of all
speeches made in the House or in Committee.

The Legislative Assembly of the Cayman Islands is a unicameral legislature comprising 18
Members, 15 of whom are the elected representatives for the Islands’ six districts, four each
from George Town and West Bay, three from Bodden Town, two from Cayman Brac and Little
Cayman, and one each from North Side and East End. The Deputy Governor and the Attorney
General are the two Official members who are appointed by the Governor. The current Speaker
of the House is not an elected representative.

The Governor may at any time, by Proclamation, prorogue or dissolve the Assembly. The
Governor shall dissolve the Assembly at the expiration of four years from the date when the
Assembly first meets after any general election unless it has been dissolved sooner. There shall
be a general election at such time (within two months, after every dis-solution of the Assembly)
as the Governor, by Proclamation, appoint.

The first meeting of every session of the House shall, by Proclamation, be held on such day as
the Governor shall appoint. A session usually consists of four meetings, with a meeting typically
being comprised of several sittings.

Website: www.legislativeassembly.ky Telephone: (345) 949-4236 Fax: (345) 949-9514
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Cayman Islands Department of Immigration
The Department of Immigration was founded in 1971 and manages a number of key functions in
order to safeguard the socio-economic prosperity of the Cayman Islands. The department:

Manages the flow of immigrants into the islands and carries out administrative
processing of applications for persons seeking permanent residence, Caymanian
Status, the right to work in Cayman or asylum;

Enforces work permit policies and facilitates the process of issuing work permits to
foreign workers;

Carries out security checks for the processing and issuing of visas and permits for
persons who want to work, study or live in the islands;

Maintains two overseas visa offices located in Jamaica and Honduras where visa
applications are processed for persons seeking to enter the Cayman Islands from
those jurisdictions. Immigration also handles the processing of visas for certain
nationals transiting through the Cayman Islands; and

Investigates and prosecutes breaches of the Immigration Law — including violations
of work permit rules, illegal entry into the Cayman Islands and marriages of
convenience among others.

Website: www.immigration.gov.ky  Telephone: (345) 949-8344 Fax: (345) 949-8486

Her Majesty’s Cayman Islands Prison Service

Her Majesty’s Cayman lIslands Prison Service (HMCIPS) maintains secure custody of those
committed by the Courts; maintains good order in prison establishments; provides support to
prisoners; cares for prisoners with humanity and provides opportunities for prisoners to address
their offending behaviour. The aim is to:

Deliver offender management services, programmes and activities which address
the causes of offending and re-offending; and

Work in partnership with other organizations in the public, private and voluntary
sectors to achieve key offender outcomes.

Offender management requires a number of agencies to work in partnership to achieve specific
key prisoner outcomes in order to reduce re-offending. These outcomes are:

Sustained or improved physical and mental health;

Reduced or stabilised substance misuse;

Improved literacy skills;

Increased prospects for employment;

Maintained or improved relationships with family, peers and community;
Ability to access community resources and support;

Ability to access appropriate accommodation;

Ability to live independently;

Improvements in the attitudes and behaviours which lead to offending; and
Greater acceptance of responsibility and understanding of the impact of their
offending behaviour on victims.

Telephone: (345) 947-3000 (HMP Northward) Fax: (345) 947-3014 (HMP Northward)

(345) 946-0797 (HMP Fairbanks)  Fax: (345) 946-6214 (HMP Fairbanks)

Royal Cayman Islands Police Service
The purpose of the Royal Cayman Islands Police Service (RCIPS) is to:
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Uphold the law fairly and firmly;

Prevent and detect crime;

Pursue and bring to justice those who break the law;

Keep the peace; and

Protect, help and reassure the community with integrity, sound judgement and
common sense.

The RCIPS serves all three of the Cayman Islands. The management team is headed by the
Commissioner of Police and supported by three Deputy Commissioners. The management
team is further strengthened by a variety of employees including officers at the rank of chief
superintendent and superintendents and civilian staff including a business manager, a financial
and administrative manager, a public relations officer and a human resources manager.

The RCIPS works closely with other regional and international police forces and uses an
information management system to log crimes and intelligence in conjunction with six other
overseas jurisdictions, namely: Miami, FLA., Anguilla, British Virgin Islands, Turks and Caicos,
Montserrat and Trinidad.

Website: www.rcips.ky Telephone: (345) 949-4222 Fax: (345) 946-2418

The Elections Office

The Elections Office is responsible for the general directions and supervision over the
administrative conduct of elections and to enforce on the part of all elections officers, fairness,
impartiality and compliance with the Election Law. The Supervisor of Elections issues the
necessary instructions to election officers to ensure the effective execution of the Elections Law.
He also executes and performs all other powers and duties that are conferred and imposed on
him by the Election Law. The Election Office’s website contains all of their published reports
including the Revised List of Electors (October, 2011).

Website: www.electionsoffice.ky Telephone: (345) 949-8047

Department of Community Rehabilitation

The Department of Community Rehabilitation (DCR), formerly known as The Department of
Probation and Aftercare, plays a significant role in the supervision and rehabilitation of adult
offenders in the community.

The DCR assists the Courts and the Parole Board by providing pre-sentencing and pre-release
reports, which assist with the decision making on case disposal. The DCR also provides
community-based supervision to adult offenders (age 17 and older) who are on Court orders or
Parole Licenses. In addition to the supervision of offenders, rehabilitative and preventative
services are provided through individual sessions as well as specific groups including Domestic
Violence (for perpetrators), Anger Management, Time to Change, Stress Management and
Aftercare Support.

The DCR provides services both in Grand Cayman and Cayman Brac. In their efforts to best
meet the needs of their clientele, they use a collaborative approach and work with various
agencies throughout the islands.

Website: under construction Telephone: (345) 949-1693 Fax: (345) 949-2838
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Commissions Secretariat

The purpose of the Commissions Secretariat is to provide analytical and administrative support
to four new commissions created under the 2009 Constitution. These are the Constitutional
Commission, the Human Rights Commission, the Commission for Standards in Public Life, and
the Judicial and Legal Services Commission. The Commissions Secretariat is made up of a
Manger, four Administrator/Analysts, and an Office Administrator. Each Commission will require
various forms of administrative assistance as well as a strong research capacity in order to fulfil
its constitutional responsibilities.

The Constitutional Commission is a three-person commission established under section 118 of
the new Constitution and is comprised of: Pastor Al Ebanks (Chairman), Mrs. Julene Banks, and
Mr. Wil Pineau. Under the Constitution, this commission has a threefold remit of advising
government on questions concerning constitutional status and development, promoting public
understanding and awareness of the Constitution and its values, and publishing reports, papers
and other documents on any constitutional matters affecting the Cayman Islands. Phone: 244-
3685; Fax: 945-8649; P.O. Box 391 KY1-1106; E-mail: deborah.bodden@gov.ky; FOI requests:
foi.cos@gov.ky.

The Human Rights Commission established under section 116 of the Constitution is comprised
of five members: Mr. Richard Coles (Chairman), Mrs. Sara Collins, Mrs. Cathy Frazier,
Reverend Nicholas Sykes, and Mr. Alistair Walters. The primary responsibility of the
commission is to promote understanding and observance of human rights in the Cayman
Islands. Phone: 244-3685; Fax: 945-8649; P.O. Box 391 KY1-1106; Website:
www.humanrightscommission.ky; E-mail: deborah.bodden@gov.ky; FOI requests:
foi.cos@gov.ky.

The Commission for Standards in Public Life was established under sections 117 and 121 of the
Constitution and is comprised of: Mrs. Karin Thompson (Chair), Mr. Roy McTaggart, Pastor
Winston Rose, Mrs. Nyda-Mae Flatley, and Mr. Hedley Robinson. Its overall function is to
promote “the highest standards of integrity and competence in public life in order to ensure the
prevention of corruption or conflicts of interest.” Phone: 244-3685; Fax: 945-8649; P.O. Box 391
KY1-1106; Website: www.standardsinpubliclifecommission.ky; E-mail:
deborah.bodden@gov.ky; FOI requests: foi.cos@gov.ky.

The Judicial and Legal Services Commission was established under Section 105 of the
Constitution and is comprised of Dan Scott (Chairman), Dara Flowers-Burke, Sir John
Chadwick, Richard Coles, Richard Ground, OBE, Charles Jennings, Sir David Simmons, and
Justice Edward Zacca, JA, OJ.

In accordance with the Constitution the power to make appointments to various judicial offices,
and to remove and to exercise disciplinary control over persons holding or acting in such offices,
shall vest in the Governor, in accordance with the advice of the Judicial and Legal Services
Commission. Phone: 244-3685; Fax: 945-8649; P.O. Box 391 KY1-1106; E-mail:
deborah.bodden@gov.ky; FOI requests: foi.cos@gov.ky

The Anti-Corruption Commission was formally created in accordance with Part 2, Section 3 of
the Cayman Islands Anti-Corruption Law (2008) to take responsibility for the administration of
the said Law. It is a vital body for investigating reports of corruption to facilitate accountability
and public confidence. Sir Peter Allen and Mr. Leonard Ebanks have been appointed. Phone:
244-3685; Fax: 945-8649; P.O. Box 391 KY1-1106; E-mail: deborah.bodden@gov.ky; FOI
requests: foi.cos@gov.ky
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Civil Aviation Authority

The role of the Civil Aviation Authority of the Cayman Islands is primarily to function as the
regulatory organization responsible for safety oversight and economic regulation of the aviation
industry throughout the territory and to ensure that the Cayman Islands aviation industry
conforms to the standards and recommended practices of the International Civil Aviation
Organization (ICAO).

Website: www.caacayman.com Telephone: (345) 949-7811 Fax: (345) 949-0761

Boards & Committees
List of Committees, Boards, Councils, Associations, Trusts, Foundations, etc. that fall under the
remit of the Portfolio:

Civil Aviation Authority
= Air Transport Licensing Authority
= Air Transport Licensing Board

Immigration Department
= Business Staffing Plan Board
= Cayman Brac and Little Cayman Immigration Board
= Caymanian Status and Permanent Residency Board
=  Work Permit Board

Hazard Management Cayman Islands
= National Hazard Management Executive (NEOC)

e-Government Advisory Committee

Boards that the Portfolio directly oversees:
Name Meetings Minutes

Parole Commissioner’s Quarterly Meetings, closed | Minutes are not published as per

Board to the general public; held the FOI Law 2007,
at Her Majesty’s Prison, s. 23 (1)
Members: Northward.

Deborah I. Ebanks, Cert.
Hon (Chairman)

Pastor Alson Ebanks,
Cert. Hon (Deputy
Chairman)

Twila Escalante (Member)
Marilyn Conolly (Member)
Dwene Ebanks (Member)

Prisons Inspection Monthly Meetings; closed to | Minutes are not published as they
Board the general public; held at are considered Exempt under
the new GAB Part Ill of the FOI Law, s. 15(a),



http://www.caacayman.com/

Members 2010-2012:
Arek Joseph, OBE
(Chairman)

Peter Van Der Bol
(Member, George Town)
Caroline Solomon
(Member, Bodden Town)
Linda Connolly (Member,
North Side)

McFarlane Conolly
(Member, East End)
Audley Scott (Member,
Sister Islands)

however, an FOI Request can be
made for any of these records
and the Information Manager will
make a formal decision on
access. Please refer to Section 5.
Requests for Information Outside
the Publication Scheme for
details.

Name

Meetings

Minutes

Advisory Committee on
the Prerogative of Mercy
(ACPM) Board

Ex-Officio Members:
H.E. The Governor, Mr.
Duncan Taylor
(Chairman),

The Hon. Attorney
General, Mr. Sam Bulgin,
Debra Prendergast
(Secretary)

Gerald Smith (CMO)

Members:

Arek Joseph OBE

Rev. Stanwyck Myles
Beulah McField

Pastor Davelee Tibbetts
(Member, Sister Islands)

Are called by the Governor
when there are applications
to consider. In the absence
of any applications, there
will be a meeting held
annually. Meetings closed
to the general public; held
at the Offices of the
Governor, 5" Floor, GAB.

Minutes are not published as per
the FOI Law 2007,
s.23(1)

Parole Commissioners' Board

The Parole Commissioners' Board is responsible for reviewing parole dossiers and interviewing
prisoners eligible for parole in order to make recommendations to His Excellency the Governor
regarding the granting of parole for Caymanian prisoners and remittance of sentences for

Foreign National prisoners.

Prisons Inspection Board

The Prisons Inspection Board acts on behalf of the public and the Cabinet member responsible
for prison, by providing an independent perspective on the conditions in the Islands’ correctional
facilities as well as the ways in which these facilities are achieving the two main goals of

Cayman’s prison system:




e to provide secure and humane custody for those sentenced to prison by the courts;
e to promote the rehabilitation of inmates so that they live law-abiding and useful lives in
custody and after release.

Advisory Committee on the Prerogative of Mercy (ACPM)

The Advisory Committee on the Prerogative of Mercy (ACPM) is a new body established under
sections 39 and 40 of the Cayman Islands Constitution Order 2009 Constitution. Its function is
to advise HE the Governor on whether or not to grant prisoners mercy in the form of either
pardon, respite, a substitute sentence, or remission. Although the Governor is bound to consult
the committee when he makes these decisions, the choice of whether to exercise these powers
or not is at his sole discretion. Under the 1972 Constitution, the Governor exercised very similar
powers. What is new in the 2009 Constitution is the provision that he must consult the ACPM
whenever they are exercised. The ACPM is entirely separate from any other body established to
administer parole or conditional release from prison

The Governor presides at all meetings and summons meetings at his own discretion. There are
six other members: the Hon. Attorney General, the Chief Medical Officer, and four members
appointed by the Governor: Arek Joseph OBE, Rev. Stanwyck Myles, Beulah McField and
Pastor Davelee Tibbetts (Member, Sister Islands). There is also a Board Secretary.

Phone: 244-3114; Fax: 946-5453; C/O 5" Floor Gov't Admin. Bldg., George Town, Grand
Cayman KY1-9000 Website: www.pie.gov.ky; E-mail: Debra.Prendergast@gov.ky

Frequently Asked Questions:

= How do | become naturalised / registered as a British Overseas Territory Citizen
(BOTC)? An application form may be picked up from the receptionist at the Government
Administration Building; please bring your Right to be Caymanian/Caymanian Certificate
or Permanent Residence Letter and Certificate as proof in order to receive the correct
application form. Once you have completed your application, call (345) 244-2403/2441
to make an appointment so that a staff member can take your personal details and
answer any questions that you may have pertaining to your application. A non-
refundable filing fee of KYD200.00 must accompany each application along with all other
relevant supporting documents; no application will be accepted unless fully completed.
Once your application has been accepted, it takes between three to six months to
process. Written notification of the outcome will be sent to the postal address as per your
application. The fee for the grant of Naturalisation is KYD625.00 and for Registration is
KYD250.00.

= How do | register as a British citizen?
At your Naturalisation pledge ceremony you will receive an application to register as a
British citizen. This form is also available on our website at http://www.pie.gov.ky Forms.
There is an administrative fee of KYDZ200.00 payable to the Cayman Islands
Government in the form of cash or cheque/draft. A processing fee of £500.00* made
payable in draft form to: Accounting Officer, Home Office. Please call (345) 244-2286 to
make an appointment so that a staff member can verify that your application is complete
and that you have provided the appropriate supporting documentation. Once your
application has been accepted, this process takes between six months to a year to
complete. Verbal notification of the outcome will be made as per the contact details


http://www.pie.gov.ky/
mailto:Debra.Prendergast@gov.k
http://www.pie.gov.ky/

listed on your application. Should your application be approved, you will then need to
attend a pledge ceremony. Following your pledge ceremony you will be provided with a
Certificate of British Registration and you are then free to apply for your British passport.
For further information please call (345) 244-2286.

*Fee is subject to change and is non-refundable.

Can | have a private pledge ceremony?
Yes. A fee of KYD500.00 is payable by a successful citizenship applicant who may wish
to have a Private Pledge / Presentation Ceremony conducted.

What happens if | have to reschedule my pledge ceremony?

KYD100.00 is payable by a successful citizenship applicant who has to be re-scheduled
because he or she was late or did not show-up for his or her participation in a Pledge /
Presentation Ceremony. In order to be re-scheduled, he or she must first pay this fee
and can only be exempted from so doing if proof is provided that it was because a
medical emergency precluded their attendance.

What is a “Proof of Nationality” Letter?

It is a legal document to replace the original Certificate of Naturalisation or Registration
which has been lost or destroyed. The document can be used to confirm that the
individual is a citizen of the Cayman Islands by virtue of being granted Naturalisation or
Registration. Once the application for the letter and the fee has been submitted, it can
take up to a month to process. You can access the application form on our website at
http://lwww.pie.gov.ky Forms.

What is the fee for a “Proof of Nationality” letter?

The fee is KYD150.00 and this is payable to The Cayman Islands Government in the
form of a cheque or draft.

*Fee is subject to change and is non-refundable.

Can | put the Cayman Islands flag and /or Coat of Arms on our business’ website
and/or stationary?

Any non-governmental agency use of the country’s flag and/or Coat of Arms requires
written permission from the Deputy Governor. For permission, submit a written request
to: Deputy Governor’s Office, 4" Floor, Government Administration Building, Grand
Cayman KY1-9000, CAYMAN ISLANDS

Where can | obtain a Cayman Islands flag and/or Coat of Arms?
The Cayman Islands National Museum sells flags, Coat of Arms and other reproductions
of Cayman’s heritage at their gift shop. They are located in George Town and can be
reached by calling (345) 949-8368 or via e-mail at info@museum.ky.

How can | become a Justice of the Peace?

A nomination to appoint someone as a Justice of the Peace (JP) must be received in
writing by the Deputy Governor’s Office. The nomination must be made without the
knowledge of the nominee. Nominations can be sent to: Deputy Governor’s Office, 4"
Floor, Government Administration Building, Grand Cayman KY1-9000, CAYMAN
ISLANDS.

How can | become a Notary Public?


http://www.pie.gov.ky/
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Application forms can be obtained from and submitted to the Attorney General’s Office.
Please see their website: www.caymanjudicial-legalinfo.ky or call them at (345) 949-
7900 for further information.

Who are the members of the Parole Commissioner’s Board?
Deborah I.Ebanks, Cert. Hon (Chairman)

Pastor Alson Ebanks, Cert. Hon (Deputy Chairman)

Twila Escalante (Member)

Marilyn Conolly (Member)

Dwene Ebanks (Member)

Do the members of the Parole Commissioner’s Board receive payment for their
services?
Members who are not employed with the Civil Service receive a small quarterly stipend.

If | am from another country, how do | contact a consular agent?
Visit the Government website at www.gov.ky and refer to the list of Consular Agents.

What are the names of the past Governors, Administrators, Commissioners and
Chief Magistrates in the Cayman Islands?

Governors:
= 1971 Athelstan Charles Ethelwulf LONG, CMG, CBE
1972 Kenneth Roy CROOK (later CMG)
1974 Thomas RUSSELL, CMG, CVO
1982 George Peter LLOYD, CMG, CVO
1987 Alan James SCOTT, CVO, CBE
1992 Michael Edward John GORE, CVO, CBE
1995 John Wynne OWEN, MBE (later CMG)
1999 Peter John SMITH, CBE
2002 Bruce Harry DINWIDDY, CMG
2005 Stuart D.M. JACK, CV

Administrators:
= Jack ROSE, MBE, DFC (later CMG)
= John Alfred CUMBER, CMG (later Sir John)
= Athelstan Charles Ethelwulf LONG, CMG, CBE

Commissioners:

* Frederick Shedden SANGUINNETTI, ISO
George Stephenson Shirt HIRST
Arthur C. ROBINSON
Hugh Houston HUTCHINGS
Captain G.H. FRITH
Ernest Arthur WESTON
Allen Wolsey CARDINALL, CMG (later Sir Allen)
Albert Colinridge PANTON Snr. MBE (Acting)
John Penry JONES
Ivor Otterbein SMITH (later CMG, OBE)
Andrew Morris GERRARD, CMG
Alan Hilliard DONALD
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= Jack ROSE, MBE, DFC (later CMG)

Chief Magistrates:

= William CARTWRIGHT
William BODDEN
James COE the Elder
John DRAYTON
James COE the Younger
William EDEN
William Bodden WEBSTER
Edmund PARSONS

Employment Opportunities

In an effort to minimise the potential impact of the global financial crisis and economic downturn
on the government budget, the Cayman Islands Government has implemented a number of
initiatives.

With effect from October 27", 2008 the Head of the Civil Service, under instruction from
Cabinet, declared a moratorium on recruitment across the Civil Service. However, this has not
prevented the appointment of necessary and essential personnel such as police officers,
doctors, nurses and other specialist professionals.

As a result there are currently reduced opportunities to obtain employment within all public
service entities, including statutory authorities and Government owned companies. For available
vacancies please refer to the website www.recuritment.gov.ky

STRATEGIC MANAGEMENT

Governance
The following legislation and regulations inform and direct the functions and activities of the
Portfolio:
= The Public Management & Finance Law (2005 Revision) & Financial Regulations (2007
Revision)
= The Public Service Management Law (2007 Revision) & The Public Service
Management (Amendment) Law, 2009 and Personnel Regulations, 2006
Public Service Pensions Law (2004 Revision)
Police Law (2006 revision)
The British Nationality Law, 1981
The Prisons Law (14 of 1975), the Prison Officers (Discipline) Regulations (1999)
Revision, Prison Rules (1999 Revision) and the Prisons and Places of Detention Regs
(2000 Revision)
The Immigration Law (2007 Revision)
The Marriage Law (2007 Revision)
The Civil Aviation Authority Law (2005 Revision)
The Civil Aviation Act, 1949 (amended at various times)
The Air Transport Regulations, 1981
The Air Navigation (Overseas Territories) (Order 2007)
The Colonial Service Regulations (1998 Revision)
Coat of Arms, Flag and National Song Law (2005 Revision)
The National Archive and Public Records Law (2007) & Regulations (2007)


http://www.recuritment.gov.ky/

= The Freedom of Information Law, 2007 & the Freedom of Information (General)
Regulations, 2008

You can access some of these documents on the Government website at www.gov.ky
Gazettes. However, if you do not find the law that you are looking for you can purchase it from
the Legislative Department at cost. That Department can be contacted at:

Address: P.O. Box 890, 33 Fort Street, George Town, Grand Cayman KY1-1103 (mail or drop
in). Fax #: (345) 949-9514 Website: www.legislativeassembly.ky FOI E-Malil: foi.lgl@gov.ky

To see how the Portfolio of Internal and External Affairs fits into the overall structure of
Government, please use the same website above and follow the path Government/More About
Government/ Government Organization Chart.

With the adoption of the 2009 Constitution, a new chapter has begun in the way the Cayman
Islands is governed. The new Constitution brings a more balanced style of governance in the
shape of increased consultation and accountability in the running of the country.

For more information on the constitutional changes, please go to the Government website
www.gov.ky and follow the path Government/More About Government/Constitution. In addition,
there is a Guide to the 2009 Cayman Islands Constitution which can be found at
http://www.constitution.gov.ky/portal/page?_pageid=1961,1& dad=portal& schema=PORTAL

Corporate management
These documents assist the Portfolio with planning and evaluation:
» Hazard Management Plan: see http://www.pie.gov.ky Document Library

= Prisons Inspection Board Report:  see http://www.pie.gov.ky Document Library

= Annual Report 2004/2005: see http://www.pie.gov.ky About Us/ Annual
Report

= Report of the Cayman Islands Electoral Boundary Commission 2003:
http://www.electionsoffice.ky/html%20report/index.htm

Please note that full financial accounts for ‘06/°07, ‘07/08 and ‘08/09 have been submitted to
Audit.

FINANCE & ADMINISTRATION

Financial management
The following relate to the administration of the authority’s monetary resources:
= Annual Budget 2011/2012 see http://www.pie.gov.ky About Us/ The Budget
= Financial statements/ half-yearly / quarterly reports — these are contained in the Annual
Budget Statement, which can be accessed on our website as listed above
= Sources of revenue; Investments; Capital programme — found in the Annual Budget
Statement, which can be accessed on our website as listed above
= Accounting procedures; Contracting procedures — these are included in the Annual
Report - see http://www.pie.gov.k About Us/ Annual Report and also in the Public
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Management and Finance Law (2005 Revision) & Financial Regulations (2007 Revision)

— see www.gov.ky Gazettes.

Ministerial expenditure — available in the Annual Report - see http://www.pie.gov.ky

Administration
The following documents pertain to the other administrative functions carried out within the

About Us/ Annual Report

authority:
= Pressreleases see http://www.pie.gov.ky Press Room
= Vacancies/ career opportunities see http://www.pie.gov.ky Jobs &
Recruitment
* HR Manual available to view at Portfolio of Internal and

External Affairs, 5" Floor, Government
Administration Building, Grand Cayman PO
Box 111, KY1-9000, CAYMAN ISLANDS

Records management file plan or classification scheme:

A class of information refers to the practice of collecting similar types of
information in the same location. The Portfolio of Internal and External Affairs has
grouped its classes of information into broad categories (or functions) which
reflect the Portfolio’s core responsibilities and functions. If you are planning to
make an FOI request, the following list provides you with an indication of the

various types of information that we have:

Functions

Internal Affairs

Governance and Coordination
Parliamentary questions

Policy development and reports
Research and development
Appointment of Marriage Officers
National Security

External Affairs

Diplomatic Relationships

Deportation matters

Refugee matters

International liaison

Military aircraft and military ships clearances
Strategic policy development

Consular services

Registration as British citizens

British Overseas Territories Citizenship (BOTC)

Departmental Management
Monitoring and accountability
Coordination of budgets


http://www.gov.ky/
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Advising

Reviews

HR support and audit
Budget coordination
Planning and reporting
Law revisions

Committee/Secretariat Support
Administrative services
Establishment of bodies
Appointment of members

Terms of reference

Proceedings

Minutes

Reports and agendas

Internal Human Resources Management
Audit

Development and training
Discipline

Grievances and appeals
Health and safety
Performance management
Planning

Policies and procedures
Recruitment

Reporting

Staff administration

Internal Financial Management
Accounting

Acquisition

Auditing

Budgeting

Funds administration

Planning and reporting

Policies and procedures
Remuneration

POLICIES & PROCEDURES

= HR Manual available to view at Portfolio of Internal and
External Affairs, 5" Floor, Government
Administration Building, Grand Cayman KY1-9000,
CAYMAN ISLANDS

= Public Servant’s Code of Conduct see http://www.pie.gov.ky Freedom of
Information/Document Library

= Complaints-handling procedure see http://www.pie.gov.ky About


http://www.pie.gov.ky/
http://www.pie.gov.ky/

Us/Complaints

DECISIONS AND RECOMMENDATIONS

Prisons Inspection Board Report see http://www.pie.gov.ky Document Library

LISTS & REGISTERS

FOI disclosure log see http://www.pie.gov.ky Freedom of
Information/ Disclosure Log

List of Awards and Honours see http://www.pie.gov.ky Freedom of
Information /Document Library

OUR SERVICES

Permit Grants

The Portfolio is responsible for granting the following:

1. Grant of Naturalization

An application form may be picked up from the receptionist at the Government
Administration Building; please bring your Right to be Caymanian/Caymanian Certificate
or Permanent Residence Letter and Certificate as proof in order to receive the correct
application form. Once you have completed your application, call (345) 244-2403/2441
to make an appointment so that a staff member can take your personal details and
answer any questions that you may have pertaining to your application. A non-
refundable filing fee of KYD200.00 must accompany each application along with all other
relevant supporting documents; no application will be accepted unless fully completed.
Once your application has been accepted, it takes between three to six months to
process. Written notification of the outcome will be sent to the postal address as per your
application. The fee for the grant of Naturalisation is KYD625.00 and for Registration is
KYD250.00.

Grant of British citizenship

At your Naturalisation pledge ceremony you will receive an application to register as a
British citizen. This form is also available on our website at http://www.pie.gov.ky Forms.
There is an administrative fee of KYD200.00 payable to the Cayman Islands
Government in the form of cash or cheque/draft. A processing fee of £500.00* made
payable in draft form to: Accounting Officer, Home Office. Please call (345) 244-2286 to
make an appointment so that a staff member can verify that your application is complete
and that you have provided the appropriate supporting documentation. Once your
application has been accepted, this process takes between six months to a year to
complete. Verbal notification of the outcome will be made as per the contact details
listed on your application. Should your application be approved, you will then need to
attend a pledge ceremony. Following your pledge ceremony you will be provided with a
Certificate of British Registration and you are then free to apply for your British passport.
For further information please call (345) 244-2286.

*Fee is subject to change and is non-refundable.

3. Proof of Nationality letters
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This is a legal document to replace the original Certificate of Naturalisation or
Registration which has been lost or destroyed. The document can be used to confirm
that the individual is a citizen of the Cayman Islands by virtue of being granted
Naturalisation or Registration. Once the application for the letter and the fee has been
submitted, it can take up to a month to process. You can access the application form on
our website at http://www.pie.gov.ky Forms. The fee is KYD150.00 and this is payable to
The Cayman Islands Government in the form of cash or cheque/dratft.

*Fee is subject to change and is non-refundable.

Authorizations
The Portfolio is responsible for the issuance of the following authorization:
1. lIssuance of official clearance for transiting military aircraft

For additional information regarding this authorization, please contact:

The Office of the Deputy Governor, 5" Floor Government Administration Building, Grand
Cayman KY1-9000, CAYMAN ISLANDS

Phone: (345) 244-2432

Fax: (345) 946-5453

E-mail: foi.pie@gov.ky

Website: www.pie.gov.ky

The Office of the Deputy Governor is responsible for the issuance of the following
authorizations:

2. Issuance of Governor’s Permit to persons declared prohibited immigrants

3. Issuance of deportation and exclusion orders

4. Issuance of Personnel Clearances for Consular Representatives and Military
Personnel

For additional information regarding these authorizations, please contact:

The Office of the Deputy Governor, 5th Floor Government Administration Building, Grand
Cayman KY1-9000, CAYMAN ISLANDS

Phone: (345) 244-2432

Fax: (345) 946-5453

E-mail: foi.pie@gov.ky

Website: www.pie.gov.ky

Please visit our website at http://www.pie.gov.ky About Us, Freedom of Information/ Making a
Request and Complaints for further information. In the event that the information that you
require is not available on our website, as some areas are under construction or awaiting
update by the Computer Services Department, please feel free to contact us at:

Portfolio of Internal and External Affairs, 5" Floor, Government Administration Building, Grand
Cayman KY1-9000, CAYMAN ISLANDS

Phone: (345) 244-3179/ E-mail: foi.pie@gov.ky/ Fax: (345) 946-5453/ Website: www.pie.gov.ky
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ELECTIONS OFFICE OF THE CAYMAN ISLANDS
Publication Scheme

Produced in accordance with the Deputy Governor’s Code of Practice on
Publishing

CONTENTS:

1) About the Publication Scheme

2) Information that may be withheld

3) Methods of access

4) Fees and charges

5) Requests for Information outside the Publication Scheme
6) Complaints

7) Categories of Information

1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law has a legal duty to
maintain a publication scheme.

The purpose of a publication scheme is to make information readily available to the
public without the need for specific written requests. Schemes are intended to
encourage authorities to proactively publish information, to develop a culture of
openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find
the documents you are looking for.

This publication scheme commits the ELECTIONS OFFICE to making information
available to the public as part of its normal business activities.

The ELECTIONS OFFICE will:

e specify the information held by the authority, which falls within the seven (7)
categories below;

e proactively publish or otherwise make routinely available, information which is
held by the authority and falls within the categories below;

e describe the methods by which specific information is made available, so that it
can be easily identified and accessed by members of the public;



¢ list any fees charged for access to information described in this scheme;

e publish or otherwise make information available, in accordance with the
methods and fees stated in this scheme;

e make this publication scheme available to the public;

e regularly review and update the information made available under this scheme.

2. Information that may be withheld
The ELECTIONS OFFICE will generally not publish:

¢ information in draft form;

¢ information that is not held by the ELECTIONS OFFICE, or which has been
disposed of in accordance with a legally authorised disposal schedule;

e information that is not readily-available — for example: information that is
contained in files that have been placed in archive storage, or is otherwise
difficult to access;

¢ information which is exempt under the FOI Law or otherwise protected from
disclosure — for example: personal information; or commercially sensitive
information. Records containing exempt matter will be published in a redacted*
form, where ever it is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld
from one of the categories of information listed in section 7: Categories of
information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe
personal privacy, harm the ELECTIONS OFFICE (or another organization’s)
commercial interests, or endanger the protection of the environment.

When ever information is withheld, we will inform you of this and explain why that
information cannot be released. Even where information is withheld, it may be
possible to provide a redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer
to section 6: Complaints.

' A copy of the record, with the exempt matter deleted in accordance with the National Archive’s
Redaction Standard.



3. Methods of access

Information available under our publication scheme will usually be accessible
through the methods described below.

Section 7: Categories of information provides more details on the information
available under the scheme, along with additional guidance on how the information
within each category may be accessed.

> Online

Many of our documents are published electronically on our website and can be
downloaded in PDF format. Where information is available online, a link within
section 7: Categories of information will direct you to the relevant page or document.

If there is no link, or the link is broken, you can use our website’s “Search” facility at
http://www.electionsoffice.ky. If you are still having trouble locating information
listed under our scheme, please contact us at the Elections Office by calling (345)
949-8047 or visit us on the 2" Floor, Smith Road Centre, 150 Smith Road.

» E-Mall

If information is listed in our publication scheme but is not published on the website,
we may be able to send it to you by e-mail. You can e-mail us at
ELECTIONSOFFICE@CANDW.KY to request the information you need. Please
provide a telephone number so that we can call you to clarify details if necessary.

> Phone

Documents listed in the publication scheme can also be requested by telephone.
Please call (345) 949-8047 to request information.

> Post

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

P.O0. BOX 10120
GRAND CAYMAN KY1-1001
CAYMAN ISLANDS

In your request, please provide your name and address, full details of the information
or documents you would like to receive. You may also wish to provide a telephone
number so that we can call you to clarify details if necessary. For faster processing,
please also include any applicable fee. (See section 4: Fees and charges for further
details.)

> Personal visits

In limited cases, you may be required to make an appointment to view information
listed in the publication scheme. This will be clearly stated in section 7: Categories of
information, and relevant contact details will be provided in that section.



> Advice and assistance

>

If you experience any difficulty identifying the information you want to access, please
contact (345) 949-8047.

The ELECTIONS OFFICE will adhere to its obligations under section 10 of the FOI
Law, and any requirements relating to disability or discrimination, when providing
information in accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other
language that is legally required. Where the ELECTIONS OFFICE is legally required
to translate any information, it will do so.

Fees and charges

The purpose of this scheme is to make the maximum amount of information readily
available at minimum effort and cost to the public. The ELECTIONS OFFICE strives
to ensure that fees and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you
by email will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc.
Charges will reflect the actual costs of reproduction and postage, as described
below.

There are some publications which the ELECTIONS OFFICE offers for sale. This
includes: THE OFFICIAL REGISTER OF ELECTORS:

GEORGE TOWN, WEST BAY, BODDEN TOWN - CI $30.00 EACH
NORTH SIDE, EAST END, CAYMAN BRAC & LITTLE CAYMAN - CI $20.00 EACH

These publications are available in both print and electronic media at the same cost.

Reproduction costs

There are no reproduction fees as we only make copies of the original documents
handed to us (e.g., Birth certificates, Status certificates, and Naturalization
certificates), to be kept on file for official use only.

Postage costs

There are no postage fees because all documents or hard copies are picked up, and
not mailed out.



5. Requests for information outside the Publication Scheme

Information held by the ELECTIONS OFFICE that is not published under this
scheme can be requested through the FOI Manager at foi.pie@gov.ky or (345)
949-8047. Your request will be considered in accordance with the provisions of the
FOI Law.

6. Complaints

The ELECTIONS OFFICE aims to make our publication scheme easy to use, and to
ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact
the Office Manager or the Receptionist at (345) 949-8047 or e-mail us at
electionsoffice@candw.ky, and we will try to resolve your complaint as quickly as
possible.

Further information about our complaints procedures can be obtained from
http://www.electionsoffice.ky.

You have legal rights to access information under this scheme, and a right to
complain to the Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 10727,
Grand Cayman KY1-1007,
CAYMAN ISLANDS

Telephone: +1 345 747 5402
Email: appeals@ico.gov.ky

7. Categories of information

About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services
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+ ABOUTUS
ELECTIONS OFFICE

Ministry
PORTFOLIO OF INTERNAL AND EXTERNAL AFFAIRS

Key Staff
+ KEARNEY S. GOMEZ, SUPERVISOR OF ELECTIONS

foi.pie@gov.ky or (345) 949-8047

+ TOSCA CONNOR, OFFICE MANAGER
ELECTIONSOFFICE@CANDW.KY
(345) 949-8047

Information Manager

+ Kathryn Dinspel-Powell (interim Information Manager)
foi.pie@gov.ky or (345) 949-8047

Organisation and Functions

The vision of the Elections Office of the Cayman Islands is:

To be recognized by the electorate and by politicians as an organisation dedicated to
serving the people of the Cayman Islands through free and fair elections with integrity,
impartiality, fear or favour: And which activity encourages Caymanians to fully
understand and to participate in the electoral process.

The functions of the Elections Office of the Cayman Islands are:

e Administering the electoral legislation of the Cayman Islands;

e Conducting all general and by-elections;

e Maintaining an accurate, complete and permanent registration system along with
elector registration cards;

e Promoting public awareness of electoral and constitutional matters;

e Conducting and promoting research into electoral matters and its functions
generally;

e Publishing material in a timely manner on matters that relate to elections or any
part of the elections programme;

¢ Providing information and advice on electoral matters to the Legislative Assembly
through the Chief Secretary;

e Reporting to the Governor and Chief Secretary on electoral matters.


mailto:foi.pie@gov.ky
mailto:ELECTIONSOFFICE@CANDW.KY
mailto:foi.pie@gov.ky

P.0. BOX 10120
GRAND CAYMAN KY1-1001
CAYMAN ISLANDS

(345) 949-8047

ELECTIONSOFFICE@CANDW.KY

http://www.electionsoffice.ky

Location and hours

Matters handled

ELECTIONS OFFICE
2"° FLOOR, SMITH ROAD CENTRE
150 SMITH ROAD

GEORGE TOWN

Monday-Friday

8:30 a.m.-5:00 p.m.

Hold the General Elections every 4 years,
and the By-Elections and Referendum as
required

Produce 4 Official Registers of Electors
each year

Produce Electors I.D Cards



mailto:ELECTIONSOFFICE@CANDW.KY

Frequently asked questions:

1) Where and how do | vote?

= There are 17 polling divisions situated throughout the six electoral districts. Once
you register to vote and provide your street address the Elections Office will
assign you to a polling division. On Election Day you will have to attend this
assigned polling division and you will be directed to your polling station. The
presiding officer will provide you with a ballot paper, after you have shown your
Elector Registration card or otherwise identified yourself. You will then be
instructed on the election voting procedures. You will subsequently enter a poll
booth and mark your ballot paper by putting an X to the right of the candidate or
candidates’ names that you are voting for. In the case of:

>

YV V VY VY

>

North Side you can vote for 1 candidate only

East End you can vote for 1 candidate only

Cayman Brac & Little Cayman you may vote for up to 2 candidates
Bodden Town you may vote for up to 3 candidates

West Bay you may vote for up to 4 candidates

George Town you may vote for up to 4 candidates

You must hand your ballot paper to the presiding officer who will then detach the
counterfoil and return the ballot paper to you for you to deposit into the ballot box.
After doing so, you will then leave the polling station through the referendum

station.

The referendum voting process is similar to the election process, however, in all
electoral districts you may vote for 1 answer only by placing an X.

2) Do | need any form of identification when | show up to vote?

= Yes. The preferred form of identification will be the Cayman Islands Elector
Registration Card. Other forms of identification such as a valid Driver’s License
or Passport will also be accepted.

3) What time do the polls open and close?

= The polls in all 6 electoral districts open promptly at 7:00 A.M. and close at 6:00

P.M.

4) Can | vote if | will be off-island on Election Day?

= The Elections Law provides that if you are off-island for any reason whatsoever
you may apply for a postal ballot using Form B. Postal ballots will only be issued
after Nomination day.



To view more FAQ’s, please insert the link below:

+ http://www.electionsoffice.ky/cms/fag/38-elections-frequently-asked-
questions
+ HISTORY

e A History of Elections in the Cayman Islands
http://www.electionsoffice.ky/cms/index.php/general-information/62-a-brief-
history-of-elections- in-the-cayman-islands?format=pdf

+ STRATEGIC MANAGEMENT

This category applies to the governance and management of the department.

Governance

¢ Organisation chart
http://www.gov.ky/pls/portal/docs/PAGE/CIGHOME/GOVERNMENT/ORGANISA
TIONCHART/GISORGANIZATIONALCHARTJULY1 2009.PDF

e Elections Law (2004 Revision)

Freedom of Information Law, 2007 (Law 10 of 2007)

National Archive and Public Records Law, 2007

Public Service Management Law (2007 Revision)

Public Management and Finance Law (2005 Revision)

Corporate Management

Portfolio of Internal and External Affairs

+ FINANCE & ADMINISTRATION

This category applies to internal support functions within the Department, relating to
finance, personnel and business administration.

e Approved Budget FY09/10 foi.pie@goVv.ky
e Approved Budget FY 10/11 foi.pie@gov.ky

Administration

e Press Releases see: http://www.electionsoffice.ky
e Job Vacancies see: www.recruitment.gov.ky
e Staff Pay see: Www.gov.ky
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http://www.gov.ky/pls/portal/docs/PAGE/CIGHOME/GOVERNMENT/ORGANISATIONCHART/GISORGANIZATIONALCHARTJULY1_2009.PDF
mailto:foi.pie@gov.ky
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+ POLICIES & PROCEDURES

e See Elections Law (2004 Revision)

¢ Constitution of the Cayman Islands

+ DECISIONS & RECOMMENDATIONS

e Supervisor of Elections

e Elections Law (2004 Revision)

+ LISTS & REGISTERS

e Official Register of Electors — quarterly basis (1% of January, April, July and
October)

Can be viewed at all Post Offices in the 6 electoral districts

Accessed on http://www.electionsoffice.ky

o Register of Political Parties
http://www.electionsoffice.ky/cms/index.php/general-information/63-register-of-political-

parties

+ OUR SERVICES

Our services include registering qualified voters and to provide them with the necessary
forms and information to vote.

e FElections Office Forms

http://www.electionsoffice.ky/cms/index.php/election-office-forms?format=pdf
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1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public. The list is
divided into seven (7) different categories of information, to help you find the documents you are
looking for.

This publication scheme commits the CAYMAN ISLANDS DEPARTMENT OF PUBLIC
SAFETY COMMUNICATIONS to make information available to the public as part of its normal
business activities.

The CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY COMMUNICATIONS will:
= specify the information held by the authority, which falls within the seven (7) categories
below;
= proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;



2.

describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;

list any fees charged for access to information described in this scheme;

publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

make this publication scheme available to the public;

regularly review and update the information made available under this scheme.

Information that may be withheld

The CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY COMMUNICATIONS will
generally not publish:

information in draft form;
information that is not held by the CAYMAN ISLANDS DEPARTMENT OF PUBLIC
SAFETY COMMUNICATIONS,
information which has been disposed of in accordance with a legally authorised disposal
schedule;
information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;
information which is exempt under the FOI Law, or otherwise protected from disclosure —
for example information that:

- prejudices the security or defence

- endangers any person’s life or safety

- affects the conduct of an investigation or prosecution

- reveals a confidential source of information

- reveals lawful methods or procedures for preventing, detecting, investigation or

dealing with criminal activity

- facilitates the escape of a person from lawful detention

- jeopardizes the security of prison

- discloses personal information

- violates patient confidentiality

- jeopardizes commercially sensitive information

Records containing exempt matter may be published in a redacted form, whenever it is practical
to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.
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Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may be
accessed.

Online

Phone

Post

Many of our documents are published electronically on this website and can be
downloaded in PDF format. Where information is available online, a link within section 7:
Categories of information will direct you to the relevant page or document.

If there is no link, or the link is broken, you can use our website’s “Search” feature at
www.911.gov.ky .If you are still having trouble locating information listed under our
scheme, please contact an FOI Manager at either f0i.911@gov.ky or foi.emc@gov.ky
or (345) 949-9008.

If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. You can email us at either foi.911@gov.ky or
foi.,emc@gov.ky to request information. Please provide a telephone number so that we
can call you to clarify details if necessary.

Documents listed in the publication scheme can also be requested by telephone. Please
call the FOI Manager at (345) 949-9008 to request information.

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

FOI Manager

Department of Public Safety Communications

PO Box 2391

Grand Cayman KY1-1105

CAYMAN ISLANDS

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number
so that we can call you to clarify details if necessary. For faster processing, please also
include any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits

Due to the security requirements of our facility, we typically do not allow the public to
attend the Department to view information listed in the publication scheme. Exceptions
must be approved by the Director of Public Safety Communications.



Advice and assistance
Check the Document Library on our website www.911.gov.ky to ensure that the
information has not already been published. If you experience any difficulty identifying
the information you want to access, please contact an FOI Manager at f0i.911@gov.ky
or foi.emc@gov.ky or (345) 949-9008.

The CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY COMMUNICATIONS will
adhere to its obligations under section 10 of the FOI Law, and any requirements relating to
disability or discrimination, when providing information in accordance with this publication
scheme.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where the CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY
COMMUNICATIONS is legally required to translate any information, it will do so.

4, Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. The CAYMAN ISLANDS DEPARTMENT OF PUBLIC
SAFETY COMMUNICATIONS strives to ensure that fees and charges are clearly explained and
kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email
will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disk. Charges will
reflect the actual costs of reproduction and postage, as described below.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size). Computer
disks will be charged at a rate of $2.00 per disk.

Postage costs
The CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY COMMUNICATIONS

will pass on to the requester the actual costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within section
7. Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated. Information
will be provided when the CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY
COMMUNICATIONS has received your payment.



5. Requests for information outside the Publication Scheme

Information held by the CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY
COMMUNICATIONS that is not published under this scheme can be requested through an FOI
Manager at foi.911@gqov.ky or foi.,emc@gov.ky or (345) 949-9008. Your request will be
considered in accordance with the provisions of the FOI Law.

6. Complaints

The CAYMAN ISLANDS DEPARTMENT OF PUBLIC SAFETY COMMUNICATIONS aims to
make our publication scheme easy to use, and to ensure our information is accessible to the
public.

If you wish to complain about any aspect of this publication scheme, please contact the Director
of Public Safety Communications at brent.finster@gov.ky or (345) 949-9008, and we will try to
resolve your complaint as quickly as possible.

Further information about our complaints procedures can be obtained from our website
www.911.gov.Ky.

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner, if you are dissatisfied with our response.

Information Commissioner's Office,

2nd Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375

Grand Cayman KY1-1108,

CAYMAN ISLANDS

(345) 747-5402

Email: appeals@ico.gov.ky

7. Categories of Information

About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services



ABOUT US

Name of public authority

DEPARTMENT OF PUBLIC SAFETY COMMUNICATIONS
Ministry
Portfolio of Internal and External Affairs

Key staff

Brent Finster, Director of Public Safety Communications
Brent.Finster@gov.ky
(345) 949-9008

Leslie Vernon, Assistant Director of Operations and Training
Leslie.Vernon@gov.ky
(345) 949 -9008

Julian Lewis, Assistant Director of Electronic Monitoring
Julian.Lewis@qgov.ky
(345) 949-9008

Information Managers

Leslie Vernon (Public Safety Communications Centre — 9-1-1)
foi.911@gov.ky
(345) 949 -9008

Julian Lewis (Electronic Monitoring Centre)
Foi.emc@gov.ky
(345) 949-9008

You may also utilise the Freedom of Information website www.foi.gov.ky to request information.

Organization and functions

The Department of Public Safety Communications (DPSC) has two primary functions. First the
Public Safety Communications Centre (CIPSCC) processes emergency (9-1-1) and non-
emergency telephone calls and dispatches the appropriate resource to requests for service.
These resources include the Royal Cayman lIslands Police Service, Cayman Islands Health
Services Authority’s EMS Department, Cayman Islands Fire Service and others. The Electronic
Monitoring Centre (CIEMC) is responsible for the monitoring of selected offenders referred by
Her Majesty’s Prison Service, RCIPS, and the Courts. In addition, CIEMC is responsible for the
monitoring of cameras associated with the National CCTV Programme.



CIPSCC:

The Cayman Islands Public Safety Communications Centre is the Public Safety Answering
Point (PSAP) for law enforcement, fire, and Emergency Medical Services. Serving all three
islands from a facility located in downtown George Town, the Centre’'s telecommunicators
answer all 9-1-1 emergency and non-emergency telephone calls, prioritise and dispatch Calls
For Service (CFS) for the Royal Cayman Islands Police Service and Cayman Islands Health
Services Authority EMS Department. Calls For Service requiring fire assistance are relayed to
the Fire Service’s dispatch centre (“Fire Control”) which then dispatches the appropriate units.

Telecommunicators use guide cards to help ensure that appropriate questions are asked of, and
important information obtained from, telephone callers requesting assistance. Guide cards also
allow telecommunicators to give basic emergency instructions, helping the caller to assist both
themselves and others.

CIEMC:

The Alternative Sentencing Law provides for the electronic monitoring aspect of the House
Arrest programme. CIEMC personnel tag “clients”, who have been specified by the Courts,
with electronic ankle bracelets and then monitor their location and status based on the Court’s
instructions. By using state-of-the-art equipment including GPS satellite technology and fibre
optics, clients are given the opportunity to serve their sentences outside of the confines of a
traditional prison. This option will save the Government money as well as it will free up space in
the prisons for those clients who require incarceration in the traditional sense. Other uses of
CIEMC include the monitoring and tracking of clients who are on an executive release license
from Her Majesty’s Prisons, or are on bail by the Courts, RCIPS, or Immigration.

The implementation of National CCTV Programme cameras will allow for video surveillance in
public places with a primary mission of gathering evidence and deterring criminal activity.
Monitoring of video images is accomplished by trained CIEMC personnel using approximately
400 CCTV cameras.

Department Contact Information:

PO Box 2391

Grand Cayman KY1-1105
CAYMAN ISLANDS

(345) 949-9008

Email: Brent.Finster@gov.ky
Website: www.911.gov.ky

FREQUENTLY ASKED QUESTIONS

. Why does the 9-1-1 telecommunicator ask “so many questions”?

We gather information to determine the proper response; prepare the unit/s responding
for what they may encounter upon arriving at a scene; and provide aid through
instructions over the telephone before emergency personnel arrive on scene. We use
standardized guidecards from the Association of Public-safety Communications Officials
International, Inc. www.apcointl.org to ensure that we are asking relevant and
appropriate questions when you call 9-1-1. Our 9-1-1 system also meets the standards
of the National Emergency Number Association www.nena.org




What are the local non-emergency numbers for Fire, Police and Ambulance?

George Town

West Bay

Bodden Town

North Side

East End

Cayman Brac

Little Cayman

What is the number of the local Power Company?

949-4222

949-3999

947-2220

947-9411

947-7411

948-0440

948-0100

949-2276

949-1188

947-3248
Frank
Sound

948-1245

948-0011

949-8600
George Town Hospital

949-3439
West Bay Clinic

947-2299
Bodden Town Clinic

947-9525
North Side Clinic

947-7440
East End Clinic

948-2243
Faith Hospital

948-0072
Little Cayman Clinic

Grand Cayman - Caribbean Utilities Company 945-1CUC (1282)
Cayman Brac — Cayman Brac Power and Light 948-1638

Can you connect my 9-1-1 emergency call to another country’s emergency

services?

No, however we could assist you in determining the proper emergency telephone

number for a public safety agency overseas.

Can I request an audio recording of my 9-1-1 call?

Yes, written requests may be submitted to our Information Manager in accordance with
the Freedom of Information Law, 2007. If the request is related to an open investigation
by RCIPS, your request will need to be approved by RCIPS. See our Freedom of

Information page on the www.911.gov.ky website for details.




. How do | get a copy of my police report?
Contact the RCIPS using their non-emergency phone number (see table above) or visit
your local police station.

. How do | file a complaint about the way my 9-1-1 telephone call was handled?
We strive to provide a professional level of service all the time. Unfortunately, we are
human and we make mistakes. You may contact the Director of Public Safety
Communications or one of the two Assistant Directors who will investigate your
complaint. See our Complaints page on our website www.911.gov.ky for details.

. How do | compliment the telecommunicator who handled my 911 call?
We love hearing about the good things we do for the Cayman community. Please email
or call the Director of Public Safety Communications or one of the Assistant Directors.
See our Contact Us page on our website www.911.gov.ky.

. Do you provide tours of the 911 Centre?
We accommodate requests for tours on a limited basis. Pre-approval by the Director of
Public Safety Communications is necessary. Please call the department’s administration
line (949-9008) during business hours and speak with our Administrative Assistant, who
will handle your request.

. How many cruise ships will be coming into port today?
Check the Cayman Islands Port Authority website www.caymanport.com

. Do I have to pay if | call for an ambulance?
Please contact the Health Services Authority at 949-8600; rates may vary depending on
circumstances.

. How many police, fire, and EMS emergencies does the Public Safety
Communications Centre process each day?
We handle approximately 35 emergencies per day resulting from a total of about 350
incoming telephone calls (both emergencies and non-emergency calls).

. How do | become a 9-1-1 Telecommunicator or Electronic Monitoring Officer?
Vacancies are advertised on the Government’s website www.recruitment.gov.ky . If you
are a Caymanian, we would especially like to discuss our recruitment process and
professional growth opportunities with you. Please contact the Director of Public Safety
Communications or one of the Assistant Directors.

HISTORY

After a close encounter with Hurricane Gilbert in 1988, the Cayman Islands Government
recognized the need to establish a new communications system. A new trunked radio system
was acquired which interconnected all emergency services. Once completed, the need for an
upgraded emergency telephone system was also recognized. According to an article appearing
in 911 Magazine, at the time the Cayman Islands utilized four separate emergency numbers —
5-0-0 for fire, 5-0-5 for paramedics and both 9-9-9 and 9-1-1 for police. At the urging of the



chief fire officer and in accordance with the new North American Numbering Plan, 9-1-1 was
chosen as the single emergency number.

The establishment of a new 9-1-1 system fell upon the Ministry of Agriculture, Environment,
Communications and Works. Minister John McLean contacted APCO - the Association of
Public-safety Communications Officials, International -- to ask for a recommendation of
someone to bring 9-1-1 to a reality. APCO instructor David Mackenzie, a former Deputy Fire
Chief with the U.S. Air Force had experience installing 9-1-1 systems on military bases in Korea.
Mackenzie was hired in April 1995 as 9-1-1 Project Manager to install a state-of-the art 9-1-1
emergency telecommunications system.

In June 1996, 15 telecommunicators were hired and trained using the APCO curriculum that is
still fundamentally in use today. The new 9-1-1 staff assisted the Lands and Survey department
with street naming and addressing in order that 9-1-1 would be a functional system. 9-1-1
telecommunicators went door-to-door instructing the public on the new addressing scheme.
Juliet Gooding, who was a student in that first class of telecommunicators, was promoted as the
first Emergency Communications Manager. The new 911 system and communications centre
was inaugurated on 16 September, 1996.

Although original plans called for another Public Safety Answering Point (PSAP also known as
an emergency communications centre) in Cayman Brac, those plans were cancelled. The
Cayman lIslands Public Safety Communications Centre (CIPSCC) handles emergencies for all
three islands — Grand Cayman, Cayman Brac, and Little Cayman. The Fire Service maintains a
secondary PSAP at the Airport which dispatches both domestic and airport fire equipment.
9-1-1 calls for fire-related incidents are processed by CIPSCC but the information is relayed to
the secondary PSAP by radio or phone.

CIPSCC was located in the George Town Police Station. As Hurricane Ivan approached, the
decision was made to evacuate the emergency communications centre from the police station
and move it temporarily into the new Cable and Wireless (now LIME®) administrative building.
The Communications Centre was then re-located to its present home in a multi-story building
constructed to withstand Category 5 storms.

In 2008, the new Electronic Monitoring function was created by Government in preparation for
the implementation of the Alternative Sentencing Law. Since Electronic Monitoring also
required a robust 24/7/365 call centre, it was decided to co-locate the Cayman Islands
Electronic Monitoring Centre (CIEMC) with the Public Safety Communications Centre. In 2011,
the National CCTV Programme started coming on line with the first of approximately 400 CCTV
cameras to be located throughout all three islands. The Electronic Monitoring Centre will
monitor both selected offenders and public surveillance CCTV.

Upon Juliette Gooding’s leaving in 2008, Brent Finster became the second Emergency
Communications Manager. Finster has 31 years of experience in public safety and managed
two communications centres in the United States before coming to the Cayman Islands.

In 2011, the Department’s name was changed from Emergency Communications & Electronic
Monitoring (CIEC911) to the Department of Public Safety Communications.

Today, the staff consists of 12 Telecommunicators, 4 Communications Supervisors, 2 Electronic
Monitoring Supervisors, 4 Electronic Monitoring Officers, 1 Administrative Assistant, 2 Assistant
Directors, and a Director.



EMPLOYMENT OPPORTUNITIES

For information on existing vacancies, see www.recruitment.qgov.ky

Public safety communications positions within the Department:
Telecommunicator Trainee
Telecommunicator
Communications Supervisor

Electronic Monitoring positions within the Department:
Electronic Monitoring Officer
Electronic Monitoring Supervisor

Department administrative/management positions:
Administrative Assistant
Assistant Director of Operations and Training
Assistant Director of Electronic Monitoring
Director of Public Safety Communications

The career path of a 9-1-1 dispatcher (also known as a public safety communications
telecommunicator) starts out as a Telecommunicator-Trainee. After six months of successful
classroom training (including certification as a Public Safety Telecommunicator and Emergency
Medical Dispatcher) and On-The-Job Training in CIPSCC, the trainee is promoted to a post as a
gualified Telecommunicator. Those persons who desire to move to a supervisory level after 3
years of being a Telecommunicator may apply for a vacant Communications Supervisor post.
The Communications Supervisor not only does the day-to-day job of processing Calls For
Service but they are also responsible for their shift of Telecommunicators and
Telecommunicator-Trainees. There are also opportunities for further professional development
thru advanced training, becoming a certified instructor, or obtaining a degree in public safety
communications/emergency management.

Trainee positions within the Department are typically advertised a couple of times each year and
directed towards suitable Caymanians based on the results of a computer test and interview.
There are no educational or experience requirements to become a Trainee as all training is
done in-house.

The Electronic Monitoring function is new. Electronic Monitoring Officers are selected because
of their background and interest in the criminal justice system. Electronic Monitoring
Supervisors not only do the job of Electronic Monitoring as the Officers do, but they also
supervise the unit's activities including staffing and the coordination of procurement and
troubleshooting of electronic monitoring devices and CCTV.

As emergencies can occur at any time, department personnel must work shifts which include
nights, weekends and public holidays.

Individuals who desire positions as administrators and management must possess the
educational and experience necessary to perform their function. Managers within the
department typically have at least 10 years or longer within the public safety communications
field.



STRATEGIC MANAGEMENT

This category applies to the governance and management of the department.

e (Governance
o Organisational Chart see.www.911.gov.ky

e Management
o Statistics - Annual see www.911.gov.ky
o Statistics — Monthly see www.911.gov.ky

FINANCE & ADMINISTRATION

This category applies to internal support functions within the Department, relating to finance,
personnel and business administration.

¢ Financial management
o Approved Budget FY11/12 see www.911.gov.ky
o Quarterly Financial Reports see www.911.gov.ky

e Administration

o Press Releases see www.911.gov.ky
o Job Vacancies see www.recruitment.gov.ky
o Staff Pay see www.911.gov.ky
o Records Management see www.911.gov.ky

POLICIES & PROCEDURES

This category applies to written protocols for carrying out functions, activities and delivering
services.

Due to the public safety operational nature of the Department, most of the Standard Operating
Guidelines (SOGs) are exempt from disclosure per the FOI Law. In addition, some SOGs are
probably not of the public interest thus not published, but may be made available upon request.

e The following Department SOGs are not exempt from FOI and may be of the public

interest:
o 101 Mission, Vision, Values Statements see www.911.gov.ky
o 251 Internal Complaints Process see www.911.gov.ky
o 252 Freedom of Information Process see www.911.qgov.ky
o 304 Anonymity of Callers see www.911.gov.ky
o 701 News Media see www.911.gov.ky
o 801 Calls For Service Priorities see www.911.qov.ky
o 806 Alarms see www.911.qov.ky
o 810 Lock-Ins & Elevator Rescues see www.911.gov.ky
o 1271 Wireless 9-1-1 Calls see www.911.qov.ky




e SOGs that are not exempt from FOI and not published because they have limited or no
public interest may be available
o SOGs not published submit FOI request

DECISIONS & RECOMMENDATIONS

This category applies to information about proposals, resolutions, assessments and results,
including decision-making processes.

e None at this time.

LISTS & REGISTERS

This category applies to information held in registers required by law and other lists or registers
relating to the functions of the authority
e The following lists and registers are maintained:
o 9-1-1 Master Street Address Guide (MSAG) see www.911.gov.ky
o FOI Disclosure Log see www.911.gov.ky

OUR SERVICES

This category provides detailed information about the services offered and activities carried out
by the authority, to fulfil its high-level functions and responsibilities.
e The following information is available:

o Form —*Cayman 9-1-1 Cellular Update Form” see www.911.gov.ky
o Form —*“Non-Disclosure Agreement — Tour” see www.911.gov.ky
o Form - “Non-Disclosure Agreement — Visitor” see www.911.gov.ky
o Leaflet — “Making 9-1-1 Work For You” see www.911.gov.ky
o PowerPoint — “CIPSCC Presentation — Adult’ see www.911.gov.ky
o PowerPoint — “CIPSCC Presentation — Children”  see www.911.gov.ky

Updated: 22 November 2011
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1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find the
documents you are looking for.

This publication scheme commits Hazard Management Cayman Islands (HMCI) to making
information available to the public as part of its normal business activities.

Hazard Management Cayman Islands will:
= specify the information held by the authority, which falls within the seven (7) categories
below;



= proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;

= describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;

= list any fees charged for access to information described in this scheme;

= publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

= make this publication scheme available to the public;

= Regularly review and update the information made available under this scheme.

2. Information that may be withheld

HMCI will generally not publish:

= information in draft form;

= information that is not held by HMCI, or which has been disposed of in accordance with
a legally authorised disposal schedule;

= information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

» information which is exempt under the FOI Law, or otherwise protected from disclosure —
for example: personal information; or commercially sensitive information. Records
containing exempt matter will be published in a redacted form, where ever it is practical
to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm HMCI (or another organisation’s) commercial interests, or endanger the protection of the
environment.

When ever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may be
accessed.



Online
Many of our documents are published electronically on this website and can be
downloaded in PDF format. Where information is available online, a link within section 7:
Categories of information will direct you to the relevant page or document.

If there is no link, or the link is broken, you can use our website’s “Search” facility at
http://www.caymanprepared.ky/portal/page?_pageid=1143,1482119& dad=portal&_sch
ema=PORTAL; If you are still having trouble locating information listed under our
scheme, please contact HMCI Information Manager Simon Boxall, at telephone number
244-3145 or 526-2027 or by email at Simon.Boxall@Gov.ky:

Email

If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. You can email us at Simon.Boxall@Gov.ky; or
foi.nem@gov.ky; to request information. Please provide a telephone number so that we
can call you to clarify details if necessary.
Phone
Documents listed in the publication scheme can also be requested by telephone. Please
call 244-3145 or 526-2027 to request information.
Post
All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:
Simon Boxall
Hazard Management Cayman Islands
P.O. Box 118
Grand Cayman, KY1-9000
Cayman Islands

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number so
that we can call you to clarify details if necessary. For faster processing, please also include
any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits
In limited cases, you may be required to make an appointment to view information listed in
the publication scheme. This will be clearly stated in section 7: Categories of information,
and relevant contact details will be provided in that section.

Advice and assistance
If you experience any difficulty identifying the information you want to access, please contact
Simon Boxall (Information Manager) or Shiann Powery (Records Officer) at 945-4624.

HMCI will adhere to its obligations under section 10 of the FOI Law, and any requirements
relating to disability or discrimination, when providing information in accordance with this
publication scheme.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where HMCI is legally required to translate any information, it will do so.


http://www.caymanprepared.ky/portal/page?_pageid=1143,1482119&_dad=portal&_schema=PORTAL
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HMCI is working to put as much information as possible on our website but there is a huge
amount of material and it takes time to publish. It is not practical or appropriate to publish certain
documents on the website, so HMCI will endeavour to make certain information available either
in a hard copy (paper) or in digital format. The staff at HMCI also recognise that some people
would rather not access the information digitally or do not have access to a computer.

In rare circumstances a document may (only) be available for viewing “in-person” at HMCI’s
office in George Town. In such cases, appointments should be arranged first to view information
in HMCI conference room. HMCI is open from 8.30am to 5pm, however it is unlikely that a
request to view a document will fulfilled during a “walk-in” visit. To set up an appointment you
can telephone 244-3145, email Simon.Boxall@Gov.ky; or make your request for an
appointment at the HMCI office (located at the Government Administration Building, 4™ Floor,
133 Elgin Ave).

4, Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. HMCI strives to ensure that fees and charges are clearly
explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email
will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will
reflect the actual costs of reproduction and postage, as described below.

There are some publications which HMCI offers for sale. This includes various flood maps /
storm surge scenarios. These publications are charged at the cover price, plus actual postage
costs as charged by the Cayman Islands Postal Service.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs
HMCI will pass on to the requester the actual costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within section
7. Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated. Information
will be provided when HMCI has received your payment.

5. Requests for information outside the Publication Scheme

Information held by HMCI that is not published under this scheme can be requested in writing to
Simon.Boxall@Gov.ky; your request will be considered in accordance with the provisions of the
FOI Law.


mailto:Simon.Boxall@Gov.ky
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6. Complaints

HMCI aims to make our publication scheme easy to use, and to ensure our information is
accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact Simon
Boxall or Shiann Powery at 945-4624 and we will try to resolve your complaint as quickly as
possible.

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,

Grand Cayman KY1-1108,
CAYMAN ISLANDS
Telephone: +1 345 747 5402
Email: appeals@ico.gov.ky

7. Categories of information

About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services

ABOUT US

Name of public authority
Hazard Management Cayman Islands

Ministry
Portfolio of Internal & External Affairs

Principle officer

Mr. McCleary Frederick (Director)
Telephone 945-4624

Email: McCleary.Frederick@Gov.ky;

Chief Officer Internal and External Affairs
Franz Manderson

Information manager



mailto:appeals@ico.gov.ky
mailto:McCleary.Frederick@Gov.ky

Simon Boxall

Telephone: 244-3145 or 526-2027.

Email: Simon.Boxall@Gov.ky;

Freedom of Information website www.foi.gov.ky

Organisation and functions

Hazard Management Cayman Islands has overall responsibility for the national hazard
management programme, including preparedness, response, mitigation and recovery. The
agency is permanently staffed and focuses on all hazards (man-made and natural) with the

ability to coordinate and mange incidents through its operational mechanisms at any given time.

HMCI is responsible for the National Emergency Operations Centre (NEOC) which is located at
the Fire Station in George Town. The NEOC is activated to direct and coordinate the response

to national threats.

HMCI also has responsibility for maintaining the National Hazard Management plans for threats

such as hurricanes and earthquakes.

Hazard Management Cayman Islands
P.0O. Box 118 Grand Cayman KY1 -9000 Cayman Islands
Telephone number (345) 945 4624

Fax number (345) 946 5020

Email address Simon.Boxall@Gov.ky;

Website address www.caymanprepared@gov.ky;

Location and hours

Matters handled

133 Elgin Ave
Building

Regular hours of Operation:

Fire Station George Town

Duty Officer on call 24 hours

Hazard Management Cayman Islands

4" Floor, Government Administration

Monday to Friday 8.30 am to 5pm

National Emergency Operation Centre

All Hazards — Natural and man-made.
(Including Hurricane, Earthquake, Hazardous
Material, Flood, Fire etc)

Boards and committees

Name

Meetings

Minutes

National Hazard
Management Council

At least quarterly and more
frequently when needed or
during a threat, hazard or

Deliberations of the Council may
deal with national security issues
and may not be accessible or



mailto:Simon.Boxall@Gov.ky
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impact. available for viewing

(Closed to the Public)

National Hazard Meet at least twice annually | Deliberations of the Executive
Management Executive to review progress of may deal with national security
national disaster risk issues and may not be accessible

management programme or available for viewing
and provide policy
guidance.

(Closed to the Public)

STRATEGIC MANAGEMENT

Cayman’s disaster management framework requires the involvement of all sectors of society.
Activities are coordinated at the national level and community level.

Our Mission is - Building the disaster resiliency of the Cayman Islands with full community
participation in the national approach to hazard management through prevention and mitigation
thereby ensuring the preservation of human life, property and economic recovery.

Advise on national policies related to risk management

Be responsible for the development of the national risk management strategic framework
and the national risk management programme.

Ensure development of multi-hazard plans for all sectors in the country

Ensure achievement and maintenance of the highest level of national preparedness
possible within identified constraints

Develop and implement a national public awareness programme aimed at all sectors of
the country

Provide advice for national planning and development programmes

Inform the national planning and development process through provision of data and
other technical inputs

Establish and maintain a fully equipped and functioning National Emergency Operations
Centre

Coordinate response to national threats and events

Engage all sectors and ensure their inputs to the national risk management programme
Liaise with the voluntary sector and formalise partnerships

Guide the recovery process to ensure increased resilience is incorporated into recovery
Develop and Coordinate Simulation Exercises

Provide Guidance on Contingency Planning

Develop, Coordinate and Implement Community Disaster Risk management
Programmes

Host and facilitate Contingency Planning Seminars

Coordinate and Provide Training relevant for Disaster Risk Management

The main elements of the strategic framework are

= Policy and governance
» Risk assessment

= Risk mapping

= Mitigation



Preparedness

Public awareness and education
Response

Relief

Recovery and rehabilitation
Post impact evaluation

NATIONAL DISASTER RISK MANAGEMENT STRUCTURE

Key Entities with Roles during Normal Times & Operations
NATIONAL HAZARD MANAGEMENT EXECUTIVE

Governor (Chairman)

Premier

Leader of the Opposition

Deputy Governor

Attorney General

Financial Secretary

Chief Officer, Portfolio of Internal & External Affairs
Cabinet Secretary

Director, Hazard Management Cayman Islands
Commissioner, RCIP

District Commissioner, Cayman Brac & Little Cayman
Other members appointed by the Governor

Normal Times
Meet at least twice annually to review progress of national disaster risk management
programme and provide policy guidance.

During Operations
Make decisions related to national policy, provide strategic and policy guidance for
regulatory, financial, economic and foreign affairs.

NATIONAL HAZARD MANAGEMENT COUNCIL

Deputy Governor (Chairman)

Chief Officer Internal External Affairs (Deputy Chairman)
Cabinet Secretary

Deputy Financial Secretary

Permanent Secretaries

Commissioner of Police

Chief Fire Officer

Red Cross Director

ADRA

Chamber of Commerce

Meteorological Office

Director Hazard Management Cayman Islands
Sub Committee Chairpersons



Normal Times
= Develop hazard and emergency management policies
= Discuss economic, political, legal and social implications of both the threat and the
response to determine the best strategies for action
* Provide guidance for the NHMC Executive
= Review policy documents
= Review and approve operational plans

During Operations
= Responsible for ministry/portfolio EOCs
= Responsible for Continuity of Operations for portfolio/ministry
= Provide support for NEOC

Frequently asked questions

. What is HMCI?
HMCI is the acronym for Hazard Management Cayman Islands.

. Is the agency operational only during the hurricane season?
No, the agency is an all hazard agency and works through out the year. Hurricanes are
only one of the hazards that the agency plans, prepares and response to.

" Is HMCI a part of the Meteorological Office?
No, the National Weather Service is an agency that works closely with HMCI and they
are also a member of the National Hazard Management Council.

" Does the National Hurricane Committee still exist?
No, the National Hurricane Committee has been integrated into the National Hazard
Management Council.

. Is the Red Cross a part of the agency?
No, the Red Cross is not a part of HMCI. However they are members of the National
Hazard Management Council and work very closely with HMCI on community
programmes.

. Is HMCI in charge of Shelters?
Yes, HMCI is in charge of shelters but work with a number of government agency to
ensure that the shelters are prepared, functional a managed for and during an event.
These agencies are the department of Children and Family Services, Public Works
Department and the Lands and Survey department.

= Does HMCI have an office in the Sister Islands?
No, HMCI does not have an office or officers in the Sister Islands. Disaster Risk
Management activities are carried out by the District Administration Office with the
guidance of HMCI.

" What type of relief items does HMCI provide for the public?
HMCI does not directly provide relief items to the public. This is carried out by other
agencies such as the Red Cross, Department of Children and Family Services and other
Civic groups.


http://www.caymanport.com/FAQ.php

. When was the last major earthquake that impacted the Cayman Islands?
The last major earthquake that impacted the Cayman Islands was December 14, 2004.
It occurred 20 miles south of George Town, Grand Cayman with a magnitude of 6.8 on
the Richter scale.

ADMINISTRATION & FINANCE

Managing the Department’s inner functions, it resources and assets efficiently. This includes the
management of human resources, monetary resources, equipment, information and
relationships with the public, private organization, volunteers and other government entities.

Administration

Emergency Plans/Reviews

Threat (imminent)/incidences data

Mitigation Efforts/Studies

Shelter Management/NEOC operations information
Public Education/Training

Information Technology

Press Releases

Employees’ Data

Meetings Agendas/Minutes

Human Resources Policies/Procedures

Finance

Annual Budget

Financial Reports
Contracts/Agreements
Vendors invoices/payments
Asset Register

POLICIES & PROCEDURES

= Portfolio of Internal & External Affairs Human Resources Management Policies
and Procedures

Part A: Purpose and Responsibilities
o HR Roles and Responsibilities

Part B: General HR Policies

HR Management Philosophy

Terms and Conditions of Employment
Work Hours and Attendance

Pay Periods and Methods

Workplace Rules

Performance Management

Training and Capability Development

O O O O O O O



Induction of New Staff

Managing HR Records

Health and Safety

Promotion of Values, Code of Conduct and Workplace Rules
The Portfolio’s Relationship with CICSA

O O O O O

Part C: Specific HR Procedures and Related Policies

Recruitment and Appointment of Staff to Positions

Reappointment of Staff on Fixed-Term Employment Agreements
Reappointment of Staff Who Have Reached Retirement Age

Appointment of Staff to Acting or Interim Positions

Preparation of Annual Performance Agreements

Conduct of Interim (Half-Year) Performance Assessments

Conduct of Annual Performance Assessments

Determining Which Disciplinary, Dismissal or Other Termination Action To Initiate
Disciplining Staff for Minor Misconduct or Inadequate Performance

Dismissing Staff for Serious Misconduct or Significant Inadequate Performance
Dismissing Staff for Gross Misconduct Not Involving Criminal Activity
Suspending & Dismissing Staff for Gross Misconduct Involving Criminal Activity
within the Workplace

Suspending & Dismissing Staff for Gross Misconduct Involving Criminal Activity
outside the Workplace

Retiring Staff Early on Medical Grounds

Retiring Staff to Improve the Organisation

Making Staff Redundant

Staff Training & Development Procedures

Approval of Staff Training Involving Study Leave

Induction Training

Succession Planning

Grievance Procedure

Appeals to the Chief Officer

Personnel Files

Leave Management and Recording

Maintenance of Employee & Payroll Data in HR IRIS

Payroll Processes

Administration of Health Benefits/CINICO Health Insurance

Provision of Employee-Related Information

Management of Work Place Injuries

O 0O 0O OO OO O0OO0OO0OO0oOO0o

O

O 0O OO O OO O0OO0OO0OO0OO0OO0OO0OO0o0OO0

Information management policy; Disposal schedule
Labour Law

Public Service Management Law

National Hurricane Plan 2010

DECISIONS & RECOMMENDATIONS

Board/Council Meetings
Minutes of meetings
Assessment/Evaluations



LISTS & REGISTERS

= Asset Register
» Volunteers/Members emergency contact list
= Approved Shelters list (Cayman Islands)

OUR SERVICES

Because a disaster can strike at anytime to anywhere, Hazard Management Cayman Islands
supports the citizens of the Cayman Islands and the first responders to any emergency to ensure
that the Islands build, sustain, and improve our capability to prepare for, respond to, recover
from, and mitigate all hazards.

These hazards can take the form of;

a hurricane

an earthquake

a flood

a tsunami

a fire

hazardous spill

an act of terrorism.



IMMIGRATION

Department Of Immigration

Publication Scheme
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1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find the
documents you are looking for.

This publication scheme commits the Department of Immigration to making information
available to the public as part of its normal business activities.

The Department of Immigration will:
= specify the information held by the authority, which falls within the seven (7) categories
below;
= proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;



= describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;

= [ist any fees charged for access to information described in this scheme;

= publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

= make this publication scheme available to the public;

= regularly review and update the information made available under this scheme.

2. Information that may be withheld

The Department of Immigration will generally not publish:

= information in draft form;

= information that is not held by the Department of Immigration, or which has been
disposed of in accordance with a legally authorised disposal schedule;

» information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

= information which is exempt under the FOI Law, or otherwise protected from disclosure —
for example: personal information; or commercially sensitive information. Records
containing exempt matter will be published in a redacted form, where ever it is practical
to do so, indicating which exemptions apply.

= information relating to law enforcement

= information affecting security, defence or international relations

= information that prejudice to effective conduct of public affairs

= information relating to personal information

For a detailed list of records that are exempt under the Freedom of Information Law, please see
sections 15 — 27 of the FOI Law, 2007 which may be found at www.foi.gov.ky

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm the Department’s (or another organisation’s) commercial interests, or endanger the
protection of the environment.

When ever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.

3. Methods of access


http://www.foi.gov.ky/

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may be
accessed.

Online
Many of our documents are published electronically on this website and can be
downloaded in PDF format. Where information is available online, a link within section 7:
Categories of information will direct you to the relevant page or document.

If there is no link, or the link is broken, you can use our website’s “Search” facility at
http://www.immigration.gov.ky . If you are still having trouble locating information listed
under our scheme, please contact the FOI Manager Petula Twinn at 949-8344 or via
email at petula.twinn@gov.ky or foi.imm@gov.ky

If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. You can email us at foi.imm@gov.ky or
petula.twinn@gov.ky to request information. Please provide a telephone number so that
we can call you to clarify details if necessary.

Documents listed in the publication scheme can also be requested by telephone. Please
call (345) 949-8344 and ask for the Information Manager to request information.

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

Petula Twinn

Information Manager

Department of Immigration

P.O. Box 1098

Grand Cayman, KY1-1102

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number
so that we can call you to clarify details if necessary. For faster processing, please also
include any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits
In some cases you need to make an appointment to view information listed in the
publication scheme. Please contact the Information Manager by phone on (345)949-
8344 or via email at foi.imm@gov.ky or petula.twinn@gov.ky

Advice and assistance
If you experience any difficulty identifying the information you want to access, please
contact the Information Manager at foi.imm@gov.ky or petula.twinn@gov.ky

The Department of Immigration will adhere to its obligations under section 10 of the FOI Law,
and any requirements relating to disability or discrimination, when providing information in
accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where the Department is legally required to translate any information, it will do
SO.
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3. Methods of access

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. The Department of Immigration strives to ensure that fees
and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email
will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will
reflect the actual costs of reproduction and postage, as described below.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs
The Department will pass on to the requester the actual costs of postage or courier
delivery.

Details of any individual charges which differ from the above policy are provided within section
7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated. Information
will be provided when the Department has received your payment.

Fees associated with a Request for Information

There is no application fee and no fee for going to a public authority and looking at a record
requested by FOI. However, a requester may be required to pay copying or change of format
fees. Details concerning costs and payment are contained in the FOI Regulations which are
available on the FOI Unit website.

5. Requests for information outside the Publication Scheme

If you want to request information from the Department of Immigration, you should initially look
at the document library and the disclosure log to see if the information you seek has already
been published.

Information held by the Department that is not published under this scheme can be requested
by submitting a Freedom of Information (‘FOI’) request.

If you wish to make a request for information then you should contact the Information Manager
or submit a request on-line at the FOI Unit website. Please see “Section 3 — Methods of
Access” for further information.

Requests must be in writing (letter, email or facsimile) and must include your name and and
address (either postal or e-mail). Please be as specific as possible about the information you
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would like, as this will help us to respond promptly. Where possible, please include a contact
telephone number so we can call to discuss your request if necessary.

We will respond to your request promptly. The Law requires public authorities to respond within
30 calendar days, allowing an extension of an additional 30 calendar days if needed. We will
always acknowledge receipt of FOI requests made to the Information Manager and we will let
you know if we need to extend the deadline. For detailed advice on what sorts of information are
exempt please see the FOI Unit website.

6. Complaints

The Department aims to make our publication scheme easy to use, and to ensure our
information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact Petula
Twinn at foi.imm@gov.ky or petula.twinn@gov.ky and we will try to resolve your complaint as
quickly as possible.

For information about our internal complaints procedures please visit our website at
www.immigration.gov.ky

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,

2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,

Grand Cayman

Cayman lIslands, KY1-1108

Telephone: +1 345 747 5402

email: appeals@ico.gov.ky

7. Categories of information

=  About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services

ABOUT US

Ministry
The Department of Immigration operates under the Portfolio of Internal & External Affairs
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Deputy Chief Secretary//Chief Officer
Franz Manderson, Cert. Hon., JP

Location
3" Floor, Government Administration Building,
Elgin Avenue, George Town, Grand Cayman

Mailing Address

Portfolio of Internal & External Affairs

3" Floor, Government Administration Building
Grand Cayman, KY1-9000

Telephone
(345) 244-3179

Fax
(345) 946-5453

Website
www.pie.gov.ky

Name of public authority
Immigration Department

Principal Officer

Linda Evans

Chief Immigration Officer
Department of Immigration
P.O. Box 1098

Grand Cayman, KY1-1102

Information Manager
Petula Twinn

Information Manager
Department of Immigration
P.O. Box 1098

Grand Cayman, KY1-1102

Petula.Twinn@gov.ky or foi.imm@gov.ky

Information Manager Designate
Regina Jackson

Information Manager Designate
Department of Immigration

P.O. Box 1098

Grand Cayman, KY1-1102

Regina.Jackson@gov.ky or foi.imm@gov.ky

Freedom of Information website: www.foi.gov.ky
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Organisation and functions

The Immigration Department manages the growth of the country’s population by regulating the
flow of immigrants into the islands and carries out administrative processing of applications for
persons seeking permanent residence, Caymanian status, the right to work in Cayman, or

asylum.
Mailing Address:
Department of Immigration
P.O. Box 1098
Grand Cayman
KY1-1102

Telephone number:
(345) 949-8344

Fax number:
(345) 949-8344

Email address:
imweb@gov.ky

Website: www.immigration.gov.ky

Location and hours

Matters handled

Main Office

#94A Elgin Avenue

George Town

Grand Cayman

8:30 am — 4:00 pm (Mon — Fri)

All Grand Cayman Immigration matters, e.g.
submission of applications, accounts, operations,
administration.

Cayman Brac/Little Cayman Office
District Administration Building,
Stake Bay

Cayman Brac

8:30 am — 4:00 pm

Tel: (345) 948-2222

Fax: (345) 948-2337

All Cayman Brac/Little Cayman Immigration
matters.

Cayman Center Location

Cayman Center #14

(Across from the Airport Post Office)
Grand Cayman

8:30am — 4:00pm (Mon — Fri)

Work Permit, Cayman Status & Permanent
Residence, Business Staffing, Temporary Work
Permits, Appeals, Freedom of Information.

Cayman Islands Visa Office
#94 Elgin Avenue

George Town

8:30 am — 4:00 pm (Mon — Fri)
Tel: (345) 949-8344

Visa applications

Cayman Islands Visa Office — Jamaica
Suite 2, Winchester Business Park

Visa Applications
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8:30am — 4:00 pm

Tel: (876) 906-5336 or (876) 906-7866
Fax: (876) 929-1356

Email: caymanvisa2@cwjamaica.com

Cayman lIslands Visa Office — Honduras
Edificio Carib Local No. 203

La Ceiba Atlantida,

Honduras

8:30am — 2:30pm

Tel: (504) 440-1015

Fax: (504) 443-0053

Email: caymanvisa@tevisat.net

Visa Applications

Boards and Committees

Copies of Board minutes may be requested by submitting a Freedom of Information

request (See Section 5)

Meetings

Name
Cayman Status & Permanent Residency Board
(CS&PR)
Mr Waide DaCosta Chairman
. . Deputy
Mr Adrian Briggs Chairman

Mrs Junilee Brooks
Bay]

Member
Mr Edlin Myles [George
Town]

Vacant Member

Member
Chester Watler [Bodden
Town]

Justin Ebanks Member

[North Side]
Member [East

Mr John McLean, Jr End]

Member
John Henry Ebanks [George
Town]

Member
Ms Judyann Frederick [Bodden
Town]

Ms Rachel Ann Ebanks
Bay]

The Chief Immigration Member (non-

Member [West

[Sister Islands]

Member [West

The CS&PR Board meets twice weekly
at the Department of Immigration. The
meetings are not open to the public.
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Officer or Deputy voting)

The Director of Boards & Member (non-
Work Permits or Desighate voting)

Secretaries of the CSPR Member (non

Board voting)
Assistant Secretary of the  Member (non
CSPR Board voting)

The Work Permit Board meets twice a
Work Permit Board week at the Department of Immigration.
The meetings are not open to the public.

Mrs. Sherri Bodden-Cohen,

MBE Chairman

Deputy
Chairman
Member [West
Bay]

Member
Ms Lavern Daykin [George
Town]

Member
[Sister Islands]

Member
Mr Gary Berry [Bodden
Town]

Member
[North Side]

Member [East

Ms Sara Dean Barnett

Mr Jacob Wilroy Williams

Vacant

Mrs Alex Johnson

Mr Gary Rutty

End]
Mr. John Foster Member
Ms Irma Arch Member
Mr Tyrone Welds Member
The Chief Immigration Member (non-
Officer or Deputy voting)

The Director of Boards & Member (non-
Work Permits or Designate voting)

The Director of Employment Member (non

Relations Designate voting)
Secretary of the Work Member (non
Permit Board voting)

Assistant Secretary of the ~ Member (non
Work Permit Board voting)




Immigration Board for Cayman Brac & Little
Cayman

Ms. Sybil L. Jackson, Cert. Hon, JP
Chairman

Mr. Temple Tatum Jr, JP

Deputy Chairman

Mr. Burnard Tibbetts, MBE
Member

Ms. Mary Verna Banks

Member

Mr. Franklin Bodden

Member

The Assistant Chief Immigration Officer
Member (non-voting)

Ms. Sherry Scott

Secretary (non-voting)

Business Staffing Plan Board (BSP)

Mr. Danny Scott
Chairman

Mr. Charles Kirkconnell
Deputy Chairman

Ms. Tammy Seymour
Member

Mr. David Gordon
Member

Mr. Christopher Saunders
Member

Ms. Donnette Goddard
Member

Mr. Ken Thompson
Member

Mrs. Jacqui Terry
Member

Mrs. Ellen Lazzari
Member

Mrs. Cora Grant-James
Member

Vacant

The Director of Employment Relations
or Deputy

Member (non-voting)

The Chief Education Officer or Deputy
Member (non-voting)

The Business Staffing Plan Board meets
once a week at the Department of
Immigration. The meetings are not open
to the public.




The Chief Immigration Officer or Deputy
Member (non-voting)

The Director of Boards & Work Permits

or Designate

Member (non-voting)

Secretary of the Business Staffing Plan Board
Member (non-voting)

Assistant Secretary of the Business Staffing
Board

Member (non-voting)

Frequently asked questions:
Please visit our website at www.immigration.gov.ky for a list of frequently asked questions.

Student Visa FAQ's

May | get a part-time job to supplement my income whilst | am studying in the
Cayman Islands on a Student Visa?

The holder of a student visa may not engage in gainful occupation in the Islands other
than unpaid student work undertaken in connection with his course of study.

May | be accompanied by my spouse and/or children whilst | am studying in the
Cayman Islands on a Student Visa?
Yes, both your spouse and your children can accompany you to the Islands during your
course of study. However, you will have to prove that you can finically support them.

Am | required to obtain health insurance to cover the period of my study in the
Islands?
Health insurance is not required by Law, however we suggest that you ensure that you
have adequate health insurance.

Do | have to apply for the student visa or will my school do it on my behalf?
You can apply directly to the Immigration Department once you have been accepted in a
local educational institution.

May | travel to the Cayman Islands before the student visa application has been
approved?
You should remain outside the islands until your student visa is approved.

If I discontinue my study for whatever reason, may | then apply for a work permit?
You may apply for a work permit after discontinuing your student visa, however we
cannot guarantee that the work permit will be granted or the student visa reinstated.

If | am a national of a country that requires a visa to visit the Cayman Islands must |
also obtain a visitors visa before travelling?
Once your student visa has been approved, you do not require a visitors visa. However,
you must travel with evidence of the approval of your student visa.
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Permanent Residence FAQ’s

. How long do | have to live in the Islands to qualify for permanent residence?
You have to be legally and ordinarily resident for at least 8 years.

. What is legal and ordinary residence?
Legal and ordinary residence is defined as:-
A persons uninterrupted voluntary physical presence in the Islands for a period of time
without legal impediment (other than a tourist visitor or transit passenger) during which
period the Islands are regarded as his normal place of abode for the time being, save
that
a. absences abroad of six consecutive months” duration or less for, inter alia,
purposes of education, health, vacation or business during such period shall
count as residence in the Islands &
b. absences abroad of more than six consecutive months but less than one year
shall raise the presumption that there has been a break in residence; and
c. absences abroad for twelve consecutive months or more shall constitute a break
in residence.

" What criteria will be used to determine my application for Permanent Residence?
The Caymanian Status and Permanent Residency Board will score your application in
accordance with the Points System set out in the Immigration Regulations.

. According to the Immigration Law | can only be granted work permits for seven
years. How do | get to year eight?
Unless you were legally and ordinarily resident in the Islands for 5 years or more on the
1 January 2004, you will have to be designated as a Key Employee in order to reach
year eight.

" After reaching year eight, when must | submit my application for permanent
residence?
After having been legally and ordinarily resident in the Islands for eight years you may
apply for permanent residence at any time so long as you continue to be legally and
ordinarily resident here or, if you have ceased to reside here, within ninety days of
leaving.

. What is my final work permit?
My final work permit means a work permit which at the time of its grant or renewal is
stated to be the final work permit for a worker in accordance with his term limit or, where
not so expressly stated, is the last work permit that can be granted or renewed in respect
of a worker as a consequence thereof.

have submitted my application for permanent residence and my work permit has
now expired. What must | do to keep working.

Your employer must pay all fees that would have been paid had you continued to be
employed on a work permit. Once these fees have been paid, your passport will be
endorsed to reflect that you are working by operation of law. This endorsement will be
valid for one year or until the determination of your application for permanent residence.

" What can | do if my application for Permanent Residence is refused?
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You may submit an appeal against the decision to the Immigration Appeals Tribunal. If
you do, you may continue to work pending the outcome of the appeal. If the appeal is
unsuccessful you have the right to a final non-renewable one-year work permit with any
employer. Alternatively, if you do not submit an appeal to the Immigration Appeals
Tribunal you are still entitled to the final non-renewable one-year work permit. In either
case, upon the expiry of this final work permit you will be required to leave the Islands for
at least one year before you can hold any further work permits.

. | have appealed against the refusal of my permanent residence application to the
Immigration Appeals Tribunal. What should | do next?
You should bring the receipt from the Immigration Appeals Tribunal to the Immigration
Department and you will be allowed to continue Working by Operation of Law until your
appeal is determined. Your employer may have to pay additional fees if your appeal is
not heard within the period stamped in your passport.

. While working by operation of law can | change employers?
Yes, but you must notify the Immigration Department in writing and your new employer
will have to pay new Working by Operation of Law fees.

Term Limits — FAQ’s

. What are Term Limits?
A persons’ term limit is the maximum period for which work permits may be granted or
renewed in their favour.

. What is the maximum period a holder of awork permit may remain in the Islands?
The Term Limit of a person who is a Key Employee is nine years and the Term Limit for
a person who is not a Key Employee is seven years.

. How can | determine when my Term Limit started?
Your Term Limit starts on the date on which you first entered the Islands, if you first
entered the Islands as a work permit holder; or the date on which your work permit was
granted, if you first entered the Islands as a tourist visitor.

" If | am a dependant of a government employee or a work permit holder and am
granted awork permit, when will my Term Limit start?
Your Term Limit will start from the date you were first in the Islands as an approved
dependant.

. | have been working for the Cayman Islands Government and have never held a
work permit before. If | am granted a work permit to work in the private sector, when
will my Term Limit start?

Your Term Limit will commence on the date your work permit is approved.

" | have been married to a Caymanian and recently divorced. When will my Term Limit
start?
Your Term Limit will commence on the date your work permit is granted after your
divorce.

" What happens if | leave the Cayman Islands before my Term Limit expires? Can |
come back and work at some later date?



If you leave the Islands for less than one year prior to the expiration of your Term Limit,
upon your return to the Islands you may be granted a new work permit for the unexpired
period of your Term Limit. But if you leave the Islands for more than one year, your Term
Limit will start over upon your return and you may stay another seven years (or nine if
you are made a key employee).

. How long do | have to leave the Island for my Term Limit to start over?
Upon the expiry of your Term Limit you must leave the Islands for at least one year
before you may be granted any further work permits. For example, if your work permit
expires on 12 Jan 2010 and you leave the Islands on the 13 Jan 2010, you will be
eligible for a new work permit on the 14 Jan 2011.

. Will return visits to the Islands affect the period of time | must be absent from the
Islands in order to have my Term Limit restarted.
No. You are free to return to the Islands as a visitor at any time.

Work Permits - Rights and Obligations of an Employer — FAQ’s

. Who can | employ without a work permit?
Caymanians, holders of a Residency & Employment Rights Certificate, persons with
Refugee status and persons granted permanent residence with the right to work.

. Can | employ other persons for short periods without a work permit?
A person arriving in the Islands for the purpose of engaging in any of the activities listed
below for a period not exceeding seven days is not required to obtain a work permit
provided that only such activities are engaged in and no other activity is carried out that
would otherwise require a work permit.
The activities referred to are-

a. attendance at meetings or trade fairs and making purchases from Cayman
Islands businesses;

b. attendance at conferences and seminars as an ordinary participant;

c. the receiving of training, techniques and work practices employed in the Islands,
where that training is confined to observation, familiarisation, and classroom
instruction and only if the person is employed by a company or organisation
carrying on business outside the Islands;

d. being a representative of an overseas educational institution, to promote, or to
interview applicants for places at, such institution;

e. being a guest speaker at a conference or seminar where that event is a single or
occasional event and not part of a commercial venture;

f. the organising or supervising of a conference or seminar for up to seven days
duration where it is a single or occasional event-

i. involving a specialist subject
ii. attracting a wide audience; and
ii.  open to participants from outside the Islands;

g. the participation in sporting events, or trials or auditions in connection with such
events;

h. the covering of a specific news assignment as a newspaper, magazine, radio or
television journalist representing a recognised news organisation;

i. working for short periods on behalf of or for a non-profit or cultural organisation
based in the Islands;

j- the giving of professional or expert testimony in court proceedings;



k. working as a non-executive director of a business being carried on in the Islands
where the person is not involved in the day to day operations in the Islands but is
visiting in his capacity as a director only.

| intend to employ a non- Caymanian to work for short periods over the next 12

months. What type of work permit should | apply for?
Any person carrying on business in or from within the Islands who regularly throughout
each year employs persons not legally and ordinarily resident in the Islands on a
temporary basis, may make a single application in each calendar year to the Chief
Immigration Officer for the issue, in each calendar year, of one or more Business Visitors
Permits. The application must state the maximum number of times that the business
visitor will be visiting the Islands in the calendar year, their occupation and the maximum
duration of their stay during each visit. Note: a Business Visitors Permit cannot be issued
for more than fourteen days on any one visit.

| intend to employ a non-Caymanian to work between 1- 180 days. What type of
work permit should | apply for?
The Immigration Law (2011 Revision) allows the Chief Immigration Officer to grant a
Temporary Work Permit for a period up to 180 days.

Can | renew a Temporary Work Permit?
Temporary Work Permit issued for 180 days cannot be renewed or extended.

| have terminated the employment of a work permit holder and would like to delay
informing the Immigration Department so that he can look for another job. Is this
allowed?
The Immigration Regulations require an employer to inform the Chief Immigration Officer
of the termination of employment of a work permit holder immediately. An employer who
fails to comply with this requirement can be fined five thousand dollars.

Am | required to provide a letter of release to a work permit holder whose
employment | have terminated?
No, but you may do so if you have no objection to the person seeking alternative
employment.

Can | require awork permit holder to pay for their work permit?
No. it is an offence under the Immigration Law (2011 Revision) for an employer to seek
or receive money or other compensation from a work permit holder in respect of his work
permit fee.

Can | promote or re-designate a work permit holder without the approval of the
Work Permit Board or Business Staffing Plan Board?
No, the Immigration Law (2011 Revision) requires you to first obtain the approval of the
relevant Board before promoting or re-designating an employee.

STRATEGIC MANAGEMENT

Administrates the authority’s operations at the organisational level; developing business plans

and corporate policy; setting long-term goals and objectives; evaluating the agency’s overall
performance and progress towards established targets; managing programs to improve
business processes and ensure consistent service delivery; preparing or revising laws and other



regulatory instruments that affect the authority’s functions and responsibilities; obtaining legal
advice from external sources.

Governance

Laws

The Immigration Law (2011 Revision)

Immigration Regulations (2010 Revision)

Immigration (Financial Services Sector) Directions, 2010

Freedom of Information Law, 2007

Freedom of Information Regulations, 2008

Public Service Management Law

The National Archive and Public Records Law, 2007

Public Management and Finance Law (2005 Revision) and Regulations (2007 Revision)

Unless otherwise indicated copies of the above laws may be purchased from the
Legislative Assembly

Corporate Management
Annual Reports
Statistics

Audit Reports

Hurricane Plan

Copies of the above may be requested by submitting a request under the Freedom of
Information Law.

FINANCE & ADMINISTRATION

Administering the authority’s internal functions and managing its resources efficiently and
effectively. Includes the management of monetary resources; material resources; human
resources; information resources; and relationships with clients, the public and other
government agencies. Principal accounting polices are adopted and are prepared in accordance
with International Public Accounting Standards.

Financial Management
Annual Budget
2010 — 2011 Budget
Financial Statements
Monthly Cabinet invoices with statistics
List of current tenders, contracts or quotations recently awarded
Board Members allowances, attendance and expenses

Copies of the above may be requested by submitting a request under the Freedom of
Information Law.

ADMINISTRATION

Job Vacancies

Staff pay and grading structures
Training and Safety
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Human Resources

Internal Memos

Personnel files for present & ex-employees

Panel Reports

Job Evaluations

Leave Reports

Personnel Audit Info

Monthly Payroll Reports

Copies of the above may be requested by submitting a request under the Freedom of
Information Law.

POLICIES & PROCEDURES

FOI Internal Guidelines policy and procedures
Internal Complaints Procedure

Cayman Status & Permanent Residency Board
Work Permit Board

Business Staffing Plan Board

Refusal of Leave to Land (Law & Procedure)
Policy on the implication of Administrative Fines
Policy on investigating Marriages of Convenience

Copies of the above may be requested by submitting a request under the Freedom of

Information Law.

DECISIONS & RECOMMENDATIONS
Board Meetings / Minutes of Meetings

Copies of the above may be requested by submitting a request under the Freedom of
Information Law.

LISTS & REGISTERS

FOI Disclosure Log

For further information on any of the above documents please contact the Information Manager
at foi.imm@gov.ky or petula.twinn@gov.ky or via telephone at (345) 949-8344.

OUR SERVICES

The Department of Immigration manages the growth of the country’s population by regulating
the flow of immigrations into the islands and carries out administrative processing of
applications for persons seeking Permanent Residence, Caymanian Status or asylum status.

Visas

Visa Application Form

Visitors Extension Form
Student Visa Application Form
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Residence

Right to be Caymanian Application Form

Permanent Residence Application Form

Residency Certificate for People of Independent Means Application Form
Residency Certificate for People of Independent Means Checklist

Permission to Reside in the Cayman Islands as a Dependant of a Caymanian
Residency with Employment Rights Application Form

Dependant of Caymanian — Affidavit

Residency with Employment Rights — Affidavit

Right to be Caymanian through Marriage - Affidavit

Work Permit Board
Grand Cayman Grant Form
Grand Cayman Renewal Form

Cayman Brac & Little Cayman Immigration Board

Cayman Brac/Little Cayman Grant Form

Cayman Brac/Little Cayman Renewal Form

Form A — Construction, Gardening/Landscaping and Janitorial Businesses

Business Staffing Board

Grant Form

Renewal Form

Business Staffing Plan — Submission Form

Form A — Construction, Gardening/Landscaping and Janitorial Businesses

Business Visitor Permits
Business Visitor Permit Form
Business Visitor Permit Checklist

Temporary Work Permits

Temporary Permit Application Form

Form A — Construction, Gardening/Landscaping and Janitorial Businesses
Application Form for Temporary Work Permit (Seasonal Worker)

Amending Work Permits

Amending Dependants Form
Amending Employer Form

Amending Commencement Date Form

Miscellaneous

Medical Questionnaire

Application for Access to Immigration Online
Work Permit Payment Log

Accommodation Form
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1. About the publication scheme

Every public authority covered by the Freedom of Information Law has a legal duty
to maintain a publication scheme.

The purpose of a publication scheme is to make information readily available to the
public without the need for specific written requests. Schemes are intended to
encourage authorities to proactively publish information, to develop a culture of
openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find
the documents you are looking for.

This publication scheme commits the Royal Cayman Islands Police Service ("RCIPS")
to making information available to the public as part of its normal business activities.

The RCIPS will:

e specify the information held by the authority, which falls within the seven (7)
categories below;

e proactively publish or otherwise make routinely available, information which is
held by the authority and falls within the categories below;

e describe the methods by which specific information is made available, so that it
can be easily identified and accessed by members of the public;

e list any fees charged for access to information described in this scheme;

e publish or otherwise make information available, in accordance with the
methods and fees stated in this scheme;



e make this publication scheme available to the public;
e regularly review and update the information made available under this scheme.

2. Information that may be withheld
The RCIPS will generally not publish:
e information in draft form;

e information that is not held by the RCIPS, or which has been disposed of in
accordance with a legally authorised disposal schedule;

e information that is not readily-available — for example: information that is
contained in files that have been placed in archive storage, or is otherwise
difficult to access;

e information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; or commercially sensitive
information. Records containing exempt matter will be published in a redacted*
form, where ever it is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld
from one of the categories of information listed in section 7: Categories of
information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe
personal privacy, harm the RCIPS’s (or another organization’s) commercial interests,
or endanger the protection of the environment.

When ever information is withheld, we will inform you of this and explain why that
information cannot be released. Even where information is withheld, it may be
possible to provide a redacted copy, with the exempt matter edited out.

Persons’ conviction records living or dead are personal information and shall not be
released pursuant to Section 23 (1) of the Freedom of Information Law, 2007.
However, persons’ applying for their police records for visas/waivers, passports or
for employment must complete the prescribed form, provide identification, such as
their driver’s license or passport and pay the prescribe fee of CI$10.00.

Persons’ finger prints, palm prints, footprints, or other physical specimens of any
person convicted of any offence punishable by imprisonment, or in lawful custody for
any offence punishable by imprisonment, whether such persons have been convicted
of such offence or not shall not be released pursuant to Section 23 (1) of the
Freedom of Information Law, 2007.

If you wish to complain about any information which has been withheld, please refer
to section 6: Complaints.

' A copy of the record, with the exempt matter deleted in accordance with the National Archive’s
Redaction Standard.



3. Methods of access

Information available under our publication scheme will usually be accessible
through the methods described below.

Section 7: Categories of information provides more details on the information
available under the scheme, along with additional guidance on how the information
within each category may be accessed.

Online

Many of our documents are published electronically on the RCIPS’ website and can
be downloaded in PDF format. Where information is available online, a link within
section 7: Categories of information will direct you to the relevant page or
document.

If there is no link, or the link is broken, you can use our website’s “Search” facility at
htt://www.rcips.ky. If you are still having trouble locating information listed under
our scheme, please contact Information Manager, Mr. Raymond Christian at
foi.pol@gov.ky or raymond.christian@gov.ky.

Email

If information is listed in our publication scheme but is not published on the website,
we may be able to send it to you by email. You can email us at foi.pol@gov.ky to
request information. Please provide a telephone number so that we can call you to
clarify details if necessary.

Phone

Documents listed in the publication scheme can also be requested by telephone.
Please call Mr. Raymond Christian at (345)526-2538 or Mrs. Natacha Malebranche —
Marshall at (345)949-4222 Ext. 2907 to request information.

Post

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:
Mr. Raymond Christian
Information Manager

RCIPS Head Quarters

4™ Floor, Elizabethan Square
George Town

P.O. Box 909

Grand Cayman KY1-1103
CAYMAN ISLANDS

In your request, please provide your name and address, full details of the
information or documents you would like to receive. You may also wish to provide a
telephone number so that we can call you to clarify details if necessary. For faster
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processing, please also include any applicable fee. (See section 4. Fees and charges
for further details.)

Personal visits

In limited cases, you may be required to make an appointment to view information
listed in the publication scheme. This will be clearly stated in section 7: Categories of
information, and relevant contact details will be provided in that section.

Advice and assistance

If you experience any difficulty identifying the information you want to access,
please contact Mr. Raymond Christian at 526-2538

The RCIPS will adhere to its obligations under section 10 of the FOI Law, and any
requirements relating to disability or discrimination, when providing information in
accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other
language that is legally required. Where the RCIPS is legally required to translate
any information, it will do so.

4. Fees and charges

The purpose of this scheme is to make the maximum amount of information readily
available at minimum effort and cost to the public. The RCIPS strives to ensure that
fees and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you
by email will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc.
Charges will reflect the actual costs of reproduction and postage, as described
below.

Reproduction costs

Where fees apply, photocopied information will be charged at a standard rate of
$1.00 per page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.
Postage costs

The RCIPS will pass on to the requester the actual costs of postage or courier
delivery.

Details of any individual charges which differ from the above policy are provided
within section 7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated.
Information will be provided when the RCIPS has received your payment.

5. Requests for information outside the publication scheme



If you wish to make a request for information you should contact the Information
Manager or submit a completed application form either via email to
foi.pol@gov.ky or by post or hand delivered to any police building.

Requests must be in writing (letter, email or facsimile) and must include your name
and an address (either postal or e-mail). Please be as specific as possible about the
information you would like, as this will help us to respond promptly. Where possible,
please include a contact telephone number so we can call to discuss your request if

necessary.

We will respond to your request promptly. The Law requires public authorities to
respond within 30 calendar days, allowing an extension of an additional 30 calendar
days if needed. We will always acknowledge receipt of FOI requests made to the
above address and we will let you know if we need to extend the deadline.

Information held by the RCIPS that is not published under this scheme can be
requested in writing. Your request will be considered in accordance with the
provisions of the FOI Law.

For more information on “making a request” information can be obtained from:
http://www.rcips.ky/foi_making_a_request.htm.

6. Complaints

The RCIPS aims to make our publication scheme easy to use, and to ensure our
information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please write or
contact Mr. Raymond Christian at (345)526-2538, and he will try to resolve your
complaint as quickly as possible.

Further information about our complaints procedures can be obtained from
http://www.rcips.ky/professional_standards.htm.

If you do not have access to the internet, you may collect a copy of our Complaints
& Discipline Procedures from our Professional Standards Unit at the Windjammer
Plaza, Unit 6, 2" Floor, Walkers Road, George Town between the hours of 8:30 AM
and 5:00 PM — Monday to Friday.

RCIPS is proud to deliver the highest possible service to the community. For us there
is no greater priority. We understand that if we are going to learn from experience
and find ways to be even better, we need to listen and respond to the needs and
views of members of the public.
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Generally there are two types of complaints; complaints about our staff and
complaints about our policies and procedures.

You have legal rights to access information under this scheme, and a right to
complain to the Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,
Grand Cayman KY1-1108,
CAYMAN ISLANDS

Telephone: +1 345 747 5402
email: /nfo@infocomm.ky

7. Categories of information

About Us

Strategic Management
Corporate & Business Services
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services

ABOUT US

Name of public authority
Royal Cayman Islands Police Service ("RCIPS”)

Ministry
Portfolio of Internal & External Affairs

Chief officer

Mr. Franz Manderson MBE

Portfolio of Internal & External Affairs
Cayman Islands Government

5" Floor, Government Administration Building
133 Elgin Avenue

Grand Cayman KY1 - 9000
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CAYMAN ISLANDS

Name and Title of Head

Mr. David Baines, Commissioner of Police
4™ Floor, Elizabethan Square

Phase 3

RCIPS Head Quarters

80 Shedden Road

P.O. Box 909, Grand Cayman KY1-1103
CAYMAN ISLANDS

Information Manager

Raymond Christian

Information Manager

4" Floor, Elizabethan Square

Phase 3

RCIPS Head Quarters

80 Shedden Road

P.O. Box 909

Grand Cayman KY1 - 1103

CAYMAN ISLANDS

Tel. #s: 526-2538
244-2905 (desk)

e-mail: Raymond.christian@gov.Ky

FOI e-mail: foi.pol@gov.ky
web: http.//'www.rcips.ky

Organisation and functions

The purpose of the Royal Cayman Islands Police Service is to uphold the law fairly and
firmly; to prevent and detect crime; to pursue and bring to justice those who break the
law; to keep the peace and to protect, help and reassure the community with integrity,
sound judgment and common sense.
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We shall achieve this by focusing on performance, working with our partners,
recognizing diversity and human rights and by being compassionate, courteous and
patient in our work. We must be professional, calm and restrained when faced with
violence, applying only such reasonable force as is necessary to accomplish our lawful
duty. We will act with integrity, flexibility and commitment. We will strive to reduce the
fears of the public and respond to well-founded criticism with a willingness to learn and

change.

P.O. Box 909

Grand Cayman KY1- 1103

CAYMAN ISLANDS

Tel. #: (345)949-4222

Fax: (345)946-2418

web: http://www.rcips.ky

Location and hours

Matters handled

Corporate & Business
Services

80 Shedden Road

4™ Floor, phase 3, Elizabethan
Square

George Town

8:30 am - 5:00pm Monday -
Friday

- Firearms & Security Licensing
- Training

- Professional Standards Unit
- Business Manager

- Estates Manager

- Fleet Manager

- FOI

- HR

- Finance

- Stores

-IT

- Media

Security & Firearms
Licensing Unit

Windjammer Plaza, Unit 6, 2™
Floor, Walkers Road, George

Town

- Licensing of security guards &
security companies, inspection of
security premises, vetting of
security guards

- Renewal of firearms licences,
vetting of new applicants,
inspect firearm premises,
maintaining a data base of all
firearm users

Training & Development Unit

- Training RCIPS'’ staff
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23 Lime Tree Bay Avenue
Bldg 6 - Units 101, 102, 103, 104

8:00am — 4:00pm

- Tutor Unit

- Write Exam papers for
promotions

- Prepare Entrance exams for
new enlistments

Professional Standards Unit
80 Shedden Road

Windjammer Plaza, Unit 6, 2™
Floor, Walkers Road, George
Town

8:30 am — 5:00pm Monday -
Friday

Complaints about police officers
Complaints about policies &
procedures

Business Manager
80 Shedden Road
Windjammer Plaza, Unit 6, 2™
Floor, Walkers Road, George
Town
8:30 am - 5:00pm Monday -
Friday

- Oversee HR & Finance Departs
- Succession Planning

- Career development

- Promotional policies

- Corporate Budget

- Fleet

-IT

Estates Manager
80 Shedden Road
Windjammer Plaza, Unit 6, 2™
Floor, Walkers Road, George
Town
8:30 am - 5:00pm Monday -
Friday

- Maintenance of
buildings/compounds

- Maintenance of Furniture

- Internal Security

- Service equipment/uniforms
- Leases

RCIPS Finance Department
80 Shedden Road

4™ Floor, phase 3, Elizabethan
Square, George Town

8:30 am - 5:00pm Monday -
Friday

- RCIPS financial related matters
- payables

- receivables

- payrolls

Stores
21 Breezy Way,
Roberts Drive

off Owens

- Ordering Uniforms & equipment
- Maintaining & inventory of
uniforms & equipment

- Distribution of uniforms &
equipment

- Distribution & posting of mail

IT
Windjammer Plaza, Unit 8, 2™
Floor, Walkers Road, George
Town

- Ordering computers &
peripherals

- Installing computers, software
& peripherals




- Maintaining a log of computers
& peripherals

- troubleshoot & solve
computer/peripheral problems

Media
80 Shedden Road
4™ Floor, phase 3, Elizabethan
Square, George Town
8:30 am - 5:00pm Monday -
Friday

- Press releases

- Arranging RCIPS’ events (crime
prevention/ Crime Stoppers etc)
- Maintaining RCIPS’ website

George Town Police Station
69A Elgin Avenue

George Town

24 hours — 7 days per week

General police duties
CID

Scientific Support

K-9 Unit
Neighbourhood policing
Criminal Records Office
Crime Desk

Uniform Support Group
Processing prisoners
Managing prisoners

Financial Crime Unit
7 Commerce House

Investigation of financial related
crimes

Dr. Roys Drive, George Town Assist with international
8:30am - 5:00pm — Monday - | enquiries
Friday

Joint Intelligence Unit Gathering, analyzing and
28A Piccadilly Centre — 5 Floor | disseminating information on
George Town criminal  activity within  the

Cayman Islands

Task Force Investigation of drug related
21 AVCOM Building crimes
Breezy Way, Owen Roberts Drive
Administration - 8:30am -
5:00pm
Operational — office hours
fluctuates
Marine Unit Investigate & prosecute

21 AVCOM Building
Breezy Way, Owen Roberts Drive

24 hours 7 days per week

offenders who breach the Marine
Conservation Law, border
protection, conduct search and
rescue operations, deal with
illegal immigrants at sea, assist
with annual water sports events

Traffic Management
24 Agnes Way
George Town

Investigate traffic collisions
Arrest and prosecute
violators

Direct traffic

traffic
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24 hours 7 days per week

Assist with road closures during
annual festival activities or other
annual events

West Bay Police Station
242 West Church Street
West Bay

24 hours 7 days per week

General police duties
CID

Neighbourhood policing
Processing prisoners
Managing prisoners

Bodden Town Police Station
445B Bodden Town Road

24 hours 7 days per week

General police duties
CID
Neighbourhood policing

East End Police Station
460 Austin Conolly Drive
East End

24 hours 7 days per week

General police duties

North Side Police Station
53 Hutland Road
North Side

24 hours 7 days per week

General police duties

Cayman Brac Police Station
9 Ivory Lane
Creek

24 hours 7 days per week

General police duties

Little Cayman Police Station
Spot Bay Road
Little Cayman
Government

Islands

7am — 11pm 7 days per week

General police duties

Contingency Planning Unit
3" Floor

George Town Police Station

69A Elgin Avenue, George Town

- Writing policies
- Emergency planning

Boards and committees
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Name

Meetings

Minutes

GOLD Meetings
Commissioner of Police
Deputy Commissioners
Chief Superintendents
Superintendents

Media Relations Officer

Meets weekly (Monday -
Friday)

RCIPS Conference Room —
RCIPS Head Quarters

Not open to the public

Minutes are not available to
the public because they are
intelligence  related to
RCIPS’ strategic operations

Strategic Meeting
Commissioner — Chalirman
Attended by: GOLD team

Meets once per month

- Discusses strategic
running of RCIPS

- Budget

- Performance management
- Projects

- Staffing

- Police welfare

Not open to public

Not available to the public

Resource Meeting
Commissioner — Chairman
Attended by: Chief
Superintendent &
Superintendents

Meets once quarterly

- discusses Establishment &
strength of Service

- Recruitment

- Discipline

Not open to public

Not available to the public

Diversity Meeting
Commissioner — Chairman
Attended by: Deputy
Commissioners, Chief
Superintendent,
Superintendents, Business
Manager, HR, Head of

Meets once quarterly

Discusses  strategies  of
diversity issues

Not open to the public

Not available to the public

Training

Commanders Meets weekly Not available to the public
meeting/Tasking & Co-

ordinating - Discusses tactical options

Chief  Superintendent - | - Staffing

Chairman - Tasking

Attended by: District | - Crime trends

Commanders & Heads of -proactive policing

Departments

Not open to the public

Firearms Strategy Group
Deputy Commissioners -
Chairs

Meets monthly

Discusses  strategies in

Not available to the public
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Attended by: Superintends,
Head of USG, Head of JIU

relation to firearms

Not open to public

Hurricane Meetings

Commissioners or nominees
chairs

Attended by: officers with
specific hurricane roles

Meets bi-weekly SiX
months per year

Discusses: security
arrangements,  sheltering,
deployment, roles,
equipment, staffing,

officers/families’ welfare

Not open to public

Some information may be
available to the public

Officer Safety
Committee

Chaired by DCP Brougham
Attended by CI Inspectors,
Sergeants & Constables

Meets once every 3 months

RCIPS Conference Room

Minutes are not available to
the public because they
relate to police tactics,
policies &  procedures,
training & equipment used

National Road Safety
Strategy Committee

Chaired by the RCIPS Chief
Superintendent
Attended by: NRA Rep.,
Dep. Dir. Vehicle & Drivers’
Licensing Dept., Cayman
Islands Road Safety
Advisory Council Rep., PWD
Rep., GIS Rep.

Meet bi-weekly

Vehicle & Drivers’ Licensing
Department

Available to the public

Traffic Management Meeting location to be | Advising the Governor in
Panel determined Cabinet on Road Traffic
matters
Dir. Vehicle & Drivers’ —
The Commissioner - Available to public
Licensing Dept. — Managing
Dir. NRA - Chief Officer
Ministry Responsible  for
Roads - one member
selected from  among
persons living in Cayman
Brac
Traffic Law review GAB Not available to public

Commiittee

Chaired by Colford Scott or
Tristan Hydes
Attended by: Dir. of Vehicle

Once per month
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licencing or nominee —
RCIPS Reps, legal Drafting
Rep. — Dep. Dir. DVES

Growth Progression
Committee

Chaired by RCIPS Chief
Superintendent
Attended
Superintendents,
Inspectors & sergeants

by:
Chief

Meets bi-weekly

RCIPS Headquarters
Conference Room

Minutes not available to the
public

Discuss sensitive matters
relating to staffing, budget
& equipment

Case File Management
Committee

Chaired
Counsel
Attended
Inspectors,
Constables

by a Crown

by Chief
Sergeants &

Meets Monthly

GIS Office

Partly opened to the public

E-Services - Traffic
Conviction Reports -
Insurance Reports -

Firearms/Security Licenses
— Incident Reports

Police Association
Branch Board A

PS 16 Winsome
Prendergast — Chairman —
representing officers from
Constables to Sergeants
Branch Board B

CI Malcolm Kay — Chairman
— representing Inspectors
to Superintendents

DS 23 Betty Ann Ebanks -
Secretary

Meetings are called when
necessary.

RCIPS Conference Room —
RCIPS Head Quarters

Minutes are not available to
the public because the
issues discussed relate to
internal police operations as
it affect officers

Police Welfare

PS 16 Winsome
Prendergast — Chairman —
Chairman - Sgt Sheryl
Stone - Treasury, Assistant
Treasury Stacy Ann Stewart

Meet on average twice per
week

Chairman’s office, 2" Floor
GTPS

Not open to the public

Minutes are not available to
the Public because they
relate to the personal
welfare of Police Officers
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Frequently asked questions

Age - When can I?

5 Years old

Must attend school or home education

10 years old

A person under the age of 10 years is not criminally responsible for any act or
omission.

You can be sent to a place of safety for young juveniles and young offenders at
Care Homes and Eagle House

12 years old

A male person under the age of 12 years is presumed to be incapable of having
carnal knowledge

14 years old

A person under the age of 14 years is not criminally responsible for any act or
omission unless it is proved that at the time of doing the act or making the
omission he had capacity to know that he ought not do the act or make the
omission

16 years old

Can get married with parents consent
Can have sexual intercourse
Can work full time if you have graduated from school

Can get a learners license to ride a moped
Can buy tobacco/cigarettes

17 years old

Can obtain a full license to drive vehicles
Can be sent to an adult prison



18 years old

= Can buy alcohol

= Candrink in a bar or pub

= Can get married without parents consent
= Cansiton ajury

= Can vote
= Can leave home without parents consent

21 years old

= Can hold a license to sell alcohol
Is there a legal age for a babysitter?
No, there is no legal age for babysitting. It is the responsibility of the parents to use
common sense to make a decision. It is worth bearing in mind that a 16-year-old cannot
be prosecuted for neglect or ill treatment of a child in their care. The parents, carers,

guardians would be charged in that situation. However, anyone 16 or over who has
responsibility for a person under that age can be prosecuted.

I know of a bar that is selling alcohol to underage people. What should I do?

Report it to the police at (345)949-4222 or the Liquor Licensing Board at (345)946-5446
Ext. 5, so they can take follow up the report.

Alcohol
How much alcohol do I need to drink to be over the limit?
The only safe amount of alcohol to have in your blood and drive is ZERO, NONE!

Alcohol impairs your judgment and affects your reflexes. The best course of action if you
have had a drink is to call a taxi.

I think my child/friend is drinking too much, what can I do?
There are many agencies that can give you advice click here for more information. The

Family Support Unit is staffed with experienced officers who can give advice and
guidance discreetly. They can be reached on 946-9185.
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Complaints against police

Please visit our dedicated pages on the Professional Standards Unit which gives details
about making complaints against police by clicking here.

Is OC spray/pepper spray legal?

No. These goods are prohibited under the Penal Code. Under this law it is an offence to
import, manufacture, sell or be in possession of any weapon designed to discharge a
noxious gas or liquid, punishable by a fine of ten thousand dollars and/or imprisonment

for ten years.

I have been sprayed with OC or pepper spray. Does it have any long-term
effects?

The immediate effects of CS Spray are discomfort to the eyes, burning sensation,
coughing and tightness in the chest. These symptoms should disappear within fifteen
minutes. To aid recovery the best thing to do is stand in fresh air. If symptoms persist
you should consult your doctor.

What should I do if I witness a crime?

Witnessing a crime can be extremely traumatic. If you are witnessing a crime or offence
being committed, report it immediately or ask someone else to report it while you
continue to watch what is happening. If your call is an emergency you should dial 911.
An emergency is an incident which requires an immediate response.

What should I look for if I withess a crime?

If you are witness to an incident then you will need to describe as much of what took
place as you can include those involved and their actions in as much detail as possible.
Pay attention to people’s height, build, hair colour and any distinguishing markings as
well as their clothes. Write down what you saw as soon as you can so you do not forget
or get confused later on.
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What do the police class as an emergency when I call 911?

Listed below are a few examples of emergencies when it would be necessary to call 911.
This list is not exhaustive and common sense must prevail.

General circumstances of an incident reported to police when there is likely to
be:

= Danger to life
= Use, or immediate threat of use, of violence

= Serious injury to a person and/or serious damage to property

Criminal Conduct:

= The crime is, or likely to be serious and in progress
= An offender has been disturbed at the scene
» An offender has been detained

Road Traffic Collision

= Involved or is likely to involve, serious personal injury, the road is blocked or
there is dangerous or excessive build up of traffic.

For more information on “frequently asked questions” more information can be obtained
at: http://www.rcips.ky/faq.htm

STRATEGIC MANAGEMENT

Administering the authority’s operations at the organizational level; developing business
plans and corporate policy; setting long-term goals and objectives; evaluating the
agency’s overall performance and progress towards established targets; managing
programs to improve business processes and ensure consistent service delivery;
preparing or revising laws and other regulatory instruments that affect the authority’s
functions and responsibilities; obtaining legal advice from external sources.

The vision of the RCIPS is to maintain a peaceful country where communities and
visitors feel safe and secure.

Our objective is to uphold the law fairly and firmly; to prevent and detect crime; to
pursue and bring to justice those who break the law; to keep the peace and to protect,
help and reassure the community with integrity, sound judgment and common sense.
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We shall achieve our mission by focusing on performance, working with our partners,
recognizing diversity and human rights and by being compassionate, courteous and
patient in our work. We must be professional, calm and restrained when faced with
violence, applying only such reasonable force as is hecessary to accomplish our lawful
duty. We will act with integrity, flexibility and commitment. We will strive to reduce the
fears of the public and respond to well-founded criticism with a willingness to learn and
change.

Governance

e Animals Law (2011 Revision)
¢ Animals (Disposal) Regulations, 1997
e Animals (Restriction on Riding) Order (1996 Revision)

e Animals (Prohibited Dogs) (Amendment) Regulations (2011)

e Animals (Exportation, Importation, Protection and Control) Regulations (2004
Revision)

e Anti-Corruption Law, 2008 (law 11 of 2008)

e Bail Law (2007 revision)

e Banks & Trust Companies Law (2009 Revision)

e Banks & Trust Companies (licence Applications and Fees) Regulations (2011)
e Banks and Trust Companies (Designation) Order (97 Revision)
e Children Law 2003 (Law 4 of 2003)

e Companies (Amendment) Law (2011 Revision)

e Companies (Forms) Rules (1998 Revision)

e Companies Winding Up Rules 2008

e Companies Management Law (2003 Revision)

e Computer Misuse Law, 2000 (Law 8 of 2000)

¢ Confidential Relationships (Preservation) Law (2009 Revision)

¢ Criminal Evidence (Witness Anonymity) Law, 2010

e Criminal Justice (International Cooperation) law (2004 Revision)
¢ Criminal Procedure Code (2011 Revision)

e Customs (Amendment) Law 2011 Revision

e Customs Regulations (2011 Revision)

e Development & Planning Law (2010 Revision)

e Development & Planning Regulations (2010 Revision)

e Domestic Violence Law 1998 (Civil Litigation)
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Elections Law (2009 Revision)

Electricity Law (2008 Revision)

Electricity Regulations (2011 Revision)

Electricity Regulatory Authority Law 2008

Electronic Transactions Law (2003 Revision)

Emergency Powers Law (2006 Revision)

Evidence Law (2011 Revision)

Exempted Limited Partnership (Amendment) Law (2011 Revision)
Exempted Limited Partnership Regulations (2010 Revision)
Explosives Law (2008 Revision)

Finance Law, 2000

Firearms Law (2008 Revision)

Firearms Regulations (1999 Revision)

Freedom of Information Law, 2007

Freedom of Information Law, 2007 (Commencement) Order 2008
Freedom of Information (General) Regulations 2008
Gambling Law (1996 Revision)

Immigration (Amendment) Law, 2011 Revision
Immigration (Amendment) Regulations, 2011 Revision
Insurance Law (2010)

Juveniles (Amendment) Law, 1994

Juveniles Regulations, 1977

Labour Law (2011 Revision)

Landlord and Tenants Law (1998 Revision)
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Liquor Licensing Law (2000 Revision)

Liquor Licensing (Fees) Regulations (1999 Revision)

Liquor Licensing (Restaurant, Wine and Beer Licences) Order, 2006
Litter Law (1997 Revision)

Marine Conservation Law (2007 Revision)

Marine Conservation (Fishing Licences) Regulations, 2003
Marine Conservation Regulations (2004 Revision)

Marine Conservation (Marine Parks) Regulations (2007 Revision)
Restricted Marine Areas (Designation) Regulations

Marine Conservation Directives (2003 Revision)

Marine Conservations (Grouper Spawning Areas) Notice, 2011
Marine Conservations Turtle Protection Regulations, 2008
Marine Conservation (Amendment) Directives, 2009

Marriage Law (2010 Revision)

Mental Health Law (22 of 1979) (1997 Revision)

Mental Health (Place of Safety) Regulations, 2009

Mining Law (1997 Revision)

Misuse of Drugs Law (2010 Revision)

Misuse of Drugs (Drugs Trafficking Offences) (Designated Countries) Order,
1991

Misuse of Drugs (Drug Trafficking Offences) (Designated Countries)
(Amendment) Order, 1998

Misuse of Drugs (Drug Trafficking Offences) (Designated Countries)
Motor Vehicles Insurance (Third Party Risks) Law (2007 Revision)

Motor Vehicles Insurance (Third Party Risks) Regulation (1997 Revision)
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Music and Dancing (Control) Law (2010 Revision)

Music and Dancing Permitted Hours Orders (1999 Revision)
Mutual Funds Law (2009 Revision)

Mutual Funds Regulations (2006 Revision)

Penal Code (2010 Revision)

Prohibited Publications Order (1998 Revision)

Penal Code (Sale of Food Stuff) Prohibition Order (1998 Revision)
Police Law (2010 Revision)

Police (Amendment) Regulations, 2011

Police (Emergency Powers) Regulations, 2004

Port Authority Law (1999 Revision)

Port Regulations (2011 Revision)

Proceed of Crime Law, 2008

Money Laundering Regulations (2010 Revision)

Public Management and Finance Law, (2010 Revision)
Public Management and Financial Regulations (2008 Revision)
Public Management and Finance (Amendment) Law, 2011
Public Order Law (1997 Revision)

Public Service Management Law, (2011 Revision)
Personnel Regulations (2011 Revision)

Rehabilitation of Offenders Law (1998 Revision)

Terrorism (Amendment) Law, 2011

Towns and Communities Law (1995 Revision)

Trade and Business Licensing Law (2007 Revision)
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e Trade and Business Licensing Regulations (1999 Revision)

e Traffic Law, 2011

e Traffic Regulations (2002 Revision)

e Traffic (Categorisation) Regulations, 1999

e Traffic (Radar Equipment) Regulations (1999 Revision)

e Public Passenger Vehicles Regulations (2009 Revision)

e Traffic (Transitional Provisions) Regulations, 1995

e Traffic (Prescription of Measuring Device) Order, 1999

e Motor Vehicles (International Circulation) Regulation (1999 Revision)
o Traffic Ticket Regulations (1999 Revision)

e Traffic Control Regulations (1999 Revision)

e Traffic (Speed Limits) (Cayman Brac) Regulations, 1999

o Traffic (Seat Belt) Regulations (1999 Revision)

o Traffic (Radar Speedometer) Regulations, 2001

e Traffic (Public Transport Appeals Tribunal) Regulations 2004
e Traffic (Public Transport Appeals Tribunal) (Amendment) Regulations, 2007
e Youth Justice Law (2005 Revision)

e Youth (Detention Facility) Order, 2004

¢ Youth Rehabilitation Schools Notice, 2004

e Youth Rehabilitation Schools 1996

e Youth (Detention Facility) Order 1996

e Other local laws and Regulations

Corporate management

e Strategic Plan 2010 - 2013
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Hurricane Contingency Plan 2011 (Revised) — Security & Law Enforcement,
Mass Fatality, Casualty Bureau, Search & Rescue — Business Continuity,
Logistics/Resources/Welfare,

Communications, Equipment, Transportation, Special Constabulary Volunteers,
Liaison NHC Evacuation

Inspection Lock Up

Performance evaluations

Statistics - Link: http://www.rcips.ky/crime_statistics.htm

FINANCE & ADMINISTRATION

Administering the authority’s internal functions and managing its resources efficiently

and effectively. Includes the management of monetary resources; material resources;
human resources; information resources; and relationships with clients, the public and
other government agencies.

Financial management

Finance & Administration
Annual budget

Payroll

Receivables & payables
Bail bond

Administration

Press releases

Job vacancies; career opportunities
Staff pay and grading structures
Training and safety

Human Resources

Information Technology

Annual cost of maintenance of RCIPS' vehicles
Stores

Data base of RCIPS' vehicles

Police radios

Armoury

POLICIES & PROCEDURES

e Arrest Policy & Procedures
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Career Break Policy

Cell Block Policy & Procedures

Command on — call Policy

Community Impact Policy

Corporate Branding & Style Guide

Criminal Records Policy

Critical Incident Policy

Domestic Violence Police 2005

Drug & Alcohol Abuse Policy

Fatal Collision Policy

Health & Safety Policy

High Risk Incident Response

Information for local applicants (Police clearance/records)
Information for overseas applicants (Police clearance/records)
Investigation of Police Involved in Lethal Incidents & Aftercare of Officers
Involved in Traumatic Incidents

Issue and Control of Police Radios & Related Equipment Policy
Letter Writing Policy

Missing Person Policy

Media Relations Policy

Officers Use of Safety Equipment Policy

Oleoresin Capsicum (0.C) Spray Policy

Police Detainee Transport & Vehicle Search Policy

Police Requisition Policy

Policy on the Disposal of Evidence and Property in Police Custody
Prisoner Handcuffing, Search & Transport Policy & Procedures
Prisoner Handling Policy & Procedures

Pursuit Policy & Procedures

RCIPS E-mail Policy

RCIPS Policy on the Acceptance of Hospitality & Gifts

RCIPS Self Inspection Policy

Reward & Recognition Policy

Ride — a — Long Policy
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e Radio Discipline Policy

e Senior Constable Policy

e Sexual Harassment Policy

e Short Cut to Electronic Monitoring Policy

e Take — Home Vehicle Policy and Procedures
e Training & Development Policy

e Use of Force Policy & Procedures

e Use of Police vehicle Policy

DECISIONS & RECOMMENDATIONS

e GOLD Meetings

e Strategic Meetings

e Resource Meetings

e Diversity Meetings

e Commanders/Tasking & Coordinating Meetings
e Firearms Strategy Group
e Hurricane Meetings

e Minutes of Meetings

e Firearm Licenses

e Security Licenses

e Welfare Meetings

LISTS & REGISTERS

e List of firearm users (not available to the public)

e List of security guards & security companies * (names of companies &
security

guards are not available to the public)

e List of RCIPS’ vehicles * (registration numbers are not available to the
public)

e List of marine assets *

e FOI disclosure log: can be found at htt://www.rcips.ky/foi_desclosure_log.htm

* Copies can be obtained upon request from Information Manager
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OUR SERVICES

The Royal Cayman Islands Police Service serves all three of the Cayman Islands,
namely, Grand Cayman, Cayman Brac and Little Cayman.

The RCIPS is divided into five Basic Command Units (BCUs) consisting of seven police
stations located throughout the Islands. Each BCU is headed by a Chief Inspector who
deploys officers as necessary. Officers working on shifts with each managed by an

Inspector or a Sergeant who oversees the activities of the shift until it is handed over.

As outlined in our objective, the purpose of the Royal Cayman Islands Police Service is
to uphold the law fairly and firmly; to prevent and detect crime; to pursue and bring to
justice those who break the law; to keep the peace and to protect, help and reassure
the community with integrity, sound judgment and common sense.

The RCIPS works closely with other agencies both locally and internationally and uses an
information management system to log crimes and intelligence in conjunction with
various other overseas jurisdictions, including: Anguilla, BVI, Turks and Caicos.

Available on our website: http://www.rcips.ky

General Forms *

Annual Leave Form

Bail Bond Forms

Change of Circumstance Form
Complaints Report Form

Court Attendance Form

Curfew exemption forms

Firearm Application forms
Firearms Renewal Forms

Freedom of Information
Government Application Form
Internal Transfer Form

Police Clearance Application

Police Report Application

RCIPS Job Application Form
Ride-a-Long Forms (re: work experience students)
Security Business Application Form
Security Guard Application Form
Security Technician Form
Self-Inspection Form (Appendixes A,B, & C)
Special Constable Application Form
Time Due Form
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Documents can be obtained by writing or calling our Information Manager or his
Designate at the below addresses between the hours of 8:30 am and 5:00 pm Monday
to Friday.

Information Manager

Mr. Raymond Christian
Information Manager

RCIPS Head Quarters

P.O. Box 909

Grand Cayman KY1-1103
CAYMAN ISLANDS

Direct Line: 244-2905
Mobile: 526-2538

Email: Raymond.christian@gov.ky, or
Foi.pol@gov.ky

Website: http://www.rcips.ky
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1. About the publication scheme

Every public authority covered by the Freedom of Information Law has a legal duty to
maintain a publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities
to proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find the
documents you are looking for.

This publication scheme commits the Department of Community Rehabilitation
to making information available to the public as part of its normal business activities.

The Department of Community Rehabilitation will:

¢ specify the information held by the authority, which falls within the seven (7)
categories below;

e proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;

o describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;

e list any fees charged for access to information described in this scheme;

e publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

e make this publication scheme available to the public;
o regularly review and update the information made available under this scheme.



2. Information that may be withheld
The Department of Community Rehabilitation will generally not publish:

e information in draft form;

information that is not held by the Department of Community Rehabilitation, or
which has been disposed of in accordance with a legally authorised disposal schedule;

e information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

¢ information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; or commercially sensitive information.
Records containing exempt matter will be published in a redacted® form, where ever it
is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one
of the categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal
privacy, harm the Department of Community Rehabilitation (or another
organisation’s) commercial interests, or endanger the protection of the environment.

When ever information is withheld, we will inform you of this and explain why that
information cannot be released. Even where information is withheld, it may be possible to
provide a redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to
section 6: Complaints.

' A copy of the record, with the exempt matter deleted in accordance with the National Archive’s
Redaction Standard.



3. Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may
be accessed.

Online

Normally, many of our documents would be published electronically on our website and
therefore can be downloaded in PDF format. However, at this time, the website is under
construction and is not available.

If there is no link, or the link is broken, and you are still having trouble locating information
listed under our scheme, please email us at foi.dcr@gov.ky or by contacting any member of
the Management Team listed below:

= Director, Teresa Echenique Bowen

teresa.echenique-bowen@qov.ky

= Senior Probation Officer (Court Services), Sonia Wallace
Sonia.wallace@gov.ky

= Senior Probation Officer (Through/After Care), Lisa Malice
Lisa.hill-malice@gov.ky

= Administrative Manager, Evalee McField
evalee.mcfield@gov.ky

All key staff indicated above can be contacted by the indicated email, at (345) 949 1693 or by
visiting the main office at #19 Cayman Centre — across from the Airport Post Office, Grand
Cayman, Cayman Islands.

Email

If information is listed in our publication scheme but is not published on the website, we may
be able to send it to you by email. You can email us at foi.dcr@gov.ky to request
information. Please provide a telephone number so that we can call you to clarify details if
necessary.

Phone

Documents listed in the publication scheme can also be requested by telephone. Please call
Evalee McField or Michelle Spence at (345) 949 1693 to request information.

Post

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

Department of Community Rehabilitation
FIO Information Manager
P.O. Box 10226
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Grand Cayman KY1-1002
Cayman Islands.

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number so
that we can call you to clarify details if necessary. For faster processing, please also include
any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits

In limited cases, you may be required to make an appointment to view information listed in
the publication scheme. This will be clearly stated in section 7: Categories of information,
and relevant contact details will be provided in that section.

Advice and assistance

If you experience any difficulty identifying the information you want to access, please
contact any member of the Management Team listed below:

= Director, Teresa Echenique Bowen

teresa.echenique-bowen@qov.ky

= Senior Probation Officer (Court Services), Sonia Wallace

sonia.wallace@gov.ky

= Senior Probation Officer (Through/After Care), Lisa Malice

lisa.hill-malice@gov.ky

= Administrative Manager, Evalee McField
evalee.mcfield@gov.ky

All key staff indicated above can be contacted by the indicated email, at (345) 949 1693 or
by visiting the main office at #19 Cayman Centre — across from the Airport Post Office,
Grand Cayman, Cayman Islands.

The Department of Community Rehabilitation will adhere to its obligations under section
10 of the FOI Law, and any requirements relating to disability or discrimination, when
providing information in accordance with this publication scheme.

4. Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available
at minimum effort and cost to the public. The Department of Community Rehabilitation
strives to ensure that fees and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by
email will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges
will reflect the actual costs of reproduction and postage, as described below.

Reproduction costs
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Where fees apply, photocopied information will be charged at a standard rate of $1.00 per
page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs

The Department of Community Rehabilitation will pass on to the requester the actual costs
of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within
section 7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated.
Information will be provided when the Department of Community Rehabilitation has
received your payment.

5. Requests for information outside the publication scheme

Information held by the Department of Community Rehabilitation that is not published
under this scheme can be requested by emailing us at foi.dcr@gov.ky or by contacting Evalee
McField @ evalee.mcfield@gov.ky or Michelle Spence @ michelle.spence@gov.ky or by
calling (345) 949 1693. Your request will be considered in accordance with the provisions of
the FOI Law.

6. Complaints

The Department of Community Rehabilitation aims to make our publication scheme easy
to use, and to ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact any
member of the Management Team listed below by coming in to the Department, calling,
emailing or submitting a completed Complaint form by mail, and we will try to resolve your
complaint as quickly as possible.

= Director, Teresa Echenique Bowen

teresa.echenique-bowen@gqov.ky

= Senior Probation Officer (Court Services), Sonia Wallace

sonia.wallace@qov.ky

= Senior Probation Officer (Through/After Care), Lisa Malice

lisa.hill-malice@gov.ky

= Administrative Manager, Evalee McField
evalee.mcfield@gov.ky

All key staff indicated above can be contacted by the indicated email, at (345) 949 1693 or
by visiting the main office at #19 Cayman Centre — across from the Airport Post Office,
Grand Cayman, Cayman Islands.
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Our website is presently under construction; however, on completion further information
about our complaints procedures will be obtainable online.

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,
Grand Cayman KY1-1108,
CAYMAN ISLANDS

Telephone: +1 345 747 5402
email: appeals@ico.gov.ky
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7. Categories of information
ABOUT US

Name of public authority
Department of Community Rehabilitation

Ministry
Portfolio of Internal and External Affairs

Principle officer [or Key staff]
= Director, Teresa Echenique Bowen

teresa.echenique-bowen@gqov.ky

= Senior Probation Officer (Court Services), Sonia Wallace

sonia.wallace@qov.ky

= Senior Probation Officer (Through/After Care), Lisa Malice

lisa.hill-malice@gov.ky

= Administrative Manager, Evalee McField
evalee.mcfield@gov.ky

All key staff indicated above can be contacted by the indicated email, at (345) 949 1693 or
by visiting the main office at #19 Cayman Centre — across from the Airport Post Office,
Grand Cayman, Cayman Islands.

Information manager
Evalee McField — Information Manager: evalee.mcfield@gov.ky

Michelle Spence — Information Manager Designate: michelle.spence@gov.ky
Contact can also be sent to foi.dcr@gov.ky

Include a link to the Freedom of Information website www.foi.gov.ky

Organisation and functions

General Nature of Activities
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A significant focus of the Department of Community Rehabilitation is to supervise and assist
adult offenders to be more productive citizens, which will contribute towards reducing the level of
offending behaviours and promoting public safety. This is accomplished through various
activities and services as well as from a collaborative approach.

Scope of Activities

The Department’s scope of activities includes but is not limited to the following:

= Preparation of Reports to assist the Courts and Parole Board with the disposal of case

= Educate and Rehabilitate offenders through Individual and Group Sessions/Counseling.

= Supervision of adult offenders in the Community

= Provide public awareness on the Department’s role and responsibilities to assist with the
re-integration of offenders into the general community

= Initiate serves from other agencies and maintain a collaborative approach to ensure that
the client’s needs are met

= Advocate for new rehabilitative and preventative services

= To play an active role in the revision or implementation of new or existing laws

Customers and Location of Activities

The Department of Community Rehabilitation s main clientele are adult offenders. However,
services to offenders can not be done independently and therefore support and services are
inevitably provided to persons directly connected with the offenders.

Services are provided throughout the Grand Cayman and Cayman Brac community and when
necessary to Little Cayman. Theses services are independent as well as in conjunctions with
various other agencies.

Vision:
To support a Safe and Secure country for Residents and Visitors.

Mission:

The Department of Community Rehabilitation is committed to the Rehabilitative mandate of the
Court and Parole Board through:

« Social work intervention,

» Quality Supervision

» Innovative Programmes (and)
» Treatment Plans

To assist our clients to be more Productive citizen while reducing the level of offending
behaviours and promoting public Safety.

Overall Goal:

Assist offenders to function in the community without involving themselves in further criminal
activities.



Location and hours Matters handled

Persons referred to DCR by the Courts, Parole

Grand Cayman Board or other relevant agency should come to

19 Cayman Center DCR locations in Grand Cayman or Cayman Brac
for:
Airport Road, George Town e supervision / monitoring
Grand Cayman, Cayman Islands *  group participation _
) e interviews for the preparation of Court
(345) 949-1693 Office Reports
(345) 949-2838 Fax e or as outlined by the referring agency.

Regular Office Hours at both locations are 8:30am

Cayman Brac — 5:00pm; however, individual appointments and

277 West End group meetings outside of these hours are at the
) discretion of staff members and or based on DCR
(345) 948-1521 Office schedule.

(345)948-1528 Fax

** A website is currently under construction
and
available to the public in the near future.***

Frequently asked questions

= Question: Does DCR work with Juveniles and children?
=  Answer: No. DCR’s main clientele are adults 17 and older.

= Question: Is DCR responsible to supervise all persons released from Prison?
= Answer: No. DCR only supervises persons released from Prison on Parole
Licences.

= Question: Does DCR have the final say with regards to persons being placed
on Court Orders or Parole Licences?

= Answer: No. When requested, DCR will provide reports which will assist with
the decision making process, but at no time does DCR make sentencing or release
decisions.

= Question: Is DCR responsible to Recall an individual back to Prison.

= Answer: No. DCR is responsible for reporting non-compliance to the Secretary of
the Parole Board regarding persons on Parole Licences. His Excellency, the
Governor makes a final decision with regard to a Recall to Prison.

= Question: Can only offenders attend Groups provided by DCR. Answer: No.
DCR is willing to consider any person for group based on suitability. Contact can
be made with a Senior Probation Officer to get details.




= Question: Is there a cost for DCR services?
= Answer: No. At this time, all services provided through DCR are free of cost.

= Question: Are DCR services available to the Sister Islands?
= Answer: Yes. DCR has an office located in Cayman Brac to accommodate
services for the Sister Islands.

Brief History Overview
*  Probation services was established in the early 60’s under Social Services

« In 1998, a Probation and Aftercare Unit (PAU) was established with specific force on adult
offenders

* 1In 2003, PAU was separated from Social Services and appointed as an independent entity
* In 2006 approval was given to change the Unit to a Department

« At the end of 2007 approval was given for the name change from Department of Probation and
Aftercare to Department of Community Rehabilitation

STRATEGIC MANAGEMENT

The following reports/documents are available for public review. However, as the Department of
Community Rehabilitation’s website is under construction, request for these documents may be
made by contacting Evalee McField @ evalee.mcfield@gov.ky or Michelle Spence @
michelle.spence@gov.ky or by calling (345) 949 1693.

Governance

o Organizational Chart

Corporate management

o Annual reports
o Statistics (Quarterly and Annually)

FINANCE & ADMINISTRATION

The following is in compliance with the requirement of the Cayman Islands Government and will
be posted on the Department of Community Rehabilitation website. At present with this website
being under construction request for these documents may be made by contacting Evalee
McField @ evalee.mcfield@gov.ky or Michelle Spence @ michelle.spence@gov.ky or by calling
(345) 949 1693.

Financial management

e Annual budget
e Financial statements

Administration
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e Pressreleases
e Job vacancies
e Staff structures

POLICIES & PROCEDURES

Policies and Procedures of the Department of Community Rehabilitation are guided by the
instructions of the Courts, Parole Board and/or relevant laws.

DECISIONS & RECOMMENDATIONS

Despite the Department of Community Rehabilitation’s responsibility to provide Social
Inquiry Reports and Breach reports to the Courts and Home Background Reports and Non-
compliance reports to the Parole Board, final decisions or outcome of cases are not at the control
of the Department of Community Rehabilitation.

The final sentencing decision in the Court lies with the presiding Magistrate or Judge. For
Parole matters, the final decision to release a convicted prisoner on a Licence is made by His
Excellency, the Governor.

OUR SERVICES
In addition to the individual services provide by the Department of Community
Rehabilitation, the following group services are also provided:

*  Anger Management (in the prison and in the community)
*  Men’s Non-Violence Programme (perpetrator)

»  Stress Management (in the prison and in the community)
* Time to Change

»  Parole Support Group

* Inter-Personal Relationship Enhancement and Awareness Programme (formerly known as
Healthy Relationships) (in the prison and in the community)

¢ Information booklets are readily available in the waiting area of the Department of
Community Rehabilitation office or at your request should you visit us at #19 Cayman
Centre - Grand Cayman, Cayman Islands.

e On completion of the website, this information will be available online as well.

EMPLOYMENT OPPORTUNITIES

The Department of Community Rehabilitation is a growing organization with high demands and
therefore continues to grow in staff complement. Probation Officers and Probation Officer
Graduates are all require to have at least a Bachelor’s Degree in Social Work, Criminal Justice or
like fields to hold such post.

Information on vacancies can be viewed at www.recruitment.qgov.ky
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1. About the publication scheme

Every public authority covered by the Freedom of Information Law has a legal duty to
maintain a publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities
to proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public.
The list is divided into seven (7) different categories of information, to help you find the
documents you are looking for.

This publication scheme commits the CIVIL AVIATION AUTHORITY OF THE
CAYMAN ISLANDS to making information available to the public as part of its normal
business activities.

The CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS will:

e specify the information held by the authority, which falls within the seven (7)
categories below;

e proactively publish or otherwise make routinely available, information which is held by
the authority and falls within the categories below;

o describe the methods by which specific information is made available, so that it can be
easily identified and accessed by members of the public;

e list any fees charged for access to information described in this scheme;

e publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

e make this publication scheme available to the public;
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e regularly review and update the information made available under this scheme.

2. Information that may be withheld

The CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS will generally not
publish:

e information in draft form;

¢ information that is not held by the CIVIL AVIATION AUTHORITY OF THE
CAYMAN ISLANDS, or which has been disposed of in accordance with a legally
authorised disposal schedule;

e information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

¢ information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; or commercially sensitive information.
Records containing exempt matter will be published in a redacted® form, where ever it
is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one
of the categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal
privacy, harm the CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS’s (or
another organisation’s) commercial interests, or endanger the protection of the environment.

When ever information is withheld, we will inform you of this and explain why that
information cannot be released. Even where information is withheld, it may be possible to
provide a redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to
section 6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may
be accessed.

Online

Many of our documents are published electronically on this website and can be downloaded
in PDF format. Where information is available online, a link within section 7: Categories of
information will direct you to the relevant page or document.

If there is no link, or the link is broken, you can use our website’s “Search” facility at
www.caacayman.com. If you are still having trouble locating information listed under our
scheme, please contact Yvonne Gray-Tomlinson or Elaine Whorms at 345-949-7811.

' A copy of the record, with the exempt matter deleted in accordance with the National Archive’s
Redaction Standard.
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Email

If information is listed in our publication scheme but is not published on the website, we may
be able to send it to you by email. You can email us at foi@caacayman.com to request
information. Please provide a telephone number so that we can call you to clarify details if
necessary.

Phone

Documents listed in the publication scheme can also be requested by telephone. Please call
Yvonne Gray- Tomlinson or Elaine Whorms at 345-949-7811 to request information.

Post

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

Yvonne Gray-Tomlinson, Information Manager, Civil Aviation Authority of the
Cayman lIslands, P. O. Box 10277, Grand Cayman KY1-1003, CAYMAN ISLANDS

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number so
that we can call you to clarify details if necessary. For faster processing, please also include
any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits

In limited cases, you may be required to make an appointment to view information listed in
the publication scheme. This will be clearly stated in section 7: Categories of information,
and relevant contact details will be provided in that section.

Advice and assistance

If you experience any difficulty identifying the information you want to access, please
contact Yvonne Gray-Tomlinson or Elaine Whorms at 345 949-7811 or via e-mail at
foi@caacayman.com .

The CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS will adhere to its
obligations under section 10 of the FOI Law, and any requirements relating to disability or
discrimination, when providing information in accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other language that
is legally required. Where the CIVIL AVIATION AUTHORITY OF THE CAYMAN
ISLANDS is legally required to translate any information, it will do so.

4. Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available
at minimum effort and cost to the public. The CIVIL AVIATION AUTHORITY OF THE
CAYMAN ISLANDS strives to ensure that fees and charges are clearly explained and kept
to a minimum.

Information which is published online, downloaded through a website, or sent to you by
email will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges
will reflect the actual costs of reproduction and postage, as described below.
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Reproduction costs

Where fees apply, photocopied information will be charged at a standard rate of $1.00 per
page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs

The CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS will pass on to the
requester the actual costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within
section 7: Categories of information.

If a fee applies, you will be advised of the amount and how it has been calculated.
Information will be provided when the CIVIL AVIATION AUTHORITY OF THE
CAYMAN ISLANDS has received your payment.

5. Requests for information outside the publication scheme

Information held by the CIVIL AVIATION AUTHORITY OF THE CAYMAN
ISLANDS that is not published under this scheme can be requested in writing. Your request
will be considered in accordance with the provisions of the FOI Law. Please click on the
link below to access the information.

http://www.caacayman.com/portal/page? pageid=1901,4508198& dad=portal& schema=P
ORTAL

If you want to request information from the Civil Aviation Authority of the Cayman Islands,
you should initially look at the document library and the disclosure log to see if the

information you seek has already been published.

If you wish to make a request for information then you should contact the Information
Manager or submit a request on-line at the FOI Unit website.

Requests must be in writing (letter, email or facsimile) and must include your name and an
address (either postal or e-mail). Please be as specific as possible about the information you
would like, as this will help us to respond promptly. Where possible, please include a contact
telephone number so we can call to discuss your request if necessary.

We will respond to your request promptly. The Law requires public authorities to respond
within 30 calendar days, allowing an extension of an additional 30 calendar days if needed.
We will always acknowledge receipt of FOI requests made to the Information Manager and
we will let you know if we need to extend the deadline. For detailed advice on what sorts of
information is exempt please see the FOI Unit website.
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By letter:

Yvonne Gray-Tomlinson

Information Manager

Civil Aviation Authority of the Cayman Islands
PO Box 10277

Grand Cayman KY1-1003

Cayman lIslands

Email: foi@caacayman.com

Fax: 345-949-0761

6. Complaints

The CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS aims to make our
publication scheme easy to use, and to ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, or for further
information regarding our complaints procedures, please contact Yvonne Gray-Tomlinson
or Elaine Whorms at 1-345-949-7811 and we will try to resolve your complaint as quickly
as possible.

Further information about our complaints procedures can be obtained from
http://www.caacayman.com/portal/page? pageid=1901,4508168& dad=portal& schema=P
ORTAL

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,

2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 10727,

Grand Cayman KY1-1007,

CAYMAN ISLANDS

Telephone: +1 345 747 5402
email: appeals@ico.gov.ky

7. Categories of information
This information can be accessed by clicking on the link below or on our website at
WWW.caacayman.com

About Us

Finance & Administration
Policies & Procedures
Lists & Registers

Our Services
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Air Navigation

Aerodrome Certification Approval Manual

Meteorology Regulatory Checklist

ARFFS Inspection Checklist

Application for Authorization of Balloon Releases

Notification of Outdoor Laser, Search Light or Fireworks Operations
Aerodrome License Application Form

Aerodrome Manual

CAACI Aerodrome Manual Checklist

Checklist for ICAO Annex 15 (Aeronautical Information Service)
'Anytown’ Aerodrome Certificate

Air Safety

Forms for Initial Applicants and Renewals
Application for Registration

Certificate of Airworthiness Request

Licence Validation Application

Application for Designated Airspace (MNPS, RNP, RVSM, etc)
Radio Installation Approval Request

Acceptance of Maintenance Arrangements Application
Maintenance Licence Validation Application

Export Certificate of Airworthiness

Client Data Form

Application C of A Initial- Renewal-Export

Mortgage Registration Priority Notice (if applicable)
Mortgage Registration Application (if applicable)
Survey Report Form

Miscellaneous (Air Safety)

Change in Particulars

Mortgage Discharge

Survey Report Form Issue 7 RO

Inspection Planning Tolerance -Extensions
Application - Special Flight Authorization

OTAR Part 145 Option 1 application

OTAR Part 145 Option 1 Annual Renewal application
Standard Maintenance Practice Commercial Aircraft
Major Minor Mod-Repair Application revision

TAC Application Form with notes

Commercial Affairs

Scheduled Operating Permits Application Package
Non-Scheduled Operations Applications Form
Non-Scheduled Operations Application Checklist
Scheduled Operations Application Checklist
Credit Card Authorisation Form

Finance & Compliance
D. Due Diligence
E. Due Diligence Checklist
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Website Finance & Compliance Fees Summary Page
Credit Card Authorisation Form
The Air Navigation (Fees) Requlations, 2010

ABOUT US

Name of public authority
CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS

Ministry
Portfolio of Internal/External Affairs
Contact Information

Unit 2 Cayman Grand Harbour
PO Box 10277

Grand Cayman KY1-1003
Phone: 345-949-7811

Fax: 345-949-0761

Email: civil.avaition@caacayman.com
Web: www.caacayman.com

Key Staff

P.H. Richard Smith, MBE, FRAeS
Director-General of Civil Aviation
Richard.smith@caacayman.com

Nicoela (Nikki) McCoy
Director of Commercial Affairs Regulation & Administration
Nikki.mccoy@caacayman.com

David Biehn
Director of Air Safety Regulation
David.biehn@caacayman.com

Jane Panton
Director of Finance & Compliance
Jane.panton@caacayman.com

Alastair Robertson
Director of Air Navigation Services Regulation
Alastair.robertson@caacayman.com
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Information Manager

Mrs. Yvonne Gray-Tomlinson, FOI Manager
Information Manager

Civil Aviation Authority of the Cayman Islands
PO Box 10277

Grand Cayman KY1-1003

Cayman Islands

Ph: 345-949-7811 ext 229

Fx: 345-949-0761

FOI Email foi@caacayman.com / www.foi.gov.ky
Website: www.caacayman.com

Information Manager Designate

Mrs. Elaine Whorms

Information Manager Designate

Civil Aviation Authority of the Cayman Islands

P. O. Box 10277

Grand Cayman KY1-1003

Ph: 345-949-7811, ext. 238

Fax: 345-949-0761

FOI Email: foi@caacayman.com / www.foi.gov.ky
Website: www.caacayman.com

Organisation and Functions

The CIVIL AVIATION AUTHORITY OF THE CAYMAN ISLANDS is the statutory
organization whose responsibility it is to provide technical and economic regulatory oversight for
the Cayman Islands’ aviation industry. As such our strategic Vision and Mission statements are as

follows:-

VISION

Ensuring aviation safety through regulatory excellence

MISSION

To provide sustainable regulatory procedures to meet international standards. Through committed
partnerships, the CAACI will ensure the safety of persons and property.

Mailing Address

PO Box 10277, Unit 2 Grand Harbour,
Grand Cayman KY1-1003 Cayman Islands
Telephone number 345-949-7811

Fax number  345-949-0761

Email address foi@caacayman.com
Website address  www.caacayman.com
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Location and hours Matters handled

CIVIL AVIATION AUTHORITY OF THE
CAYMAN ISLANDS,
Unit 2 Cayman Grand Harbour

Air Safety Regulations
Personnel Licensing

Flight Operations Inspections
Airworthiness Inspections
Air Navigation Regulations
Aerodrome Safety Inspection
Commercial Affairs Regulation and
Administration

Operating Permits

Economic Regulations
Finance and Compliance

Open Hours
Monday — Friday
8:30a.m. — 5:00p.m.

Boards and Committees

Name Meetings Minutes

Board of Directors
Sheridan Brooks-Hurst—
Chairman

This board meets as needed
with a minimum of six
meetings per annum.

Hard copies can be requested
please refer to section 3:
Methods of access

Kirkland Nixon - Vice Chair
Christopher Bodden

Morris Garcia

William McTaggart

Frequently asked Questions and Answers
Air Navigation Services

Q. Can you explain the restrictions required for building in the vicinity of Owen Roberts
airport?

A. The Cayman Islands Airport Authority has the jurisdiction over the legislation
development and control pertaining to obstacles affecting Owen Roberts and Gerrard
Smith Airports. The contact for this guidance is the Senior Manager Air Navigation
Services, Cayman Islands Airports Authority, P.O.Box.10098, Grand Cayman KY1-
1001, Tel: 345 943-7070

Q. What is required in obtaining an approval for a fireworks or lazer light display?

A. This process is explained in the CAA web link located to Air Traffic Services /
Airspace.

Q. When should | be submitting a Mandatory Occurrence Report and how should I be making
the report?
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A. This process is explained in the Civil Aviation Authority of the Cayman Islands
(CAACI) web link Mandatory Occurrence  Reporting.

. What organization is responsible for operation of the country’s airports?
g )4 D Y D

A. The Cayman Islands Airports Authority (CIAA) and P.0.Box.10098, Grand Cayman
KY1-1001, Tel: 345 943-7070

Q. What organization can assist with the filing of a Cuban over-flight permit?

A. The Cayman Islands Airports Authority’s Air Traffic Control/Aeronautical
Information Services - aisoria@caymanairports.com

Q. What organization publishes the Aeronautical Information Publication (AIP)?

A. The Cayman Islands Airports Authority’s Air Traffic Control/Aeronautical
Information Services - aisoria@caymanairports.com

Operating Permits

Q. Do I need an operating permit to fly an owner operated private plane into the Cayman
Islands

A. No — all foreign registered aircraft operating into the territory for valuable
consideration (given or promised) must have an appropriate operating permit (scheduled
or non-scheduled).

Aircraft Reqgistry

Q. Can a specific registration mark be reserved?
A. Yes, if it is available, at an additional cost of C1$200.00.

Q. What is the validity period of a Priority Notice?
A. 14 calendar days and then it must be refilled.

0. Who is eligible to receive “Acceptance of Maintenance Arrangements” Approval?
A. Any maintenance facility that has received acceptance/approval from the following:
FAA 145 Repair Station Approval, JAA/EASA 145 Maintenance Approval and,
Transport Canada CAR 573 Approved Maintenance Organization.

Q. Who is eligible for the grant of an OTAR 145 Approved Maintenance Organization?

A. All of the organizations listed in the previous question.

Q. What is the validity period for a Certificate of Airworthiness?
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A. Certificate of Airworthiness is valid for one year and may be renewed up to 60 days
prior to expiry and still retain the original anniversary date.

Pilot Licensing/Validations

Q. Where do you find a pilots license application?

A. Follow the attached link or this can be obtained on our website www.caacayman.com

http://www.caacayman.com/portal/page? pageid=1901,4677016& dad=portal& schema=PORT
AL

Q. Where do you find a validation applications?
A. Same as above
Q. D you accept emailed for faxed copies of pilot validation application documentation?
A. No, the originals must be sent to the CAACI offices
Q. How long does it take to process an application for pilots license/validation?
A. Up to 15 days
Q. Do you have to have a rating on the aircraft being validated for?
A. Yes
Q. What is the cost of a validation?
A. C1$200.00 or US$ 243.90
Q. Can the validation be mailed to my home address?
A. No, it must be sent to the aircraft owner
Finance
Q. What is the conversion rate of C1$ to US$ for your invoices?
A. US$1 =.82CI$
Q. When are payments due?
A. Within 30 days of the invoice date
Q. What should be listed as reference when paying by wire transfer?
A. Aircraft registration mark and invoice #’s being paid
Q. What forms of payment are accepted?
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A. The following methods of payment can be accepted by CAA Cayman islands:

e Banker's draft, cashier's cheque, money order or cheque drawn on a local Cayman Islands

bank in United States or Cayman Islands currency (Mail to postal address below)

e Visa/Master Card credit card - please complete the Credit Card Authorization Form and fax

to - 1 (345)949-0761 or sign and scan/email to accounts@caacayman.com

e Wire transfer in US$ to:

Bank: Citibank, N. A., 111 Wall St., New York, NY 10043, USA

Swift Code: Citius33

ABA#: 021000089

Credit: Cayman National Bank Ltd.
US$ Account #: 36148883

Further Credit: Civil Aviation Authority
US$ Account #: 021-02353
Reference: Invoice #'s, Customer ID

For questions regarding payment methods and fees contact the Accounting department.

accounts@caacayman.com
Telephone: 1 345 949-7811
Fax: 1 345 949-0761

Postal Address for regular mail:

Civil Aviation Authority of the Cayman Islands
P.O. Box 10277

Grand Cayman, KY1-1003

CAYMAN ISLANDS

Street Address for express mail:

Civil Aviation Authority of the Cayman Islands
Unit #2 - Cayman Grand Harbour Complex
Shamrock Rd. George Town,

Grand Cayman, KY1-1003

CAYMAN ISLANDS

Phone: 345-949-7811

CAACI/Publication Scheme

6 December 2011


mailto:accounts@caacayman.com
mailto:accounts@caacayman.com

Please note that the client or person making the payment is responsible for all intermediary bank
charges which are incurred in the wiring or other transmission of funds to the Civil Aviation
Authority of the Cayman Islands. Thus the amount transmitted will need to include such charges
so that the net payment which we receive is the same as the invoiced amount. Please be aware of
transfer charges of all banks in advance so that sufficient funds can be wired. Any shortfalls will
remain on the customer's account for further settlement.

A copy of the wiring instructions must be sent to Civil Aviation Authority of Cayman Islands,
either by fax (Fax No. +(1 345) 949 0761 - attention Accounts Department) or by e-mail to
accounts@caacayman.com.

This information can also be access on the link below
http://www.caacayman.com/portal/page? pageid=1901,4508278& dad=portal& schema=PORTAL

STRATEGIC MANAGEMENT

The role of the CAACI is primarily to function as the regulatory body responsible for technical
and economic regulation of the aviation industry throughout the territory and to ensure that the
Cayman Islands aviation industry conforms to the standards and recommended practices of the
International Civil Aviation Organization (ICAO).

The primary activities of the CAACI will be as follows:
a) Technical regulation
e Registration of aircraft;

e Issuance, renewal, cancellation, revocation and variation of certificates of airworthiness
of aircraft;

e Validation of personnel licenses (crews and maintenance associated with the aircraft
registry)

e Safety oversight for the local Air Operator Certificate (AOC) holders;

e Certification of aerodromes

b) Economic Regulation

e Grant of air transport permits and operating licenses for scheduled and non-scheduled
foreign carriers;

e Regulation of charges levied by airport operators with a view to creating equality and not
exploiting a monopoly position;
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e Provide advise to the C | Government as it pertains to bi-lateral negotiations with other
countries and liaise with the UK DfT and participate in the negotiation of air service
agreements with other countries;

e Provide advice to the Air Transport Licensing Authority (ATLA) as it pertains to
licensing of local carriers;

e Provide advice for effective implementation of regulatory policy that is in the best
interest of the travelling public/end user.

Governance
The Civil Aviation Authority of the Cayman Islands is governed by the following Laws which
can be found on the links below.

Air Navigation (Overseas Territories) Order 2007:
http://www.airsafety.aero/legislation _and otar s/

Civil Aviation Authority Law (2005 Revision): Available at the Legislative Assembly

Air Navigation Fees 2010:
http://www.caacayman.com/pls/portal/url/item/6 DOAB254E3E96588E04008030B0A9982

Corporate Management

FINANCE & ADMINISTRATION
This category applies to internal support functions within the Authority, relating to finance,
personnel and business administration.

Financial Management

Copies of financial records can be obtained upon requested in writing from the
Information Manager.

Administration

=~ Press Releases
=~ Job Vacancies

POLICIES & PROCEDURES
Please click on the link below to access this information

http://www.caacayman.com/portal/page? pageid=1901,4508208& dad=portal& schema=PORT
AL

DECISIONS & RECOMMENDATIONS

Copies of the Minutes of the Civil Aviation Authority of the Cayman Islands Boards
meetings can be obtained upon request in writing from the Information Manager.
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LISTS & REGISTERS

The information held by the Civil Aviation Authority of the Cayman Islands are list of Aircraft
registered in the Cayman Islands and Approved Aircraft Operating Permits which can be
accessed through the link below. .

FOI: Document Library (this is where the Aircraft Registry listing will be published work in
progress)

http://www.caacayman.com/portal/page? pageid=1901,4508183& dad=portal& schema=PORT
AL

OUR SERVICES

This category provides information relating to services offered and activities carried out by the
authority, to fulfil its high-level functions and responsibilities. The role of the CAACI is primarily
to function as the regulatory organization responsible for safety oversight and economic
regulation of the aviation industry throughout the territory and to ensure that the Cayman Islands
aviation industry conforms to the standards and recommended practices of the International Civil
Aviation Organization (ICAO). A complete list can be found on the following link:

http://www.caacayman.com/portal/page? pageid=1901,4508208& dad=portal& schema=PORT
AL
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Portfolio Of Legal Affairs

Freedom of Information

1. Introduction

As a public authority, the Portfolio of Legal Affairs is committed to openness, transparency and serving
the public interest in compliance with the Freedom of Information Law, 2007. The Freedom of
Information (FOI) Law was passed on 19th October 2007 and came into effect in January 2009. It
gives the public a right of access to all types of records held by public authorities, but also sets out
some exemptions from that right.

Publication Schemes

Each public authority covered by the Freedom of Information Law has a legal duty to adopt and
maintain a publication scheme in accordance with s. 5 of the FOI Law. The main purpose of a
publication scheme is to make information readily available without the need for specific written
requests. E-Publication Schemes are intended to encourage organisations to publish proactively, and
develop a greater culture of openness.

The Law states that Information to be published by public authorities includes:-

the departments and agencies of the authority.
the functions of the authority, what work it does and how it sets about its tasks.

e the name and title of the Principal Officer and other key officers within the authority and their
business addresses.
Classes of records held.
the subjects handled by each department or authority, with the locations of the departments
and agencies and the opening hours of all offices.

e Manuals, interpretations, rules, guidelines, practices or precedents.

Please check our document library and disclosure log to see if the information you would like is
already available.

FOI Contact

Information Manager
Jenesha N. Bhoorasingh-Simpson (Information Manager)
Marilyn Brandt (Designate)

Please click the following link for information relating to Information Manager and Designate.

This website forms the Portfolio of Legal Affairs e-publication scheme, developed in compliance with
Section 5 of the FOI Law.
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1.1 Document Library

This section contains documents published by the Portfolio of Legal Affairs.

This includes:-

Reports published as a result of normal day-to-day activity
Reports commissioned by the Portfolio of Legal Affairs
Forms & leaflets published for use by the Public

Manuals, Procedures & Guidelines

The Portfolio of Legal Affairs publishes the following information:
Recruitment Forms for positions with the Cayman Islands Government

Government Application Form - Updated 30th January 2008
Government Application Form Guidance Notes - Updated 5th December 2007

Information for Perspective Students — Law School
General Application Form PPC - Law School

PPC Student Handbook 2008/9 - Law School

CILS Examination Code of Practice 2007/8 - Law School
Mature Entrance Exam Form - Law School

CILS Admission Policy — Law School

Attorney General’s Annual Review 2006/7
Hurricane Preparedness Plan

This website forms the Portfolio of Legal Affairs e-publication scheme, developed in compliance with
Section 5 of the FOI Law.

1.2 Disclosure Log

This website forms the Portfolio of Legal Affairs e-publication scheme, developed in compliance with
Section 5 of the FOI Law.

The disclosure log is updated regularly and provides details of FOI requests that we feel may have a
wider public interest.

Please note that the disclosure log does not list everything that has been released under FOI. Some
responses consist of large numbers of documents that are not held in electronic format. Where
practical, the documents concerned have been scanned and made available online via our website.

In addition to a summary of the original request, the log indicates whether or not the information was
released and what exemptions, if any, were applied.

Where the actual reply has been reproduced, the applicant’s name and other personal details were
deleted.


http://www.lawschool.gov.ky/pls/portal30/docs/FOLDER/CILSCONTENT/ALLYEARS/NEWSTUDENT.PDF
http://www.lawschool.gov.ky/pls/portal30/docs/folder/cilscontent/allyears/applicationformforadmission20092010.doc.pdf
http://www.lawschool.gov.ky/pls/portal30/docs/FOLDER/CILSCONTENT/ALLYEARS/STUDENTHANDBOOK20082009.PDF
http://www.lawschool.gov.ky/pls/portal30/docs/folder/cilscontent/allyears/examscodeofpracticecils200809final.pdf
http://www.lawschool.gov.ky/pls/portal30/docs/FOLDER/CILSCONTENT/ALLYEARS/MATUREENTRANCEEXAMFORM.PDF
http://www.lawschool.gov.ky/pls/portal30/docs/FOLDER/CILSCONTENT/ALLYEARS/ADMISSIONS+POLICY.DOC

(Please note that prior to 5™ January 2009; no requests have been received as the Freedom
Information Law had not come into effect).

Please be advised that as of the 1* July 2011 the “Legal Department” has been divided into two separate entities, the Office of the

Director of Public Prosecutions and the Attorney General's Chambers. Consequently, the “Government Legal Department” no longer

exists.

Request
Number

Request Details

Outcome

#44039/11 &

Request for disclosure of
legal advice rendered by

Records exempt from disclosure pursuant to sections 17(a)
and 20(c) of the Freedom of Information Law.

34548/10 the Attorney General’s
Chambers to Government
Ministry.
#41394/11 Please provide “structure Request granted in full -
chart for the legal 1. The pay bands for the various posts in the Legal
Department including Department are as follows:
staff job titles and pay Solicitor General C, Deputy Solicitor General E, Assistant
band.” Solicitor General F, Senior Crown Counsel (International) F,
Senior Crown Counsel (Civil) F, Senior Crown Counsel (Grand
Court) F, Senior Crown Counsel (Summary Court) F, Senior
Crown Counsel (Treaties) F, Crown Counsel H, Crown Counsel
I G, Crown Counsel II J, Crown Counsel I (Traffic) I, Office
Assistant/Bearer Q, Grand Court Clerk P, Office Assistant Q,
Summary Court Clerk P, Legal Secretary N, Executive
Officer/Records Officer O, Personal Assistant L, Legal
Executive M and Human Resource Manager J.
2. The salary bands are in the public domain as they
have been publish as part of the Public Service
Management Regulations, 2006.
3. See below for structure chart.
#40340/11 Request for disclosure of Access to records granted at Internal Review stage:
“the numbers for 2010 in | Total Appeals to Court of Appeal - 33
respect of appeals made Appeals by Attorney General’s Chambers to Court of Appeal -
by the Legal Department 8
to the Grand Court and
the Court of Appeal.” Total Appeals to Grand Court 46
Appeals by Attorney General’s Chambers to Grand Court - 8
[This is not an exhaustive List]
#39762/11 Request for disclosure of Access to records granted in respect of item 1:
“number of persons According to our records one (1) person from extradited from
extradited to the Cayman | Jamaica to the Cayman Islands in 2005.
Islands specifying country
for 2005, 2006, 2007, In respect of item 2, the records were exempt from disclosure
2008 and 2009. pursuant to section 23(1) of the Freedom of Information Law.
Name of persons
extradited to the Cayman
Islands for 2005, 2006,
2007, 2008 and 2009."
#39005/10 Request for disclosure of: | Access to records granted:

3




1. “Number of
qualified lawyers
working for Legal
Department in
2007, 2008,
20009.

2. Number of Crown
Counsel
specifying civil
and criminal
designation
working for Legal
Department in
2007, 2008, 2009
including the
Solicitor-General.”

2007 - 17
2008 - 20
2009 - 22

2007 - 11 (Crim) 6 (Civil)
2008 - 12 (Crim) 8 (Civil)
2009 - 13 (Crim) 9 (Civil)

#38667/10 Request for disclosure of Access to records granted:
“any audit, survey or
review of Legal 1. Human Resources Audit Reviews 2007 and 2010.
Department of any kind in 2. Financial Statement Audit Report - in public domain
the last five years.” www.legislativeassembly.ky
3. Internal Audit - Portfolio of Legal Affairs is not the
custodian of the records requested - Applicant
referred to Ministry of Financial Services, Tourism and
Development.
#38176/10 Request for disclosure of Access to records granted:

1. "Number of case files
submitted to Legal by the
RCIPS

2. Number of case files
ruled on by Legal Dept.

for the years 2007, 2008
and 2009."”

Item 1:

2007 - 1,365
2008 - 1,358
2009 - 1,183
Item 2:

2007 - 1,365
2008 - 1,358
2009 - 1,183

Other Matters

1. Request for disclosure of report prepared for presentation to Cabinet exempt from disclosure
pursuant to section 19(1)(a) of Freedom of Information Law.

2. Government Annual Report -
http://www.gov.ky/portal/page?_pageid=1142,15916978&_dad=portal& schema=PORTAL

3. Judicial Statistics - http://www.caymanjudicial-
legalinfo.ky/publications/Court%?20Statistics%20(revised%202010)%20(3).pdf

4. The latest approved Salary Scale, listing the salary grades, and the salary points within
grades. July 2008 - Annual Salary Scale for Salaried Staff



http://www.legislativeassembly.ky/
http://www.gov.ky/portal/page?_pageid=1142,1591697&_dad=portal&_schema=PORTAL
http://www.caymanjudicial-legalinfo.ky/publications/Court%20Statistics%20(revised%202010)%20(3).pdf
http://www.caymanjudicial-legalinfo.ky/publications/Court%20Statistics%20(revised%202010)%20(3).pdf
http://www.pocs.gov.ky/pls/portal/url/item/5975518ACC7F24F6E04008030B0A112F

5. Attorney General’s Chambers Structure Chart

Attorney General

Solicitor General

Assistant Solicitor
General

Senior Crown Counse
- International
Matters

Senior Crown Counse
- Conventions and
Treaties

Crown Counsel Crown Counsel Crown Counsel Crown Counsel

Paralegal Officer

Support Staff




1.3 Classes of Information

A Class of Information is a way of collecting together similar types of information. The Portfolio of
Legal Affairs has grouped its Classes of Information into broad categories (or functions) which reflect
the Portfolio of Legal Affairs’ outputs. If you are intending to make a request, the grouping of
information found in the link should give you an indication of where the information may be found.

This website forms the Portfolio of Legal Affairs e-publication scheme, developed in compliance with
Section 5 of the FOI Law.

1.4 Making a Request
We want to help you find the information you are interested in.

If you want to request information from the Portfolio of Legal Affairs, you should initially look at the
document library and the disclosure log to see if the information you seek has already been published.

If you wish to make a request for information then you should contact the Information Manager or
submit a request on-line at the FOI Unit website.

Requests must be in writing (letter, email or facsimile) and must include your address (either postal or
e-mail) and can include your name. Please be as specific as possible about the information you

would like, as this will help us to respond promptly. Where possible, please include a contact
telephone number so we can call to discuss your request if necessary.

We will respond to your request promptly. The Law requires public authorities to respond within 30
calendar days, allowing an extension of an additional 30 calendar days if needed. We will always
acknowledge receipt of FOI requests made to the above address and we will let you know if we need
to extend the deadline. For detailed advice on what sorts of information is exempt please see the FOI
Unit website.

This website has been developed in preparation for implementation of the FOI Law, 2007 which came
into effect in January 2009; consequently, public authorities cannot guarantee that requests for
information prior to that time will be handled in accordance with new FOI procedures, which are
currently being developed.

Fees associated with a Request for Information

There is no application fee and no fee for going to a public authority and looking at a record requested
by FOI. However, a requestor may be required to pay copying or change of format fees. Details
concerning costs and payment are contained in the FOI Regulations which are available on the FOI
Unit website.

This website forms the Portfolio of Legal Affairs e-publication scheme, developed in compliance with
Section 5 of the FOI Law.
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1.5 Appeals

Internal Review If you make a request under the Freedom of Information Law and are not satisfied
with our response, you are entitled to an internal review. If you believe you are entitled to an internal
review, please put your appeal in writing and either e-mail or post it to the Information Manager.
Include your name (where applicable), address, telephone number and the reference number at the
top of our letter or e-mail to you. You have 30 calendar days from the date of receipt of a refusal to
request an internal review. Please explain why you would like us to review our original response.

Under section 33 of the FOI Law, you may ask for an Internal Review of a response to your request for
any of the following reasons:

a. If you were refused access;

b. If you were granted partial access to the record(s) specified in your application;

c. If your request was deferred;

d. If there was a refusal to amend or annotate an official document containing personal
information; or

e e. If a fee was charged for action taken or if you disagree with the amount of the fee charged;

where the decision was taken by a person other than the responsible Minister, Chief Officer or
Principal Officer of the public authority.

Appeal to the Information Commissioner
If you are dissatisfied with the internal review of our decision, or an internal review was not available,
you can seek an appeal from the Information Commissioner.

Information Commissioner's Office,

2" Floor, Elizabethan Square, Building 1
George Town

P.O. Box 1375

Grand Cayman KY1-1108

CAYMAN ISLANDS

Telephone: +1345.747.5402

Email: appeals@ico.gov.ky

Name of Public Authority: Portfolio of Legal Affairs
The Portfolio of Legal Affairs is comprised of the following Departments/Chambers:

Office of the Attorney General

Attorney General’s Chambers (Office of the Solicitor General)
Legislative Drafting Department

Law Reform Commission

Law Revision Commission

Financial Reporting Authority

Cayman Islands Law School


http://www.caymanjudicial-legalinfo.ky/Freedom-Of-Information/Default_Portfolio.aspx#FOIContact
mailto:appeals@ico.gov.ky

Functions of Public Authority:

Office of the Attorney General

Many of the responsibilities of the Office have been assumed by practice and convention, and have
become part of the common law of the Cayman Islands. As well as constitutional authority and other
customary responsibilities, specific statutes also give particular powers to the Attorney General.
However, briefly stated, the Attorney General’s role and function entail the following:

e Ex-officio member of the Legislative Assembly, where he is the spokesperson for all legal
matters, and for the Chief Justice on behalf of the Judiciary;

e Ex-officio head of the Legal Profession and advisor to all departments of government, including
Legal Affairs, and advisor on the observance of Human Rights;

e Chairman of the Anti-Money Laundering Steering Group which is a statutory agency charged
with responsibility of the oversight of government’s anti-money laundering policies;

e Member of the Grand Court Rules Committee and the Legal Advisory Council;
Overall responsibility for law reform;
Member of Legal Advisory Council wherein he assists with implementing the Professional
Practice Course, employment of Article Clerks and the compulsory legal system and skills
course in the Law School curriculum; and

e Central Authority under Criminal Justice International Cooperation Law for the Cayman Islands
and assists the Chief Justice who is the Central Authority under the Mutual Legal Assistance
Treaty.

Legal Portfolio Accounts

The Chief Financial Officer falls under the Attorney General’s Chambers. The Chief Financial Officer is
responsible to the chief officers for the financial and budgetary management of the Portfolio of Legal
Affairs. The financial management initiative which was implemented in 1999 moved the cash based
system to an accrual budgeting and reporting system.

Attorney General’s Chambers

Office of the Solicitor General

In 1990, the post of Solicitor General of the Cayman Islands was created specifically to support the
Attorney General in the daily management of the Legal Department, and to take over certain statutory
responsibilities associated with cases concerning minors and persons under disability, amongst others.
The Solicitor General is also appointed to act as Attorney General in his absence from the Islands or
during periods of disability or unavailability. The principal function of the Office of Solicitor General
includes:

Day-to-day management of the Attorney General’s Chambers;

Chief Officer of the Portfolio of Legal Affairs;

Provide Legal Advice to all Government Agencies;

Appearances on behalf of the Attorney General and other bodies in important civil cases;
Acting for the Attorney General during his absence, including attending Cabinet and the
Legislative Assembly; and,

e Guardian ad litem for persons under disability under Grand Court Rules.

In addition, the holder of the Office of Solicitor General is also the designated Chief Officer of the Legal
Portfolio for the purposes of the Public Management and Finance Law (2003 Revision).

Legislative Drafting Department



The Legislative Drafting Department provides legislative drafting support to the Government by
researching, analysing and drafting both primary and subordinate legislation to complement the
implementation of Government policies.

The Department is responsible to the Attorney-General and through him to the Governor, for the
provision of an efficient legislative drafting service, including related legislative advice for the
Government.

Law Reform Commission
The principle functions of the Law reform Commission are:

(a)the modification of any branch of the law as far as that is practicable;

(b) the elimination of anomalies in the law, the repeal of obsolete and unnecessary enactments and
the simplification and modernisation of the law;

(c) the development of new areas in the law with the aim of making them more responsive to the
changing needs of Cayman Islands society;

(d) the adoption of new or more effective methods for the administration of the law and the
dispensation of justice; and

(e) the codification of the unwritten laws of the Cayman Islands.

Law Revision Commission

The role of the Law Revision Commission is to annually update the List of current Laws and Subsidiary
legislation of the Cayman Islands titled “The Consolidated Index”.

It also incorporates new Amendments of Laws and Subsidiary legislation into current Laws and
Subsidiary legislation thereafter calling such consolidations Revisions.

Financial Reporting Authority

The Financial reporting Authority receives, analyses and disseminates suspicious activities reports,
which provide timely and high quality financial intelligence to local and overseas law enforcement
agencies in keeping with the statutory requirements of the Proceeds of Crime Law. Financial
intelligence is the end product of analysing one or several related reports that the FRA is mandated to
receive from Financial Services Providers and other reporting entities.

Cayman Islands Law School

The Law School provides tuition for both full and part-time programmes leading to the Bachelor of
Laws (Honours) Degree of the University of Liverpool and the qualification of Attorney-at-Law of the
Cayman Islands, which follows successful completion of the postgraduate Professional Practice Course.
In addition, the Law School offers its own part-time qualification, the Diploma in Legal Studies. It is
also possible to enrol as a general student studying individual courses, with or without taking
examinations at conclusion. Students may register with the University of Liverpool for individual
courses with university course certification resulting from successful completion of all elements of
assessment.

The aim of the Law School is to provide students with a standard of tertiary level legal education
equivalent to that prevailing in the United Kingdom. In 2002, degree programmes taught through the
Cayman Islands Law School were awarded Qualifying Law Degree status by the English Law Society
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and the English Bar Council. This means that students successful in the honours degree programmes
are eligible to pursue further postgraduate professional legal studies in England and Wales, as well as
any other common law jurisdiction recognizing English law degrees. Such students are also eligible to
attend academic postgraduate law programmes across the common-law world.

Name & Title of Chief Officer/Principal Officer/HoD:

Head of the Portfolio and the Attorney General’s Chambers

Honourable Attorney General Samuel Bulgin, QC, JP, MLA

Chief Financial Officer

Mr. John Regan - Chief Financial Officer

Office of the Solicitor General and Chief Officer of the Portfolio

Ms. Vicki Ann Ellis - (Acting) Solicitor General & Chief Officer

Head of Legislative Drafting Department

Mrs. Myrtle Brandt - First Legislative Counsel

Head of Law Reform Commission

Ms. Cheryl Ann Neblett — Senior Legislative Counsel & Law Reform Administrator

Head of Law Revision Commission

Mr. Stephen Miller - Law Revision Commissioner

Head of Financial Reporting Authority

Mr. Lindsay Cacho - Director

Head of the Cayman Islands Law School

Mr. Mitchell Davies — Director of Legal Studies

Subject Matters handled:

Attorney General’s Chambers

Office of the Solicitor General

e Legal advice to the Government and Statutory Bodies.
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e Constitutional responsibility for the initiation and conduct of criminal proceedings brought by
the Crown and be party to civil proceedings brought by and against the Government.

e Proceedings pursuant to a number of Treaties, Conventions and Laws which have been
brought into force in the Islands, for the obtaining of evidence and restraining orders in
relation to all matters constituting criminal conduct.

e Central Authority under the Child Abduction & Custody Order, The Criminal Justice
(International Cooperation) Law & Proceeds of Criminal Conduct Law.

Act as amicus curiae when requested to do so by the Grand Court and Court of Appeal;
Civil Law; and
e International Law.

Civil Matters

The Deputy Solicitor General, Assistant Solicitor General as well as Senior Crown Counsel (Civil) and
Crown Counsel (Civil), under the day-to-day management of the Solicitor General, provide the
Governor, Official Members, Cabinet Ministers, government departments and other administrative
entities and statutory authorities, with the following legal outputs:

General written memoranda of advice;

Oral advice in meetings or telephone conferences in urgent cases;
Drafting of contracts and legally important correspondence;
Preparation of pre-hearing or pre-trial litigation documents; and,
Advocacy before the Courts and Tribunals within the jurisdiction.

Civil Crown Counsel are also responsible for all aspects of the litigation process from the drafting of
interlocutory application, affidavits and pleadings through to advocacy at the appeal level.

International Division

In 2004, the International Division was formally implemented with the advent of the Criminal Justice
(International Cooperation) Law (2004 Revision) (CJICL). This new law enables mutual legal
assistance to be provided at the investigative stage of a matter where the conduct would constitute an
offence in the Cayman Islands. The Attorney General, as the Central Authority under the Law, may
provide assistance to those countries that are party to the Vienna Convention as well as countries
which are listed in the Schedule to the Law. The nature of the assistance offered may include
assistance in the form of restraint/confiscation and forfeiture applications as well as gathering of
evidence and extradition. The Attorney General’s Chambers, under its international remit, also
provides assistance in child abduction matters under the relevant Hague Convention.

Legislative Drafting Department

The Legislative Drafting Department has three main categories of work -
e drafting primary legislation - Laws
e drafting subordinate legislation — Regulations, Orders, Directions, Rules, etc.

e advising on proposals for legislation and statutory interpretation.

Law Reform Commission

The functions of the Law Reformm Commission include:

(a) reviewing and considering any proposals for the reform of the law which may be referred by any
person or authority;
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(b) preparing and submitting to the Attorney-General from time to time, a programme for the study
and examination of any branch of the law with a view to making recommendations for its
improvement, modernisation and reform;

(c) initiating and carrying out or directing the initiation and carrying out of, studies and research
necessary for the improvement and modernisation of the law;

(d) undertaking, pursuant to any such recommendation approved by the Attorney-General, the
formulation and preparation of drafts in the form of Bills or other instruments for consideration by the
Governor and the Legislative Assembly;

(e) providing, at the instance of Government departments and other authorities concerned, advice,
information and proposals for reform or amendment of any branch of the law; and

(f) with the approval of the Attorney-General, appointing or empanelling committees, whether from
among members of the Commission or from among persons outside the Commission or both, to study
and make recommendations to the Commission on any aspect of the law referred to it by the
Commission.

Law Revision Commission

Ongoing Revisions of all Law and Subsidiary legislation.
Financial Reporting Authority
Suspicious Activities Reports

Cayman Islands Law School

All aspects of Legal Education within the Cayman Islands (Diploma Course, Degree & Professional
Practice Course); Ad Hoc Training Courses; Teach A’ Level and AS Level Law at St. Ignatius & Provide
Consultancy Services to other Government entities.

Governing Legislation and Regulations:

Office of the Attorney General

The Office of the Attorney General is constituted by section 53 of the Cayman Islands (Constitution)
Order (1992 as amended). By Order in Council, the Attorney General is appointed as an Official
Member of the Governor-in-Cabinet and the Legislative Assembly.

Attorney General’s Chambers

Office of the Solicitor General

None
Legislative Drafting Department
None

Law Reform Commission

The Law Reform Commission Law (2007 Revision)
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Law Revision Commission

Law Revision Law (1999 Revision)

Financial Reporting Authority

Proceeds of Crime Law
Money Laundering Regulations

Cayman Islands Law School

The Legal Practitioners Law (2007 Revision)
The Legal Practitioners (Student) Regulations (2007)

Address:

Office of the Attorney General

Physical Address: 4th Floor, Government Administration Building Elgin Avenue George Town Grand
Cayman

Mailing Address: 4th Floor, Government Administration Building Elgin Avenue George Town Grand
Cayman

Tel: 1-345-244-2405
Fax: 1-345-949-6079

Attorney General’s Chambers

Office of the Solicitor General

Physical Address:

1st Floor, dms House
#20 Genesis Close
George Town

Grand Cayman
Cayman Islands

Mailing Address:

P.O. Box 907

Grand Cayman - KY1-1103
Cayman Islands

Tel: 1-345-949-7712
Fax: 1-345-949-7183

Legislative Drafting Department
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Physical Address:

Third Floor

Anderson Square

Shedden Road George Town
Grand Cayman

Cayman Islands

Mailing Address:

c¢/o Government Administration Building
George Town

Grand Cayman

Cayman Islands

Tel: 1-345-244-2368
Fax: 1-345-949-3364

Law Reform Commission

Physical Address:
Third floor
Anderson Square
Shedden Road
George Town
Grand Cayman
Cayman Islands

Mailing Address:

Law Reform Commission

¢/o Government Administration Building,
Elgin Avenue

Grand Cayman

Cayman Islands

Tel: 1-345-244-2365
Fax: 1-345-946-5358

Law Revision Commission

Physical Address:
Third Floor,
Anderson Square
Shedden Road
George Town
Grand Cayman
Cayman Islands

Mailing Address:

P.O. Box 907

Grand Cayman - KY1-1103
Cayman Islands

Tel: 1-345-945-4731
Fax: 1-345-949-3075
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Financial Reporting Authority

Physical Address:

3rd Floor Elizabethan Square (Phase 1V)
80E Shedden Road

George Town

Grand Cayman

Cayman Islands

Mailing Address:

P.O. Box 1054

Grand Cayman - KY1-1102
Cayman Islands

Tel: 1-345-945-6267
Fax: 1-345-945-6268

Cayman Islands Law School

Physical Address:
CNB Building

Dr. Roy’s Drive
George Town
Grand Cayman
Cayman Islands

Mailing Address:

P.O. Box 1568

Grand Cayman - KY1-1110
Cayman Islands

Tel: 1-345-945-0077
Fax: 1-345-946-1845

Email:

Office of the Attorney General

Tesia.Scott@gov.ky

Attorney General’s Chambers

Office of the Solicitor General

Audreyb.bennett@gov.ky

Legislative Drafting Department

Darrah.Jervis@gov.ky

Law Reform Commission
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Cheryl.Neblett@gov.ky

Law Revision Commission

Patricia.Sutherland@gov.ky

Financial Reporting Authority

Sharon.dhamalie@gov.ky

Cayman Islands Law School

Lisa.morales-levy@gov.ky

Website:

All Departments within the Portfolio of Legal Affairs are featured on the website -
www.caymanjudicial-legalinfo.ky however there are Departments which have their own websites as
well.

Portfolio of Legal Affairs

http://www.caymanjudicial-legalinfo.ky/
Financial Reporting Authority

www.fra.gov.ky

Cayman Islands Law School

www.lawschool.gov.ky

Hours of Work:

All Departments within the Portfolio of Legal Affairs are open from 8.30am to 5.00pm - the Law
School has extended Library Hours during exam periods.

List of Committees, Boards, Councils, Associations, Trusts,
Foundations etc that the Public Authority holds membership:

Office of the Attorney General
National Hazard Management Committee;
Court Rules Committee;

Legal Advisory Council;
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Anti-Money Laundering Steering Committee Group; and
Hurricane Committee.

Attorney General’s Chambers

Office of the Solicitor General
Medical & Dental Council;
Pensions Board;

Health Practise Board;

Child Abuse Prevention Board;
Water Authority; and

Health Services Authority.

Legislative Drafting Department
None

Law Reform Commission
None

Law Revision Commission
None

Financial Reporting Authority
Guidance Note Committee

Cayman Islands Law School
Employment Appeals Tribunal

Information already published

These manuals relate to all Departments within the Portfolio of Legal Affairs:
1. Attorney General’s Annual Review;

2. Hurricane Preparedness Plan;

3. Policy & Procedures Manual.

The Law School however has several other publications which include:
1. Student Handbook;
2. Examinations Code of Practice.

Law Revision
Consolidated Index

Financial Reporting Authority

The Financial Reporting Authority also has information published on the website www.fra.gov.ky
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List of Employees (where currently required):
The Portfolio of Legal Affairs does not issue work permits but hire employees on a contractual basis.

Office of the Attorney General

Mr. Samuel W. Bulgin QC, JP, MLA - Attorney General

Ms. Reshma Sharma - Senior Crown Counsel (Treaties)

Ms. Virgina Gendron - Personal Assistant to the Attorney General
Ms. Tesia Scott — Executive Officer

Chief Financial Officer

Mr. John Regan - Chief Financial Officer
Ms. Vicki Robinson - Financial Administrator

Attorney General’s Chambers

Office of the Solicitor General
Ms. Vicki Ann Ellis = (Acting) Solicitor General
Mr. Douglas Schofield - Assistant Solicitor General

Mrs. Suzanne Bothwell — Senior Crown Counsel

Ms. Dawn Lewis — Crown Counsel
Mr. Wayde Bardswell - Crown Counsel - Civil
Ms. Anne-Marie Rambarran - Crown Counsel - Civil

Ms. Joan Mattis — Crown Counsel

Administrative Staff

Mrs. Angella Bent - Thomas - Human Resource Manager

Mrs. Beverly Speirs - Librarian

Ms. Audrey Bennett — Executive Officer / Senior Records Officer
Mrs. May Douglas - Legal Secretary (Civil)

Legislative Drafting Department

Mrs. Myrtle Brandt - First Legislative Counsel
Mr. Stephen Miller — Senior Legislative Counsel
Mr. Bilika Simamba - Senior Legislative Counsel
Ms. Michelle Daley - Legislative Counsel

Mrs. Karen Stephen-Dalton - Legislative Counsel
Ms. Bethea Christian - Crown Counsel
Mrs. Christine Cooke - Paralegal
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Administration Staff
Ms. Darrah Jervis — Administration Secretary

Law Reform Commission
Ms. Cheryl Ann Neblett - Director
Mr. Jose Griffith — Legislative Council

Administration Staff
Ms. Kimberly Ebanks - Office Assistant 1

Law Revision Commission
Mr. Stephen Miller - Law Revision Commissioner
Mrs. Patricia Sutherland - Administrative Secretary

Financial Reporting Authority

Mr. Lindsey Cacho - Director

Mr. Adam Roberts - Legal Advisor

Mr. Julian Hurlston - Financial Analyst
Mrs. Elena Jacob - Financial Analyst
Mr. Roman Reyes — Accountant/IT

Administrative Staff
Ms. Sharon Dhamalie - Administrative Manager

Cayman Islands Law School

Mr. Mitchell C. Davies - Director of Legal Studies

Mrs. Deborah Barker-Roye - Professional Practice Course Leader
Dr. Simon Cooper - Senior Lecturer

Mr. Matthew Rollinson - Lecturer

Ms. Rhian Minty - Lecturer

Mr. Andrew Woodcock - Lecturer

Administrative Staff

Mrs. Beverly Speirs - Librarian

Ms. Loures Pacheo - Library Assistant

Mrs. Lisa Morales-Levy — Administrative Assistant
Mrs. Lovisa Vernon-Hamilton - Receptionist

Annual Report:

Attorney General’s Annual Review

Law Reform

Annual report 2005/6
Annual report 2006/7
Annual report 2007/8
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Budget Allocated to the Public Authority:
The budgeted expenditures for 2008/9 for the Portfolio of Legal Affairs are $10,479,000.

2009/10 Budget -
http://www.gov.ky/portal/page?_pageid=1142,3475831& dad=portal& _schema=PORTAL

2010/11 Budget -

http://www.gov.ky/portal/page?_pageid=1142,5022548& dad=portal&_schema=PORTAL

Internal Complaints Procedure:
Members of the public who wish to make a complaint may do so:

e in person at the office of the Chief Officer for the Portfolio of Legal Affairs (1st Floor, dms
House, #20 Genesis Close, George Town, Grand Cayman.)

e by telephone to the office where the problem arose.

e in writing by way of letter

You should expect to receive a reply to your complaint within 7 working days from the date your
complaint was received in writing.
The letter should be addressed to:

Mrs. Angella Bent-Thomas
Human Resources Officer
Government Legal Department
P.O. Box 907

Grand Cayman - KY1-1103
Cayman Islands

By e-mail: Angella.bent-thomas@gov.ky
Please ensure that you:

Provide your name, address and contact details so that we can respond to your complaint;
explain clearly the nature of your complaint;

what service, policy or aspect of the office you are complaining about;

describe any facts and events relating to your complaint;

include the date, time and location where an incident may have taken place and who may have
been affected,;

include the name of the member of staff involved:;

state any expectations you had in relation to the services provided by the office;

e Anything else which you believe would be helpful to us when carrying out an investigation into
your complaint.
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Classes of Information held:

Office of the Attorney General
The majority of the matters handled by the Honourable Attorney General are highly confidential
opinions and advice to the Government of the Cayman Islands and the Statutory Authorities.

Attorney General’s Chambers

Office of the Solicitor General

Civil Files;

Advice;

Litigation;

Draft Contract & Leases;

International Co-Operation Files including Child Abduction Matters;

Staff Files; and

General Written Memoranda to all Government Departments and Authorities.

Legislative Drafting Department

Drafting Instructions relating to all legislation

Drafts of all legislation (Bills, Regulations, Orders, Notices, Rules, etc.)

Copies of Laws bearing the signature of H. E. The Governor

Legislation that has been published in the Official Gazette (Bills, Laws, Regulations, Orders, Notices,
Rules, etc.)

Law Reform Commission

Administrative files;

Operational files- main file; research material files;
Law Reform Commission Reports- annual reports; and
Final reports

Law Revision Commission
Gazettes

Financial Reporting Authority
Suspicious Activity Report Form

Cayman Islands Law School
Student Records; Staff Records; and Administrative Files

Frequently Asked Questions:

Office of the Attorney General

Question:

What is the procedure to be followed when applying to become a Notary Public?
Answer:

Section 3 of Notaries Public Law.

Question
How do practising attorneys/barristers get admitted to practice in the Cayman Islands?
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Answer
Subject to the Legal Practitioners Law , a judge may admit to practice as an attorney-at-law in the
Islands any person who -
(a) (i) is entitled to practice at the Bar of England and Wales or the Bar of Northern Ireland; and

(ii) having received a certificate of call from either of those Bars, has either-
(A) served twelve months pupillage in England, Wales or Northern Ireland; or
(B) served the term of articles in the Islands required by the Third Schedule of the Legal Practitioners
(Students) Regulations (2007 Revision);

(iii) is @ member of the Faculty of Advocates of Scotland or a solicitor of the Supreme Court of
Judicature of England, Scotland or Northern Ireland;

(iv) is an attorney-at-law of the Supreme Court of Jamaica;

(v) is a Writer to the Signet of Scotland or a solicitor admitted to practise in Scotland; or

(b) satisfies a judge that he is entitled to practice in any court of any of the Commonwealth and
possesses a qualification comparable as to standard law, practice and procedure with those specified
in paragraph (a); or

(c) is qualified to practice as an attorney-at-law under regulations made under section 20.

(2) Whoever is qualified under subsection (1) may apply for admission to practice as an attorney-at-
law and such application shall be made in writing addressed to a judge and be filed in the office of the
Clerk of Court together with-

(a) the certificate of the applicant’s call to the Bar or, as the case may be, of his admission to the
Faculty of Advocates or of his admission as solicitor, Writer to the Signet or Law Agent aforesaid, or
the corresponding certificate relating to any qualification referred to in paragraph (b) or (c) of
subsection (1); and

(b) an affidavit signed by him in the presence of the Clerk of Court, who shall subscribe his name
as a witness thereto, verifying that the certificate is a true certificate and that the applicant is the
person named therein and that he is qualified as prescribed by subsection (1) (hereinafter referred to
as “the prescribed qualification”): Provided that a judge may exempt any such person from producing
the said certificate and from verifying the same if he is otherwise satisfied that the applicant possesses
the prescribed qualification

(3) A judge may, for due cause, refuse to admit any applicant to practice as an attorney-at-law
notwithstanding that he may possess the prescribed qualification unless such person is being admitted
to practise as an attorney-at-law under paragraph (c) of section 3(1).

Question

What are the requirements to become a recognised body or incorporated as a company?

Answer

The requirements are: 1) a certificate of incorporation of the Company issued under Regulations 9 and
10 of the Legal Practitioners (Incorporated Practice) Regulations 2006, 2) Memorandum and Articles of
Association, 3) Register of Directors, 3) Register of Directors, 4) Register of Officers, 5) Register of
Members and Register of Shareholders, 6)Copy of insurance Coverage, and 7) a Cheque made out in
the amount of CI$2,000.00 payable to the Cayman Islands Government.

Attorney General’s Chambers

Office of the Solicitor General

Question

Do you advise the Public?

Answer

No. We provide services to our clients which are the Government and Authorities.
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Legislative Drafting Department

Question

What is the process relating to a Bill after it has been passed by the Legislative Assembly?

Answer

1. The Clerk of the Legislative Assembly sends to the Legislative Drafting Department, a copy of the
Bill that has been passed by the Legislative Assembly, together with any amendments to the Bill that
have been made by the Legislative Assembly.

2. The Legislative Drafting Department makes any necessary changes and sends bound copies of the
Bill to the Clerk of the Legislative Assembly, for signing.

3. The Clerk of the Legislative Assembly returns the signed Bill to the Legislative Drafting Department
and the Bill is then forwarded to the Attorney-General for his Legal Report.

4. The Attorney-General sends his signed Legal Report and the Bill to H. E. The Governor, for Assent.
5. The Governor signs the Bill (making it a Law) and sends the Law to the Clerk of Cabinet, for
sealing.

6. The Governor sends the sealed Law to the Legislative Drafting Department, for publication in the
Official Gazette.

Question

From members of the public: "What Law governs .......c.cccccoveeveennnnn ?”

Answer

The Legislative Drafting Department does not give legal advice to members of the public.

Law Reform Commission
None

Law Revision Commission

Question

Where can a copy of a law incorporated in a Revision be found?

Answer

Copy of law either provided by the Law Revision Commission or through the Archives.

Financial Reporting Authority
None

Cayman Islands Law School

Question

How do I gain admission to the Cayman Islands Law School?

Answer

Entry requirements for the full and part-time degrees are laid down in the Legal Practitioners
(Students) Regulations (2007 Revision). Generally, the academic entry requirement for students who
are under 21 years of age on 1st May in the year they start their course is at least two General
Certificate of Education Advanced Level passes in addition to three General Certificate of Secondary
Education (GCSE) passes of Grade C or higher standard. The GCSE subjects must include English
Language and one of Mathematics or a Natural Science subject or Geography or Economics. Other
prescribed combinations of passes may be acceptable (but proof of attainment of an acceptably high
English Language standard is essential) as may other prescribed qualifications recognized as being of
a comparable standard, such as an Associates Degree with a sufficiently high GPA. Students who are
over 21 years of age on 1st June in the year of intended entry who do not possess formal
qualifications may take the University of Liverpool Mature Students’ Entrance Examination. Further
particulars of the Law School’s admission requirements, together with a copy of the Application Form,
can be obtained from our Admissions Policy which can be downloaded from the CILS website:
www.gov.ky/lawschool.

Question
What are the Immigration requirements?
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Answer

Following receipt of an unconditional written offer from CILS, international applicants must apply for a
student visa from the Cayman Islands Immigration Department. Details of this procedure will be
supplied by CILS following the making of an unconditional offer. If English is not your first language,
then you must demonstrate your English Language competence either on the basis of the qualification
your are offering (i.e. English being a main component of it) or by successfully undertaking the Mature
Students Entrance Examination. For further guidance please contact the Department of Immigration
1345-949-8344 or visit their website at www.immigration.gov.ky.

Question

Does the Law School provide Halls of Residence?

Answer

The Law School does not have Hall of Residence. Students are responsible for arranging their own
accommodations on Islands. Information relating to accommodations can be found in the classified
sections of the local newspapers or arrangements can be made through a real estate company.

Question
How do practising attorneys/barristers get admitted to practice in the Cayman Islands?
Answer
Subject to the Legal Practitioners Law , a judge may admit to practice as an attorney-at-law in the
Islands any person who -
(b) (i) is entitled to practice at the Bar of England and Wales or the Bar of Northern Ireland; and
(ii) having received a certificate of call from either of those Bars, has either-
(A) served twelve months pupillage in England, Wales or Northern Ireland; or
(B) served the term of articles in the Islands required by the Third Schedule of the Legal Practitioners
(Students) Regulations (2007 Revision);
(iii) is @ member of the Faculty of Advocates of Scotland or a solicitor of the Supreme Court of
Judicature of England, Scotland or Northern Ireland;
(iv) is an attorney-at-law of the Supreme Court of Jamaica;
(v) is a Writer to the Signet of Scotland or a solicitor admitted to practise in Scotland; or
(b) satisfies a judge that he is entitled to practice in any court of any of the Commonwealth and
possesses a qualification comparable as to standard law, practice and procedure with those specified
in paragraph (a); or
(c) is qualified to practice as an attorney-at-law under regulations made under section 20.

(2) Whoever is qualified under subsection (1) may apply for admission to practice as an attorney-at-
law and such application shall be made in writing addressed to a judge and be filed in the office of the
Clerk of Court together with-

(a) the certificate of the applicant’s call to the Bar or, as the case may be, of his admission to the
Faculty of Advocates or of his admission as solicitor, Writer to the Signet or Law Agent aforesaid, or
the corresponding certificate relating to any qualification referred to in paragraph (b) or (c) of
subsection (1); and

(b) an affidavit signed by him in the presence of the Clerk of Court, who shall subscribe his name as
a witness thereto, verifying that the certificate is a true certificate and that the applicant is the person
named therein and that he is qualified as prescribed by subsection (1) (hereinafter referred to as “the
prescribed qualification”):

Provided that a judge may exempt any such person from producing the said certificate and from
verifying the same if he is otherwise satisfied that the applicant possesses the prescribed qualification

(3) A judge may, for due cause, refuse to admit any applicant to practice as an attorney-at-law
notwithstanding that he may possess the prescribed qualification unless such person is being admitted
to practise as an attorney-at-law under paragraph (c) of section 3(1).

Forms in Use:
Law School
Admission Application Form;
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Registration and Timetable; and
Mature Entrance Exam Form

Press Releases:

“Ethics, Integrity & Accountability”

http://www.gov.ky/pls/portal/docs/PAGE/CIGHOME/FIND/ORGANISATIONS/AZAGENCIES/PLG/DOCU
MENTS/ADDRESS%20TO%20MINISTERS%202-6-09.PDF

FOI contacts:

Public Authority Information Manager email:

The Information Manager for the Portfolio is:

Jenesha N. Bhoorasingh-Simpson
P.O. Box 907

Grand Cayman - KY1-1103

Cayman Islands

Tel: 1-345-949-7712

Fax: 1-345-949-7183

e-mail: Jenesha.bhoorasingh@gov.ky

The designate to the Information Manager for the Portfolio is:

Marilyn Brandt

P.O. Box 907

Grand Cayman - KY1-1103
Cayman Islands

Tel: 1-345-949-7712

Fax: 1-345-949-7183

e-mail: marilyn.brandt@gov.ky

Link to FOI Website:
www.caymanjudicial-legalinfo.ky
How to make an FOI request: (provide a link to the request process on the FOI website):

Section 7 of the Freedom of Information Law outlines the process by which an application is to
be made:

(1) A person who wishes to obtain access to a record shall make an application to the public
authority which holds that record.

(2) An application under subsection (1)-

(a) may be made in writing or transmitted by electronic means other than telephone;

(b) shall provide such information concerning the record as is reasonably necessary to enable
the public authority to identify it..
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(3) A public authority to which an application is made shall-

(a) upon request, assist the applicant in identifying the records to which the application
relates;

(b) acknowledge receipt of every application made in the prescribed manner;

(c) grant to the applicant access to the record specified in the application if it is not an
exempt record.

(4) A public authority shall respond to an application as soon as practicable but not later than-
(a) thirty calendar days after the date of receipt of the application; or
(b) in the case of an application transferred to it by another authority pursuant to section 8,
thirty calendar days after the date of the receipt by that authority, so, however, that an
authority may, for good cause, extend the period of thirty calendar days for a further period,
not exceeding one period of thirty calendar days, in any case where there is reasonable cause
for such extension.

(5) The response of the public authority shall state its decision on the application, and where
the authority or body decides to refuse or defer access or to extend the period of thirty
calendar days, it shall state the reasons therefore, and the options available to an applicant.
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OFFICE OF DIRECTOR OF PUBLIC PROSECUTIONS
FREEDOM OF INFORMATION

Introduction

As a public authority, the Office of the Director of Public Prosecutions is committed to openness,
transparency and serving the public interest in compliance with the Freedom of Information Law, 2007.
The Freedom of Information (FOI) Law was passed on 19th October 2007 and came into effect in
January 2009. It gives the public a right of access to all types of records held by public authorities, but
also sets out some exemptions from that right.

Publication Schemes

Each public authority covered by the Freedom of Information Law has a legal duty to

adopt and maintain a publication scheme in accordance with s. 5 of the FOI Law. The main

purpose of a publication scheme is to make information readily available without the need for specific
written requests. E-Publication Schemes are intended to encourage organizations to publish proactively,
and develop a greater culture of openness.

The Law states that Information to be published by public authorities includes:-

the departments and agencies of the authority.

the functions of the authority, what work it does and how it sets about its tasks.

the name and title of the Principal Officer and other key officers within the authority
and their business addresses.

Classes of records held.

the subjects handled by each department or authority, with the locations

of the departments and agencies and the opening hours of all offices.

Manuals, interpretations, rules, guidelines, practices or precedents.

Please check our document library and disclosure log to see if the information you would like
is already available.



http://www.btsb.ky/Freedom-Of-Information/Default_Portfolio.aspx#Departments
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#Functions
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#NameTitle
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#BusinessAddr
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#Classes
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#Subjects
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#BusinessAddr
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#OpeningHours
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#Manuals
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#DocumentLibrary
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#DisclosureLog

FOI Contact

Information Manager

Jenesha N. Bhoorasingh-Simpson (Information Manager)
Marilyn Brandt (Designate)

Please click the following link for information relating to Information Manager and Designate.

This website forms the Office of the Director of Public Prosecutions. e-publication scheme, developed in
compliance with Section 5 of the FOI Law.

1.1 Document Library

This section contains documents published by the Office of the Director of Public Prosecutions.

This includes:-

Reports published as a result of normal day-to-day activity
Reports commissioned by the Office of the Director of Public Prosecutions.
Forms & leaflets published for use by the Public

Manuals, Procedures & Guidelines

The Office of the Director of Public Prosecutions publishes the following information:

Recruitment Forms for positions with the Cayman Islands Government

Government Application Form — Updated 30th January 2008

Government Application Form Guidance Notes — Updated 5th December 2007

Hurricane Preparedness Website

By all means, please contact us with any advice you may have for the ongoing enhancement of our site
towards these objectives.

1.2 Disclosure Loqg

This website forms the Office of the Director of Public Prosecutions e-publication scheme, developed in
compliance with Section 5 of the FOI Law.

The disclosure log is updated regularly and provides details of FOI requests that we feel may have a
wider public interest.


http://www.caymanjudicial-legalinfo.ky/Freedom-Of-Information/Default_Portfolio.aspx#FOIContact
http://www.gov.ky/pls/portal/docs/page/cighome/government/jobs/CIGAPPLICATIONFORM.PDF
http://www.gov.ky/pls/portal/docs/page/cighome/government/jobs/CIGAPPLICATIONFORMGUIDANCENOTES.PDF
http://www.caymanprepared.gov.ky/portal/page?_pageid=1143,1&_dad=portal&_schema=PORTAL

Please note that the disclosure log does not list everything that has been released under FOI.
Some responses consist of large numbers of documents that are not held in electronic format. Where
practical the documents concerned have been scanned and made available online via our website.

In addition to a summary of the original request, the log indicates whether or not the
information was released and what exemptions, if any, were applied.

Where the actual reply has been reproduced, the applicant’s name and other personal
details were deleted.

(Please note that the Office of the Director of Public Prosecutions was established on the 1st of July
2011, thus there would have been no requests pursuant to this Law prior to that date). You may wish to
refer to the Portfolio of Legal Affairs’ website for disclosure of records prior to the 1% July 2011.

Please be advised that as of the 1* July 2011 the “Legal Department” has been divided into two separate entities, the Office of the

Director of Public Prosecutions and the Attorney General's Chambers. Consequently, the “Government Legal Department” no longer

exists.
Request Number Request Details Outcome
Request for disclosure of Records exempt from
#44711/11 & #44515/11 records/documents in ongoing | disclosure pursuant to
criminal matter. Applicant is sections 16(b), 23(1) and
not party to the proceedings. 20(1)(d) of the Freedom of
Information Law.
Request by Defendant in Request not dealt with under
#43050/11 criminal matter for disclosure | the provisions of the Freedom
of Crown’s evidence against of Information Law as relevant
said Defendant. disclosure in criminal matters

are routinely handled directly
by the Office of the Director of
Public Prosecutions. In this
case the relevant
documentation had already
been served on the
Applicant’s attorney.




STRUCTURE — OFFICE OF THE DIRECTOR OF PUBLIC PROSECUTIONS

Governorofthe
Cayman Islands

Prosecutions

Personal Assistant

Directar of Public |

Deputy Direcorof
Public Prosecutions

Senior Crown Counse Senior Crown Counsel Senior Crown Counse

{International
Cooperation) (Grand Court) (Summary Court)

Crown Counsel Crown Counsel

Articled Clerks

Executive Officers

Receptionist

Other Matters

1. Appointment of Director of Public Prosecutions
http://www.gov.ky/portal/page? pageid=1142,53545998& dad=portal& schema=PORTAL

2. Appointment of Deputy Director of Public Prosecutions —
http://www.gov.ky/portal/page? pageid=1142,5786339& dad=portal& schema=PORTAL

3. Government Annual Report -
http://www.gov.ky/portal/page? pageid=1142,1591697& dad=portal& schema=PORTAL

4. Judicial Statistics — http://www.caymanjudicial-
legalinfo.ky/publications/Court%20Statistics%20(revised%202010)%20(3).pdf

5. The latest approved Salary Scale, listing the salary grades, and the salary points within grades.
July 2008 - Annual Salary Scale for Salaried Staff
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1.3 Classes of Information

A Class of Information is a way of collecting together similar types of information. The

Office of the Director of Public Prosecutions has grouped its Classes of Information into broad categories
(or functions) which reflect the Chambers output. If you are intending to

make a request, the grouping of information found in the link should give you an indication of where the
information may be found.

When fully operational, this site will offer links to our records. While those interactive facilities are being
developed for launch in the near future, we trust that you will use the site in its present static phase to find
useful information about our records.

Classes of Information held:

e Criminal Files;

e International Co-Operation Files ;

e Human Resources/Administration Files; and

e General Written Memoranda to Government Departments.

1.4 Making a Request

We want to help you find the information you are interested in.

If you want to request information from the Office of the Director of Public Prosecutions, you should

initially look at the document library and the disclosure log to see if the information you seek has
already been published.

If you wish to make a request for information then you should contact the Information Manager

or submit a request on-line at the FOI Unit website.

Requests must be in writing (letter, email or facsimile) and must include your address (either postal or e-
mail) and can include your name. Please be as specific as possible about the information you

would like, as this will help us to respond promptly. Where possible, please include a contact

telephone number so we can call to discuss your request if necessary.

We will respond to your request promptly. The Law requires public authorities to respond within 30
calendar days, allowing an extension of an additional 30 calendar days if needed.

We will always acknowledge receipt of FOI requests made to the above address and we will let you know
if we need to extend the deadline. For detailed advice on what sorts of information is exempt please see
the FOI Unit website.



http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#DocumentLibrary
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#DisclosureLog
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#FOIContact
http://www.foi.gov.ky/portal/page?_pageid=1206,1&_dad=portal&_schema=PORTAL
http://www.foi.gov.ky/portal/page?_pageid=1206,1&_dad=portal&_schema=PORTAL

This website has been developed in preparation for implementation of the FOI Law, 2007 which came
into effect on 5" January 2009; consequently, public authorities cannot guarantee that requests for
information prior to that time will be handled in accordance with new FOI procedures, which are currently
being developed.

Fees associated with a Request for Information

There is no application fee and no fee for going to a public authority and looking at a

record requested by FOI. However, a requester may be required to pay copying or change of format fees.
Details concerning costs and payment are contained in the FOI Regulations which are available on the
EFOI Unit website.

This website forms the Office of the Director of Public Prosecutions e-publication scheme, developed in
compliance with Section 5 of the FOI Law.

1.5 Appeals

Internal Review

If you make a request under the Freedom of Information Law and are not satisfied with

our response, you are entitled to an internal review. If you believe you are entitled to

an internal review, please put your appeal in writing and either e-mail or post it to the

Information Manager. Include your name (where applicable), address, telephone number and the
reference number at the top of our letter or e-mail to you. You have 30 calendar days from the date of

receipt of a refusal to request an internal review. Please explain why you would like us to review our
original response.

Under section 33 of the FOI Law, you may ask for an Internal Review of a response to your request for
any of the following reasons:

a. If you were refused access;
b. If you were granted partial access to the record(s) specified in your application;
c. If your request was deferred;

d. If there was a refusal to amend or annotate an official document containing personal
information; or

e. If a fee was charged for action taken or if you disagree with the amount of the fee charged,;

where the decision was taken by a person other than the responsible Minister, Chief Officer or Principal
Officer of the public authority.


http://www.foi.gov.ky/portal/page?_pageid=1206,1&_dad=portal&_schema=PORTAL
http://www.btsb.ky/director-of-public-prosecutions/freedom-of-information#FOIContact

Appeal to the Information Commissioner

If you are dissatisfied with the internal review of our decision, or an internal review was
not available, you can seek an appeal from the Information Commissioner.

Information Commissioner's Office,

2" Floor, Elizabethan Square, Building 1
George Town

P.O. Box 1375

Grand Cayman KY1-1108

CAYMAN ISLANDS

Telephone: +1345.747.5402

Email: appeals@ico.gov.ky

Name of Public Authority: Office of the Director of Public Prosecutions (ODPP)
The ODPP is solely comprised of the Office of the Director of Public Prosecutions.
Name & Title of Chief Officer/Principal Officer/HoD:

Head of the Office of the Director of Public Prosecutions:
Ms. Cheryll M. Richards Q.C.

Deputy Director of Public Prosecutions:

Mr. Trevor M. Ward

Functions of Public Authority

Criminal Matters

The Office of the Director of Public Prosecutions prosecutes all matters in the Summary Court and the
Grand Court. It is also responsible for criminal appeals which are heard by the Court of Appeal of the
Cayman Islands. The Office has also become more involved in prosecutions brought by other bodies

such as the Department of Labour, Planning, Immigration and Superintendent of Pensions. In June 2010

the Office took over responsibility for prosecutions of cases in the Traffic Court.

Further the Office also provides advice as to charges that are to be laid in criminal matters and makes
decisions as to whether individuals should be prosecuted. Additionally, Crown Counsel also provides

advice to law enforcement officers on law and procedure, as well as assists in the training of new recruits.


mailto:appeals@ico.gov.ky

International Division

In 2004, the International Division was formally implemented with the advent of the Criminal Justice
(International Cooperation) Law (2004 Revision) (CJICL). This new law enables mutual legal assistance
to be provided at the investigative stage of a matter where the conduct would constitute an offense in the
Cayman Islands. The Office of the Director of Public Prosecutions may provide assistance to those
countries that are party to the Vienna Convention as well as countries which are listed in the Schedule to
the Law. The nature of the assistance offered may be in the form of restraint/confiscation and forfeiture
applications as well as gathering of evidence and extradition.

Governing Leqgislation and Requlations:

The Office of the Director of Public Prosecutions is constituted by section 57 of the Cayman Islands
(Constitution) Order (2010).

Address Office of the Director of Public Prosecutions

Physical Address: 1st Floor, dms House, Genesis Close, George Town Grand Cayman
Mailing Address: P.O. Box 2328, Grand Cayman KY1- 1106, Cayman Islands

Tel: 1-345-949-7712

Fax: 1-345-949-7183

Email: foi.dpp@gov.ky

Website

Hours of Work:

The Office of the Director of Public Prosecutions is open from 8.30am to 5.00pm.

Information already published

These manuals relate to the Office of the Director of Public Prosecutions;
1. Hurricane Preparedness Plan;
2. Policy & Procedures Manual.

The Office of the Director of Public Prosecutions does not issue work permits but hires employees on a
contractual basis. Caymanian employees employed to the Chambers are employed on open ended
contracts.


mailto:foi.dpp@gov.ky

List of Employees - Office of the Director of Public Prosecutions

Ms. Cheryll M. Richards — Director of Public Prosecutions

Mr. Trevor M. Ward — Deputy Director of Public Prosecutions

Mrs. Tanya Lobban — Jackson— Senior Crown Counsel — Summary Court
Mr. John Masters —Senior Crown Counsel — (International Co-operation)
Mrs. Nicole Tyson-Petit — Crown Counsel

Ms. Tricia Hutchinson — Crown Counsel

Ms. Elizabeth Lees — Crown Counsel

Mr. Kenneth Ferguson — Crown Counsel

Ms. Laura Manson — Crown Counsel

Mrs. Jenesha N. Bhoorasingh — Simpson — Crown Counsel

Mrs. Marilyn Brandt — Crown Counsel

Ms. Candia James — Crown Counsel

Mr. Dennis Brady — Crown Counsel (Traffic) — on secondment

Mrs. Aaliyah McCarthy — Crown Counsel (Traffic)

Administrative Staff

Mrs. Angella Bent — Thomas — Human Resource Manager
Mrs. Trenda Kelly — Administrative Assistant

Mrs. Beverly Speirs — Librarian

Ms. Evita Dixon — Summary Court Clerk

Mrs. D. Kim Chin — Summary Court Clerk

Ms. Shaneil Brown— Grand Court Clerk

Ms. Michelle Taylor — Assistant Grand Court and Traffic Clerk

Mr. Simeon Stewartson — Office Assistant

Budget Allocated to the Public Authority:

Link to Budget
The budget allocated to the Office of the Director of Public Prosecutions for the year 2011/12 is

Cl$2,569,550.00

Link to Annual Report

http://www.gov.ky/portal/page? pageid=1142,1591697& dad=portal& schema=PORTAL
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Internal Complaints Procedure:
Members of the public who wish to make a complaint may do so:

in person at the office of the Director of Public Prosecutions (1st Floor, dms House, #20 Genesis
Close, George Town, Grand Cayman.)

by telephone

in writing by way of letter

You should expect to receive a reply to your complaint within 7 working days from the date your complaint
was received in writing.

The letter should be addressed to:

Mrs. Angella Bent-Thomas

Human Resources Officer

Office of the Director of Public Prosecutions
P.O. Box 2328

Grand Cayman — KY1-1106

Cayman Islands

By e-mail: Angella.bent-thomas@gov.ky

Please ensure that you:

e Provide your name, address and contact details so that we can respond to your complaint;

e explain clearly the nature of your complaint;

e what service, policy or aspect of the office you are complaining about;

e describe any facts and events relating to your complaint;

e include the date, time and location where an incident may have taken place and who may have
been affected,;

e include the name of the member of staff involved,;

e state any expectations you had in relation to the services provided by the office;

e Anything else which you believe would be helpful to us when carrying out an investigation into
your complaint.

Classes of Information held:

Criminal Files

International Co-Operation Files;
Human Resources/Administration Files; and
General Written Memoranda to Government Departments in particular the RCIPS.
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Frequently Asked Questions:

Does the DPP provide advice to members of the public?

No. The Office of the DPP provides advice only to the RCIPS and other Government
Departments/Authorities on Criminal Prosecutions and related matters.

Is the Crown Counsel my attorney?
The role of the Crown Counsel is to prosecute matters on behalf of all Complainants/Victims in
criminal proceedings instituted by the State.
The Crown Counsel is not your personal lawyer but is there as a representative of the Director of
Public Prosecutions. Crown Counsel will however ensure that you are advised as to the dates for
Court and that you understand the Court process.

What is the procedure if | no longer wish to give evidence?
If a Complainant or witness is of the view that he no longer wishes to proceed to trial in a matter
he should advise the Investigating Officer of this and provide a statement setting out his new
position and the reason for it. He will also be required to attend Court to state his position from
the witness box. It should be noted that threats from the accused or persons connected to
him/her are not usually a sufficient basis to withdraw a charge as measures can be taken to
protect witnesses. The DPP’s office will review the case and determine whether or not the matter
should proceed. A decision may be made that the matter will proceed even where a witness
indicates he no longer wishes to give evidence.

Are witnesses permitted to ask that the Court room be cleared of the accused and the public when

they give evidence?
The Criminal Procedure Code provides that all witnesses for the Crown must give their evidence
in the presence of the Accused unless he has consented to be absent or as permitted by another
Law. It also provides that the Court/Judge if it thinks fit at any stage of the proceedings relating to
any particular case may order that the public generally or any particular person shall not have
access to or remain in the room or building used by the Court. There are also provisions for a
witness, in certain circumstances, to give their evidence via video link or behind a screen.

Do | have a say in what | believe the Defendant should be charged with?
While the statement given by a Complainant or Witness forms the basis of whatever charge is
subsequently laid, the decision of what charges should be laid in ultimately that of the Director of
Public Prosecutions who will take into account all the available evidence.

Will | be required to give evidence in Court in a matter where | am not the Complainant?
Statements given in respect of a crime are reviewed by the Prosecutor and served on the
Defence. The Prosecutor may be of the view that even though you are not a Complainant or
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Victim, your evidence is important and requires your attendance. It is possible however that the
Prosecutor and Defence Attorney may agree to read your statement into evidence in which case
you would not be required to attend.

Does the Prosecutor need to meet with me before I go to Court?
The Prosecutor having reviewed the file may form the view that it is necessary to meet with a
witness before a trial. This allows for questions to be asked by him/her to clarify issues. It is also
useful for witnesses as it allows them to ask their own questions and ventilate concerns.

Can the Prosecutor accept a plea from the Defendant to a less serious charge without my
agreement?
All prosecutorial decisions are taken after a full review of the evidence available. A Crown
Counsel may meet with you in order to advise you of his proposed course of action. While your
agreement is not required the Prosecutor takes into account concerns expressed and
consequences for the Complainant/Victim.

Do | get to address the Court on Sentencing in matters where | am the Complainant or Family to
the Victim?
During the sentencing phase the Complainant or Family of a Victim are permitted to submit a
Victim Impact Statement to the Court. This statement details how the crime has affected the
parties physically, emotionally and financially. The Crown Counsel may, in reviewing sentencing
precedents, make recommendations on the sentence type (community service, fine, prison) or
range (time period).

The Court has the final decision on the sentence that the crime merits, and passes sentences
accordingly.

FOI contacts:
The Information Manager for the Office is:

Jenesha N. Bhoorasingh-Simpson
P.O. Box 2328

Grand Cayman — KY1-1106

Cayman Islands

Tel: 1-345-949-7712

Fax: 1-345-949-7183

e-mail: Jenesha.bhoorasingh@gov.ky
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The designate to the Information Manager for the Portfolio is:

Marilyn Brandt

P.O. Box 2328

Grand Cayman — KY1-1106
Cayman Islands

Tel: 1-345-949-7712

Fax: 1-345-949-7183

e-mail: marilyn.brandt@gov.ky

* Link to FOI Unit Website: www.foi.gov.ky/

How to make an FOI request: FOI Online Application

Section 7 of the Freedom of Information Law outlines the process by which an application is to be made:
(1) A person who wishes to obtain access to a record shall make an application to the public authority
which holds that record.

(2) An application under subsection (1)-

(a) may be made in writing or transmitted by electronic means other than telephone;

(b) shall provide such information concerning the record as is reasonably necessary to enable the public
authority to identify it..

(3) A public authority to which an application is made shall-

(a) upon request, assist the applicant in identifying the records to which the application relates;

(b) acknowledge receipt of every application made in the prescribed manner;

(c) grant to the applicant access to the record specified in the application if it is not an exempt record.

(4) A public authority shall respond to an application as soon as practicable but not later than-

(a) thirty calendar days after the date of receipt of the application; or

(b) in the case of an application transferred to it by another authority pursuant to section 8, thirty calendar
days after the date of the receipt by that authority, so, however, that an authority may, for good cause,
extend the period of thirty calendar days for a further period, not exceeding one period of thirty calendar
days, in any case where there is reasonable cause for such extension.

(5) The response of the public authority shall state its decision on the application, and where the authority
or body decides to refuse or defer access or to extend the period of thirty calendar days, it shall state the
reasons therefore, and the options available to an applicant.
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THE MINISTRY OF FINANCE, TOURISM AND DEVELOPMENT - PUBLIC FINANCE
PUBLICATION SCHEME

(Produced in accordance with the Deputy Governor’s Code of Practice)

ABOUT THE PUBLICATION SCHEME
Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public without
the need for specific written requests. Schemes are intended to encourage authorities to proactively
publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public.

The list is divided into the different categories of information, to help you find the documents you are
looking for.

This publication scheme commits the Ministry of Finance, Tourism and Development — Public
Finance to making information available to the public as part of its normal business activities.

The Ministry of Finance, Tourism and Development — Public Finance will:

o specify the information held by the authority, which falls within the categories below;

o proactively publish or otherwise make routinely available, information which is held by the
authority and falls within the categories below;

o describe the methods by which specific information is made available, so that it can be easily
identified and accessed by members of the public;

o list any fees charged for access to information described in this scheme;

. publish or otherwise make information available, in accordance with the methods and fees
stated in this scheme;

. make this publication scheme available to the public; and

o regularly review and update the information made available under this scheme.

INFORMATION THAT MAY BE WITHHELD
The Ministry of Finance, Tourism and Development - Public Finance will generally not publish:

o information in draft form;

. information that is not held by the Ministry of Finance, Tourism and Development — Public
Finance, or which has been disposed of in accordance with a legally authorised disposal
schedule;

o information that is not readily-available — for example: information that is contained in files
that have been placed in archive storage, or is otherwise difficult to access;

. information which is exempt under the FOI Law, or otherwise protected from disclosure — for

example: personal information; or commercially sensitive information. Records containing
exempt matter will be published in a redacted1 form, where ever it is practical to do so,
indicating which exemptions apply.

! A copy of the record, with the exempt matter deleted in accordance with the National Archive’s Redaction
Standard.

Page 1



In maintaining this publication scheme, our aim is to be as open as possible.
Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm the Ministry of Finance, Tourism and Development — Public Finance (or another organization’s)
commercial interests, or endanger the protection of the environment.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a redacted
copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section 6:
Complaints.

METHODS OF ACCESS
Information available under our publication scheme will usually be accessible through the methods
described below.

Section 7: Categories of information provides more details on the information available under the
scheme, along with additional guidance on how the information within each category may be
accessed.

Online - Some of our documents will be published electronically on the Ministry of Finance, Tourism
& Development — Public Finance website once it becomes operational and will be downloadable in
PDF format. In the interim please contact the FOI Information Manager Designate Kristy Watler at

244-2205 or email at foi.pfe@gov.ky .

Email - If information is listed in our publication scheme but is not published on the website, we may
be able to send it to you by email. You can email us at foi.pfe@gov.ky to request information. Please
provide a telephone number so that we can call you to clarify details if necessary.

Phone - Documents listed in the publication scheme can also be requested by telephone. Please call
Kristy Watler at 949-7900 or 244-2205 to request information.

Post - All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to: Kristy Watler, Ministry of Finance, Tourism & Development — Public
Finance, 3" Floor, New Government Administration Building, Elgin Avenue, George Town, Grand
Cayman, KY1-9000.

In your request, please provide your name and address, full details of the information or documents
you would like to receive. You may also wish to provide a telephone number so that we can call you
to clarify details if necessary.

Personal visits - In limited cases, you may be required to make an appointment to view information
listed in the publication scheme.

Advice and assistance - If you experience any difficulty identifying the information you want to
access, please contact Kristy Watler at 244-2205 or email at foi.pfe@gov.ky.
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The Ministry of Finance, Tourism and Development — Public Finance will adhere to its obligations
under section 10 of the FOI Law, and any requirements relating to disability or discrimination, when
providing information in accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where the Ministry of Finance, Tourism and Development is legally required to
translate any information, it will do so.

FEES AND CHARGES

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. The Ministry of Finance, Tourism and Development — Public
Finance strives to ensure that fees and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email will be
provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will
reflect the actual costs of reproduction and postage, as described below.

Reproduction costs - Where fees apply, photocopied information will be charged at a standard rate
of $1.00 per page (black and white; any size) and $1.50 per page (colour; any size). Computer discs
will be charged at a rate of $2.00 per disc.

Postage costs - The Ministry of Finance, Tourism and Development — Public Finance will pass on to
the requester the actual costs of postage or courier delivery.

If a fee applies, you will be advised of the amount and how it has been calculated. Information will
be provided when the Ministry of Finance, Tourism and Development — Public Finance has received
your payment.

REQUESTS FOR INFORMATION OUTSIDE THE PUBLICATION SCHEME
Information held by the Ministry of Finance, Tourism and Development — Public Finance that is not
published under this scheme can be requested in writing.

Your request will be considered in accordance with the provisions of the FOI Law by contacting FOI
Information Manager Kristy Watler at 244-2205 or fax at 949-8650 or email at foi.pfe@gov.ky.

Requests can also be addressed to Kristy Watler, Ministry of Finance, Tourism & Development —
Public Finance, 3" Floor, Government Administration Building, George Town, Grand Cayman KY1-
9000.

COMPLAINTS
The Ministry of Finance, Tourism and Development — Public Finance aims to make our publication
scheme easy to use and to ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact Kristy Watler at
244-2205 or email at foi.pfe@gov.ky and we will try to resolve your complaint as quickly as possible.

Further information about our complaints procedures can be obtained from Kristy Watler at 244-2205

or email at foi.pfe@gov.ky.
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You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
PO Box 1375,

Grand Cayman KY1-1108,
CAYMAN ISLANDS

Telephone: 1 345 747 5402

Email: appeals@ico.gov.ky

CATEGORIES OF INFORMATION

Responsibilities - The Department under the Ministry of Finance, Tourism and Development —
Public Finance includes the Financial Secretary’s Office, Budget and Management Unit; Risk
Management Unit; Revenue Unit; Economics & Statistics Office; Treasury Department; Internal
Audit Unit and Finance Administration

Management Team

G. Kenneth Jefferson, JP, Financial Secretary; Sonia McLaughlin, JP, Chief Officer and Deputy
Financial Secretary; Deborah Drummond, Deputy Chief Officer and Deputy Financial Secretary;
Anne Owens, Senior Assistant Financial Secretary (Public Finance); Michael Nixon, Senior
Assistant Financial Secretary (Financial Management); Deloris Gordon, Director of Internal Audit
Unit; Ronnie Dunn, Director of Budget & Management Unit; John Ebanks, Risk Manager; Lee
Ramoon, Director Revenue Unit; Nina Vandine, Deputy Chief Financial Officer; Sharmene Bush,
Operational HR Manager; and Kristy Watler, Information Manager (Designate).

Contact Information
3" Floor, Government Administration Building,

Elgin Avenue, Grand Cayman, KY1-9000, CAYMAN ISLANDS
Telephone: (345) 244-2205 Fax: (345) 949-8650

Email foi.pfe@gov.ky.

Website: under construction
Hours of Work: 8:30am to 5:00pm, Monday to Friday.

Governing Laws, Regulations, Policies, Procedures & Guidelines

Public Management and Finance Law (2010 Revision) and Financial Regulations, 2010 Revision;
Public Service Management Law (2007 Revision) and Personnel Regulations (2006 Revision);
Freedom of Information Law, 2007 Revision; Internal Complaints Process; Human Resource Policy
and Procedure Manual; Business Continuity Plan; and Freedom of Information Guidelines

List of Forms Used

Application for First Time Caymanian Buyers; Application for Government Employees Personal
Loans; Employment Application Form; Internal Complaints Form; and Freedom of Information.

Boards and Committees - Central Tenders Committee

Classes of Information Held
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Classes of Information

Restrictions & Accessibility to information

Cabinet reports &
recommendations

FOI request concerning this type of information should be directed to the
Cabinet Officer or the Ministry.

Personal / Human
Resource records

Access to information restricted to the relevant personnel.

Complaints

Majority of the information can be accessed by the public through FOI law.
Access restricted for personal information concerning clients or private
residents or if information is being used in an investigation.

Financial information i.e.

accounts, budget

Majority of the information can be accessed by the public through FOI law.
Access restricted for personal information concerning clients or private
residents or if information is being used in an investigation.

Tender Contracts

FOI request concerning this type of information should be directed to FOI
Manager.
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The Ministry of Finance, Tourism and Development
Publication Scheme

Produced in accordance with the Deputy Governor’s Code of Practice
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1. ABOUT THE PUBLICATION SCHEME

Every public authority covered by the Freedom of Information Law has a legal duty
to maintain a publication scheme.

The purpose of a publication scheme is to make information readily available to the
public without the need for specific written requests. Schemes are intended to
encourage authorities to proactively publish information, to develop a culture of
openness and participation.

The publication scheme lists the information which is readily available to the public.

The list is divided into seven (7) different categories of information, to help you find
the documents you are looking for.

This publication scheme commits the Ministry of Finance, Tourism and Development
to making information available to the public as part of its normal business activities.

The Ministry of Finance, Tourism and Development will:

e specify the information held by the authority, which falls within the seven (7)
categories below;

o proactively publish or otherwise make routinely available, information
which is held by the authority and falls within the categories below;

o describe the methods by which specific information is made available, so
that it can be easily identified and accessed by members of the public;

list any fees charged for access to information described in this scheme;

publish or otherwise make information available, in accordance with the
methods and fees stated in this scheme;



o make this publication scheme available to the public;

o regularly review and update the information made available under this
scheme.

2. INFORMATION THAT MAY BE WITHHELD

The Ministry of Finance, Tourism and Development (F, T&D ) will generally not
publish:

e information in draft form;

e information that is not held by the Ministry of Finance, Tourism and
Development, or which has been disposed of in accordance with a legally
authorised disposal schedule;

e information that is not readily-available — for example: information that is
contained in files that have been placed in archive storage, or is otherwise
difficult to access;

¢ information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; or commercially sensitive
information. Records containing exempt matter will be published in a redacted*
form, where ever it is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld
from one of the categories of information listed in section 7: Categories of
information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe
personal privacy, harm the Ministry of Finance, Tourism and Development (or
another organization’s) commercial interests, or endanger the protection of the
environment.

When ever information is withheld, we will inform you of this and explain why that
information cannot be released. Even where information is withheld, it may be
possible to provide a redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer
to section 6: Complaints.

3. METHODS OF ACCESS

Information available under our publication scheme will usually be accessible
through the methods described below.

' A copy of the record, with the exempt matter deleted in accordance with the National Archive’s
Redaction Standard.



Section 7: Categories of information provides more details on the information
available under the scheme, along with additional guidance on how the information
within each category may be accessed.

Online

Some of our documents will be published electronically on the Ministry of F, T&D
website once it becomes operational and will be downloadable in PDF format.

In the interim please contact the FOI Information Manager, Patricia Ulett at 244-2152
or Deputy Information Manager, Judy Powery or at 244-2419 or email at
patricia.ulett@gov.ky or judy.powery@gov.ky; or foi.mte@gov.ky.

Email

If information is listed in our publication scheme but is not published on the website,
we may be able to send it to you by email. You can email us at foi.mte@gov.ky to
request information. Please provide a telephone number so that we can call you to
clarify details if necessary.

Phone

Documents listed in the publication scheme can also be requested by telephone.
Please call Patricia Ulett or Judy Powery at 949-7900 ext 2152, 2419 or 244-2419
2458 or direct line at 244-2152 or 244-2419 to request information.

Post

All information listed in the publication scheme will usually be available in hard
copy. Requests may be addressed to: Patricia Ulett or Judy Powery, Ministry of
Finance, Tourism & Development, 4™ Floor, Government Administration Building,
George Town, Grand Cayman

In your request, please provide your name and address, full details of the information
or documents you would like to receive. You may also wish to provide a telephone
number so that we can call you to clarify details if necessary. For faster processing,
please also include any applicable fee. (See section 4: Fees and charges for further
details.)

Personal visits

In limited cases, you may be required to make an appointment to view information
listed in the publication scheme. This will be clearly stated in section 7: Categories of
information, and relevant contact details will be provided in that section.

Advice and assistance

If you experience any difficulty identifying the information you want to access,
please contact Patricia Ulett or Judy Powery at 345-949-7900 ext. 2152 or 2419 or
direct line at 244-2152 or 244-2419 email at patricia.ulett@gov.ky;
judy.powery@gov.ky or foi.mte@gov.ky.
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The Ministry of Finance, Tourism and Development will adhere to its obligations
under section 10 of the FOI Law, and any requirements relating to disability or
discrimination, when providing information in accordance with this publication
scheme.

Information will be provided in the language in which it is held or in such other
language that is legally required. Where the Ministry of Finance, Tourism and
Development is legally required to translate any information, it will do so.

4. FEES AND CHARGES

The purpose of this scheme is to make the maximum amount of information readily
available at minimum effort and cost to the public. The Ministry of Finance, Tourism
and Development strives to ensure that fees and charges are clearly explained and
kept to a minimum.

Information which is published online, downloaded through a website, or sent to you
by email will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc.
Charges will reflect the actual costs of reproduction and postage, as described below.

Reproduction costs

Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size).

Computer discs will be charged at a rate of $2 per disc.

Postage costs

The Ministry of Finance, Tourism and Development will pass on to the requester the
actual costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided
within section 7: Categories of information of the FOI regulations.

If a fee applies, you will be advised of the amount and how it has been calculated.
Information will be provided when the Ministry of Finance, Tourism and
Development has received your payment.

5. REQUESTS FOR INFORMATION OUTSIDE THE
PUBLICATION SCHEME

Information held by the Ministry of Finance, Tourism and Development that is not
published under this scheme can be requested in writing.

Your request will be considered in accordance with the provisions of the FOI Law by
contacting FOI Information Manager Patricia Ulett or Deputy FOI Manager Judy
Powery at 345-949-7900 ext. 2152 or 2419 or direct line at 244-2152 or 244-2419 or
fax at 945-1746 or email at patricia.ulett@gov.ky, judy.powery@gov.ky or
foi.mte@gov.ky. Requests can also be addressed to Patricia Ulett or Judy Powery
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Ministry of Finance, Tourism & Development, 5™ Floor, Government Administration
Building, Box 106, George Town, Grand Cayman KY1-9000

6. COMPLAINTS

The Ministry of Finance, Tourism and Development aims to make our publication
scheme easy to use and to ensure our information is accessible to the public.

If you wish to complain about any aspect of this publication scheme, please contact
Patricia Ulett, or Judy Powery at 244-2152 or 244-2419 direct line or email at Patricia
Ulett@gov.ky or foi.mte@gov.ky and we will try to resolve your complaint as
quickly as possible.

Further information about our complaints procedures can be obtained from Patricia
Ulett or Judy Powery at 244-2152 or 244-2419 or email at Patricia.Ulett@gov.ky;
judy.powery@gov.ky or foi.mte@gov.ky.

You have legal rights to access information under this scheme, and a right to
complain to the Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,
nd Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,
Grand Cayman KY1-1108,
CAYMAN ISLANDS

Telephone: 1 345 747 5402
Email: appeals@ico.gov.ky
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CATEGORIES OF INFORMATION

e About Us
e Ministry
o Strategic Management
o Finance & Administration
o Laws & Regulations
Organization and Function
MOT Laws & Regulations
MOT Guidelines
Board and Committees
MOT Policies & Procedures
Permits Granted
Inspections & Recommendations
List of Information Held

ABOUT US

The Ministry consists of the core ministry office and has responsibility for Tourism,
Planning, Financial Services, Fire, Public Transport, e-Business, the Cayman Islands
Investment Bureau, Planning, the London Office, General Registry, Financial Services
Secretariat (including the PR Unit), and Liquor Licensing.

In addition the Ministry oversees (on the Minister’s behalf) the performance of the
following statutory authorities and Government companies (Tourism Attractions Board,
Cayman Airways, Cayman Turtle Farm, C.1. Port Authority, C.I. Airports Authority, C.I.
Development Bank, C.I. Monetary Authority, Tax Information Authority and C.I. Stock
Exchange).

The financial services portfolio within the Ministry consists of the Financial Services
Secretariat, General Registry, Cayman Islands Investment Bureau, and the London
Office.

The financial services sector accounts for approximately 40% of GDP.

There are 6 sub-sectors in the financial services sector (banking, securities, companies,
insurance, trusts and investment funds).

There is a significant amount of financial services related legislation which requires
constant updating for regulatory and commercial reasons.



Strategic Management

The Ministry of MFTD administers the authority’s operations at the organizational level;
developing business plans and corporate policy; setting long-term goals and objectives;
evaluating the agency’s overall performance and progress towards established targets;
managing programs to improve business processes and ensure consistent service delivery;
preparing or revising laws and other regulatory instruments that affect the authority’s
functions and responsibilities; obtaining legal advice from external sources using the laws
that regulate the function of government entities.

Finance & Administration

The Ministry of FTD administers the authority’s internal functions and managing its
resources efficiently and effectively. This includes the management of monetary
resources; material resources; human resources; information resources; and relationships
with clients, the public and other government agencies using the laws that regulate the
function of government entities.

Financial management*

» Finance and Accounting

= Annual Budget

» Financial statements; Half-yearly / quarterly reports

= Sources of revenue; Investments; Capital programme

= Accounting procedures; Contracting procedures

= Board members allowances and expenses

» Ministerial expenditure

= List of current tenders, contracts or quotations; Recently-awarded contracts

*Copies can be obtained upon request from Information Manager

Administration*

» |nsurance policies

* Press releases

= Job vacancies; career opportunities

= Staff pay and grading structures

» Records management file plan or classification scheme
»= Training and Safety

= Human Resources

*Copies can be obtained upon request from Information Manager



LAWS & REGULATIONS FOR CIVIL SERVICE
Financial Management

e Public Management and Finance Law (2005 Revision) and (Regulations 2007
Revision)

e July 2008 - Annual Salary Scale for Salaried Staff and Hourly Rates for bi-weekly
employees.

e 2008 Pay Schedule Monthly and weekly pay dates for 2008

e 2007 Pay Scales Annual Salary Scale for Salaried Staff - January 2007

Administration & Human Resource Management

e Public Service Management Law (2007 Revision) and Personnel Regulations
(2006 Revision)

e Public Servant Code of Conduct Code of Conduct for Civil Servants 05-Dec-2007
e Labour Law (1996 Revision)

Records Management

o Chief Secretary's Code of Practice on Record Management
e Freedom of Information Law 2007
o National Achieve and Public Records Law

*Copies can be obtained upon request from Information Manager

Ministry of Finance, Tourism and Development

The Premier & Minister for Financial Services, Tourism and Development
Hon. W. McKeeva Bush, OBE, JP

Acting Chief Officer
Mr. Leonard Dilbert, JP

Address

5t Floor, Government Administration Building,
133 Elgin Avenue

George Town, Grand Cayman

Mailing Address
5th Floor, Government Administration Building,
Box 106, Grand Cayman KY1-9000, CAYMAN ISLANDS
Telephone: (345) 244-2458 Fax: (345) 945-1746
Email foi.mte@gov.ky.
Website: under construction
Hours of Work: 8:30am to 5:00pm, Monday to Friday.
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MOT Principle officers

Dr. Dax Basdeo
Chief Officer: Financial Services

Mr. Samuel Rose
Deputy Chief Officer: Financial Services

Mr. Dalton Watler-Lyons
Deputy Chief Officer: Tourism

Miss Patricia Ulett
Deputy Chief Officer: Development

Mr. Leonard Dilbert
Senior Strategic Advisor

Mr. Kenneth Dilbert
Senior Strategic Advisor

Mrs. Dawn McLean-Sawney
Chief Human Resources Officer

Miss Josephine Sambula
Senior Chief Financial Officer (Tourism & Development)

Mrs. Wendy Manzanares
Chief Financial Officer (Tourism & Development)

MOT Contact Details
Grand Cayman Office Address:

Physical Address
5t Floor, Government Administration Building,
133 Elgin Avenue
George Town, Grand Cayman

Mailing Address
5th Floor, Government Administration Building,
Box 106, Grand Cayman KY1-9000, CAYMAN ISLANDS

Telephone: (345) 244-2458 Fax: (345) 945-1746



Liquor Licensing Board

Mailing Address
5th Floor, Government Administration Building,
Box 106 Grand Cayman KY1-9000, CAYMAN ISLANDS

Telephone: (345) 244-3168 Fax: (345) 946-6627

Public Transport Unit
Physical address:
Unit 17, 2" Floor, Rankin’s Plaza

21 Eclipse Drive,George Town, Grand Cayman

Mailing Address:
P.O. Box 10432, Grand Cayman KY1-1004, Cayman Islands

Telephone: contact: 946-1323 Fax: (345) 949-5801

Ministry of Tourism Information Manager and

Deputy

Information Manager:
Patricia Ulett, FOl Manager, Judy Powery, Deputy FOI Manager:

Physical Address

5™ Floor, Government Administration Building,
133 Elgin Avenue
George Town, Grand Cayman

Mailing Address
5th Floor, Government Administration Building,
Box 106, Grand Cayman KY1-9000, CAYMAN ISLANDS

Telephone: (345) 244-2152 & 244-2419  Fax: (345) 945-1746

Email; Patricia.Ulett@qgov.ky, judy.powery@gov.ky or foi.mte@gov.ky
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ORGANISATION AND FUNCTIONS

RESPONSIBILITIES & FUNCTIONS

Financial Services Secretariat

Tourism

Planning

Cayman Islands Fire Service

Public Transport Unit

e - Business

Liquor Licensing Unit

¢ London Office

e Department of Commerce and Investment
e General Registry

MOT LAWS & REGULATIONS

LAWS & REGULATIONS
Ministry of Finance, Tourism and Development is regulated by various laws such

as:
e Liquor Licensing Law (2000 Revision);

e The Music and Dancing (Control) Law (1995 Revision);

e Traffic Law (2003 REVISION); The Traffic Law (1999 Revision) Regulations;

e The Public Passenger Vehicles Regulations (1999 Revision);

e The Traffic (Public Transport Appeals Tribunal) Regulations, 2007, The Public

Passenger Vehicles (Amendment) Regulations, 2007;
The Customs (Temporary Provisions) Regulations, 2005;
e Tourism Law (1995 Revision)

MOT GUIDELINES

o Complaints/Requests Procedure Guidelines
e Guidelines for annual renewal of bus and Taxi license

BOARDS AND COMMITTEES

e Authorities, Boards & e Cayman Islands Development
Committees Bank

o Port Authority e Cayman Turtle Farm Ltd.

e Airports Authority e Cayman Airways Board
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MOT POLICIES & PROCEDURES

Hotel Licensing Board
Liquor Licensing Boards
Miss Cayman Committee
Public Transport Board
Land & Sea Co-op

Tourism Advisory Council
Tourism Attractions Board
Beautification Committees

Cayman Islands Tourism
Association
Sister Islands Tourism
Association

Tourism Apprenticeship
Training Programme Council
National Tourism
Management Policy
Steering Committee

Go East Committee

National Festival Committee &
District Committees

Film Commission Advisory Board
Development Control Board
Electrical Trade Licensing Board of
Examiners

Planning Appeals Tribunal

Central Planning Authority

Private Sector Consultative
Committee

Cayman Islands Monetary
Authority

Cayman Islands Stock Exchange
Tax Information Authority
Trade and Business Licencing Board

In addition to the laws and regulations listed above the following policies and procedures
are used at the Ministry of Finance, Tourism and development.

Complaints-handling procedure

Hurricane Preparedness manual

Human Resource policies & procedures

Hazardous Materials policy and procedures

List of Forms Used (External & Internal)

Employment Application forms
Complaints Policy & Procedures
Complaints Report Form
Freedom of Information - FOI
Trade and Business Licences

PERMITS GRANTED

The only permits that are granted:-

o Renewal of bus and taxi licenses
o Liquor licenses and renewals
o Trade and Business Licences

Applications for Liquor & Music Licences;
Application for bus or taxi operating license
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Request for information concerning permits not issued by MOT or its departments will
have to be directed to the public authority that has responsibilities for issuing a particular

permit.

INSPECTIONS & RECOMMENDATIONS

Inspections by Public Transport Unit and Liquor Licenses Officers are documented
through reports or recommendation based on their findings. Many of these reports or
recommendations can be access by the public under the FOI law.

List of inspections carried out
e Liquor Licensing inspections

o Bars

o Restaurants

e Public Transport Unit
o Spontaneous bus and Taxi inspections
o Annual License inspections

CLASSES OF INFORMATION HELD

Classes of | Restrictions & Accessibility to information

Information

Cabinet reports & | FOI request concerning this type of information should be directed to
recommendations the Cabinet Officer or the Ministry.

Personal / Human | Access to information restricted to the relevant personnel.

Resource records

Inspections reports &
recommendations

Majority of information can be access by the public using FOI.
Access is restricted for personal information concerning clients or
private residents or if information is being used in an investigation.

Complaints Majority of the information can be accessed by the public through FOI
law. Access restricted for personal information concerning clients or
private residents or if information is being used in an investigation.

Financial information | Majority of the information can be accessed by the public through FOI

i.e. accounts, budget

law. Access restricted for personal information concerning clients or
private residents or if information is being used in an investigation.

Tender Contracts

FOI request concerning this type of information should be directed to
FOI Manager.
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Publication Scheme

Produced in accordance with the Chief Secretary’s Code of Practice
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Our Services

1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public. The list is
divided into seven (7) different categories of information, to help you find the documents you are
looking for.

This publication scheme commits the Department of Tourism to making information available to
the public as part of its normal business activities.

The Department of Tourism will:

= specify the information held by the authority, which falls within the seven (7)
categories below;



= proactively publish or otherwise make routinely available, information which is held
by the authority and falls within the categories below;

= describe the methods by which specific information is made available, so that it can
be easily identified and accessed by members of the public;

= list any fees charged for access to information described in this scheme;

= publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

= make this publication scheme available to the public;

= regularly review and update the information made available under this scheme.

2. Information that may be withheld

The Department of Tourism will generally not publish:
= information in draft form;

= information that is not held by the Department of Tourism or which has been
disposed of in accordance with a legally authorised disposal schedule;

» information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage, or is otherwise difficult to access;

= information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; or commercially sensitive
information. Records containing exempt matter will be published in a redacted form,
where ever it is practical to do so, indicating which exemptions apply.

In maintaining this publication scheme, our aim is to be as open as possible. However, there
may be limited circumstances where information will be withheld from one of the categories of
information listed in section 7: Categories of information. Information will only be withheld
where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm the Department of Tourism’s (or another organisation’s) commercial interests, or endanger
the protection of the environment.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.

3. Methods of access



Information available under our publication scheme will usually be accessible through the
methods described below. Section 7: Categories of information provides more details on the
information available under the scheme, along with additional guidance on how the information
within each category may be accessed.

Online

Post

Key information about us and many of our documents are published electronically on
this website and can be downloaded in PDF format. Where information is available
online, a link within section 7: Categories of information will direct you to the relevant
page or document.

If there is no link, or the link is broken, you can find the information you require either by
browsing the “Access to Information” pages on our website www.caymanislands.ky/foi or
by using the “Search” facility. If you are still having trouble locating information listed
under our scheme, please contact Kyle McLean, Information Manager at
foi@caymanislands.ky or (1 345) 949 0623.

If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. You can email us at foi@caymanislands.ky to
request information. Please provide a telephone number so that we can call you to
clarify details if necessary.

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to:

Kyle McLean

Information Manager
Department of Tourism
Windward 3, Regatta Office Park
PO Box 67

Grand Cayman, KY1-1102

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number
so that we can call you to clarify details if necessary. For faster processing, please also
include any applicable fee. (See section 4: Fees and charges for further details.)

Personal visits

In limited cases, you may be required to make an appointment to view information listed
in the publication scheme. This will be clearly stated in section 7: Categories of
information, and relevant contact details will be provided in that section. Information on
our location and office hours can also be found in section 7: Categories of information.

Advice and assistance

If you experience any difficulty identifying the information you want to access, please
contact Mr Kyle McLean, Information Manager or Ms Kate Bates, Alternate Information
Manager at foi@caymanislands.ky or by phone on (1 345) 949 0623.


http://www.caymanislands.ky/foi
mailto:foi@caymanislands.ky
mailto:foi@caymanislands.ky
mailto:foi@caymanislands.ky

The Department of Tourism will adhere to its obligations under section 10 of the FOI Law, and
any requirements relating to disability or discrimination, when providing information in
accordance with this publication scheme.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where the Department of Tourism is legally required to translate any
information, it will do so.

4. Fees and charges

The purpose of this scheme is to make the maximum amount of information readily available at
minimum effort and cost to the public. The Department of Tourism strives to ensure that fees
and charges are clearly explained and kept to a minimum.

Information which is published online, downloaded through a website, or sent to you by email
will be provided free of charge.

Fees may be charged for providing information in paper copy or on computer disc. Charges will
reflect the actual costs of reproduction and postage, as described below.

The Department of Tourism does not offer any publications for sale. However, access to certain
statistics requires an online registration. This is free and can be done through our statistics
website www.caymanislands.ky/statistics.

Reproduction costs
Where fees apply, photocopied information will be charged at a standard rate of $1.00
per page (black and white; any size) and $1.50 per page (colour; any size). Computer
discs will be charged at a rate of $2 per disc.

Postage costs
The Cayman Islands Department of Tourism will pass on to the requester the actual

costs of postage or courier delivery.

Details of any individual charges which differ from the above policy are provided within section
7: Categories of information. If a fee applies, you will be advised of the amount and how it has
been calculated. The information that you have requested will be provided when the Department
of Tourism has received your payment.

5. Requests for information outside the Publication Scheme

Information held by the Department of Tourism that is not published under this scheme can be
requested in writing. You may submit your written request either in person, by email at
foi@caymanislands.ky or by using our information application form which can be found on our
website http://www.caymanislands.ky/foi/formsinfo.aspx or collected from our offices. Your
request will be considered in accordance with the provisions of the FOI Law.

6. Complaints

The Department of Tourism aims to make our publication scheme easy to use, and to ensure
our information is accessible to the public. If you wish to complain about any aspect of this


http://www.caymanislands.ky/statistics
mailto:foi@caymanislands.ky
http://www.caymanislands.ky/foi/formsinfo.aspx

publication scheme, please contact the Information Manager at foi@caymanislands.ky or by
phone on (1 345) 949 0623 and we will try to resolve your complaint as soon as possible.

Further information about our general complaints procedures and a complaints form can be
found on at the following link: http://www.caymanislands.ky/foi/contact.aspx. If you do not have
access to the internet, copies of our complaints form can be obtained from our office location
between the hours of 8.30am and 5.00pm.

Our internal complaints process allows us to gain valuable information from the people it serves,
and allows the organization to improve its reputation as one of the best public authorities.
Information given by people complaining often contains useful criticism. Complaints made by
the public can provide valuable decision and policy making information to management as well
as highlight the challenges faced by employees.

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are dissatisfied with our response.

Information Commissioner's Office,

2" Floor, Elizabethan Square, Building 1
George Town, Grand Cayman

PO Box 1375,

Grand Cayman KY1-1108,

CAYMAN ISLANDS

Telephone: +1 345 747 5402

email: appeals@ico.gov.ky

7. Categories of information

About Us

Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers

Our Services

ABOUT US

The Cayman Islands Department of Tourism — sometimes referred to as the Tourism
Department

Windward 3

Regatta Office Park, West Bay Road
PO Box 67

Grand Cayman, KY1-1102

Tel: (1 345) 949 0623
Fax: (1 345) 949 4053

Email address: foi@caymanislands.ky


mailto:foi@caymanislands.ky
http://www.caymanislands.ky/foi/contact.aspx
mailto:appeals@ico.gov.ky
mailto:foi@caymanislands.ky

Website: www.caymanislands.ky
www.divecayman.ky

Ministry
The Ministry of Financial Services, Tourism and Development
Chief Officer

Mr. Carson Ebanks, Ministry of Finance, Tourism & Development, 4th Floor, Government
Administration Building, Grand Cayman KY1-9000, Cayman Islands.

Department of Tourism Principal Officer

Acting Director of Tourism - Mr Shomari Scott

Key Staff:

Assistant Director Tourism (Finance and Admin) — Mr Kyle McLean
Deputy Director International Marketing — Mr Shomari Scott
Deputy Director Product Development — Vacant

Public Relations Manager — Ms Gina Matthews

Human Resources Manager — Ms Jan Peters

Information Systems Manager — Mr Lloyd McBean

Manager National Promotions and Events — Mrs Rosa Harris
Manager E-Business and Research — Mrs Cassandra Morris

US General Manager — Mr Tom Ludington
Country Manager Canada — Mr Paul Minich
Country Manager UK — Mr Don McDougall

Information Manager

Information Manager — Mr Kyle McLean
Alternate IM and Principal Records Officer — Ms Kate Bates
Records Officer — Vacant

Tel: (1 345) 949 0623
Email: foi@caymanislands.ky
Website: www.caymanislands.ky/foi

Freedom of Information website www.foi.gov.ky

Organisation and functions

The Cayman Islands Department of Tourism is a public sector agency charged with short and
medium term responsibility for the strategic planning and general destination management for
the Cayman Islands tourism industry. It requires business management in the public sector
environment and involves a close working relationship with a wide range of stakeholders. To be
successful, the Department must maintain a global perspective and parallel local sensitivity in
order to meet its broadest objectives as outlined in the National Tourism Management Policy.


http://www.caymanislands.ky/
http://www.divecayman.ky/
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http://www.caymanislands.ky/foi
http://www.foi.gov.ky/

The nature of the activities executed by the Department range from research and policy advice
to international marketing and sales, from industry training programmes to the development of
environmentally responsible management of the tourism industry. At all times, the Department
seeks to advance the heritage, culture and values of the Cayman Islands and promote the
advancement of sustainable tourism policies for the benefit of future generations.

The scope of the Department of Tourism activities is:
= Strategic planning for the Tourism Industry
= Technical Advice, Research and Policy Input
= Coordinate the implementation of the National Tourism Management Policy;
= Support for Tourism Boards and Committees
= Tourism Public Relations Services
= Crisis and Emergency Communications
= Product Development and Regulatory Activities
= Collection and Audit of Tourism Revenue
= Marketing and Public Relations (International and National)
= Development of Human Capital for the Tourism Industry

The Cayman Islands Department of Tourism holds information and records relating to the
following areas of its operations:

Administrative
» Financial Management
= Human Resources Management
= Operations Management
= Management of Information Systems
= Strategic Management

Operational
= E-Business

= Familiarisation Trips

= Human Capital Development

= Marketing and Promotions

* Public Relations

» Research

= Tourism Development Services

A copy of the Department of Tourism Organisational Chart can be found on our website at the
following link:

L2 Department of Tourism Organisation Chart.pdf

Office locations and addresses

Location and hours Matters handled

Head Office, Grand Cayman: |e Effective and targeted promotion of the Cayman Islands
as a premier tourist destination.
Physical Address: e Specific event organisation such as Cayman Cookout.
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Windward 3, Regatta Office
Park

West Bay Road

Grand Cayman

Mailing address:
PO Box 67
Grand Cayman, KY1-1102

Opening Hours:

Mon-Fri 8.30am-5pm

Closed on weekends and all
public holidays

Consideration of sponsorship opportunities such as
Summer Splash and Free Fallin'
Arranging Cayman Travel
familiarisation trips.

Electronic marketing of the Cayman Islands

Website maintenance and creation of sitelets
Development of new and existing product to enhance
the visitor experience

Human capital development through the PRIDE
Programme, a customer service standards initiative,
and the Tourism Apprenticeship Training Programme.
Inspection and licencing of all tourist accommodations.
Provision of statistical information to the public, creation
of an annual survey document, as well as data
collection at the airport and cruiseship terminals.
Budget preparation and management for all DOT
offices

Accounts payable functions

Collection of Tourist Accommodation Tax and licencing
fees

Records management

Departmental HR management

Management of all DOT information systems

Provision of advice to Ministers

Liaison with external tourism partners

Specialist and staff

Cayman Brac Office:

Physical address:
209 West End Rd West
Cayman Brac

Mailing address:
PO Box 194
Cayman Brac, KY2-2001

Opening Hours:

Mon-Fri 8.30am-5pm

Closed on weekends and all
public holidays

Inspections and Licencing
Tourism Promotions
Finance and Administration

Overseas Offices:

us

New York

Empire State Building, Suite
1801,

350 Fifth Avenue, New York,
New York 10118

Opening hours:_Mon — Fri: 9am

The main objective of all Department of Tourism overseas
offices is the promotion of tourism to the Cayman Islands.

This includes the following functions and activities:

advertising
direct and internal marketing




—5pm
Closed on weekends and all
US public holidays

EUROPE

6 Arlington Street,
London SW1A 1RE
United Kingdom

Opening hours:

Mon — Thurs: 9.30am — 5.30pm
Friday: 9am — 5pm

Closed on weekends and all
UK public holidays

CANADA

1200 Bay Street, Suite 1101
Toronto, Ontario

M5R 2A5

Opening hours: 9am to 5pm
Mon — Fri

Closed on weekends and all
Canadian public holidays

e attendance at trade and consumer shows arranging
training for travel agents

e arranging familiarisation visits to the Cayman Islands for
travel agents and journalists

e promotion of marketing promotions

o facilitating visits overseas by Government ministers and
senior staff

e administration of regional budgets and staff

¢ liaison with head office staff on press issues

Further information about the work of our overseas offices
can be found on their country-specific websites:

www.caymanislands.co.uk
www.caymanislands.ky/canada
www.caymanislands.ky/europe

Boards and committees

Name

Meetings Minutes

Hotel Licencing Board

Chairman: Minister of Tourism
(as stipulated by Law) — in
practice, this responsibility is
delegated to the Deputy
Chairman

Deputy Chairman: Director of
Tourism (as stipulated by Law)
Members:

Mr. Carvin Forbes

Mr. Marshall Levy

Plus two further members to be
appointed by the Chairman
Appointees:

Representatives from The Fire
Service, Dept of Environmental
Health and Dept of Tourism

Meetings are held monthly | The minutes of these

at DOT meetings are not available
online.

Meetings are not open to

the public. Please refer to section 3 —
Methods of Access for further
information.



http://www.caymanislands.co.uk/
http://www.caymanislands.ky/canada
http://www.caymanislands.ky/europe

Tourism Apprenticeship Council

Co-Chairperson: Vacant
Co-Chairperson: Belinda
Blessitt-Vincent

Members:

Chevala Burke

Wendy Jackson

Juliet DeFeu

Elsa Cummings
Nominees from Dept of
Tourism and Ministry of
Tourism

Meeting are generally
held monthly but on
occasion can be held
twice or even three times
per month depending on
the need. Meetings are
usually held at the
Department of Tourism
Head Office

Meetings are not open to
the public

The minutes of these
meetings are not available
online.

Please refer to section 3 —
Methods of Access for further
information.

Frequently asked questions

A list of frequently asked questions and answers about the Cayman Islands can be found at the
following link: http://www.caymanislands.ky/fag/default.aspx with the main areas listed below.

General

* What time zone do the Cayman Islands operate on?
» Can | bring my pet to the Cayman Islands?
» What is the Legal drinking age in the Cayman Islands?

Weather

* What about hurricanes?

* Will it rain while | am there?
* What about the heat?

Internet/E Mail Access

* Where can | find Internet or email access on the Islands?

Transportation
 Are there Public buses?

* How much would it cost me to get a taxi from Owen Roberts Airport on Grand Cayman to

Seven Mile Beach?

Money / Exchange Rate

* Is the US dollar accepted there & what is the exchange rate?

Activities

* What is there for my kids to do?

* Where can | play Golf?

Getting Married

» Can we get married in the Islands?
» What if we just want to renew our vows?



http://www.caymanislands.ky/faq/default.aspx
http://www.caymanislands.ky/faq/default.aspx#QA_1_1
http://www.caymanislands.ky/faq/default.aspx#QA_1_2
http://www.caymanislands.ky/faq/default.aspx#QA_1_3
http://www.caymanislands.ky/faq/default.aspx#QA_4_1
http://www.caymanislands.ky/faq/default.aspx#QA_4_2
http://www.caymanislands.ky/faq/default.aspx#QA_4_3
http://www.caymanislands.ky/faq/default.aspx#QA_6_1
http://www.caymanislands.ky/faq/default.aspx#QA_7_1
http://www.caymanislands.ky/faq/default.aspx#QA_7_2
http://www.caymanislands.ky/faq/default.aspx#QA_7_2
http://www.caymanislands.ky/faq/default.aspx#QA_10_2
http://www.caymanislands.ky/faq/default.aspx#QA_11_1
http://www.caymanislands.ky/faq/default.aspx#QA_11_2
http://www.caymanislands.ky/faq/default.aspx#QA_12_1
http://www.caymanislands.ky/faq/default.aspx#QA_12_2

Inter Island Travel
* How can | get to the Sister Islands or Cayman Brac and Little Cayman?

Dining Out
» How much would you expect to pay for a local two-course lunch or dinner?

General

Question: What time zone do the Cayman Islands operate on?
Answer: The Cayman Islands are GMT - 5 hours.

Question: Can | bring my pet to the Cayman Islands?

Answer: No dog or cat will be allowed entry into the Cayman Islands unless it is at least ten
(10) months old. An Import Permit application for dogs and cats must be completed and
submitted with an official health certificate of the pet(s), a rabies laboratory titre report and the
processing fee for the import permit. For the procedures required visit www.customs.gov.ky

Question: What is the legal drinking age?
Answer: 18 years and older. Our Rum Punches can pack a punch, so please remember no
drinking and driving.

Question: Can we camp in the Cayman Islands?
Answer: Visitors are not permitted to camp on the Cayman Islands as there are no designated
Camp sites. The Cayman Islands offer a wide variety of accommodations to suit any budget.

Question: Are there nude beaches or nudebathing?

Answer: You will not find any nude beaches in the Cayman Islands in fact, please note that the
Cayman Islands Law prohibits all forms of public nudity, including topless sunbathing. Many
business places also request that you wear shoes and an appropriate cover-up before entering.

Weather

Question: What about hurricanes?

Answer: The Atlantic Hurricane season starts June 1st and ends officially on November 30th.
The Caribbean is a large region and most storms have shown a tendency to veer to the
Northwest (towards the US Mainland) long before reaching the far Western Caribbean area.
Consequently, the Cayman Islands have often been spared the full wrath of devastating
hurricanes. Nowhere is exempt from hurricanes though and we endured Hurricane Ilvan which
passed through in September 2004. Prior to Hurricane Ivan the last occurred in 1932, and more
recent brushes causing some property damage, were Hurricane Gilbert in 1988, which passed
30 miles south of Grand Cayman, and Hurricane Mitch in 1998 passing about 200 miles to the
south.

Hurricane Guarantee

The Cayman Islands’ with its Worry Free Hurricane Guarantee, is the perfect late summer/early
fall destination for some fun in the sun. This unique Hurricane Guarantee covers any
cancellations made prior to arrival and compensation if vacation time is cut short because of
inclement weather.


http://www.caymanislands.ky/faq/default.aspx#QA_14_1
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Question: Will it rain while | am there?

Answer: The year divides into two seasons, the summer or "rainy" season, generally from mid-
May through October, moving into the winter or "dry" season, from November to April. March
and April are our driest months and May and October are traditionally the highest rainfall
months.

This of course, does not mean that it rains constantly during either of those months, but reflects
the trend within our region. Being in a tropical zone, it is not unusual to have brief afternoon
showers during the summer, and, at certain times, brief morning sprinkles too. Similar to most
West Indian Islands, rainfall tends to be higher in the western sections.

Question: What about the heat?

Answer: The average temperature in the winter is 75 degrees Fahrenheit and 85 degrees in the
summer. Winter or summer, the temperature generally stays within the range of 70 - 90
degrees. The months with the least humidity and lowest temperatures are December through
April, February occasionally recording night-time temperatures in the mid 60's, and March
probably being the most "temperate" month of the year.

Transportation

Question: Are there Public buses?

Answer: There is a daily bus service which runs from 6 am until midnight depending on the
route and the day of travel. The bus fare also depends on the route and varies between CI$1.50
to CI$3.00 per person.

Question: How much would it cost me to get a taxi from Owen Roberts Airport on Grand
Cayman to Seven Mile Beach?

Answer: On average a taxi would cost from US$10 to US$25 depending on what part you are
going to.

Money / Exchange Rate

Question: Is the US dollar accepted there & what is the exchange rate?
Answer: Yes it is widely accepted throughout the islands. CI$1.00 equals US$1.25 or, the US
dollar equals CI $.80. This rate may also vary on the company / business doing the exchange.

Activities

Question: What is there for my kids to do?

Answer: They will enjoy the various watersports like the banana boats, two person parasailing
or discovering our fantastic marine world through snorkelling and swimming with colourful
tropical fish. Adolescents over 12 years can also learn to dive! View our amazing underwater
reefs in submarines, semi-submersibles and glass bottom boats. Not to be missed is our
famous Stingray City snorkel trip where everyone becomes a child at heart swimming with
tamed southern stingrays in their natural habitat, the open sea.

There is the Turtle Farm located in West Bay where you can find many different species, sizes
and ages of turtles in addition to indigenous animals and birds.

Other activities include mini-golf, a visit to the Cayman Islands Museum and the multi-media



theatre at Pedro St. James Historic Site. For kids 10 years and older horseback riding is
available, as well as cycling, golf and tennis.

Some hotels also host kid camps for children under the age of 12. If you are visiting for our
national festivals Batabano or Pirates Week - there are numerous activities for children as well.

If you are staying at a guest house, condo or other accommodation we have a list of childcare
service providers to help you enjoy your time in the Cayman Islands even more.

Question: Where can | play Golf?

Answer: There are two golf courses in the Cayman Islands, both located on Grand Cayman.
The Britannia Golf Course is a unique 18 hole executive with par 3's and 4's. On Mondays,
Wednesdays, Fridays and Sunday mornings the course is played Executive format. Otherwise it
is played as a very challenging 9 hole regulation course (twice for 18 if you so desire).

Getting Married

Question: Can we get married in the Islands?

Answer: Couples can marry the day they arrive in the Cayman Islands, including visitors
arriving by cruise ship. You must first arrange for a marriage officer within the Cayman Islands
and apply for a special marriage license for non-residents granted by the Governor. Contact the
Deputy Chief Secretary's office for more information.

Question: What if we just want to renew our vows?
Answer: All you would need is a marriage officer and your proof of marriage. All other details
relating to your special moment can be arranged at your discretion.

Inter Island Travel

Question: How can | get to the Sister Islands or Cayman Brac and Little Cayman?

Answer: Cayman Airways Express offers numerous flights daily from Grand Cayman to
Cayman Brac and Little Cayman for reservations call 00 1 345.949.2311 or visit
www.caymanairways.com Cayman Airways also offers a 737 jet service from Grand Cayman to
Cayman Brac.

Dining Out

Question: How much would you expect to pay for a local two-course lunch or dinner?
Answer: On average you can expect to pay between US$16.00-US$32.00

Further information

If you do not have internet access, you may obtain further information about the Cayman
Islands and the Department of Tourism by calling our Head Office on (1 345) 949 0623 or by
contacting any of our offices overseas. Contact details for our overseas offices can be found in
the Office Locations section on pages 7 & 8 of this publication scheme.
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STRATEGIC MANAGEMENT

This deals with the development of business plans and corporate policy; setting long-term goals
and objectives; evaluating the agency’s overall performance and progress towards established
targets; administering the authority’s operations at the organisational level, managing programs
to improve business processes and ensure consistent service delivery; and making
recommendations that seek to advise on revisions of laws and other regulatory instruments that
affect the authority’s functions and responsibilities.

The key strategic goals and objectives for the Department of Tourism are:

* Provide high quality products and services for the visitor

* Present a distinctive Caymanian experience

» Adopt a sustainable approach to tourism development

* Protect and enhance the marine and terrestrial environment

» Attracting a more discerning and higher spending visitor

* Develop a highly skilled Caymanian workforce

* Develop nature-based/soft adventure tourism in the Sister Islands and Grand Cayman

* Organise tourism in the Cayman Islands more effectively

* Research, monitor and report on the tourism economy more effectively

* Increase awareness of and positive attitudes towards tourism in the community

* Brand Management - Management and Enhance the Image of the Cayman Island Tourism
Brand

Governance

This section includes high-level documents that inform and direct the functions and activities of
the authority. Documents include governing legislation and regulations and corporate policies
and documents. These documents are available on our website and are issued to all properties
when they apply for a tourist accommodation licence. Copies of the laws and regulations can
also be purchased from the Legislative Assembly.

Legislation

Tourism Law (1995) Revision (.pdf)

Tourist Accommodation (Taxation) Law (.pdf)

Tourism Regulations (2002) Revision (.pdf)

Freedom of Information Law 2007 and Freedom of Information Regulations 2008
Personnel Regulations

National Archive and Public Records Law 2007

Public Accountants Law (2009 Revision) - International Public Accounting Standards
Public Service Management Law

Labour Law (2007 Revision) and Regulations

Electronic Transactions Law 2003 revision

Public Management and Finance Law (2005 Revision) and (Regulations 2007 Revision)
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http://www.radiocayman.gov.ky/pls/portal30/docs/FOLDER/SITE83/GAZETTES/GS2009/GS452009.PDF
http://www.pocs.gov.ky/pls/portal/docs/PAGE/PCSHOME/FOI/DOCLIBRARY/153421%2020070104_PERSONEL_REGULATIONS.PDF
http://www.pocs.gov.ky/pls/portal/docs/PAGE/PCSHOME/FOI/DOCLIBRARY/153421%2020070104_PERSONEL_REGULATIONS.PDF
http://www.pocs.gov.ky/pls/portal/docs/PAGE/PCSHOME/FOI/DOCLIBRARY/153421%2020070104_PERSONEL_REGULATIONS.PDF
http://www.education.gov.ky/pls/portal/docs/PAGE/MEHHOME/TENDERS/2010/MOE009/CI%20LABOUR%20LAW.PDF
http://www.education.gov.ky/pls/portal/docs/PAGE/MEHHOME/TENDERS/2010/MOE009/CI%20LABOUR%20LAW.PDF
http://www.education.gov.ky/pls/portal/docs/PAGE/MEHHOME/TENDERS/2010/MOE009/CI%20LABOUR%20LAW.PDF
http://www.icta.ky/docs/Laws/Electronic%20Transactions%20Law%20-%202003%20revision.pdf
http://www.icta.ky/docs/Laws/Electronic%20Transactions%20Law%20-%202003%20revision.pdf
http://www.icta.ky/docs/Laws/Electronic%20Transactions%20Law%20-%202003%20revision.pdf
http://www.centraltenders.gov.ky/pls/portal/docs/PAGE/CTCHOME/POLICY/FINANCIAL%20(AMENDMENT)%20REGULATIONS%202007.PDF
http://www.centraltenders.gov.ky/pls/portal/docs/PAGE/CTCHOME/POLICY/FINANCIAL%20(AMENDMENT)%20REGULATIONS%202007.PDF
http://www.centraltenders.gov.ky/pls/portal/docs/PAGE/CTCHOME/POLICY/FINANCIAL%20(AMENDMENT)%20REGULATIONS%202007.PDF

Corporate management

This section includes high-level documents that plan and evaluate the work of the authority.
Copies of these documents are available either on our website or the website of the relevant
government department. Where indicated, copies can also be obtained from the Department of
Tourism Head Office.

Available on DOT website or from Head Office

b National Tourism Management Plan 2009-2013

232 Continuity of Operations Plan — Please note that internal and external contact lists and the
Appendices to the plan have not been published as these parts of the document contain
personal information.

A
<™ Press releases

Statistics about the Cayman |Islands can be found at the following link
www.caymanislands.ky/statistics, or by contacting our Research Unit on (1 345) 949 0623.

Available on Cayman Islands Government website or elsewhere

4~ Annual Budget Statement 2010-2011
#~ Annual Plan and Estimates 2011-2012

BUSINESS ADMINISTRATION AND FINANCIAL MATTERS

Administering the authority’s internal functions and managing its resources efficiently and
effectively. This includes the management of monetary resources; material resources; human
resources; information resources; and relationships with clients, the public and other
government agencies.

Financial management

This section includes documents relating to the administration of the authority’s monetary
resources — including projected and actual income and expenditure; tendering; procurement;
and contracts.

4~ Annual Budget 2011-2012

S

CTC Open Tender Process

Tourist Accommodation Tax collection reminders
L2 Unpaid tax - First Reminder
L2 Unpaid tax - Final Reminder


http://www.caymanislands.ky/content/images/foi/docs/ppdev/FINAL-NTMP(2009-13).doc
http://www.caymanislands.ky/content/images/foi/docs/ppdev/FINAL-NTMP(2009-13).doc
http://www.caymanislands.ky/content/images/foi/docs/ppdev/FINAL-NTMP(2009-13).doc
http://www.caymanislands.ky/content/files/foi/docs/finance/CONTINUITY%20OF%20OPERATIONS%20PLAN%202011%20-%20For%20publication.pdf
http://www.caymanislands.ky/content/files/foi/docs/finance/CONTINUITY%20OF%20OPERATIONS%20PLAN%202011%20-%20For%20publication.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/CONTINUITY%20OF%20OPERATIONS%20PLAN.pdf
http://www.caymanislands.ky/tour_guide/news_list_pub.aspx
http://www.caymanislands.ky/tour_guide/news_list_pub.aspx
http://www.caymanislands.ky/tour_guide/news_list_pub.aspx
http://www.caymanislands.ky/statistics
http://www.bmu.gov.ky/_files/file_93.pdf
http://www.bmu.gov.ky/_files/file_93.pdf
http://www.gov.ky/portal/page?_pageid=1142,1591697&_dad=portal&_schema=PORTAL
http://www.bmu.gov.ky/_files/file_107.pdf
http://www.bmu.gov.ky/_files/file_107.pdf
http://www.bmu.gov.ky/_files/file_107.pdf
http://www.bmu.gov.ky/_files/file_93.pdf
http://www.bmu.gov.ky/_files/file_93.pdf
http://www.bmu.gov.ky/_files/file_93.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/CTC%20-%20Open%20Tender%20Process.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/CTC%20-%20Open%20Tender%20Process.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/CTC%20-%20Open%20Tender%20Process.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/1reminderTACletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/1reminderTACletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/1reminderTACletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/TACfinalreminder.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/TACfinalreminder.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/TACfinalreminder.pdf

b Surcharge - First Reminder
232 Surcharge - Final Reminder

Administration
This section covers records relating to other administrative functions carried out within the

authority — including buildings, equipment & vehicles; communications; human resources;
information & technology management. Documents relating to these subject areas can be found
on our website at the links below or by contacting the Department of Tourism on (1 345) 949
0623.

4= Job vacancies; career opportunities
i e
<= Records management classification scheme

POLICIES & PROCEDURES
These are the current written protocols used by the Department of Tourism for carrying out
functions, activities and delivering services.

Complaints-handling procedure
DOT Complaints Form

Intern Programme

Code of Conduct

Information Management Policy

DECISIONS & RECOMMENDATIONS
This section includes information about proposals, resolutions, assessments and results,

including decision-making processes.

/=~ Licenced Properties 2009-2010
#~  Tourism Accommodation Manual 2009

LISTS & REGISTERS

This includes information held in registers required by law and other lists or registers relating to
the functions of the authority.

/=~ FOI disclosure log

OUR SERVICES



http://www.caymanislands.ky/content/images/foi/docs/finance/1remindersurchargeletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/1remindersurchargeletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/1remindersurchargeletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Finalsurchargeletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Finalsurchargeletter.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Finalsurchargeletter.pdf
http://www.recruitment.gov.ky/portal/page?_pageid=1142,1941597&_dad=portal&_schema=PORTAL
http://www.recruitment.gov.ky/portal/page?_pageid=1142,1941597&_dad=portal&_schema=PORTAL
http://www.recruitment.gov.ky/portal/page?_pageid=1142,1941597&_dad=portal&_schema=PORTAL
http://www.caymanislands.ky/content/images/foi/docs/finance/ClassesofInformationHeld.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/ClassesofInformationHeld.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/ClassesofInformationHeld.pdf
http://www.caymanislands.ky/content/images/foi/docs/hr/DOTInternalComplaintsProcedure.doc
http://www.caymanislands.ky/content/images/foi/docs/hr/DOTInternalComplaintsProcedure.doc
http://www.caymanislands.ky/content/images/foi/docs/hr/DOTInternalComplaintsProcedure.doc
http://www.caymanislands.ky/content/images/foi/docs/hr/DOTComplaintsForm.doc
http://www.caymanislands.ky/content/images/foi/docs/hr/DOTComplaintsForm.doc
http://www.caymanislands.ky/content/images/foi/docs/hr/DOTComplaintsForm.doc
http://www.caymanislands.ky/foi/hr.aspx
http://www.caymanislands.ky/foi/hr.aspx
http://www.caymanislands.ky/foi/hr.aspx
http://www.caymanislands.ky/content/images/foi/docs/hr/Code%20of%20Conduct.pdf
http://www.caymanislands.ky/content/images/foi/docs/hr/Code%20of%20Conduct.pdf
http://www.caymanislands.ky/content/images/foi/docs/hr/Code%20of%20Conduct.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Information%20Management%20Policy.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Information%20Management%20Policy.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Information%20Management%20Policy.pdf
http://www.caymanislands.ky/content/images/foi/docs/LicensingInsp/LicensedProperties-MasterList-11Aug10.pdf
http://www.caymanislands.ky/content/images/foi/docs/LicensingInsp/LicensedProperties-MasterList-11Aug10.pdf
http://www.caymanislands.ky/content/images/foi/docs/LicensingInsp/LicensedProperties-MasterList-11Aug10.pdf
http://www.caymanislands.ky/content/images/foi/docs/LicensingInsp/TourismAccommodationManual2009v5-10-03-09.doc
http://www.caymanislands.ky/content/images/foi/docs/LicensingInsp/TourismAccommodationManual2009v5-10-03-09.doc
http://www.caymanislands.ky/content/images/foi/docs/LicensingInsp/TourismAccommodationManual2009v5-10-03-09.doc
http://www.caymanislands.ky/content/images/foi/docs/finance/Disclosure%20Log%20as%20at%201%20Dec%2009.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Disclosure%20Log%20as%20at%201%20Dec%2009.pdf
http://www.caymanislands.ky/content/images/foi/docs/finance/Disclosure%20Log%20as%20at%201%20Dec%2009.pdf

This category provides detailed information about the services offered and activities carried out
by the Department of Tourism, to fulfil its high-level functions and responsibilities. All of the
information can be found on our website www.caymanislands.ky or through the links below.
Further information about any of our services and programmes can be obtained by calling the
Department of Tourism on (1 345) 949 0623.

Programmes and Project Development

Programme and Product Development

PRIDE - Personal Responsibility In Delivering Excellence
National Tourism Management Policy

GO EAST

Events, Sponsorships and Partners

/= International Scuba Diving Hall of Fame
22 Cayman Cookout

Inspecting; Investigating; Monitoring; Requlating

4~ Tourist Accommodation - Inspection and Licencing

Researching: Advising; Training; Scholarships; Subsidies

£~ Tourism Apprenticeship Training Programme
4~ Tourism Awareness

Licensing; Applications; Reqgistering

i : . . . .
<= Tourist Accommodation - Licencing and Inspection Process


http://www.caymanislands.ky/
http://www.caymanislands.ky/foi/ppdev.aspx
http://www.caymanislands.ky/foi/ppdev.aspx
http://www.caymanislands.ky/foi/ppdev.aspx
http://www.caymanislands.ky/pride/
http://www.caymanislands.ky/pride/
http://www.caymanislands.ky/pride/
http://www.caymanislands.ky/ntmptender/default.aspx
http://www.caymanislands.ky/ntmptender/default.aspx
http://www.caymanislands.ky/ntmptender/default.aspx
http://www.caymanislands.ky/content/images/foi/docs/ppdev/FINALGOEAST24Mar09.doc
http://www.caymanislands.ky/content/images/foi/docs/ppdev/FINALGOEAST24Mar09.doc
http://www.caymanislands.ky/content/images/foi/docs/ppdev/FINALGOEAST24Mar09.doc
http://www.scubahalloffame.com/
http://www.scubahalloffame.com/
http://www.scubahalloffame.com/
http://www.caymanislands.ky/cookout
http://www.caymanislands.ky/cookout
http://www.caymanislands.ky/cookout
http://www.caymanislands.ky/foi/licensinginsp.aspx
http://www.caymanislands.ky/foi/licensinginsp.aspx
http://www.caymanislands.ky/foi/licensinginsp.aspx
http://www.gov.ky/portal/page?_pageid=1142,1593653&_dad=portal&_schema=PORTAL
http://www.gov.ky/portal/page?_pageid=1142,1593653&_dad=portal&_schema=PORTAL
http://www.caymanislands.ky/general_information/tatp.aspx
http://www.caymanislands.ky/general_information/awareness.aspx
http://www.caymanislands.ky/general_information/awareness.aspx
http://www.caymanislands.ky/general_information/awareness.aspx
http://www.caymanislands.ky/foi/licensinginsp.aspx
http://www.caymanislands.ky/foi/licensinginsp.aspx
http://www.caymanislands.ky/foi/licensinginsp.aspx
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Department of Planning

Publication Scheme

Produced in accordance with the Chief Secretary’s Code of Practice

CONTENTS:
About the Publication Scheme
Information that may be withheld
Methods of access
Fees and charges
Requests for information outside the publication scheme
Complaints
Categories of information

= About Us
Strategic Management
Finance & Administration
Policies & Procedures
Decisions & Recommendations
Lists & Registers
Our Services

Noo,rwhE

1. About the Publication Scheme

Every public authority covered by the Freedom of Information Law has a legal duty to maintain a
publication scheme.

The purpose of a publication scheme is to make information readily available to the public
without the need for specific written requests. Schemes are intended to encourage authorities to
proactively publish information, to develop a culture of openness and participation.

The publication scheme lists the information which is readily available to the public. The list is
divided into seven (7) different categories of information, to help you find the documents you are
looking for.

This publication scheme commits the Planning Department to making information available to
the public as part of its normal business activities.

The Department of Planning will:
= gpecify the information held by the authority, which falls within the seven (7)
categories below;
= proactively publish or otherwise make routinely available, information which is held
by the authority and falls within the categories below;



= describe the methods by which specific information is made available, so that it can
be easily identified and accessed by members of the public;

= list any fees charged for access to information described in this scheme;

» publish or otherwise make information available, in accordance with the methods and
fees stated in this scheme;

= make this publication scheme available to the public;

= regularly review and update the information made available under this scheme.

2. Information that may be withheld

The Department of Planning will generally not publish:

» information that is not held by the Department of Planning, or which has been
disposed of in accordance with a legally authorised disposal schedule;

= information that is not readily-available — for example: information that is contained in
files that have been placed in archive storage;

= information which is exempt under the FOI Law, or otherwise protected from
disclosure — for example: personal information; commercially sensitive information;
and information that would prejudice the effective conduct of public affairs. Records
containing exempt matter will be published in a redacted form, where ever it is
practical to do so, indicating which exemptions apply;

In maintaining this publication scheme, our aim is to be as open as possible.

However, there may be limited circumstances where information will be withheld from one of the
categories of information listed in section 7: Categories of information.

Information will only be withheld where the FOI Law expressly permits it.

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
or harm the Department of Planning customer’'s commercial interests.

Whenever information is withheld, we will inform you of this and explain why that information
cannot be released. Even where information is withheld, it may be possible to provide a
redacted copy, with the exempt matter edited out.

If you wish to complain about any information which has been withheld, please refer to section
6: Complaints.

3. Methods of access

Information available under our publication scheme will usually be accessible through the
methods described below.

Section 7: Categories of information provides more details on the information available under
the scheme, along with additional guidance on how the information within each category may be
accessed.



Online

Email

Phone

Many of our documents are published electronically on this website and can be
downloaded in PDF format from www.planning.gov.ky . Where information is available
online, a link within section 7: Categories of information will direct you to the relevant
page or document.

If you are still having trouble locating information listed under our scheme, please
contact us by email at foi.pln@gov.ky or Charles Brown at Charles.Brown@gov.ky or
345-244-6537.

If information is listed in our publication scheme but is not published on the website, we
may be able to send it to you by email. You can email us at foi.piIn@gov.ky to request
information. Please provide a telephone number so that we can call you to clarify details
if necessary.

Documents listed in the publication scheme can also be requested by telephone. Please
call Information Manager Charles Brown (345-244-6537) to request information. The
Department’s telephone number is 345-769-7526, and its Fax is 345-769-2922. For
information regarding the Sister Islands, contact  Andrea Stevens
(Andrea.Stevens@gov.ky , or Tel. 345-244-4422, or Fax 345-948-2422).

All information listed in the publication scheme will usually be available in hard copy.
Requests may be addressed to the Information Manager at our mailing address:

Department of Planning

P. O. Box 113

Grand Cayman KY1-9000
CAYMAN ISLANDS

Alternatively, for information regarding Cayman Brac or Little Cayman, requests may be
addressed to:

Sister Islands Planning Office
P.O. Box 235

Cayman Brac KY2-2100
CAYMAN ISLANDS

In your request, please provide your name and address, full details of the information or
documents you would like to receive. You may also wish to provide a telephone number so that
we can call you to clarify details if necessary. For faster processing, please also include any
applicable fee. (See section 4: Fees and charges for further details.)



Personal visits
In limited cases, you may be required to make an appointment to view information listed in
the publication scheme. This will be clearly stated in section 7: Categories of information,
and relevant contact details will be provided in that section.
The physical location of the Planning Department on Grand Cayman is:

Government Administration Building
4™ Floor

133 Elgin Avenue

Grand Cayman

Cayman lIslands

The physical location of the Sister Islands Planning Office is:

District Administration Building
19 Kirkconnell Street

Stake Bay

Cayman Brac

Cayman Islands

Advice and assistance

If you experience any difficulty identifying the information you want to access, please contact
Information Manager Designate Charles Brown (Charles.Brown@gov.ky or 345-769-1537),
or Information Manager Robert Lewis (Robert.Lewis@gov.ky or 345-769-1504). If you
require specific clarification from a section or Unit of the Department about information you
want to access, please use the contact details below:

Section or Unit Contact

Building Control Unit Tel. 345-244-6528; Fax. 345-769-2228
Policy Development (Zoning) Tel. 345-244-6537; Fax. 345-769-7525
Current Planning Tel. 345-244-6542; Fax. 345-769-2922
Administration Tel. 345-244-6503; Fax. 345-769-7525
Sister Island Planning Office Tel. 345-244-4421; Fax. 345-948-2422

The Department of Planning will adhere to its obligations under section 10 of the FOI Law, and
any requirements relating to disability or discr