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  Foreword 

 
 
Mr. Orrett Connor,  
Cabinet Secretary 

 
The new Freedom of Information (FOI) Law will for the first time provide a right of access to government 

records for members of the public. Implementation of a Freedom of Information Law is often challenging for 

any country. With this in mind the Freedom of Information Unit in conjunction with the Freedom of 

Information Steering Committee has prepared a Government wide implementation plan to guide the 

activities of government to prepare for the changes required in promoting  a more open and accountable 

system of governance.  

 

The FOI Implementation Plan is an important tool in identifying areas that merit attention and resources, and 

highlighting key activities and milestones.  The plan provides guidance in many of the central themes such 

as costs, training, records management and communication leading up to the successful preparation for 

implementation of the law by Government. Timelines in the plan are targets for implementation of each 

activity and all public authorities are expected to make best efforts to achieve the targets within the plan to 

ensure successful implementation. Best international practice dictates that an implementation plan should 

provide clear guidance for public authorities on their obligations in implementation.  

 

This plan is intended to be flexible but also comprehensive in its scope. It outlines the activities to be 

conducted, the role of public authorities and the outputs expected. It is recognized that there will be 

challenges in implementation of any freedom of information regime not least of them being adopting new 

systems and procedures, addressing any issues of poor recordkeeping and archiving, and training and 

sensitization of the entire civil service to the new responsibilities placed upon them.  Costs of implementation 

must also be foremost in the minds of all public authorities. Although the plan does not include all the costs 

of each activity, preliminary costs have been quantified and included. This plan is wide in scope and 

applicable to the entire Cayman Islands Government. It is a signal that the Government is committed to the 

new Freedom of Information Law. 

 

 

Cabinet Secretary 

December, 2007 

 

 



 3 

Table of Contents        Page(s) 
 
 

 

1. Introduction……………………………………………………………………..…..4 

 

2. The FOI law………………………………………………………………….………6 

 

3. Successful implementation……………………………………………..……….8 

 

4. Costs……………………………………………………………………….…… ..11 

 

5. Components of the plan……………………………………………..…………13 

 

A. Implementation Planning and Action Plans………………………13 

B. Training & Staff Sensitisation……………………………………….14  

C. Statutory and Regulatory requirements…………………………..16 

D. Public Participation and Communication Strategy……………..16 

E. Records Management………………………………………………..18 

F. Publication Schemes…………………………………………………20 

G. Information Technology……………………………………………..21 

 

6. Risks and Mitigation……………………………………………………………24 

7. Appendix A – 

Terms of Reference of the Freedom of Information Steering 

Committee…………………………………………………………………………..27 

 

8. Appendix B –  

FOISC Implementation Planning Committee members……………………28 

 

9. Appendix C –  
Implementation Plan ………………………………………………….……...29-41 

 



 4 

1.Introduction 
 

 
 

 The value of Freedom of Information is in the provision of open, transparent and accountable 

government. The Freedom of Information law changes the basis on which information is available 

to the public by providing a legal enforceable right to information which is based on the 

presumption that public records are considered open unless otherwise determined under the 

provisions of law.  The burden of proof will now lie on the government to demonstrate why 

information cannot legitimately be released. 

The benefits of a freedom of information regime include: 

 Provision of  an opportunity for individuals to  participate in government decisions and  

frame the society in which they live; 

 Increasing the understanding of  policies and programs ;  

 Ensuring the exercise of the public  other rights, e.g. health care, education, environment 

 Making government more efficient and effective 

 Increasing trust between the public and the government 

 Increasing accountability and as a tool to fight corruption 

 Increasing investment by ensuring the routine availability of information about 

government policies, the operation of regulatory authorities and the criteria used to make 

contractual and regulatory decisions. 

 

The Freedom of Information Law will have benefits for both the Public Sector and members of the 

public. It will increase public participation in government, heightening transparency and 

accountability and ensure that the civil service conducts decision-making in a more effective 

manner while promoting records management practices of the highest standard. 

 

The Government of the Cayman Islands is committed to the implementation of the Freedom of 

Information Law. In that regard this Government wide Implementation Plan has been prepared in 

line with best international practice. The Plan has been prepared by the Freedom of Information 

Unit under the auspices of the Freedom of Information Steering Committee (FOISC). This 

Committee has been created and approved by Cabinet to develop strategies to ensure effective 

and consistent implementation within the Government. This multi- agency steering committee 

includes government representatives from all Ministries and Portfolios and some key statutory 

agencies, a representative from the Civil Service Association of the Cayman Islands, and one 

government company. The Terms of Reference of the Committee are attached as Appendix A 
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and include reviewing the Implementation Plan for Freedom of Information (FOI), the 

development of FOI Regulations, and preparing a training strategy for public sector employees.  

 

The FOI Unit has a major role in ensuring that this plan is implemented to achieve greater 

openness throughout government. The outputs of the FOI Unit can be found in the “Annual 

Budget Statement for the Cabinet Office June 30, 2008ò available to the public at www.gov.ky .  

 

The implementation plan includes timelines for achievement of each milestone, who is 

responsible, and risks and mitigation measures. The duration of the plan is from July 2007 to 

January 2010.  The date of January 1, 2009 has been set as the target date for full 

implementation and the Government is committed to request the Governor to bring the Law into 

effect on that date.  The plan seeks to have all public authorities brought under the Law all at 

once. Progress reports will be submitted to Cabinet to assist in monitoring to ensure that each 

Public Authority meets the timelines within the Plan.  

 
 

http://www.gov.ky/
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2. The FOI Law  

 

The Freedom of Information Law will provide a general right of access to records held by the 

Cayman Islands Government. This is one of the newest government wide initiatives. The Law will 

apply to approximately 90 public authorities and require that anyone who writes and asks a public 

authority for information will have to be informed whether the record is held and then will be 

entitled to be provided with the information, subject to defined exemptions. The Law does not 

require the applicant to state that it is a Freedom of Information request.  A refusal to grant 

access to information must be based on an exemption and in each case a clear explanation or 

reason will have to be given why the provision is relied on by the public authority to refuse a 

request.  

 

Exemptions are outlined in the Law to clearly state when it would not be in the interest of the 

public to release documents. The exemptions in the Law are all qualified and should be applied 

narrowly for cases that clearly prejudice or harm a particularly stated interest .Seven (7) of the 

exemptions are subject to the public interest test. The public interest test provides that where the 

public authority has determined that a record is exempt which is subject to the public interest test 

that they have to determine whether the document although exempt should be released in the 

public interest.  The public interest test will be defined in Regulations under the Law. The 

exemptions are outlined in Part III of the Law and include:  

 Information, the disclosure of which will  prejudice international relations, defence, or 

security of the islands,  

 information relating to law enforcement that would or could be expected to endanger the 

life or safety of any person or affect the conduct of investigations,  

 information that is subject to legal professional privilege,   

 Opinions, advice to, or recommendations to Cabinet ( except materials of a purely 

factual nature, or scientific or technical reports), 

 records of the deliberations of Cabinet 

 information that’s premature release would have a substantial adverse effect on the 

national economy e.g. records on duties and monetary policy,  

 information revealing trade secrets, information of a commercial value which value 

would or could be destroyed or diminished if released, or information concerning the 

commercial interests of any individual or organization the release of which would 

prejudice those interests,  

 information that could damage or destroy heritage sites or any species of endangered or 

threatened plant or animal, 
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 The unreasonable disclosure of personal information whether living or dead. 

 information the disclosure of which would inhibit the free and frank exchange of views for 

the purpose of deliberation e.g. , the 'provision of advice' internal or external 'for opinion-

forming or evaluation 

 Information that may endanger health or safety of any individual. 

 

A request may be also refused on the ground that it is vexatious or may unreasonably divert the 

resources of the public authority based on the costs or time associated with searching and 

retrieving the information. 

 

The Law applies to all records held by Government without limitation of time. Anyone may make a 

request including persons living abroad. The timeframe within which the government has to 

provide a response to a request is 30 calendar days. The applicant may request assistance or 

ask the public authority to supply the record in the form requested. A fee may be charged for 

provision of information and reproduction subject to FOI Regulations. The Law will generally 

promote openness by requiring the proactive publication of information through a publication 

scheme that each public authority is required to produce or update on an annual basis. 
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3. Successful implementation  

 

 
The role of the FOI Unit. 
 
The overall purpose of the Freedom of Information (FOI) Unit is to promote open government. 

The FOI Unit is expected to lead and coordinate the implementation of the FOI Law and 

Regulations, across the whole of the public sector by analyzing, formulating and disseminating 

policies procedures and benchmarks and guidelines applicable to the Cayman Islands Public 

Sector. The FOI Unit is required to monitor and identify any shortcomings in implementation, 

making recommendations and report on the implementation of the law. The Unit is required to 

promote best practices and conduct the extensive training of the public sector and assist in 

raising the general awareness of the public.  

 

The FOI Unit works very closely with other key Government entities such as the Legal 

Department, the National Archives and the Portfolio of the Civil Service who have critical roles to 

play in the successful implementation of the new FOI regime. 

 
The FOI Unit will:- 
 

 Provide policy advice on areas of common concern for public authorities on Freedom of 
Information 

 

 Provide general advice on interpretation of sections of the law, procedural and 
administrative requirements 

 

 Make presentations and arrange briefings for public authorities 
 

 Conduct comprehensive training of Information Managers at Basic and Advanced levels 
from each public authority. 

 

 Prepare a FOI Practitioners Manual that will outline procedures for processing Freedom 
of Information Requests, standard forms, and requirements for giving of reasons etc. 

 

 Act as Secretariat for the Freedom of Information Steering Committee.  
 
In addition there is a proposal to create an Information Managers Network which will be utilized to 

share experiences and best practices in provision of information to the public. This Network will 

also be supported by the FOI Unit. Where citizens need a forum to air their views on FOI the Unit 

may also support such endeavors. 
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 The Role of the Information Commissioners Office 
 
The overall purpose of the Information Commissioner is to provide independent oversight of the 

implementation of the Freedom of Information (FOI) Law and subsequent regulations and in 

particular to serve as an independent appellate body to investigate complaints and appeals 

lodged under the FOI legislation as well to promote general awareness of the FOI law and the 

public’s rights under it. 

 
The Information Commissioner is responsible to:- 
 

1. Hear, investigate and rule on appeals filed under the FOI law. The FOI legislation 
provides extensive powers to the Information Commissioner in the handling of these 
duties, including power to conduct a full investigation, order the production of evidence, 
compel witnesses to testify, and the inspection of records including exempt records 
generally and the power to order that information be released.  Appeal of the 
Commissioner’s decision can be made to the Grand Court by way of judicial review.  

 
2. Monitor and report on compliance by public authorities with their obligations under the 

FOI law. Information Commissioner can require that the public authority to take such 
steps as may be necessary to bring it into compliance with the law. The Information 
Commissioner may on his own initiative conduct an investigation into any matter where 
he does so; the matter shall be treated as an appeal under the law. The Information 
Commissioner is required to submit various reports to the legislative assembly, some of 
which require the compilation of information provided by public authorities in accordance 
with the FOI law. 

 
3. Make recommendations for reform both of a general nature and directed at specific public 

bodies.  The Information Commissioner can also make recommendations for changes to 
record keeping practices and in relation to training of public authority officials.  

 
4. Refer to the appropriate authorities, cases where it appears that a criminal offence has 

been committed. In cases where egregious or willful failures of a public authority to 
comply with an obligation under this law have been determined, the Information 
Commissioner can refer the matter to the appropriate disciplinary authority as required.  

 
5. Publicize the requirements of the FOI law and the rights of individuals under it.  

 
Strategies for Success 

In implementing any law there are some key requirements that have to be met to ensure success. 

The Freedom of Information Implementation Steering Committee has developed 10 key principles 

that will facilitate successful implementation, namely: 

 

1. Provision of leadership within each public authority on Freedom of Information. 

2. The early appointment or designation of Information Managers who are recognised for 

their efforts as information champions within government. 

3. The conduct of, at a minimum, a records survey in each public authority to the standards 

approved by CINA.  

4. The conduct of comprehensive standardised training by the FOI Unit. 

5. The conduct of a sustained internal and external communications and awareness 

campaign. 
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6. A commitment by Government to Freedom of Information in the long term recognising 

that substantial support will be needed in the first years of implementation, especially to 

provide sufficient resources (technical, infrastructure, human and financial). 

7. The proactive publication by each public authority of information likely to be requested 

that is not covered by an exemption and the publication of information that can be made 

freely available.   

8. Completion of a baseline assessment by each public authority at the start of 

implementation and the conduct of a self assessment of readiness including test runs 

within public authorities before the law comes into effect. The Baseline Assessment has 

been prepared in the form of a questionnaire that requests information be provided by 

every public authority to the FOI Unit in the following areas:- FOI awareness; Records 

Management; Staff resources; Proactive publication; Identification of Special 

requirements and Challenges; and IT Readiness. 

9. The making of key decisions that will ensure that the provision of information is not a 

difficult task for the requestor e.g. collection of fees, provision of access to view records, 

and ensuring that facilities for reproduction of records are available and easy to provide. 

10. Appropriate Information Technology support for public authorities to ensure both 

proactive publication of information and tracking and monitoring of requests. 
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4. Costs 

 

 

Central Funding 

There are a number of implementation actions that will be centrally funded by the Cabinet Office 

/FOI Unit.   

These include: 

 FOI Training 

 Provision of comprehensive information on the FOI website for Information Managers and 

the public  

 Provision of a tracking and monitoring system for FOI 

 Development of a FOI Guideline Manual 

 Assistance with provision of international expertise on FOI to the Government 

 Provision of technical support to allow for e-based publication schemes 

 

The FOI Unit will be provide training for the entire public sector including Chief Officers/heads of 

agencies, Information Managers and support the training with Information Managers of the 

internal staff of each public authority. There is also provision in the budget for the further 

development of the FOI website and web marketing of $100,000 which will be utilised to ensure 

the creation of monitoring and tracking software to ensure that agencies are able to conduct 

reporting and meet timelines under the Law. The budget includes an allocation of $100,000 in 

Professional Fees for hiring consultants to assist in conferences, development of materials and 

public education activities.  

 

A budget has also been provided for the Information Commissioner’s Office for July 2007-June 

2008 of $659,533. The Commissioner’s Office will be primarily responsible for providing the public 

with information on their right to know and there is provision in the budget for the website 

development and marketing of $100,000 and public relations and publicity of the Law and 

persons’ right to access information of $15,000. The budget includes an allocation of $100,000 in 

Professional Fees for hiring consultants to assist in the work of the commissioner’s activities.  

 

 

 

 

 Public Authorities costs 

There are some discrete costs that will have to be born by public authorities. 
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These include: 

 Cost of hiring Information Manager / Records Officer if existing staff not appointed 

 Costs associated with conduct of records survey and implementation of records 

management standards 

 Equipment purchase e.g. computer, printer, photocopier, scanner 

 Costs of infrastructure (storage facilities, cabinets, paper and office supplies),  

 On-going costs of keeping the systems updated, researching and responding to requests,  

 Enforcement/litigation costs 

 Staff time for FOI activities e.g.  Preparation of publication schemes, training, 

administering FOI appeals etc 

 

Public authorities will have to assess their particular circumstances to determine additional costs 

expected. Each authority will likely be different in terms of the impact of the FOI law on their 

operations and the number and complexity of requests received. Each public authority must make 

a judgment based on an analysis of the public’s current requests for information and then make 

projections of the number of requests that they are likely to receive. 

 

Cost of Implementation of the Law 

 

The estimated cost to public funds of implementing the Law will include the cost of staff for the 

FOI Unit and Information Commissioner’s Office, the cost of processing requests (search and 

review time), costs of appeals, costs of making information available on publication schemes, the 

costs of training programs, and the cost of acquiring the necessary computer support systems to 

handle tracking of requests.  It has been determined by the Government that the Law will be 

implemented using current staff and this will not have a significant impact on the manpower level 

elsewhere in the public sector. However, there may be a need for new specialised Information 

Managers within some public authorities who not only can assist other departments and units in 

preparing for implementation but have the requisite seniority and information records 

management skills. In addition persons who will act as Information Managers will have to have 

their job descriptions amended to include the additional responsibilities.   A process to recognise 

the adoption of high standards of excellence in providing information to the public and the 

performance of these officers in the conduct of FOI work will be developed. 

 

 

 

5. Components of the plan    

A.  Implementation planning and action plans 
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The FOI Government-wide plan includes activities and decision-making required for full 

implementation of the law.   This plan however does not detail all the preparatory steps required 

to be taken by each public authority. Each public authority will be required to prepare an Action 

Plan that details how they will internally prepare for implementation of FOI. Action Plans will have 

to address the issues of conduct of records surveys, creation of file plans, procedures for granting 

access to information, payment of fees and producing and retrieval of records etc. The systems to 

be developed must be people-friendly, practical and simple, to enable the easy use of the FOI 

Law by the public who will make requests to each public authority. A list of public authorities will 

be widely publicized to enable the public to identify which Ministry, Department, or statutory 

authority holds the information which they need. 

 

The FOISC, with assistance from the FOI Unit, will track the status of preparedness of each 

agency and progress on their action planning. This will require regular contact with each public 

authority through the Information Manager and a process to address their special requirements 

and provide timely advice. 

 

The key strategies adopted are as follows: 

 

 Prepare a FOI government-wide implementation plan and obtain comments from public 

sector and the public 

 Publish the plan 

 Track progress of milestones 

 Report to Cabinet on the achievement of outputs and compliance with milestones under 

the plan 

 Regular monitoring of agencies’ compliance with the plan. 

                       

 

 

                                                       

B. Training & Staff Sensitisation  
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Training and sensitisation of the public sector to the FOI law is one of the central roles of the FOI 

Unit. There will need to be sustained training to ensure a clear understanding of the scope of the 

FOI law, its impact and the procedural and administrative issues associated with FOI. Appropriate 

materials including a Practitioners Guidance Manual will be developed to be circulated to all 

public authorities. Sessions will include content that is tailored to the needs of each identified 

group. 

Groups that have been identified are: 

 Chief Officers, CEOs, principal officers of statutory authorities 

 Heads of Department by Portfolio/Ministry 

 Information Managers and Records Officers 

 Customer-facing staff 

 General Civil Service 

The strategy proposed is to phase briefings and sensitisation events and follow this by a full 

course for Information Managers and Records Officers. 

 Stage One consists of briefings for all Chief Officers and heads of statutory 

authorities and government companies and reviews of progress of the project 

(commence September 2007). 

 

  The content will include presentations and discussion. There will be an overview of the 

Law and what it means for public authorities, discussions on the timelines and critical 

actions e.g. creation of an entity action plan; delivery of a set of principal accountabilities 

necessary under FOI that Chief Officers will need to assign to staff. The briefings will 

continue through out implementation to ensure information flow on the challenges and 

solutions to agencies problems.  

 

 Stage Two is briefing of heads of Department by Ministry/ Portfolio (commence 

October 2007) alongside the person designated to complete the action plan, 

preferably the Information Manager. 

 

The content will include a presentation and discussion. The aim of the session is to give 

participants an understanding of the scope and application of the FOI law within each 

Department of government to highlight implementation issues and deadlines and to 

secure management and resource commitment of the minimum requirements for FOI to 

succeed.  A critical outcome of these briefing sessions is for public authorities to be able 

to complete a baseline assessment of their current FOI capabilities and requirements, 

which in turn will lead to development of their Action Plans.  A number of public 

authorities will also identify special challenges in implementing the FOI Law, which will 

require specific planning and actions to address. 
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 Stage Three (February 2008 to May 2008) - preparation and delivery of sensitisation 

presentations by the FOI Unit (or Information Managers, where appropriate) to 

raise awareness, targeted at a universal audience of public servants.  

 

The content will include a presentation and discussions. The aim of the session is to give 

persons a general understanding of FOI, who to refer enquiries to, and address 

Frequently Asked Questions.   

 

 Stage Four is a three day course for Information Managers and Records Officers 

(through April and May 2008). This course will be repeated (September and 

October 2008) followed by short advanced seminars offered by the FOI Unit for 

which participants will required to register.  

 

The course introduces participants to the context of the FOI Law, principles behind the 

importance and value of FOI, the operations of the Freedom of Information Law, and 

processing of FOI Requests. Case studies will be utilized to involve participants in the 

actual handling of requests, assessment of charges and the application of information on 

the use of exemption provisions. A comprehensive Guidance Manual, with information on 

procedures and sample forms will be provided. This training will aim at fostering a deep 

understanding of FOI. The program will provide a platform for networking of Information 

Managers and sharing of experiences. The program will also include a process for 

evaluation and methods of support of the work of Information Managers. The three day 

training course will be offered by the Civil Service College to ensure sustainability. 

 

 Stage Five (June to December 2008) is focused training for customer-facing staff 

within public authorities.   

 

Information Managers will be expected to provide this training, within their own public 

authority, with assistance from the FOI Unit.  The training will comprise presentations, 

worked examples and discussions. Customer Service training and classes on train the 

trainers will be offered by the Civil Service College which could be utilised by this staff. 

 

C. Statutory and Regulatory requirements 

 

 

The FOI Law cannot be fully implemented without detailed Regulations that outline the 

administrative responsibilities of Information Managers and how the Law will work in practice. 
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Enabling Regulations, which serve to provide details and direction, are critical for both exercising 

and implementing the law.  In addition the Government is committed to ensuring that laws which 

may conflict with FOI are identified and revisions prepared as it is important to understand the 

effect of extant laws, regulations, and policies on the new openness regime. 

 

The strategy adopted will be:- 

 

 Prioritize development of FOI Regulations by FOI Unit with assistance from the Legal 

Department 

 Ensure consultation on FOI Regulations 

 Work in association with the Legal Department , Law Reform & Law Revision 

Commission in review of inconsistent legislation with FOI to bring that legislation into line 

with principles of FOI 

 Utilise prescribed forms to standardize responses to requests e.g. voluntary FOI 

application form.  

 

 

D. Public Participation and Communication Strategy 

 

 

Ensuring the participation of the public in activities that the Government undertakes and their 

support for the new law will be critical to the achievement of buy-in by the public of the value of 

the FOI law. The Information Commissioner under the FOI Law is tasked with ensuring the public 

understand their rights and can enforce these rights. The FOI Unit will however continue to 

engage the public through selected events in implementation and in increasing the knowledge of 

the public about their right to information. Key strategies for the FOI Unit to adopt during 

implementation will be: 

 The formation of a civil society advisory group which once the Law is in operation will 

advise the government on how the Law is working through their experience in making 

requests, and 

 The involvement of the public in events that focus attention on FOI e.g. Sunshine Week 

and the appointment of the Information Commissioner. 

 

 

For the public it will be important to know how the law benefits them, and key objectives for this 

campaign, can be summarized as follows: 
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 Explaining the basics of the law 

 Creating awareness of the value of FOI for civil society 

 Education the public on how to use the law to access the information they want. 
 
Strategies: 

 Radio and television appearances by the Information Commissioner 

 Using media events to get the message out, e.g. Sunshine Week 

 Information leaflets explaining the process  

 Other media events as needed 
 

Communication Strategy  

 

The Cayman Island Government has had a focus on public participation and consultation from 

the passage of the Freedom of Information Bill, and this remains a cornerstone of this 

implementation plan. Freedom of Information is however a very abstract concept to most people 

in the civil service, and within the time period for implementation of the Freedom of Information 

Law, it is important to put a face to the FOI Unit and the Law making it more tangible. Openness 

is a fairly new value for public servants and still needs to be integrated, and will therefore require 

deliberate actions geared towards cultural change in government.  

 
There needs to be a clear message of Open Government and what this means within the public 

sector for public officers to understand the new law. A process of culture change will be needed. 

Public officers create, and retrieve government information. They have to be involved so that they 

can support its implementation. The goal will be to find simple and cost-effective strategies to 

internalise the idea of Freedom of Information. The intention is to make public officers proud of 

being part of a process of openness. Public Officers should see themselves as agents of change 

and not just people affected by change. 

Core values to be communicated are: 

 A sense of service to the public,  

 The importance of Freedom of Information to democracy, and  

 Professional excellence. 

Key outputs to be achieved by the Unit will be: 

 Raising awareness of the Freedom of Information Law and its implementation 

 Building support for the implementation of the Freedom of Information Law 

 Creating a culture of openness in the civil service 

The message that will be communicated is: 

 Public servants are stewards of government information on behalf of the people. 
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 Providing information to the people is an integral part of the role of every public officer. 

 Public servants create records of the government, most of which could be made available 
to the people. 

 Public officers are citizens too, and it is their interest to promote and embrace the 
changes. 

Key activities to be adopted include: 

 Introducing Sunshine Week to Cayman with a visiting FOI expert 

 Meetings with public officers and civil society 

 Organization of workshops with chief officers, heads of departments 

 A FOI newsletter 

 Using the website: www.foi.gov.ky to keep people informed 

 Training materials for all levels of civil servants 

 Developing incentives/ a merit programme 
 

 
E. Records Management 

 

 

Implementation of the FOI Law will not succeed without good record keeping. Requirements and 

standards for records management in all public authorities are defined in the National Archive and 

Public Records Law (2007). These include the following obligations on the part of the most senior 

officer in charge of each Public Sector agency: 

 To make and maintain full and accurate records of all the agency’s business and affairs; 

 To create, manage and dispose of records in compliance with standards prescribed by 

the National Archive; 

 To dispose of records only by means of a disposal schedule approved by the Records 

Advisory Committee and the National Archivist. 

 

In preparation for the implementation of the FOI Law, all public authorities should – as a minimum 

requirement – conduct a records survey, in order to list all their operational records series (also 

including records that may contain exempted information).  This listing should then be entered 

into the government’s record keeping system, the Records Management System (RMS) for easy 

access and maintenance.  

 

A records survey is an essential tool for compliance with the FOI Law. It is also an important step 

towards implementation of records management standards defined by the National Archive, such 

as the development of a file plan and disposal schedule.  

 

All public authorities are expected to work on the production of a file plan and disposal schedule 

encompassing the records resulting from their operational business functions. A file plan is an 

http://www.foi.gov.ky/
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official classification scheme used to bring together records that document the same business 

functions and transactions within the organization. On-going progress towards creating a file plan 

in each agency by January 2009 will make the retrieval of documents much easier for all public 

authorities.  

 

Training and assistance relating to all records management standards and requirements, records 

creation, sessions on classification of records and safety of records including how to conduct a 

records survey, is available from the National Archive. 

 
Records Management Training  
 
Concurrent to the identified stages of FOI training, The Cayman Islands National Archives (CINA) 

will continue to run its records management training course, to promote good record keeping 

practices and assist agencies to comply with the National Archive and Public Records Law 

(NAPRL), 2007.  The course comprises four modules:  

 

Introduction to Records Management - ½ day session  

Using the Records Management System - ½ day session  

Developing a Disposal Schedule - 1 day session  

Developing or Reviewing a File Plan - 1 day session  

(2007-2008 Training Schedule attached) 

 

Compliance with NAPRL will also enable agencies to prepare for the implementation of FOI and 

improve their ability to abide with the provisions of the law. It is therefore recommended that 

Information Managers should attend the Introduction to Records Management, Developing a 

Disposal Schedule and Developing or Reviewing a File Plan courses, and Records Officers 

should attend Introduction to Records Management and Using RMS. CINA will give placement 

priority for staff assigned with these FOI responsibilities for the Oct 2007-June 2008 training 

schedule. These individuals need to be identified as soon as possible so that CINA may 

determine the requisite RM training needs. CINA is also in the process of producing a report on 

the status of records management across the public sector which is expected in October 2007. 

 

Setting records management standards and providing training and assistance to public agencies 

is one on CINA’s core functions. As an absolute minimum requirement for meeting FOI targets, 

agencies should conduct a record survey, identifying all their records. Each agency’s records 

survey is also a basic step towards the development of a file plan and disposal schedule. CINA’s 

government-wide Records Management System (RMS) also plays a vital role in FOI as the 

results of the survey should be entered into the system.  

 

F. Publication schemes and automatic publication 
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Publication schemes are currently required under the FOI law to be gazetted by each public 

authority. The Freedom of Information Act of 2007 sec. 5 (2) states that “the schedule applies for 

the purpose of making available to the public the records described in that Schedule,” therefore 

mandating two parts: 1) the creation of the schedule which states what information will be made 

automatically available, 2) and then the act of automatically publishing/making available those 

records.  Automatic publication of documents is a mechanism to reduce bureaucratic costs while 

continuing to meet the obligations of making information available, without the need for costly and 

time-consuming individualized decision-making for each request. A publication scheme is a 

document that lists certain essential information about a public authority and the records and 

information it holds, including: 

 a description of the functions of the public authority;  

 a list of dependent agencies, units, sections, boards, tribunals, committees, etc.; 

 the location or locations where the public authority operates;  

 opening hours; 

 information on the public authority’s principal officers and key staff;  

 a listing of sources of information that is publicly available.  These include both 

published materials and unpublished records produced or held by the authority, such 

as policies, annual reports, minutes, newsletters, operating and procedural manuals, 

and any administrative or operational records relating to the business of the public 

authority.  This may also include non-paper records, such as computer files, 

photographs, and even websites. 

The FOI Law requires publication schemes that cover essential information on each public 

authority and its records, to be gazetted one year after full implementation. Some of the required 

information will already be on websites or brochures, and may only need some updating.   

 

The best strategy to make this detailed information widely available is by means of web-based 

publication schemes. In order to facilitate these, the central government website www.gov.ky has 

been designated as the key e-based government tool that will be used for this purpose. Public 

Authorities will need to use a Government Information Services (GIS) Content writer, and submit 

standard information about their operations to GIS, in order to ensure consistent content across 

the board.  Some of the information will already be on websites and will only be required to be 

updated. Publication schemes are critical as they can significantly reduce the number of requests 

received by public authorities.  

 

As a minimum requirement, all public agencies will be required to submit certain standard 

information about themselves and their records, in preparation for the full implementation of 

complete publication schemes by January 2009. 

http://www.gov.ky/
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It should be noted that the development of up-to-date records management tools such as an 

operational file plan and disposal schedule will considerably assist each public authority to easily 

update and maintain a large part of the information required for their publication scheme.  

 

G. Information Technology Strategy 

 

Information technology can support the implementation of the FOI law in three main areas (1) 

Tracking, monitoring and reporting of FOI requests; (2) support for e-based publication systems 

(3) document retrieval systems. 

 

Tracking and monitoring system 

 

There are two ways that the request tracking and monitoring system could be implemented. The 

first way would be to have a distributed system. In this system, each agency would be 

responsible for creating their own system to track and monitor FOI requests. Each agency would 

also be responsible for reporting back to the FOI Unit with statistical information. The second way 

would be to have a centralized system. In this system, the FOI Unit would implement a single 

tracking system which would then deliver and monitor requests to the appropriate agency. All 

reporting information would come from the single system. The Freedom of Information law 

includes a number of requirements that affect the architecture of any request tracking and 

monitoring system. Most important among these requirements is that the system be able to 

monitor and report on requests which will have to be submitted to the FOI Unit and thereafter may 

be submitted to the Information Commissioner in order for the Commissioner to provide a yearly 

report to the Legislative Assembly.  A centralized system has the advantage of not requiring each 

agency to be burdened with the cost of developing such a system and prevents the need to 

aggregate data for government wide statistics.  

The specifications for the FOI request tracking and monitoring system, under the Freedom of 

Information Law have been completed. It is critical to work on timely implementation of the 

system chosen. Such a system will enable the government to track the progress of requests from 

receipt through to response, and include any subsequent appeals.   

 

Upgrade of the FOI website and E-mail FOI requests 

 

 The FOI Law allows requests to be made in writing (letter, fax) but also in electronic format. 

However not all agencies have an Internet presence or access to the Government Intranet 

system. It has been proposed to acquire a centralized system which will allow a single point of 
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presence on the Internet for all e-mailed FOI requests. This will mean that only one system would 

need to be developed or purchased which will reduce the cost of the entire project significantly. 

The public would be given the opportunity to send all electronic requests through the 

www.foi.gov.ky website rather than have to search for the appropriate website and e-mail address 

of each agency. Access to the government internet websites will be provided at public libraries 

and best efforts are to be made to ensure access to such websites within government buildings. 

Reporting would therefore be vastly simplified as there would only be a single database of 

requests to deal with. There would be a single contact point for all electronic requests regardless 

of whether an agency has an Internet presence or not. An interface between the centralized 

system and each agency will need to be created to pass requests and monitor responses. This 

could be as simple as e-mail or could be more complicated for those agencies on the government 

network or with their own Internet presence. 

This will be a part of the general upgrade of the FOI website which will be the main repository of 

information on FOI for the practitioners and the public alongside any website developed by the 

Information Commissioner. All public authorities will be listed on the FOI website. The FOI 

website would also list all FOI e-mail address of each Information Manger who could be 

contacted to give assistance to the public if needed. 

 

 
E-Governance in the Cayman Islands Government 
 
E-Governance is the public sector’s use of information and communication technologies with the 

aim of improving information and service delivery, encouraging citizen participation in the 

decision-making process and making government more accountable, transparent and effective. 

The Cayman Islands are a highly connected country with a wide adoption of internet technology, 

as evidenced by the proliferation internet service providers, online-banking and other e-services 

locally. Internally, in the areas where the Government of the Cayman Islands has offered online 

services such as the General Registry Cayman On-line Registry Information Service (CORIS) or 

Lands and Surveys Cayman Land information the response from the local and international 

customer base has been phenomenal. The facilitation of an expansion of such services will be 

critical to FOI to provide continued access to information in a form that is accessible to the public 

and the private sector in a format that facilitates business activities.  

 
Document Retrieval Systems 
 

One of the greatest challenges faced by agencies when dealing with FOI requests is location and 

retrieval of the appropriate information. Utilisation of an Enterprise Content Management (ECM) 

system can greatly improve the process in terms of both accuracy and speed of retrieval.  

 

An ECM is used to manage documents through their whole life-cycle from creation to destruction. 

The definition and application of a file plan and retention schedule are key components. 

http://www.foi.gov.ky/
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The Cayman Islands Government has purchased an ECM package from one of the industry 

leaders. A pilot project will commence shortly and is due for completion by the end of the first 

quarter 2008. The project team will then be able to assist departments in identifying and 

prioritising the information that they want to store in the system 
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6.  Risks and Mitigation 

 

Achieving a fully implemented freedom of information act depends on all of government, and if 

one component does not fulfill its responsibilities it will undermine or retard others advancement.  

There are a number of risks and mitigation measures that can be identified in the preparation of 

this plan.  

 

RISK MITIGATION 

 Lack of buy-in from Chief Officers, 
principal officers and Heads of 
Department 

 Conduct early briefings of  Chief 
Officers, principal officers and Heads of 
Department 

 FOI Regulations not passed in a timely 
manner 

 Resources and skills identified early to 
ensure Regulations are prioritized 

 Failure to meet the minimum 
requirements in terms of Records 
Management 

 Prioritise training for Information 
Managers in conduct of Records 
Survey, creation of an FOI team in 
each public authority to get work 
completed by January 2009 

 Inappropriate delegation of activities 
associated with the implementation of 
FOI, to existing staff within entity 

 Critical to have someone at the 
managerial level designated as 
Information Manager to ensure 
confident decision-making on FOI 
requests 

 Insufficient Budget – the intention is to 
make FOI an output requirement for 
Chief Officers which may require extra 
resources within 2007/08 public 
authority budgets 

 Consideration for pooling of resources 
or, where costs are defined, 
supplementary budget for FOI. Use of 
existing staff is supported with 
amendment of job descriptions 

 Extra workload on existing staff  Provide support from FOI team within 
each agency, and provide incentives 
program for progress 

 Resistance to change to a culture of 
openness 

 

 Recognition that FOI is a long term 
process of change.  Promotion of 
openness has to be based on 
consistent leadership from the top to 
ensure resistance does not continue 

 Information Managers not designated 
or appointed or frequent staff turn over 

 

 Job descriptions and templates for 
these jobs prepared and distributed. 
Urgency placed on this decision-
making and provision of recognition of 
Information Managers role 

 Designation of software requirements, 
development of an IT system, and 
identification of costs 

 Assessment of packages for purchase 
or decision to develop in-house system 
as early as possible 

 Inconsistency of FOI law with other 
laws 

 A review of all laws that may be 
inconsistent with FOI  to be completed 
by the Legal Department 



 25 

 Some public authorities not ready by 
January 2009 

 Identification of challenges of specific 
agencies as soon as possible and 
close monitoring through-out process 

 Preparation of publication scheme by 
each public authority 

 Guidelines are to be prepared by the 
National Archives for release by the 
Chief Secretary on the requirements 
for publication schemes. 

 Incorporating electronic records, 
particular e-mail into FOI and scanning 
of documents for proactive publication 

 E-mail policy of National Archives to be 
widely distributed and public authorities 
advised on scanning for proactive 
publication 

 Provision of infrastructure for public to 
view records including photocopy 
machines and scanners 

 Chief Officers provided model action 
plan which include provision for them 
to assess any additional budgetary 
requirements needed plan includes 
opportunities to redistribute resources 
or create a share-plan 

 Low use by the public of the law  Public education activities of the 
Information Commissioner critical and 
involvement during implementation 

 Individuals by-passing Information 
Officers/ circumventing established 
processes 

  Training of customer facing staff by 
Information Manager and FOI Unit is 
critical to ensure smooth provision of 
access 
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 APPENDIX A- 
 

Terms of Reference for Freedom of Information Steering Committee 
 

1. To review the implementation plan for Freedom of Information (FOI) and co-ordinate a 

successful strategy to ensure effective implementation of the Cayman Islands (FOI) Law. 

 

2. To promote openness generally in the Public Sector through proactive disclosure of 

information and seek to ensure appropriate cultural change. 

 

3. To monitor progress towards implementation, identify challenges and suggest solutions 

to address the needs of specific agencies. 

 

4.  To identify the appropriate IT system for FOI. 

 

5. To develop a strategy for comprehensive training and awareness of the public sector. 

 

6. To seek input from members of the media, non-governmental associations, private 

sector, the civil service association and the general public on their needs and viewpoints 

on freedom of information and assist in public relations. 

 

7. To develop guidelines in relation to the giving of reasons for decisions by public 

authorities and the integration of requirements for Whistleblowers Protection within 

Government. 

 

8. To prepare recommendations for inclusion of private companies and organizations or 

specific functions of the same, receiving regular government appropriations or which 

provide services of a public nature within the scope of the Law after consultation. 

 

9. To review draft FOI Regulations and laws which prohibit the disclosure of information.  

 

10. To report to the Cabinet Secretary, on the above. The Cabinet Secretary will make 

necessary arrangements to brief Ministers, Members of Cabinet and Chief Officers. 

The Steering Committee will meet at least once per month with sub-committees meeting more 

frequently until the law comes into force. The Committee will thereafter meet on an ad-hoc basis 

after the law comes into full operation. Once the Information Commissioner’s office is created it is 

proposed that there is a liaison with the Information Commissioner who is expected to promote 

the law to the public and enforce the provisions of the law.
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APPENDIX B- 

Composition of FOI Implementation Steering Committee 

 

Name  Department 

1. Mrs. Carole Excell, Chairperson Freedom of Information Unit   

2. Mr. Richard Barton Jr. Portfolio of Legal Affairs 

3. Mr. Tim Hubbell The Cabinet Office 

4. Mrs. Jacqueline Jefferson-Ziemniak The Portfolio of Finance & Economics 

5. Mr. Daniel Rattan Representative from the Ministry of Health & 

Human Services 

6. Ms. Janet Chisholm/  

Ms. Kimberly Huggins 

Representative from the Ministry of Education, 

Training, Employment, Youth, Sports, Culture/ 

International Financial Services Policy 

7. Mr. Samuel Rose The Ministry of Tourism, Environment, 

Investment & Commerce 

8. Ms. Tamara Ebanks The Ministry of Communications, Works, & 

Infrastructure 

9. Ms. Angelique Crowthers The Ministry of District Administration, 

Planning, Agriculture & Housing 

10. Ms. Tamara Selzer The National Archives 

11. Mrs. Cornelia Oliver Government Information Services 

12. Mr. Gilbert McLaughlin Computer Services 

13. Ms. Jo Richards The Portfolio of the Civil Service 

14. Mrs. Wanda Tatum District Administration ( rep. Sister Islands) 

15. Mr. Christopher Eakin Immigration Department 

16. Mr. Paul Tibbetts/ 

Mr. Patrick Strasburger 

Cayman Airways 

17. Mr. Haroon Pandohie  Cayman Islands Civil Service Association 

 

 

 

 

 

 

 



FOI Implementation Work Plan  

* Activity completed as of December 2007 

APPENDIX C- 
FOI GOVERNMENT IMPLEMENTATION PLAN:  JULY 2007 to NOVEMBER 2010 

 

ACTIVITY TARGET COMPLETION 
TIMEFRAME 

RESPONSIBLE 
ORGANISATION 

Indicator of Achievement REMARKS Budget 
responsibility 

I. IMPLEMENTATION PLAN       

1. Prepare and present government wide 

Draft Implementation plan to FOISC 

 27
th

 September 2007* 

  
 

FOISC – sub committee 
planning  

Draft Plan prepared & presented to 
FOISC 

 FOI Unit 

2. Brief Cabinet on draft Plan 9
th

 October 2007* FOI Unit Cabinet briefed and draft plan endorsed Chief Officers brief (28
th

 Sept) provides an 
opportunity for feedback 

 

3. Obtain comments on plan 15
th

 November 2007* FOI Unit Comments received Place document on website & advertise in 
the newspaper 

FOI Unit 

4. Cabinet approval of Implementation Plan 30
th

 November 2007 FOI Unit Plan approved   

5. Finalise and publish FOISC plan  14
th

 December 2007 FOI Unit Plan published  FOI Unit 

II. IMPLEMENTATION PLAN PROGRESS 

REPORTING 

     

1. Review of progress in implementation Quarterly Progress reports 
 
Cut-off date for the first report 
20

th
 December 2007 

FOI Unit / FOISC/ 
Implementation Sub-
Committee 

Monitoring report prepared and submitted 
every Quarter from December 2007 

Report prepared and signed off by FOISC 
prior to submission to Cabinet Secretary 

FOI Unit 

2. Progressive review meetings for Chief 

Officers and Principal Officers 

24
th

 January 2008 
12

th
 June 2008 

FOI Unit/Chief Officers Review meeting held The purpose of the meetings is to allow 
Chief/Principal Officers to review progress 

FOI Unit 

III. BASELINE ASSESSMENT      

1. Create Baseline Assessment 

questionnaire for FOI readiness 

14
th

 September 2007* FOI Unit & CINA 
 

Assessment Questionnaire prepared and 
vetted by FOI consultant 
 

Questionnaire needed for Chief Officers 
Briefing and the next meeting on 
Operational Planning.  Send questionnaire 
with Agenda for Chief Officers brief   

FOI Unit 

2. Public Authorities briefed on Baseline 

(i.e. readiness) Assessment 

22
nd

 – 31
st
 October 2007* Public Authorities  Briefing completed Public Authority Heads briefings during 

period 22 – 31
st
 October 

FOI Unit 

3. Public Authorities complete FOI 

Baseline Assessment  

14
th

 December 2007  Public Authorities Baseline Assessment completed Ministry/Portfolio/Entity delegates 
Readiness Assessment to key staff. 
Needed for Heads of Department briefing. 

Public Authorities 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

IV. RECORDS MANAGEMENT      

1. Report on Records Management 

readiness, based on available statistics 

and information 

12
th

 October 2007* CINA Report submitted to Chief Secretary and 
made available to FOI Implementation 
Subcommittee 

Public Authorities need to appoint a 
Records Officer to assist Information 
Manager 
Report is based on responses to annual 
RM survey, disaster plan responses, RMS 
usage, training evaluations, attendance 
etc 

CINA 

2. Develop & communicate full & accurate 

standards for public records 

31
st
 October 2007* CINA Full & accurate standard completed Sets a standard for records to be created 

by Public Authorities.  Important for FOI. 
CINA 

3. Complete draft Code of Practice on 

Records Management  

15
th

 October 2007* CINA Draft Code completed Relates to management, disposal and 
transfer of records to the Archives  

CINA 

4. Complete, approve and distribute Code of 

Practice on Records Management 

1
st
 February 2008 CINA Code of Practice approved by Chief 

Secretary & distributed by CINA 
Code of Practice requires Chief Secretary 
approval 

CINA 

5. Develop & communicate administrative 

File Plan for I & T Management 

31
st
 January 2008 CINA (in consultation with key 

stakeholders) 
Administrative File Plan for Information & 
Technology Management completed & 
distributed 

This is the administrative function that 
includes details on includes FOI record 
keeping 

CINA 

6. Public Authorities complete Records 

Survey in accordance with CINA 

guidelines and advice 

18
th

 August 2008 
On-going 

Each Public Authority 
Advice provided by CINA 
 

 Records Survey forms completed for 
each records series in the Public 
Authority, data entered into RMS as a 
listing 

Absolute minimum per each Public 
Authority is completion of a records 
survey before January 2009 i.e. 
documented list of files and locations. 
This is a time-intensive activity 

Public Authorities 

7. Progressive development of File Plan, 

implementation of RM tools and 

standards, seeking assistance from CINA 

On-going  Each Public Authority 
Advice from CINA as required 
 

Plan progressively developed Relates to development of File Plan, 
disposal schedule and other RM tools. 
Information Managers & Records Officers 
need appropriate File Plan training. 

Public Authorities 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

V. PUBLIC AUTHORITY ACTION PLANS 
 

     

1. Preparation of  Model Action Plan 
(template)  

16
th

 August 2007* FOISC- Planning 
subcommittee  

Model Action Plan prepared 
 

 FOI Unit 

2. Present Model Action Plan to Chief 

Officers/Chief Executive Officers 

28
th

 September* FOI Unit- Planning 
subcommittee 
 

All Chief Officers/CEOs attend 
presentation 
 

 FOI Unit 

3. Present on Action Plan framework to 

Heads of Agencies (as a group) and 

Designated Information Managers 

 22
nd

 – 31
st
 October* 

 
FOI Unit / CINA Meetings conducted and all Public 

Authorities are represented 
Briefing session will be conducted for 
each Ministry/ Portfolio.  
Planning 2 hrs and twice per day 

FOI Unit 

4. Public Authorities designate (or appoint) 

Information Managers, and establish 

project team 

19
th

 - 31
st
 October  

 
 

Chief Officers/CEOs and 
Public Authority Heads 
 

Information Managers designated & 
advised to prepare for & attend next 
briefing 

Public Authorities need to Designate (or 
Appoint) Information Managers in time to 
attend the HOD briefing   

Public Authorities 
are responsible for 
own staffing 

5. Public Authorities Finalise Action Plans 14
th

 January 2008 Public Authorities Action Plans finalized  Public Authorities 

6. Public Authorities with specific FOI 

requirements/challenges confirmed 

14
th

 January 2008  Public Authorities/FOI Unit 
 

Public Authorities with special FOI 
requirements identified 

FOI Unit will assist with assessing 
requirements and provision of specialist 
advice/training. 

Public Authorities. 
FOI Unit assistance 

7. Progressive implementation of individual 

agencies action plans 

14
th

 January 2008 to  
1st January 2009 
 

Each Public Authority Action plans implemented within timelines 
 

 Public Authorities 

8. Confirm Information Managers & advise 

FOI Unit of training requirements 

29
th

 February 2008 Public Authority Information Managers formally confirmed. 
FOI Unit advised of training requirements 

Public Authorities may need this extra 
time to recruit staff or renegotiate existing 
contracts. 

Public Authorities 

9. Public Authorities confirmatory test of 

internal FOI systems & processes 

4
th

 – 28
th

 November 2008 Each Public Authority Systems & processes successfully tested Public Authorities should progressively 
test systems and processes as they come 
on-line. Public Authorities provide 
feedback to FOI Unit as necessary 
(especially when problems are identified). 

Public Authorities 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

VI. APPOINTMENT OF INFORMATION 
COMMISSIONER & SET UP OFFICE 

     

Appointment of Commissioner 

1. Develop JD for Information 

Commissioner and have it evaluated 

 18
th

 January 2008 Cabinet Office, Portfolio of 
Civil Service 

 JD developed and evaluated The Law requires the Information 
Commissioner to be appointed six months 
before implementation (i.e. by Jul 2008). 
Public participation in the appointment 
process is also required. 
A selection panel will propose a 
nominee(s) for approval by the Governor 

 
 
 
Cabinet Office 

2. Seek nominations for the post and do 

technical vetting 

 29
th

 Feb 2008 Cabinet Office  Nominees vetted 

3. Process to select Commissioner  28
th

 March 2008 Cabinet Office  Candidate(s) selected 

4. Commissioner approved  18
th

 April 2008 Cabinet Office  Commissioner approved 

5. Commissioner on-board  1
st
 July 2008 Cabinet Office  Appointee on-board 

Set-up office & recruit support staff 

6. Set up Commissioner’s Office 

 9
th

 May 2008 Cabinet Office  Office set up Involves identifying facility, refurbishing (if 
required), purchasing furniture & equipment 

Cabinet Office 

7. Preparation of office organization and 

staff roles  

 9
th

 May 2008 Cabinet Office/Commissioner  JDs written & evaluated 

 Office designed  

Commissioner is involved with interviewing 
and selection. 
Formalisation of budget arrangements for 
the IC is also part of the set-up process 

Commissioner/ 
Cabinet Office 

8. Recruit Staff and develop office  4
th

 July 2008 Commissioner/Cabinet Office  Staff recruited 

 Office developed 

Timeframes: advertising-2 weeks; 
selection & negotiate contract-2 weeks; 
period of notice 4 weeks. 

Commissioner/ 
Cabinet Office 

9. Develop internal procedures  30
th

 Sept 2008 Commissioner  Procedures developed Allows for involvement of new staff Commissioner/ 
Cabinet Office 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

VII. TRAINING AND SENSITISATION      

1. Training strategy prepared 10
th

 September 2007* FOISC- Training  and Records 
Management Subcommittee 

Training Strategy prepared The Subcommittee is also working on the 
JD for Information Managers 

FOI Unit 

2. Define roles and responsibilities of 

Information Managers and Officers 

10 September 2007* Training Sub-committee & 
Portfolio of Civil Service 

Roles and responsibilities finalised To be available for Chief Officers brief 28
th

 
Sep 07.  Indicative Job Grading needed. 

FOI Unit 

3. Training Schedule prepared 10
th

 October 2007* FOISC- Training  and Records 
Management Subcommittee 

Training Schedule prepared Training Schedule needs to be available 
for Heads of Agency briefing 

FOI Unit 

4. Liaison  and development of contracts 

with overseas experts on FOI training 

21
st
 September 2007* 

 
FOI Unit 
 

Contracts arranged Consultants involved with vetting FOI 
documents, guidance material and 
training 

FOI Unit 

5. Preparation of training materials/ 

sensitization materials for:  

 Chief Officers  

 Department Heads and Designated 

Information Managers 

 Public Authority staff  

 Information Managers course 

     

14
th

 September 2007* FOI Unit Material prepared  FOI Unit 

12
th

 October 2007 * FOI Unit Material prepared  FOI Unit 

31
st
 December 2007* FOI Unit Material prepared  FOI Unit 

14
th

 March 2008 FOI Unit Material prepared Material has to be prepared for the Civil 
Service College to meet their 
requirements 

FOI Unit 

6. Review & amend Records Management 

training modules and workbooks  

1
st
 February 2008 CINA 

(assisted by FOI Unit) 
Review completed, workbooks & material 
updated 

This applies to updating CINA training 
modules, work books etc 

CINA 

7. FOI sensitization of Public Authority staff 4
th

 February – 30
th

 May 2008 FOI Unit, Public Authorities Public Authority Staff sensitisation training 
complete  

FOI Unit and Public Authorities work in 
conjunction to provide staff with a 
familiarisation briefing 

FOI Unit 

8. Provide ongoing Records Management 

training to Information Managers  

Ongoing October 2007 – 
January 2009 

CINA, FOI Unit Training conducted Priority given to designated/appointed IMs 
Modules to cover – RM intro, File Plan, 
Disposal Schedules which may be 
incorporated into formal IM training 

CINA 

9. Provide ongoing training to Records 

Officers 

Ongoing October 2007 – 
January 2009 

CINA, FOI Unit Training conducted Priority given to designated/appointed 
Records Officers 

CINA 

10. FOI Sensitization for members of 

Cabinet and the Legislative Assembly 

29
th

 February 2008 FOI Unit Sensitisation completed Cabinet briefed, 9
th

 October 2007*  
 

FOI Unit 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

11. Conduct FOI training courses for 

Information Managers 

7
th

 April – 30
th

 May 2008 FOI Unit, Civil Service College Formal Training Course for Information 
Managers completed 

Proposal – 3 day modules followed by 
specialist training in alternate weeks in 
association with Civil Service College 
 

FOI Unit 

12. Facilitation of training for agencies with 

specific requirements/challenges OR 

Study Tour for selected key FOI officials  

7
th

 April to 27
th

 June 2008, as 
required 

Public Authorities Training completed Baseline Assessment provides data.   FOI Unit 

13. Top level Joint workshops for 

Information Managers, Chief Officers & 

Principal Officers on status of 

preparation 

9
th

 - 13
th

 June  2008 
 

FOI Unit/Public Authorities 
 

Joint work shops across agencies held 
 

Includes international consultants FOI Unit provides 
venue, consultants, 
transport costs 

14. Further FOI training courses for 

Information Managers 

18
th

 August – 12
th

 September 
2008 

FOI Unit Training completed As for 8 above FOI Unit 

15. Training of customer-facing staff 18
th

 August – 31
st
  October 

2008 
Public Authority IMs assisted 
by FOI Unit 

Training completed Training should be reasonably near 
implementation date 

FOI Unit funds 
training resources 

VIII. NETWORKING      

1. Commence monthly meetings (support 

network) for Information Managers  

Start 1
st
 November 2007 * 

Ongoing 
FOI Unit Meetings held Intention is to develop support networks 

for Information staff as early as possible. 
Propose lunch meetings 

FOI Unit 

2. Formalise a technical network of 

Information Managers & practitioners  

28th
th

 March 2008 FOI Unit/CINA Information network set up and members 
identified  

 FOI Unit 

3. Develop a programme to recognize the 

performance of Information Managers 

20
th

 June 2008 FOI Unit Recognition award/system developed  FOI Unit 

4. Continue the IM meeting programme 30
th

 June 2008 FOI Unit Meetings continue Continuation of meeting programme from 
Item 1 above 

FOI Unit 
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ACTIVITY COMPLETION TIME FRAME 

 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

IX. PREPARING GUIDANCE RESOURCES      

1. Preparation outline for Guidance Manual 

on key provisions in Law  

21
st
 December 2007 FOI Unit Outline for Guidance Manual prepared 

 
 FOI Unit 

2. Prepare Draft Guidance Manual 

(CD/Hardcopy) 

29th February 2008 FOI Unit Manual prepared Consultant   and FOI Unit will prepare 
Manual 

FOI Unit 

3. Vetting/consult on Guidance Manual  14
th

 March, 2008 FOI Unit/Legal Department Guidance manual vetted Legal Department will be asked to review 
to meet this time line.   

FOI Unit 

4. Revise, produce and distribute draft 

Manual  

4
th

 April 2008 FOI Unit, GIS Guidance Manual distributed  FOI Unit 

5. Train Information Managers on use of  

Guidance Manual 

7
th

 April – 30
th

 May 2008 FOI Unit Information managers trained Information Managers formal technical 
training  (refer Training, item 10 above) 

FOI Unit 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

X. PUBLICATION SCHEMES      

1. Prepare draft Guidance on how to create 

Publication Schemes 

 31
st
 March 2008 CINA/FOI Unit 

 
Draft Guidance documented  Draft Guidance material is needed for IM 

training (commences 7
th
 April 2008).   

 

FOI Unit 

2. Diagnose the characteristics of available 

information in Public Authorities in order 

to develop a provisional Publication 

Scheme by the 1
st
 January 2009 

implementation date 

1
st
 August 2008 All Public Authorities 

 
Documented diagnosis The intention is to develop provisional 

Publication Schemes by 1 Jan 2009.  
These would be refined & approved for 
formal implementation on 1 Jan 2010. 
Public Authorities can commence this 
activity straight away if they have staff 
able to do it.  This completion date is the 
latest possible.  

Public Authorities 

3. Systematizing general information 

concerning the institution that contains, 

as a minimum, prescribed information 

for dissemination 

29
th

 September 2008 All Public Authorities  
 

 Information Systematized Identifying requirements, procedures, 
responsible persons and costs 

Public Authorities 

4. Document information for release, in 

provisional form for dissemination  

(include fees, if any – TBC) 

27
th

 October 2008 All Public Authorities Provisional documentation ready Information to be suitable for website & 
public dissemination for January 2009 
 

Public Authorities 

5. Finalisation and implementation of form 

in which information is to be released 

31
st
 December 2009 All Public Authorities Final Publication Scheme completed  The Law requires Publication Schemes to 

be formally implemented 12 months after 
the Law comes into effect.  
 

Public Authorities 

6. Publication Scheme implemented 1
st
 January 2010 All Public Authorities Approved Publication Scheme 

implemented and available to the public 
Refer 5 above Public Authorities 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

XI. IT REQUIREMENTS      

1. Develop strategy for provision of 
appropriate IT systems for FOI 

14
th

 September 2007*
  

 
FOISC IT Sub Committee IT Strategy Prepared 

 
Strategy to cover:  FOI website structure; 
e-based publication pages; FOI request 
tracking system; FOI staff training 

FOI Unit 

2. Compile system requirements for 
tracking and monitoring of FOI requests  

19
th

 October 2007* FOI Unit/ Computer Services Requirements developed Decision needed re develop or acquire FOI Unit 

3. Develop/acquire the tracking system  25
th

 April 2008 Computer Services System developed/acquired  FOI Unit to fund 

4. Run Pilot trial of the tracking system 30
th

 May 2008 Computer Services/FOI Unit Pilot completed Identify selected participants during FOI 
Course. 

FOI Unit 

5. Refine system based on Pilot findings 27
th

 June 2008 Computer Services Refinements complete Depends on results of Pilot trial FOI Unit 

6. Implement FOI requests tracking system  25
th

 July 2008 Computer Services/FOI Unit 
 

System rolled-out 
 

Tracking system needs to be ready for 
training IMs by 4

th
 August (refer 10 below) 

FOI Unit 

7. Preparation of e-based publication pages 
of information for Public Authorities 

30
th

 May 2008 Computer Services/ CINA/  
FOI Unit 

E-based publication pages prepared Needs to be available once Information 
Managers are trained (i.e. 30

th
 May 2008). 

FOI Unit 

8. Develop FOI website and links to Public 
Authorities: 

30
th

 May 2008 FOI Unit/GIS/Public Authorities Websites developed 
 

Needs to be available once IMs are 
trained (i.e. 30

th
 May 2008). 

Agencies without web-sites to be covered 
by FOI web-site (www.gov.ky) 

FOI Unit: 
FOI website, & any 
development 
issues 
Public Authorities: 
responsible for their 
own websites 

9. Develop on-line/web-based training 
resources (in conjunction with the 
Training Subcommittee) 

2
nd

 June – 25
th
 July 2008 Computer Services, advised 

by Training Subcommittee 
 

Training resources prepared and ready for 
implementation  

Awareness training on all FOI systems to 
be conducted during FOI training for IMs. 
Computer Services to conduct pilot 
training 2

nd
 – 6

th
 June 2008 with selected 

IMs 

FOI Unit to fund 

10. Deliver training 4
th

 August – 24
th

 October 2008 Computer Services Information Managers trained in FOI IT 
requirements 

CS delivers training.  Currently planned as 
a series of classroom sessions over this 
12 week  period.  
Planning numbers:  100 students 

FOI Unit to fund 
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ACTIVITY TARGET COMPLETION 

TIMEFRAME      
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

XII. REGULATORY FRAMEWORK      

FOI Regulations 

1. Prepare Consultation paper on issues 

associated with draft FOI Regulations 

 
29

th
 February 2008 

 
FOI Unit/Legal Department/ 
Legal Sub Committee FOISC/ 
Legal Department 

 
Consultation paper prepared  

 

 FOI Unit 

2. Obtain comments on these Draft 

Regulations 

14
th

 March 2008  FOI Unit 
 

Comments received  FOI Unit 

3. Obtain approval of Drafting instructions 31
st
 March 2008 FOI Unit Approval gained  FOI Unit 

4. Prepare draft Regulations  30
th

 April 2008 Legal Drafting  Regulations drafted ready for submission 

to Cabinet 

 Legal 

5. Obtain approval from Cabinet  30
th

 May 2008 FOI Unit 
 

Cabinet approval obtained  FOI Unit 

6. Gazette Regulations 30
th

 June 2008 FOI Unit Regulations gazetted  FOI Unit 

Review of laws inconsistent with FOI  

7. Review Laws which may be inconsistent 

with FOI: 

 Public service finance law & personnel 

management law –  

 Prepare Drafting instructions to amend  

 Prepare Draft Regulations 

 Obtain approval of Draft Regulations & 

gazette 

 

 Review laws inconsistent with FOI  

 

 
 
 
 
 
 
 
31

st
 January 2008 

 
1

st
 July 2008 

 
 
 

 
 
 
 
 
 
 
 
POCS – Draft Instructions 
 

Legal Drafting – Amendment 
to Regulations 

 

 

 

Laws reviewed & amended 

 
Priority needs to be given to a review of 
the Public Service Management & 
Finance Law and Public Service 
Management Law in relation to the 
Information Commissioners 
responsibilities. 
 
NB Declaration of Secrecy is within the 
Personnel Regulations it is recommended 
that this is amended at the same time. 

 
FOI Unit 

 
5

th
 January 2009 

Legal Sub Committee FOISC/ 
Legal Department? Law 
Reform/Revision 
Commissioner 

Remaining Laws reviewed & amended Review of measures to provide 
administrative release of information 
outside of FOI is included within the 
review 

FOI Unit 
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8. Prepare amendments for Laws 2
nd

 March 2009 Legal Drafting Amendments complete   Legal 

9. Gazette Amendments  

 

1
st
 May 2009 FOI Unit/Legal Department Committee completes work on review of 

inconsistent laws.  
Laws amended. 
Scope of law determined. 

 FOI Unit 
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TIMEFRAME  
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

XIII.  POLICY DEVELOPMENT      

Policy on Whistleblowers and Data 

Protection 

1. Development of procedural guidance on 

Whistleblowers 

2. Development of scope of work on Data 

Protection Legislation 

 
 
 
28

th
 July 2008 

 

 
 
 
FOI Unit/FOISC/PoCS 
 

 
 
 
Procedural guidance developed 
 

 
 
 
To be developed with specialist support. 
Rationale of guidance is needed 

 
 
 
FOI Unit 

 
 
30

th
 Jan 2009 

 
Cabinet Office / FOI Unit 

 
Scope of work developed 
 

  
Cabinet 

Policy on Scope of FOI Law 

3. Determination of policy on scope of law 

i.e. which entities outside of Government 

the law is applicable to: private 

organizations that carry out activities 

important to the welfare of Caymanian 

society and private entities which 

receive government appropriations 

 
27

th
 June 2009 

 
FOI Unit/FOISC 

 
Policy developed 

 
Development of the criteria to determine 
what constitutes an applicable agency and 
identifying proposed Public Authorities is 
part of this process.  
. 

 
FOI Unit 

4. Consult with entities on Order for 

Extension 

30th June 2009 – 29
th

 January 
2010 

FOI Unit 
 

Consultation completed This process requires consultation with 
proposed Public Authorities 

FOI Unit 

5. Prepare Order(s) for Extension of law   12
th

 March 2010 FOI Unit Orders prepared Deadline for entities to complete 
implementation preparations is required 

FOI Unit 

6. Entities prepare implementation plans 28
th

 November 2010 Public Authorities (as 
necessary) 

Implementation plans prepared  Public Authorities 

Persons with disabilities 

7. Review of measures to assist persons 

with disabilities 

 
30

th
 June 2008 

 
Ministry of Health, Department 
of Children and Family 
Services, FOI Unit 

 
Measures reviewed and proposals 
developed 

 
Propose sent to working group 

 
FOI Unit provides 
specialist support 
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TIMEFRAME 
RESPONSIBLE 

ORGANISATION 
Indicator of Achievement REMARKS Budget 

responsibility 

XIV. PUBLIC PARTICIPATION, AWARENESS 
AND COMMUNICATIONS PLAN 
 

     

1. Develop PR/Communications plan 10
th

 September 2007* FOI Unit/ FOISC Public 
Participation & 
Communications Committee 

Plan prepared  FOI Unit 

2. 2007 Sunshine week activities for FOI 24
th

 – 28
th
 September 2007* FOI Unit/Cabinet Office/GIS Activities implemented  FOI Unit 

3. FOI Event to mark passage of the Law 26
th

 September 2007* FOI Unit/ GIS Event implemented  FOI Unit 

4. Produce and distribute literature on FOI  Commence 1
st
 October 2007* 

On-going 
FOI Unit Literature distributed Re-do FOI Brochures.  Focus on civil 

service staff sensitization 
 

FOI Unit 

5. Produce a newsletter for regular 

dissemination 

Every second month from  
31

st
 October 2007 

FOI Unit Newsletter produced and disseminated  FOI Unit 

6. Compile referring information for the 

Public Authority (including in the 

telephone directory) 

30
th

 May 2008 
 

GIS/FOI Unit 
 

Telephone number, fax and e-mail of 
Information Manager in telephone book 

Yellow pages deadline 1 June 2008 FOI Unit to fund 

7. 2008 Sunshine week activities for FOI 22
nd

  – 26
th
 September 2008 FOI Unit/Information 

Commissioner/GIS 
Activities implemented  FOI Unit 

8. Set up Focus Group to analyse publics’ 

needs 

 7
th

  March 2008 FOI Unit/ GIS/ PR Sub 
Committee 

Focus Group set up Intended to assist with FOI 
implementation 

FOI Unit 

9. Undertake analysis of publics’ needs 6
th

 June 2008 FOI Unit/ FOISC/ Focus Group Analysis complete The Focus Group could expect to be 
involved with this activity 

FOI Unit 

10. Creation of a  Users Advisory group 26
th

 September 2008 FOI Unit/ FOISC Users group created Users include journalists, civil society 
private sector etc 
The Advisory Group could assist with the 
public awareness campaign 

FOI Unit 

11. FOI event to mark the bringing into 

effect of the law 

5
th

 January 2009 FOI Unit/GIS Event implemented 
 

 FOI Unit 
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ORGANISATION 
Indicator of Achievement REMARKS Budget 
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Agencies with special requirements (if any)      

1. Administrative records of the courts 

 Develop solution 
 

2. Police information other than information 
relating to the strategic or intelligence 
gathering activities  

 Develop solution 
 

3. Medical records 

 Develop solution 
 

4. Immigration records and personal 
information 

 Develop solution 
 

5. Cabinet Documents 

 Develop solution 
 

6. Procurement (i.e. commercially sensitive 
information) 

 Develop solution 
 

7. HR records 

 Develop solution 
 

8. Cayman Brac FOI administration 

 Brief DAPA&H staff 

 Develop solution 

 
14

th
 January – 22

nd
 February 

2008 

 
Judicial Administration and 
FOI Unit 

 
 
 
 
 
 
 
 
 
 
 
 
Public Authority: 
Completes and submits Baseline 
Assessment to FOI Unit by 14 December. 
 
Develops an action plan to resolve special 
requirement issues by 14

th
 January 2008  

 
Implements action plan by 31

st
 October 

2008 

 
 
 
 
 
 
 
 
 
Special requirements/challenges 
assessed through Baseline Assessment, 
to be discussed at Heads of Agency 
briefs, and then submitted to FOI Unit by 
14

th
 December 2007. 

 
FOI Unit will assist with review of the 
Special Requirements, with advice from 
CINA. 
 
The Public Authority Action Plan should 
address how to resolve any issues.  The 
intention is to use the period January to 
June 2008 to provide a solution, using 
specialised advice as needed. 
 

 
 
 
 
 
 
 
 
 
Public Authorities 
to resource their 
own solution to 
special FOI 
requirements. 
 
FOI Unit may assist 
with funding of 
training and 
provision of 
specialised advice 
on a one-off basis. 

 
 
14

th
 January – 22

nd
 February 

2008 
 

 
 
Police and FOI Unit 

 
25

th
 February -28

th
 March 2008 

 
Ministry of Health & Human 
Services and FOI Unit 

 
25

th
 February -28

th
 March 2008 

 
Immigration and FOI Unit 

 
25

th
 February -28

th
 March 2008 

 
Cabinet Office and FOI  

 
31

st
 March – 2

nd
 May 2008 

 

 
Tenders Committee and FOI 
Unit  

 
31

st
 March – 2

nd
 May 2008 

 

 
Portfolio of the Civil Service 
and FOI Unit 

 
26

th
 September 2007* 

31
st
 March -4

th
 May 2008 

 

 
 
DAPA & H and FOI Unit 

 


