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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 CINA to making information available to the public as part of
its normal business activities.

CINA 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;
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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 Development Bank to making
information available to the public as part of its normal business activities.

The Cayman Islands Development Bank 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;

o 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 Cayman Islands Development Bank will generally not publish:
e information in draft form;

e information that is not held by the Cayman Islands Development Bank, 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 Cayman Islands Development Bank’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.

' 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

Some documents are published electronically on the CIDB Website (www.cidb.ky) and can
be downloaded in PDF/Word format.

In the interim please contact the FOI Information Manager, Rhonda Conolly at 814-6262
email rhonda.conolly@cidb.ky or Paula Smith at 814-6270 email paula.smith@cidb.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@cidb.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
Rhonda Conolly at 814-6262 email rhonda.conolly@cidb.ky or Paula Smith at 814-6270
email paula.smith@cidb.ky to request information.

Post

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

Rhonda Conolly or Paula Smith
P.O. Box 2576

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 Rhonda Conolly at 814-6262 email rhonda.conolly@cidb.ky or Paula Smith at 814-
6270 email paula.smith@cidb.ky.
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The Cayman Islands Development Bank 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 Development Bank 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 Development Bank 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 Cayman Islands Development Bank 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 Development Bank has received your
payment.

5. Requests for information outside the publication scheme

Information held by the Cayman Islands Development Bank 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 Rhonda Conolly at 814-6262 email
rhonda.conolly@cidb.ky or Paula Smith at 814-6270 email paula.smith@cidb.ky.

6. Complaints

The Cayman Islands Development Bank 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 Rhonda
Conolly at 814-6262 email rhonda.conolly@cidb.ky or Paula Smith at 814-6270 email
paula.smith@cidb.ky and we will try to resolve your complaint as quickly as possible.
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Further information about our complaints procedures can be obtained from Rhonda Conolly
at 814-6262 email rhonda.conolly@cidb.ky or Paula Smith at 814-6270 email
paula.smith@cidb.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" Eloor, 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
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Appendix 2
*

CAYMAN ISLANDS DEVELOPMENT BANK

INTERNAL COMPLAINTS PROCEDURE

A complaint can be received from any member of the public. Once a Cayman Islands
Development Bank (CIDB) employee recognizes that a member of the public is not
satisfied, they will inform her or him of the internal complaints procedure.

The person is initially asked to complete the CIDB Complaints Form and return it to
the office. If it is not possible for the complainant to complete the CIDB Complaints
Form, then the staff member will write the complainant’s details on the form and submit
to the General Manager. There is also a section for the staff member to note any
observations and additional information about the complaint and complainant on the
form.

Once the CIDB Complaints Form is received by staff member of the CIDB, it is entered
in the Customer Complaints Module (CCM), numbered, stamped with a date and
forwarded to the General Manager. If the CIDB Complaints Form was completed in
person at the office, then the complainant would receive a photocopy of the stamped
complaint form with complaint number. Otherwise a photocopy of the stamped
complaint form will be sent to one of the complainant’s contact details within two
business days.

All CIDB Complaints Forms are forwarded to the General Manager by the close of
business on the date that the Complaint Form was completed and/or received.

All complainants will be notified that a written response from the General Manager or
his designate addressing the complaint will be sent within 10 working days. The written
correspondence will include remedies and/or apologies where appropriate.

The CIDB Complaint Form, along with all written correspondences concerning the
complaint, is filed in the CIDB Complaints File for 7 years.

Should the complainant not be satisfied with the response from the General Manager,
then the complainant would be advised that they could report their complaint to the
Office of the Complaints Commissioner.

All Complaint Forms that are received, along with the outcomes, will be reviewed and
discussed in a strictly confidential manner at regular staff meetings as an effort to
improve service delivery.
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CAYMAN ISLANDS DEVELOPMENT BANK

Cayman Islands Development Bank
Complaints Form

Personal Details

Surname: | First Name:
Postal Address:

Street Address:

District of Residence:

Home: | Work | Cell:
Fax: E-mail:

Nature of Problem

The information stated above is an accurate account of the complaint to the best of
my knowledge. | understand that this complaint may be shared if it becomes
necessary for the Ministry of Financial Services, Commerce and Environment (FSC
& E) to ascertain more information from other agencies in order to respond to the
complaint. | also understand that by making a complaint, a decision may not
necessarily be reversed, nor can the Ministry of FSC & E guarantee that a policy will
be changed. | understand that my complaint will be addressed in writing by the
Chief Officer of the Ministry of FSC & E or designate within 10 working days from
which the complaint was received.

Signature: Date:

Full Name:




7. Categories of information

About Us

Strategic Management

Finance & Administration
Policies & Procedures
Decisions & Recommendations
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Our Services

About Us

The Principal objective of the Cayman Islands Development Bank is to mobilise, promote,
facilitate, and provide finance for the expansion and strengthening of the economic development
of the Cayman Islands. This is done by providing financing for Tertiary Education, Housing,
Agriculture and the Development of Small Businesses.

Strategic Management

The Ministry of Financial Services, Commerce & Environment 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 Financial Services, Commerce & Environment 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.

Our Ministry
Ministry of Financial Services, Commerce & Environment

Minister for Financial Services, Commerce & Environment
Hon. Wayne Panton

Chief Officer
Dr. Dax Basdeo

Address
5th Floor, Government Administration Building,
George Town, Grand Cayman



Mailing Address
5th Floor, Government Administration Building,
Grand Cayman KY1-9000, CAYMAN ISLANDS
Telephone: (345) 244-2412 Fax: (345) 945-2922
Email foi.mte@gov.ky.
Website: under construction
Hours of Work: 8:30am to 5:00pm, Monday to Friday.

Cayman Islands Development Bank

Physical Address: 36B Dr. Roy’s Drive, George Town, Grand Cayman

Mailing Address: P.O. Box 2576 Grand Cayman, KY1-1103, CAYMAN ISLANDS
Telephone Number: (345) 949-7511

Fax Number: (345) 949-6168

Email Address: cidb.manager@cidb.ky

Website Address: www.cidb.ky

Principle Officers [or Key staff]

Tracy Ebanks GM/CEO

Paula Smith Financial Controller

Andrew Thomas Senior Manager/Credit & Portfolio Management
Eustace Jeffers Senior Manager — Risk Management

Susan Watler Manager/Operations

Information manager

Rhonda Conolly

368 Dr. Roy’s Drive
George Town

P.O. Box 2576

Grand Cayman KY1-1103
CAYMAN ISLANDS
Telephone (345) 814-6262
Rhonda.conolly@cidb.ky

Paula Smith

36B Dr. Roy’s Drive
George Town

P.O. Box 2576

Grand Cayman KY1-1103
CAYMAN ISLANDS
Telephone (345) 814-6270
Paula.smith@cidb.ky
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Location and hours

Matters handled

Cayman Islands Development Bank
36B Dr. Roy’s Drive, George Town
Office Hours: 8:30 am —5:00 pm
Public Hours: 9:00 am — 4:00 pm

Loans Processing & Payments

Boards

Name Meetings Minutes

CIDB Board of Directors 2015 — | Closed Meetings as Needed Board Secretary
2017 (Only Quarterly Meetings

Janet Hislop, Chairperson Required)

LynneWhitaker
Chairperson
James R. Tibbetts, Director
Uriel Scott, Director
Edward Hessing, Director
Lucille Seymour, Director
Janine Walton, Director

,Deputy

Frequently asked questions

What type of loans do we offer?

How long will it take to process loan?

Terms & Conditions of Loan?

How much do I qualify for?

10




List of Forms Used (External & Internal)

e Loan Application forms

e Complaints Policy & Procedures
e Complaints Report Form

e Freedom of Information - FOI

CLASSES OF INFORMATION HELD

Classes of | Restrictions & Accessibility to information
Information

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 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.

11
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1. About the Publication Scheme

Every public authority 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 and 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 Information Commissioner's Office (ICO) to making
information available to the public as part of its normal business activities.

ICO Publication Scheme Page 1/32
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The ICO will:

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

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; and

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

2. Information that may be withheld

The Information Commissioner’s Office will generally not publish:

information in draft form, where a final document is available;

information that is not held by the ICO, or which has been disposed of in accordance
with a legally authorized 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;

operational information relating to appeals filed with the ICO will not be published.
For cases that are resolved informally at the investigation stage, when practicable,
the ICO will publish a short summary of the facts on the ICO website under the
Appeals section, headed Appeal Investigation Summaries. In relation to formal
Hearings, the Information Commissioner’s decision will be published and available to
the public, both on our website as well as in hardcopy from our offices; and

records relating to an ongoing investigation being conducted by the ICO. Instead
where appropriate, a copy of the final decision will be published on the website as
well as available in hard copy.

In maintaining this publication scheme, the ICO’s 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.

ICO Publication Scheme Page 2/32



Information
Commissioner’s
Office cavvian smanos

For example: where disclosure would breach the law of confidentiality, infringe personal privacy,
harm the Information Commissioner’s Office (or another organizations), 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.

The Information Commissioner’'s Office will endeavor to publish all information listed in this
publication scheme on the ICO website. Alternatively, any records listed will also be available in
hardcopy from the Information Commissioner’s Office. If a specific document is not available in
either of these formats it will have a notation beside it that informs you of its status. In rare
circumstances, published information may only be available for viewing in-person. Records that
fall under this category will be specifically identified.

Please note there may be a reproduction charge for physical copies of records.
See Section 4: Fees and charges below for further details.

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 the ICO’s documents are published on the ICO 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 search the ICO website for the information you seek at
www.infocomm.Ky. If you are still having trouble locating information listed under this
scheme, please contact the Information Commissioner’s Office at (345) 747-5402 or by
email at info@infocomm.ky.

If information is listed in this publication scheme but is not published on the website, the
ICO may be able to send it to you by email. You can email the ICO at foi.ico@gov.ky to
request information. You may also wish to provide a telephone number so that you can
be contacted to clarify details if necessary.

ICO Publication Scheme Page 3/32
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Phone
Documents listed in the publication scheme can also be requested by telephone. Please
call (345) 747-5402 to request information.

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

Information Commissioner’s Office
Attn: Information Manager

P.O. Box 1375

Grand Cayman KY1 1108
CAYMAN ISLANDS

In your request, please provide your name (real name or a pseudonym is acceptable),
mailing 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 you can be contacted
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) 747-5402 or email us at info@infocomm.ky.

The Information Commissioner’s 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 Information Commissioner’s 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 Information Commissioner’s 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.

ICO Publication Scheme Page 4/32


mailto:info@infocomm.ky

Information
Commissioner’s
Office cavvian smanos

Fees may be charged for providing information in paper copy or on a compact disc (CD).
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).

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

Postage costs
The Information Commissioner’s Office 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 Information Commissioner’s Office has received your payment.

A full list of possible fees is outlined in the Freedom of Information (General) Regulations 2008.
A copy of this document is available on the ICO website under the section Laws and
Regulations.

5. Requests for information outside the publication scheme

Information held by the Information Commissioner’s Office 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.

Further information on making an FOI Request can be found on the ICO website under the FOI
section.

6. Complaints

The Information Commissioner's Office (ICO) strives to satisfy the needs of its visitors and
clients, but recognizes that there may be occasions when actions carried out by the office or its’
staff will not meet the reasonable expectations of the public. The policy and procedures set out
below and summarized in our Customer Service Policy are to be used to deal with general
customer service issues about the office or the service it provides. If you have a complaint and
are not satisfied with the results you receive from the ICO you can contact the Office of the
Complaints Commissioner for further advice. Please note that complaints regarding FOI
requests are handled through the Internal Review Process.

(The following information is all available on the ICO website.)
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What is meant by a complaint?

A complaint is an expression of dissatisfaction that relates to the standard of service, actions or
inaction by the Information Commissioner’s Office or its staff. Complaints can be made by an
individual person or group of people verbally or in writing. All complaints will be formally
recorded.

As a matter of policy, the Information Commissioner’s Office will not accept complaints from
third parties as issues of confidentiality may arise. An exception will be made for individuals who
are unable to submit a complaint personally because of disabilities or otherwise, in which case
complaints will be accepted from individuals acting on their behalf.

How to make a complaint?

Complaints Form: Customer Service Policy and Procedure and Customer Service Form

Formal complaints can be made in the form of a letter to the Information Commissioner’s Office
or alternatively, people may wish to fill in and submit a Customer Service Form in person, or by
mail. Verbal submissions may also be made by phone.

Written submissions must be clear and state the nature of the issue including individuals
involved, dates, times, etc. Contact details (mailing address, telephone numbers, email, etc.)
are required and all such complaints must be signed and dated in order to be processed as
promptly as possible.

If the Information Commissioner’s Office is unclear about any part of the formal submission we
may need to contact you to provide further clarification before a full investigation can be
conducted.

How ICO handles complaints?

When your complaint has been received it will be processed in the following manner:

e An acknowledgement letter will be sent out within 5 business days of receiving a
complaint.

e The matter will be investigated and a full response will be sent out within 15 business
days of receiving the complaint.

o Where a full response cannot be made within 15 business days, the person will be
notified of the progress of the complaint and advised when a response can be expected.

e All parties involved will be given an opportunity to provide the ICO with the necessary
information to resolve the issue. All information will be gathered as appropriate to the
case.

o All attempts will be made to handle complaints with confidentiality and sensitivity. In
exceptional circumstances it may not be possible to maintain confidentiality in order to

ICO Publication Scheme Page 6/32
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resolve the issue. Should this be the case, the client will be consulted to discuss
available options.

How is a complaint resolved?

The ICO will send a response in writing, to advise of the outcome of the complaint process.
Correspondence will be clearly written providing details of the investigation and the decision
made. Complaints may be resolved in various ways including:

Clarification of a misunderstanding

Issuing a formal apology

Provision of a particular service to client

Changing or implementing procedures to prevent similar issues arising in the future

Anonymous Complaints

Not accepted.

Complaints Commissioner

If you are not satisfied with the ICO’s response to your complaint you can contact the Office of
the Complaints Commissioner. The Complaints Commissioner is an independent person who
investigates allegations of maladministration causing injustice to the complainant. The
Complaints Commissioner can be contacted at:

Address: Office of the Complaints Commissioner
PO Box 2252, KY1-1107
3" Floor, Anderson Square, Shedden Road
George Town, Grand Cayman
Telephone: (345) 943-2220

Fax: (345) 943-2221
Email: caymancomplaints@yahoo.com
Website: www.occ.gov.ky
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7. Categories of Information

7.1 About Us

7.2 Strategic Management

7.3 Finance & Administration

7.4 Policies & Procedures

7.5 Decisions & Recommendations
7.6 Lists & Registers

7.7 Our Services

7.1 About Us

Contact Details

Physical Address: Information Commissioner's Office
3" Floor, Anderson Square, Shedden Road
George Town, Grand Cayman

Mailing Address: PO Box 1375
Grand Cayman KY1-1108
CAYMAN ISLANDS

Telephone: (345) 747-5402

Email: info@infocomm.ky

Hours: Monday to Friday, 9:30am - 4:00pm
Staff

Acting Information Commissioner
Mr. Jan Liebaers

Senior Appeals & Policy Analyst
Mr. Cory Martinson
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Appeals & Compliance Analyst
Mrs. Charlene Roberts

Office Manager and Information Manager
Ms. Shelly-Ann Davis

The Information Commissioner’s Office is an independent entity responsible for hearing
appeals and monitoring compliance in accordance with the FOI Law. Individuals denied
access or who believe their request was mishandled may appeal the matter to the Information
Commissioner, who has the authority to review the matter, make all findings of fact and law,
and issue a binding decision. The Information Commissioner is also responsible for promoting
general awareness of the FOI Law, the public’s rights and the obligations of government under
the Law.

The Information Commissioner may:

a. Hear, investigate and rule on appeals filed under the Freedom of Information Law,

b.  Monitor and report on the compliance by public authorities with their obligations
under the Law,

c. Make recommendations for reform both of a general nature and directed at specific
public authorities,

d. Refer to the appropriate authorities cases where it appears that a criminal offence
has been committed, and

e. Publicise the requirements of the Law and the right of individuals under it.

Boards and committees

The Information Commissioner’s Office does not oversee any boards at this time.

Frequently asked questions (FAQ'’s)

Who can request information?

Who should | address my request to?

What qualifies as a request for information under the Freedom of Information
Law?

What information can | ask for?

Is there a difference between asking for “records” and “information”?

Can | make an anonymous request?

Do | have to tell the government why | want the information?

How quickly will | get a response to my request?

wN P

© N OA
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9.  What will be in the response?

10. How much does it cost to make an FOI Request?

11. What are my options if | don’t get a response to my request?

12. What if I don't like the response from the Public Authority?

13. How do I make an Appeal with the Information Commissioner’s Office?

14. Do | need a lawyer to file an Appeal with the ICO?

15. How long does an ICO appeal take?

16. If my appeal becomes a Hearing, do | need to appear before the Commissioner in
person?

1. Who can request information?

Anyone can request information under the Freedom of Information Law, regardless of their
nationality, physical location or age.

2. Who should | address my request to?

You should direct your request to the Information Manager (“IM”) of the public authority that
holds the records. You can find out who the IM is by:

1. Calling, emailing or visiting the public authority concerned,;

2. Looking up the name of the IM on the list of the public authorities (can be found on
the ICO website);

3. Looking up the contact details on The 2015 FOI! Publication Schemes’ compilation of
all public authority’s publication schemes (can be found on the ICO website).

If you make your request to the wrong public authority, the Law requires the IM to transfer your
request within 14 days to the public authority that holds the record(s) or whose functions are
more closely connected with the subject matter of your request.

3. What qualifies as a request for information under the FOI Law?
In order for your request to qualify as a request under the FOI Law it must meet two criteria:

1. You must make your request in writing, which includes email.
2. Your request must contain enough information to enable the public authority to
indentify the records.

You do not need to mention the FOI Law, but it may help to do so.

For further information on how to make a request please visit the FOI section of the ICO
website. You can also download a copy of the standard FOI Request form, however use of this
form is not mandatory.

4, What information can | ask for?

You can ask for any information that the Government holds; however, in some cases the
Government may legitimately withhold information from you according to certain limited
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exemptions under the FOI Law. Government may also defer disclosure of the information in
certain circumstances.

For example, government may withhold information if its disclosure could reasonably be
expected to affect the conduct of an investigation, or if it would be likely to endanger the
physical or mental health of an individual.

For more on the exemptions that are allowed, please see sections 15 to 25 of the FOI Law.

5. Is there a difference between asking for “records” and “information”?

An example of a request for records would be: “| want access to the travel receipts for the
month of December”.

An example of a request for information would be: “| want to know how much Government spent
on travel in December”.

The FOI Law grants a right to obtain access to “records”. A “record” is defined as “information
held in any form”. This includes a record in writing, a map, plan, graph or drawing, a
photograph, a disk tape, sound track, any film, etc.

You should try and make your request for a “record” or “records”, if possible. If you don’t know
what record to ask for, you should seek assistance from the Information Manager you are
dealing with. The IM has a duty to communicate with you and help you refine your request.

6. Can | make an anonymous request?

You have to supply a name when you make a request or an appeal, but it does not have to be
your real name, a pseudonym is acceptable. You can also ask that a copy of the records be
sent to an email address without revealing your real name.

However, if you ask for your own personal information you will need to show proof of your
identity, or you may not obtain it.

For more information on how to make a request please visit the FOI section of the ICO website.
You can also download a copy of the standard FOI Request form, however, use of this form is
not mandatory.

The ICO has also written a Position Paper on Anonymity and Fees.
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7. Do | have to tell the government why | want the information?

No, you do not have to give any reasons why you want the information or how you intend to use
it. However, in some cases background information may assist the Information Manager in
locating the records you have requested. Background information may also assist the public
authority and the ICO in determining the public interest.

8. How quickly will I get a response to my request?

A public authority must acknowledge your request within 10 calendar days, and provide a reply
within 30 calendar days. However they may extend this period in writing by another 30 calendar
days for good cause.

There are slightly different time lines for requests that are transferred to another public authority.
The transfer itself must be completed within 14 calendar days, and the second public authority
then has 30 calendar days from the date of the transfer. They can also extend this period by 30
calendar days for good cause.

9. What will be in the response?
When the Information Manager gives you the public authority’s initial decision, the reply should:

1. Provide the records that are being disclosed in full (if any);

2. Provide the records that are being partially disclosed (if any), with the legal reasons
for the redactions;

3. List all the records that are being withheld (if any) with the legal reasons for not
disclosing them;

4. Include the options available to you, e.g. whether you can request an internal review
or an appeal to the Information Commissioner.

If no records are held, this should be stated in the decision.

10. How much does it cost to make an FOI Request?
There is no fee for making an FOI request itself.

Public authorities are allowed to charge a fee for copying and shipping the records to you. You
may be able to prevent this fee by asking for electronic copies to be sent to your email address.
If you do not have the means to pay the fee you may request that Government waive it.

For more information on the copying and shipping fees that can be charged, please see
Schedule 3 of the FOI (General) Regulations 2008.

It is important to note that many public authorities routinely collect fees for records for sale to the

public (outside of FOI). Making an FOI request for those records will not reduce or eliminate the
applicable fees.
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11. What are my options if | don’t get a response to my request?

If you do not get an acknowledgment of your request within 10 calendar days, and you do not
know if your request has been received, you can contact the Information Manager to confirm
this.

If you do not get a response to your request after 30 calendar days, you should contact the
Information Manager and ask for an internal review. Under the FOI Law a non-response is the
same as a refusal to grant access. Therefore, you are entitled to ask that the responsible Chief
Officer review the issue.

If you do you not get a response to an internal review 30 calendar days after asking for it, you
should contact the ICO for an appeal.

12. What if | don’t like the response from the public authority?

The FOI Law gives the general public a right to access government records. However, there
are a number of valid reasons why a public authority can withhold a record in whole or in part.
The most common reason is that one or more so-called “exemptions” may apply to the record
or to part of the record. You have a right to know exactly what the legal reason is for
withholding the record or part of the record.

Bearing this in mind, if for any reason you are dissatisfied with the response of a public
authority, for instance if you do not believe that a claimed exemption applies, you are entitled to
request an internal review of the decision.

Your request for an internal review should be made to the same Information Manager who
accepted your initial request. An internal review must be completed within 30 calendar days by
the Chief Officer responsible for the public authority. There is no extension of this period.

If you are not satisfied with the decision of the Chief Officer’s internal review, you can appeal to
the ICO. In some circumstances you can appeal directly to the ICO, without an internal review.

If at any time you are unsure about the next steps to take please contact the ICO for direction.

Finally, if your complaint is not about FOI, you should consider using the public authority’s
internal complaint procedures or customer service. You may also have the option of filing a
formal complaint with the Office of the Complaints Commissioner.

For a copy if the ICO’s own internal complaint policy, please see the Contact Us page on the
ICO web site. A paper copy of both the policy and form can also be obtained from the office.
13. How do | make an appeal with the Information Commissioner’s Office?

The ICO can only accept an appeal if all other means of redress have been exhausted. This
normally means that first you have to ask for an internal review within the public authority
concerned, as described above, before you can make an appeal to the ICO.
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Your request for an appeal with the ICO needs to be in writing. Make sure to include copies of
the following documentation, if applicable:

your initial FOI request;

the public authority’s acknowledgement of your FOI request and their initial decision;
your request for an internal review;

the Chief Officer’s internal review decision;

any records that were disclosed to you, including redacted records.

arwnNpE

We will review your documentation and confirm whether we can accept an appeal under the FOI
Law or not.

See the ICO’s Appeal Policy and Procedures on the ICO website for more information.

14. Do | need a lawyer to file an Appeal with the ICO?

It is entirely up to you if you wish to use legal representation, but it is not a requirement under
the FOI Law. Should you choose to retain a lawyer, then you will be liable for your own legal
costs.

You are required to provide a written submission to the Commissioner if your ICO appeal
reaches the formal hearing stage. However, in most cases a simple statement of your position
will do.

The Law puts the burden of proof on the public authority to show that it fulfilled its obligations
under the Law. Therefore, applicants are not required to file complex legal arguments.

15. How long does an ICO appeal take?

The timing of an appeal will depend on a number of factors, including whether it can be
resolved informally, and whether it proceeds to a formal hearing.

Once an appeal has been accepted by the ICO, the ICO will investigate whether the public
authority has met all its obligations under the Law. ICO staff will attempt to resolve a dispute as
quickly as possible, but delays may occur for various reasons, which is why informal resolution
can take anywhere from a few days to a few months.

Some appeals to the ICO proceed to the formal hearing stage. This means that the
Commissioner will personally review the case and make a binding ruling.

Once a hearing schedule has been agreed with the two parties, the Registrar of Hearings
issues the Notice of Hearing and Fact Report. Submissions and counter-submissions are
received and exchanged between the Applicant and the public authority(s) involved. This
process takes approximately 25 days.
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When all documentation has been received and reviewed, the Registrar of Hearings closes the
hearing and the matter then goes to the Commissioner for review and a binding decision. The
Commissioner has 30 calendar days to provide a decision, however this period may be
extended a further 30 calendar days for good cause.

Both parties (the applicant and the public authority(s)) can appeal a decision of the Information
Commissioner to the Grand Court on the basis of a judicial review.

16. If my appeal becomes a hearing, do | need to appear before the Commissioner in
person?

So far the Commissioner has not called any oral hearings, and all hearings have taken place
entirely in writing.

STRATEGIC MANAGEMENT

Administering the authority’s operations at the organizational 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
The following is a list of high-level documents that inform and direct the functions and activities
of the ICO.

Freedom of Information Law (2015 Revision)

Freedom of Information Law (2007)

Freedom of Information (General) Regulations (2008)

Freedom of Information (Information Commissioner) Regulations (2008)
The Freedom of Information Law, 2007 (Commencement) Order (2008)
Public Service Management Law (2013 Revision)

Public Service Personnel (Regulations) (2013 Revision)

Public Management and Finance Law (2013 Revision)

Financial Regulations (2013 Revision)

Public Service Pensions Law (2013 Revision)

Public Service Pensions Regulations (2011 Revision)

Public Holidays Law (2007 Revision)

National Archive and Public Records Law (2010 Revision)

National Archive and Public Records (Regulations) 2007

Health Insurance Law (2013 Revision)

Cayman Islands Constitution Order, 2009
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Corporate management
The following is a list of high-level documents that plan and evaluate the work of the authority.

Reports — Operational

Operational Plan & 1% Quarter Report: January 4™ — March 31, 2009
Operational Plan & 2™ Quarter Report: April 1% — June 30", 2009
Operational Plan & 3™ Quarter Report: July 1% — September 30™, 2009
Operational Plan & 4™ Quarter Report: October 1% — December 31%, 2009
Operational Plan & 1% Quarter Report: January 1* — March 31%, 2010
Operational Plan & 2" Quarter Report April 1% — June 30", 2010

2010/ 2011 Operational Plan & 1% Quarter Report: July 1% — September 30"
2010/ 2011 Operational Plan & 2™ Quarter Report: October 1% — December 31°
2010 / 2011 Operational Plan & 3" Quarter Report: January 1% — March 31%
2010/ 2011 4™ Quarter Report: April 1% — June 30"

2011/ 2012 1% Quarter Report: July 1% — September 30"

2011 /2012 2™ Quarter Report: October 1% — December 31%

2011 / 2012 3" Quarter Report: January 1% — March 31

2011 / 2012 4™ Quarter Report: April 1% — June 30"

2012/ 2013 1% Quarter Report: July 1% — September 30"

2012/ 2013 2™ Quarter Report: October 1% — December 31%

2012 / 2013 3" Quarter Report: January 1% — March 31

2012/ 2013 4™ Quarter Report: April 1% — June 30"

2013/ 2014 1% Quarter Report: July 1% — September 30"

2013/ 2014 2" Quarter Report: October 1% — December 31

2013/ 2014 3" Quarter Report: January 1% — March 31

2013/ 2014 4™ Quarter Report: April 15 — June 30"

2014 / 2015 1% Quarter Report: July 1% — September 30"

2014 / 2015 2™ Quarter Report: October 1% — December 31

2014 / 2015 3" Quarter Report: January 1% — March 31

2014 / 2015 4™ Quarter Report: April 15 — June 30"

Reports — Annual & Half Year

Cayman Islands Government Annual Report (A link to this report is available on the ICO
website)

Information Commissioner’'s 2009 Annual Report

Information Commissioner’s 2010 Half Year Report: January — June, 2010

Information Commissioner’s 2010 — 2011 Annual Report

Information Commissioner’'s 2011 — 2012 Annual Report

Information Commissioner’s 2012 — 2013 Annual Report

Reports — Compliance

2009 ICO 1* Quarter Compliance Report
2009 ICO 2" Quarter Compliance Report
2009 ICO 3" Quarter Compliance Report
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2009 ICO 4™ Quarter Compliance Report

2009 Annual Compliance Report

2010 ICO 1* Quarter Compliance Report

2010 ICO 2" Quarter Compliance Report
2010 ICO 3™ Quarter Compliance Report
2010 ICO 4™ Quarter Compliance Report
2010 Annual Compliance Report

Statistics

ICO Annual Appeal Statistics 2009

ICO Annual Appeal Statistics 2010

ICO First Quarter Statistics 2010/2011
ICO Second Quarter Statistics 2010/2011
ICO Third Quarter Statistics 2010/2011
ICO Fourth Quarter Statistics 2010/2011
Freedom of Information Statistics 2012
Freedom of Information Statistics 2013
Freedom of Information Statistics 2014
Freedom of Information Statistics 2015

Reports — Right to Know Week

= 2009 Right to Know Week Project Summary
= 2010 Right to Know Week Project Summary
= 2011 Right to Know Week Project Summary
= 2012 Right to Know Week Project Summary
= 2013 Right to Know Week Project Summary
= 2014 Right to Know Week Project Summary

Reports — Publicity Tracking

» Public Relations Tracking 2009 — 2010
= Public Relations Tracking 2011

* Public Relations Tracking 2012

Recommendations
= |CO Law Review Recommendations 2010

Plans

= |CO Hurricane Preparedness Plan (updated annually)

= 2009 Hazard Management Plan for Records

= 2011 Hazard Management Plan for Records (updated annually)
= 2012 Hazard Management Plan for Records

FINANCE & ADMINISTRATION

ICO Publication Scheme
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Administering the authority’s internal functions and managing its resources efficiently and
effectively. Includes records pertaining to 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.

»= |nvoices

= Vendor Files

Petty Cash Reports

Credit Card Statements

Financial Ledgers

Financial Reports (These are generated by computer based on the parameters given)

ICO Budget (A link to our part of the overall government budget is available on our

website)

= |CO 2010-2011 Audited Financial Statements (presented to the Members of the
Legislative Assembly in December 2011)

= |CO 2012-2013 Audited Financial Statements

= |CO 2013-2014 Audited Financial Statements

= |CO 2014-2015 Audited Financial Statements

Administration

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

» Press Releases

= Employment Opportunities (these are listed on our website and advertised locally when
applicable)

= |CO Organizational Chart

= |CO Salary Scale

= |CO Team Meeting Minutes

= |CO File Plan (Not currently published in its entirety)

Brac House Lease

Montpellier Lease

International Realty Group Lease

Job Descriptions

= Biographies
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POLICIES & PROCEDURES

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

Policies
= Customer Service Policy
= Policies & Procedures: Appeals
= |CO Media Protocol
= Disabled Access to Building Policy

Manuals
= |CO Induction Manual
= |CO Internal Training Manual
= Hearing Guidance Manual
= |CO Intake Manual

Reaqister of Interests
= Notice of Interests — Information Commissioner
= Notice of Interests — Deputy Information Commissioner
= Register of Interest Policy

Guidance & Discussion Papers
= The Different Roles and Duties of the Freedom of Information Unit and the Information
Commissioner’s Office
Public Authorities Tips for a Reasonable Search
Instructions for a Written Hearing
ICO Recommendations for FOI Law 2007 Review (2010)
ICO Position Paper on Anonymity and Fees (2011)

Presentations & Seminars
= |CO Information Pack 2009
PowerPoint Presentation - Data Protection
IM Network Meeting 2009
IM Network Meeting 2010
ICO General Information PowerPoint Presentations (altered for each audience — full list
available upon request)
Judicial Review Seminar 2010
ICO IM Seminar Series 2010
ICO IM Seminar Series 2011
ICO IM Seminar Series Il 2012
ICO IM Seminar Series Il 2013
ICO IM Seminar Series Il 2014
ICO IM Seminar Series IV 2015
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Appeal Investigation Summaries
= Mediation Summaries: January — June 2009
= Mediation Summaries: July — September 2009
= Mediation Summaries: September — December 2009
= Mediation Summaries: January — June 2010
= Mediation Summaries: July — December 2010
= Mediation Summaries: January — March 2011
= Mediation Summaries: April — June 2011

Forms & Booklets
(The documents listed below are available online as well as in hardcopy at many public
authorities as well as the ICO)
= |CO Appeal Form
= FOI Request Form
= List of Public Authorities & FOI Contact Details
= Customer Service Form

Employment Application Form
ICO Brochure — Your Guide to Freedom of Information

Newsletters

= |CON — 1* Edition, September 2009
ICON — 2" Edition, December 2009
ICON — 3" Edition, March 2010
ICON — 4" Edition, June 2010
ICON — 5" Edition, September 2010
ICON — 6" Edition, December 2010
ICON — 7" Edition, March 2011
ICON — 8" Edition, June 2011
ICON — 9™ Edition, September 2011
ICON — 10" Edition, December 2011
ICON — 11™ Edition, March 2012
ICON — 12" Edition, June 2012
ICON — 13" Edition, September 2012
ICON — 14™ Edition, December 2012
ICON — 15™ Edition, March 2013
ICON — 16/17™ Edition, September 2013
ICON — 18™ Edition, December 2013
ICON — 19" Edition, December 2014

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

Hearings
= |CO Decision — 1-01009 (Government Information Services)

ICO Decision — 2-01109 (Royal Cayman Islands Police Service)

ICO Decision — 3-02209 (Department of Agriculture)

ICO Decision — 4-02109 (Cabinet Office)

ICO Decision — 5-00310 (Cayman Islands National Insurance Company)

ICO Decision — 6-01810 No Decision appeal abandoned

ICO Decision — 7-01010 (Public Service Pensions Board)

ICO Decision — 8-01610 (Health Regulatory Services Department)

ICO Decision — 9-02210 (Cayman Islands National Insurance Company)

ICO Decision — 10-02310 (Portfolio of Legal Affairs)

ICO Decision — 11-02410 (Ministry of Tourism, Finance and Development)

ICO Decision — 12-01011 & 01211 (Portfolio of Legal Affairs)

ICO Decision — 13-00511 (Ministry of Tourism, Finance and Development)

ICO Decision — 14-00711 (Royal Cayman Islands Police Service)

ICO Decision — 15-00611 (Ministry of Tourism, Finance and Development)

ICO Decision — 16-00811 (National Pensions Office)

ICO Decision — 17-01711 (Royal Cayman Islands Police Service)

ICO Decision — 18-01311 (Judicial Administration)

ICO Decision — 19-01911 (Port Authority)

ICO Decision — 20-00112 (Public Service Pension Board)

ICO Decision — 21-00212 (Portfolio of the Civil Service & Deputy Governor’s Office)

ICO Preliminary Decision — 22-00712 (Cabinet Office)

ICO Substantive Decision — 22-00712 (Cabinet Office)

ICO Decision — 23-00512 (National Pensions Office)

ICO Decision — 24-00612 (Governor’s Office)

ICO Decision — 25-00812 (Port Authority)

ICO Decision — 26-00312 (Office of the Auditor General)

ICO Decision — 27-00912 (Public Service Pensions Board)

ICO Decision — 28-02112 (Governor's Office )

ICO Decision — 29-02312 (Ministry of Tourism, Department of Tourism)

ICO Decision — 30-00113 (CINICO)

ICO Decision — 31-02012 (Department of Children and Family Services)

ICO Decision — 32-01812 (Ministry of Education, Employment and Gender Affairs and

the Department of Labour and Pensions)

= |CO Decision — 33-01113 (CINICO)

= |CO Decision 34 (Discontinued, no Decision issued.)

= |CO Decision — 35-01213 & 01313 (PART 1) (Ministry of Education, Employment and
Gender Affairs)

= |CO Decision — 35-01213 & 01313 (PART 2) (Ministry of Education, Employment and

Gender Affairs)
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http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2031-02012%20DCFS.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
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issued)

ICO Decision — 36-00713 (CINICO)

ICO Decision — 37-02613 (Department of Planning)

ICO Decision — 38-02413 (Department of Planning)

ICO Decision — 40-02813 Part 1 (Cabinet Office)

ICO Decision — 40-02813 Part 2 (Cabinet Office)

ICO Decision — 41-00000 (Governor’s Office)

ICO Decision — 42-03313 (The Planning Department)
ICO Decision — 43-00814 (The Portfolio of Legal Affairs)
ICO Decision — 44-01114 (The Health Services Authority - Discontinued, no Decision

= |CO Decision — 45-00000 (The Governor’s Office — Matter is in progress)

= |CO Decision — 46-00914 (Ministry of Education, Employment and Gender Affairs —
Matter is in progress)

= |CO Decision — 47-00515 (Department of Health Regulatory Services)

= |CO Decision — 48-01115 (HM Customs Department)

Investigations

Section 44. Compliance Investigations

SEC.44

INVESTIGATION

Inv 18

Inv 17

Inv 16

Inv 15

Inv14- FOI 51457

Inv 13 — 00313

Inv 10 - 02711

Inv 11 — 00311

ICO Publication Scheme

PUBLIC AUTHORITY

Immigration Department

Judicial Administration

Court Administration

National Pensions Office

Ministry of Tourism and Development and Computer

Services Department

Ministry of Financial Services

Civil Aviation Authority of the Cayman Islands

Prison Service

DATE

Discontinued

27 June 2014

16 May 2013

Discontinued

1 Mar 2013

7 Mar 2013

21 Dec 2011

23 Feb 2011

Page 22/32


http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/Appeal%20Decisions/ICO%20Decision%2033-01113%20CINICO.pdf
http://www.infocomm.ky/images/ICO%20Inv%2014%20Decision%20FINAL%202013-03-01.pdf
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http://www.infocomm.ky/images/documents/ICO%20Section%2044%20Investigation%20Decision%2010-027112011-12-20%20FINAL.pdf
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Inv 10 — 00211 Royal Cayman Islands Police 09 Jun 2011

Lands and Survey - No Order issued, matter

Investigation 9 _
g resolved informally

Inv 9 — 00111 Ministry of Finance, Tourism and Development 04 Apr 2011
Inv 8 — 00710 Immigration Department 29 Dec 2010
Inv 7 — 00610 Ministry of Finance, Tourism and Development 09 Dec 2010
Inv 6 — 00510 Ministry of Finance, Tourism and Development 11 Nov 2010
Inv 5 —00410 Ministry of Community Affairs, Gender and Housing 08 Nov 2010
Inv 1- 00109 Governor's Office 18 Dec 2009

Own Initiative Investigations
= Own-Initiative 1 — Public Authority Records Management, section 52 Compliance 15
June 2010
=  Own-Initiative 2 — Anonymous requestor (“Operation Fred”) 27 Sept 2010
= Own-Initiative 3 - Anonymous requestor (“Operation Freddy”) 4 February 2011
= Own-Initiative 4 — (Website Survey) 15 July 2011
= Own-Initiative 5 — (Government FOI Email Addresses) 9 May 2014

Good Practice Assessments
= Good Practice Assessment — 0111 Health Services Authority 20 October 2011

LISTS & REGISTERS

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

= |CO FOI Disclosure Log (Available on our website. Electronic or hard copies may be
requested)

= 2010 FOI Publication Scheme List (Master list published on our website and updated
each year)

= 2011 FOI Publication Scheme List (Master list published on our website and updated
each year)

= 2012 FOI Publication Scheme List (Master list published on our website and updated
each year)
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= 2013 FOI Publication Scheme List (Master list published on our website and updated
each year)

= 2014 FOI Publication Scheme List (Master list published on our website and updated
each year)

= 2015 FOI Publication Scheme List (Master list published on our website and updated
each year)

= 2016 FOI Publication Scheme List (Master list published on our website and updated
each year)

OUR SERVICES

The Information Commissioner may:

a. Hear, investigate and rule on appeals filed under the Freedom of Information Law,

b. Monitor and report on the compliance by public authorities with their obligations
under the Law,

c. Make recommendations for reform both of a general nature and directed at specific
public authorities,

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

e. Publicise the requirements of the Law and the right of individuals under it.

OPERATIONAL FUNCTIONS

You will find listed below the higher level headings from the ICO’s operational file plan. They
are broken down broadly into functions and beneath those functions you will find the activities
and record series that relate to each function. All the ICO’s operational records fit into the
categories listed below:

Appeals Management

The Information Commissioner’s Office hears and rules on appeals filed under the FOI Law.

Investigations
Appeal Case Files

Hearing
Decisions

Registrar’s Case Files

Commissioner’s Hearing Binders

Judicial Review Case Files
Advising

Applicants
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3rd Party Information

Policy
Intake Policies
Mediation Policies
Hearing Policies

Compliance Management

The Information Commissioner’s Office is tasked with monitoring and reporting on the
compliance of public authorities with the FOI Law. It is also empowered to conduct
investigations.

Reporting
Annual Reports

Quarterly Reports
Publicity Tracking Reports
Publication Schemes

Investigating
Own Initiative Case Files

Own Initiative Reports

S. 44 Case Files

S. 44 Reports

Good Practice Assessment Case Files
Good Practice Assessment Reports

Advising
Public Authorities

Training
Public Authority Network Meetings
ICO Training Courses
Guidance Notes

Promotional Management

The Information Commissioner’s Office is required to publicise the requirements of the FOI Law
and the rights of individuals under it.

Promoting
Right to Know Week Planning

Right to Know Week Project Summaries
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Other Promotional Activities
Sister Islands ICO

Educating
Presentations

Articles
Public Education

Publishing
ICON Newsletter

Rack Cards
Booklets & Forms

Regulatory Reform Management

The Information Commissioner’s Office holds records related to its involvement in groups and
committees that review and advise on various Laws.

Advising & Reviewing:
Data Protection Working Group
Oversight Committee
Law Reform Committee
PSML & PFML
Law Reform Recommendations

Research & Development
Research of International Laws
International Correspondence
FOI Seminars

ADMINISTRATIVE FUNCTIONS

You will find listed below the higher level headings from our administrative file plan. They are
broken down broadly into functions and beneath those functions you will find the activities and
record series that relate to each function. All the ICO’s administrative records fit into the
categories listed below:

Buildings, Equipment & Vehicles

Administering the agency’s material resources; managing agency buildings, equipment and
vehicles to facilitate normal business operations; acquiring and maintaining premises that are
built, purchased or leased by the public sector agencies; acquiring and maintaining equipment
and stores-major and minor; acquiring and maintaining most types of vehicles operated by the
public sector agencies.
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Includes capital project management, motor vehicle accident reporting, hiring, leasing and
security activities.

Capital Projects
Renovations
Installations

Leasing
Premises

Maintenance
Building Maintenance
Janitorial Services

Security
Security Systems

Policy
Building, Equipment & Vehicle Policies

Planning
Hazard Management

Building, Equipment & Vehicle Plans
Communications

Administering the agency’s relationships with its clients, Government and the public; maintaining
customer relations and handling complaints; managing government relations with the Governor,
Ministers and Members of the Legislative Assembly; contributing to formal inquiries or
investigations, developing public relations through community events, media campaigns and
official functions; designing and producing publications in any format (e.g. paper, online, multi
media).

Includes customer service, marketing and promotional activities. (Please Note: records related
to our operational function of promoting FOI and the ICO will be located in Promotional
Management)

Advising
Cabinet Office

Advertising
Newspaper Advertising

Radio Advertising
Television Advertising
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Online Advertising
Magazine Advertising
Telephone Directory

Contributions
Articles
Press Releases

Complaints
Customer Service Policy & Procedures

Internal Complaints Log
Human Rights Complaints Policy

Media
Media Protocols
Media Correspondence

Financial Management

Administering the agency’s monetary resources; managing funds allocated through Cabinet-
purchased outputs and other revenue, such as grants, interagency charging, trading or
investments; establishing internal controls and procedures for financial management; operating

accounting systems; financial planning and budget management.

Include; procurement, audit, asset management and financial reporting activities.

Accounting
Accounts Payable

Banking
Ledgers & Journals
Cash Requirement Reports

Acquisition
Asset Management
Asset Register
Contracts

Auditing
Monitoring
Reports

Budgeting
Budget Preparation

Budget Implementation

ICO Publication Scheme
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Planning
Agency Wide Plans

Meetings

Policy
Administrative Circulars

Remuneration
Acting Allowance
Health Insurance
Motorcar upkeep allowance
Payroll
Pension contributions
Unpaid Leave

Reporting
Monthly Reports

Half Yearly Reports
Annual Reports

Human Resources Management

Administering the agency’s human resources; establishing new positions; recruiting and
transferring personnel; managing salaried, waged and volunteer staff, employed under the

Public Service Management Law 2005 or General Orders,

and the Public Service Pensions

Law; developing staff skills through training and other programmes; reviewing remuneration
and employment conditions; ensuring the health and safety of staff and visitors to the agency’s

premises.

Includes; arrangement for staff travel, performance management and workplace relations

activities.

Audit
HR Monitoring
Internal Audit

Development & Training
Induction
Internal Training
Short Courses

Planning
HR Plans

Job Descriptions

ICO Publication Scheme
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Policy
Administrative Circulars
HR Manual
HR Procedures

Recruitment
Advertisements
Exit Interviews
Moratorium Exemptions
Recruitment Exercises
Unsuccessful Applicants

Staff Administration
Appointments
Attendance
Leave
Official Travel
Performance Agreement & Assessment
Pre-employment Administration
Register of Interests
Staff Time Keeping Records

Workplace Relations
Staff Events
Staff Retreats

Reporting

TRS Monthly Reports
TRS Annual Reports

Information & Technology Management

Administering the agency’s information resources and systems; designing, procuring and
implementing systems for managing and communicating business information; maintaining and
disposing of software or hardware; creating or acquiring, storing and disposing of information
resources; providing reference services and handling Freedom of Information requests;
developing policies, tools and procedures for managing technology and information.

Includes: records management, and technical intranet or website maintenance activities as well
as telecommunications providers correspondence.

Freedom of Information
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FOI Case Files
Implementation Reports
Laws & Regulations
Public Authority Lists
Publication Schemes
Training

Maintenance
IT Maintenance

Policy
Administrative Circulars
Information Management Policy
Records Management Policies

Planning
Hazard Management Plan for Records

Records Management
Cl National Archives
File Management
Security & Tracking

Telecommunications
Telephone system
Web Hosting

Strategic Management

Administering the agency’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 agency’s functions and responsibilities; obtaining legal
advice from external sources.

Includes; executive support, internal policy development, corporate planning and annual
reporting activities.

Advising

Attorney General’s Office
Legal Services
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Contributions
Government Reports
Parliamentary Questions
Throne Speeches

Policies
Administrative Circulars
Internal Policies
National Policies
Postal Services Circulars

Planning
Operational Plans

Proceedings
Auditor General Meetings

Complaints Commissioner Meetings

ICO Team Minutes

Legislative Assembly Meetings

Ministry Meetings

Reporting
Quarterly Reports

Annual Reports

ICO Publication Scheme
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Water Authority - Cayman

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
Decisions & Recommendations
Lists & Registers
Our Services
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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 Water Authority - Cayman to making information available
to the public as part of its normal business activities.

Water Authority - Cayman 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

Water Authority - Cayman will generally not publish:
= information in draft form;

= information that is not held by the Water Authority - Cayman, 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 the Water Authority - Cayman’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
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.waterauthority.ky. If you are still having trouble locating information listed
under our publication scheme, please contact the Information Manager, Wendy
Whittaker at foi@waterauthority.ky or call (345) 949-2837 extension 2013.

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@waterauthority.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 Wendy Whittaker at (345) 949-2837, Ext. 2013 to request information.

Post

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

Wendy Whittaker
Information Manager
Water Authority — Cayman
P.O. Box 1104

Grand Cayman KY1-1102
Cayman Islands

In your request, please provide a name and an 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, Wendy Whittaker at (345) 949-2837 extension 2013 or
email at wendy.whittaker@waterauthority.ky or foi@waterauthority.ky.

The Water Authority — Cayman 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.


http://www.waterauthority.ky/
mailto:foi@waterauthority.ky
mailto:foi@waterauthority.ky
mailto:wendy.whittaker@waterauthority.ky
mailto:foi@waterauthority.ky

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

You can also access the Publication Scheme for Water Authority — Cayman on our website
www.waterauthority.ky.

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 Water Authority — Cayman 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 (color; any size).

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

Please refer to Freedom of Information (General) Regulations 2008, Schedule 3 for a
complete list of fees.

Postage costs
Water Authority - Cayman 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 Water Authority - Cayman has received your payment.

5. Requests for information outside the Publication Scheme

Information held by Water Authority — Cayman that is not published under this scheme can be
requested by writing to:

Wendy Whittaker

Information Manager

Water Authority-Cayman

13G Red Gate Road

PO Box 1104, Grand Cayman KY1-1102, Cayman Islands

Fax: (345) 949-0094

Email: wendy.whittaker@waterauthority.ky or foi@waterauthority.ky
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Requests will only be accepted in writing and can be sent via fax, email, post or hand delivered.
Please include a name, mailing or email address. Kindly indicate the format in which you wish
to receive the information you have requested, e.g., photocopies or scanned copies. Your
request will be considered in accordance with the provisions of the FOI Law.

6. Complaints

The Water Authority - Cayman aims to make the 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 you may contact our
Information Manager who will try to resolve your complaint as quickly as possible. Also, if you
are dissatisfied with our response, you are entitled to an internal review and to do so, please
contact:

Wendy Whittaker

Information Manager

Water Authority — Cayman

P.O. Box 1104

Grand Cayman KY1-1102

Cayman Islands

Tel: (345) 949-2837 xtn 2013

Fax: (345) 949-0094

Email: wendy.whittaker@waterauthority.ky

FOI email: foi@waterauthority.ky

You have legal rights to access information under this scheme, and a right to complain to the
Information Commissioner if you are not satisfied with our response.

Information Commissioner's Office,

3" Floor, Anderson Square

64 Shedden Road

PO Box 1375

Grand Cayman KY1-1108

Cayman Islands

Tel: (345) 747-5402

Email: foi.ico@gov.ky or info@infocomm.ky

7. Categories of information

About Us

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

Our Services

List of Forms

FOI Contact Details
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ABOUT US

The Water Authority is a statutory body established under the Water Authority Law of 1982 and
became a fully functioning statutory organization in 1990. The primary mission of the Authority is
to provide public water supply and sewerage services; and, to protect and manage water
resources, which includes the regulation of abstraction and disposal wells and the excavation of
canals and quarries.

Ministry

The Water Authority is a statutory authority that falls under the portfolio of the Ministry of
Planning, Lands, Agriculture, Housing and Infrastructure (PLAHI) The Minister responsible for
the portfolio:

Hon. D. Kurt Tibbetts, OBE, JP, MLA

Address: 5th Floor, Government Administration Building, 113 Elgin Ave., George Town, Grand
Mailing Address: Box 107 Gov’t Admin Bldg, Grand Cayman, KY1-9000, CAYMAN ISLANDS
Tel: (345) 244-2412

Fax: (345) 945-2922

Principal Officer

Dr. Gelia Frederick-van Genderen, Cert Hon

Director

Office: (345) 949-2837 xtn 2000

Fax: (345) 949-0094

Email: gelia.frederickvangenderen@waterauthority.ky

13G Red Gate Road, PO Box 1104, Grand Cayman KY1-1102, Cayman Islands

Information Manager

Wendy Whittaker

Tel: (345) 949-2837 xtn 2013

Fax: (345) 949-0094

Email: wendy.whittaker@waterauthority.ky

FOI email: foi@waterauthority.ky

Website: www.waterauthority.ky

13G Red Gate Road, PO Box 1104, Grand Cayman KY1-1102, Cayman Islands

Information Manager (Deputy)

Pat Bell

Chief Human Resources Manager

Tel: (345) 949-2837 xtn 2010

Fax: (345) 949-0094

Email: pat.bell@waterauthority.ky

FOI email: foi@waterauthority.ky

13G Red Gate Road, PO Box 1104, Grand Cayman KY1-1102, Cayman Islands
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Organisation & Functions

Mission Statement
* To ensure that the entire population of the Cayman Islands has access to a pure,
wholesome and affordable supply of potable water; and to regulate other entities who
are licensed by the Government to provide water supplies.

= To protect and develop groundwater resources for the benefit of present and future
populations of these islands.

= To provide for the collection, treatment and disposal of sewage within these islands
in a manner that is safe, efficient and affordable.

= To operate in such a manner as to be financially self-sufficient, while contributing to
the economy of these islands and achieving a reasonable and acceptable return on

capital investments.

Location and hours

Matters handled

Main Administration Offices

P.O. Box 1104

13G Red Gate Road, George Town
Grand Cayman KY1-1102

Cayman Islands

Tel: (345) 949-2837

Fax: (345) 949-0094

8:30am to 5:00pm Monday to Friday

General Inquiries
General Administration
Customer Service
Water Supply
Sewerage
Development Control
Lab Analysis

Permits & Licences

Wastewater Treatment Works
Off Seymour Drive

(Adjacent to the landfill)
George Town

Grand Cayman

7:30am to 4:30pm Monday to Friday
7:30am to 2:30pm Saturday & Sunday

Septage Deliveries

Cayman Brac Operations Office
P.O. Box 240

96 West End Cross Road
Cayman Brac KY2-2002
Cayman Islands

Tel: (345) 948-1403

Fax: (345) 948-1404

8:30am to 5:00pm Monday to Friday

General Inquiries
General Administration
Customer Service
Water Supply




Boards and Committees

The Water Authority Board Meetings Minutes

Chairman: Mr. John Lemuel Hurlston

Members: Mr. James Gill
Mr. Christopher John Randall
Mr. Alfonso Wright
Ms. Tannya Mortimer

Board meets every 3"
Wednesday of the month | Available
at Water Authority’s Red | Online or

Mr. Hansen Bingham Ebanks tCrS]at(é Rozdeocatlon in IC(f)ntactt_
Mr. Otto Watler e Board Room. nformation
Manager

Mr. Miguel Jacques
Ms. Anne Owens
Ms. Reshma Sharma

These meetings are not
open to the public.

Secretary: Dr. Gelia Frederick-van Genderen

Plumber’s Examination Board Meetings Minutes
Chairman: Mr. Hendrik-Jan van Genderen Board meets on the 4™
Members: Mr. James Smith Thursday of every
Mr. James Merren quarter at Water Contact
Mr. Victor Yates Authority’s Red Gate Information
Secretary: Ms. Alisha Racz Road location. Manager

These meetings are not
open to the public.

Frequently asked questions
. What is a cubic metre?

One (1) cubic metre equals 1,000 litres or 264.2 US gallons. The scientific way to write
cubic metre is m®.

. Where is my meter located?

All meters are located as close as possible to the front corner boundaries of each parcel.

. Is the water safe to drink?

Absolutely. The Water Authority adheres to strict quality control standards for provision
of drinkable water.




. How are the rates determined?

Rates are viewed routinely to determine the cost of service. Rates are reviewed as
necessary and adopted by the Ministry and submitted under Law Updates. Your rate
pays for debt service, operations and maintenance costs. For a copy of the current rate
schedule, click here or contact our office.

. How can | pay my bill online?

Customers can pay bills online via a secure page provided by our online merchant via
debit or credit cards. Use your debit card and pay in CI$ or use your Visa/Master credit
card and pay in USD.

STRATEGIC MANAGEMENT

The Water Authority — Cayman is committed to operating within the legal framework stipulated
by the Cayman Islands Government. Our operations are governed by the Water Authority Law
(2011 Revision) and the Water Authority Regulations (2007 Revision).

Governance

=  Water Authority (Amendment) Regulations 2012
=  Water (Production & Supply) Law, 2011 (2 of 2011)
=  Wastewater Collection and Treatment Law, 2011 (3 of 2011)

Corporate Management

Annual Reports

Business Plans

Hurricane Preparedness Plan
Contracts & Agreement Documents
Tender Documents

Capital Projects & Operations Reports

FINANCE & ADMINISTRATION

Financial Management

Annual Budget
Financial Statements
Accounting Procedures
Contracting Procedures
Insurance

Inventory

Loans

Management Accounts
Policy and Procedures
Salary and Pensions


http://waterauthority.ky/index.php?option=com_content&task=category&sectionid=8&id=41&Itemid=127
../../../Common/Laws%20&%20Regulations/Water%20Authority/The%20Water%20Authority%20(Amendement)%20Regulations,%202012.pdf
../../../Common/Laws%20&%20Regulations/Water%20Authority/The%20Water%20Authority%20(Amendement)%20Regulations,%202012.pdf
../../../Common/Laws%20&%20Regulations/Water%20Authority/The%20Water%20(Production%20and%20Supply)%20Law,%202011.pdf
../../../Common/Laws%20&%20Regulations/Water%20Authority/The%20Wastewater%20Collection%20and%20Treatment%20Law,%202011.pdf
http://waterauthority.ky/index.php?option=com_content&task=blogcategory&id=16&Itemid=153

Administration

FOI

Press releases, newsletters, other publications
Job vacancies; career opportunities
Staff pay and grading structures
Human Resources

Training & Development

Health & Safety

Benefits Administration

Customer Accounts

Operations Management
Engineering

New Works

Quiality Assurance

Water Resources & Quality Control
Information Technology

POLICIES & PROCEDURES

Standard Operating Procedures
Complaints-handling Procedure

HR Policies and Procedures

Labour Law (2007 Revision) & Regulations
FOI Internal Procedures

DECISIONS & RECOMMENDATIONS

Minutes of meetings
Permits & licences
Consultation Reports

LISTS & REGISTERS

Register of Canal Works Permit
Register of Cesspool Emptier’s Licence
Register of Quarry Permits

Register of Licenced Well Drillers

List of Registered Water Plants

List of Registered Plumbers:

o Master Plumbers

o Journeyman Plumbers

o Apprentice Plumbers

FOI Disclosure Log


http://waterauthority.ky/index.php?option=com_content&task=section&id=2&Itemid=191
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=94&Itemid=182
http://waterauthority.ky/index.php?option=com_content&task=view&id=190&Itemid=194
http://waterauthority.ky/index.php?option=com_content&task=section&id=10&Itemid=34
http://waterauthority.ky/images/stories/Register%20of%20Canal%20Works%20Permits%20-%20December%202009.pdf
http://waterauthority.ky/images/stories/Register%20of%20Cesspool%20Emptier%20Licences-December%202009.pdf
http://waterauthority.ky/images/stories/Register%20of%20Quarry%20Permits%20-%20December%202009.pdf
http://waterauthority.ky/images/stories/Register%20of%20Well%20Driller%20Licences%20-%20December%202009.pdf
http://waterauthority.ky/images/stories/Register%20of%20concessions%20for%20water%20production%20-%20December%202009.pdf
http://waterauthority.ky/images/stories/Master%20Plumbers%20131109.pdf
http://waterauthority.ky/images/stories/Journeyman%20Plumbers%20131109.pdf
http://waterauthority.ky/images/stories/Apprentice%20Plumbers%20131109.pdf

OUR SERVICES

The Water Authority of the Cayman Islands provides water and sewerage services to over
15,000 customers in the Grand Cayman districts of George Town, Bodden Town, East End,
North Side and the Sister Island of Cayman Brac. Additionally, we carry out development control
relating to water, wastewater and groundwater.

Water

The Water Authority provides piped potable water to over 14,700 customers in Grand Cayman
service area in the districts of George Town, Bodden Town East End and North Side. In
Cayman Brac the Authority provides piped potable water in the service area of West End and by
truck to all areas of the Brac. Currently we do not operate a water supply system in Little
Cayman.

Please visit our website for further information if you would like to apply for water services.
Sewerage

The West Bay Beach Sewerage System is operated by the Authority. Public sewerage is
provided to all residences and developments along the West Bay Road, between the Walter’s
Road area and up to Raleigh Quay, except those in the Canal Point, sections of Governor's
Harbour, and Snug Harbour developments.

Wastewater is collected in the Authority’s sewerage system and pumped to the Grand Cayman
Wastewater Treatment Works situated at the end of Seymour Road, adjacent to the George
Town Landfill.

Please visit our website for further information if you would like to apply for sewerage services.
Laboratory

The Water Authority's Laboratory carries out testing of the Authority's potable water supplies
and effluent of the Authority's wastewater treatment plant. The public can also use this service,
provided the requests for testing can be accommodated by the Laboratory.

The Water Authority’s laboratory services include:

= Quality Control and Quality Assurance of Water Authority’s potable water supplies

= Quality Control of effluent disposed in the Cayman Islands

= Analytical support for Water Authority’s groundwater monitoring programmes and
monitoring of surface and marine water carried out in conjunction with Department of
the Environment

= Analytical service for the public (such as potable water quality monitoring for Cayman
Water Company, private request to check water quality in cisterns and wells)

= Compliance monitoring for permits issued by the Authority.

In May 2002 the Water Authority Laboratory received accreditation from the American
Association for Laboratory Accreditation. The Laboratory is accredited for technical competency
in the field of environmental testing in accordance with the ISO/IEC 17025-2005 standard.


http://waterauthority.ky/betadev/images/stories/WATER%20DISTRIBUTION%20NETWORK%20GC-ii.pdf
http://waterauthority.ky/betadev/images/stories/WATER%20DISTRIBUTION%20NETWORK%20GC-ii.pdf
http://waterauthority.ky/betadev/images/stories/WATER%20DISTRIBUTION%20NETWORK%20CYB-ii.pdf
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=101&Itemid=185
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=99&Itemid=186
http://www.waterauthority.ky/images/stories/A2LA%20Current%20Certificate%201931-01%20(2).pdf
http://www.a2la.org/
http://www.a2la.org/

Development Control

The Water Authority plays an important role in review of new development or changes to
existing development. Under the Water Authority Law, the Authority is charged with the
protection of groundwater and therefore it regulates development in respect of water supply,
groundwater abstraction, wastewater treatment and disposal. The Authority also regulates
excavation of canals and quarries and licenses well drillers and plumbers.

The Water Authority also carries out the following important functions relevant to developers:

» Public education regarding wastewater treatment and disposal

= Development and implementation of the Authority 's development control policies for
wastewater treatment and disposal

= Monitoring of privately operated wastewater treatment plants

= Development of requirements and review of environmental impact assessments
carried out by developers

Licencing & Permits

Under the Water Authority Law, specific activities that affect groundwater require a licence or
permit from the Authority. Also certain trades and businesses are required to operate under a
licence from the Authority. See below for a listing of the specific registers of permits and
licences.

= Canal Works Permit

= Cesspool Emptier's Licence

= Disposal Permit

=  Groundwater Abstraction Licence
= Plumber's Licence

= Quarry Permit

= Well Driller's Licence

= Water Plants

LIST OF FORMS

= Job application form

= Application form to apply for water service

= Application form to apply for sewerage service

= Water sampling request form

= Canal Works Permit

= Cesspool Emptiers Licence application form

= Disposal Permit application form

= Groundwater Abstraction Licence application form

= Apprentice Plumber’s application Licence

= Journeyman or Master Plumber Exam application form
= Application from to renew an existing WAC Plumber’s Licence
= Quarry Permit application form

=  Well Drilling Permit application form

= Payment agreement application form

= Report a problem


http://www.waterauthority.ky/index.php?option=com_content&task=view&id=98&Itemid=190
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=52&Itemid=74
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=51&Itemid=73
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=50&Itemid=72
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=47&Itemid=69
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=49&Itemid=71
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=51&Itemid=73
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=48&Itemid=70
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=52&Itemid=74
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=53&Itemid=75
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=49&Itemid=71
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=50&Itemid=72
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=47&Itemid=69
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=201&Itemid=198
http://waterauthority.ky/index.php?option=com_content&task=section&id=10&Itemid=34
http://www.waterauthority.ky/betadev/images/stories/service%20application%20form(1).pdf
http://www.waterauthority.ky/betadev/images/stories/service%20application%20form(1).pdf
http://www.waterauthority.ky/index.php?option=com_content&task=view&id=100&Itemid=187
http://www.waterauthority.ky/images/stories/Application_canal_permit-_23_Nov_2004.pdf
http://www.waterauthority.ky/images/stories/Application_form_for_cesspool_emptiers_licence.pdf
http://www.waterauthority.ky/images/stories/Application_dischg_permit-18_June_2004.pdf
http://www.waterauthority.ky/images/stories/Application_abstraction_licence_-_18_June_2004.pdf
http://www.waterauthority.ky/images/stories/Apprentice_Plumber_Licence_Application1.pdf
http://www.waterauthority.ky/images/stories/Exam%20Application%20for%20Journeyman%20or%20Master%20Plumber%20Licence.pdf
http://www.waterauthority.ky/images/stories/Plumber%20Renewal%20Form.pdf
http://www.waterauthority.ky/images/stories/Application_quarry_permit-_23_Nov_2004.pdf
http://www.waterauthority.ky/images/stories/Application_abstraction_licence_-_18_June_2004.pdf
http://waterauthority.ky/images/stories/Payment_Agreements(1).pdf
http://www.waterauthority.ky/index.php?option=com_performs&formid=1&Itemid=135

» Request meter reading

= Change billing address

= Add tenant form

= FOI form

Please refer to our website: www.waterauthority.ky for documents listed in the Publication
Scheme or contact the Information Manager or her Desighate between 8:30am and 4:30pm
Monday to Friday.

FOI CONTACT DETAILS

Information Manager

Wendy Whittaker

Information Manager

Water Authority — Cayman

P.O. Box 1104

Grand Cayman KY1-1102

Cayman Islands

Tel: (345) 949-2837 xtn 2013

Fax: (345) 949-0094

Email: wendy.whittaker@waterauthority.ky
FOI email: foi@waterauthority.ky
Website: www.waterauthority.ky

Freedom of Information website: www.foi.gov.ky

Information Manager (Deputy)

Pat Bell

Chief Human Resources Manager
Water Authority - Cayman

P.O. Box 1104

Grand Cayman KY1-1102
Cayman lIslands

Tel: (345) 949-2837 xtn 2010
Fax: (345) 949-0094

Email: pat.bell@waterauthority.ky
FOI email: foi@waterauthority.ky


http://www.waterauthority.ky/index.php?option=com_performs&formid=2&Itemid=139
http://www.waterauthority.ky/index.php?option=com_performs&formid=4&Itemid=142
http://www.waterauthority.ky/index.php?option=com_performs&formid=3&Itemid=140
http://www.foi.gov.ky/pls/portal/docs/PAGE/FOIHOME/HELP/FORMS/FOIAPPLICATIONFORMFINAL.PDF
http://www.waterauthority.ky/
mailto:wendy.whittaker@waterauthority.ky
mailto:foi@waterauthority.ky
http://www.waterauthority.ky/
http://www.foi.gov.ky/
mailto:pat.bell@waterauthority.ky
mailto:foi@waterauthority.ky

University College of the Cayman Islands
Publication Scheme
Produced in accordance with the Deputy Governor’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
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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 University College of the Cayman
Islands to making information available to the public as part of its normal
business activities.

The University College 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;

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 University College of the Cayman Islands will generally not publish:
e information in draft form;

e information that is not held by the University College 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;

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 University College of the Cayman Island’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.

' 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 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.ucci.edu.ky

If you are still having trouble locating information listed under our scheme,
please contact:

FOI Information Manager Mrs. Lucille Kong 345-623-8224 or direct line at
345-623-0563 or e-mail at lkong@ucci.edu.ky or@foi@ucci.edu.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@ucci.edu.ky to request information. Please provide a telephone number
so that we can call you to clarify details if necessary.

Telephone

Documents listed in the publication scheme can also be requested by
telephone. Please call 345-623-8224 to request information.

Post

All information listed in the publication scheme will usually be available in
hard copy. Requests may be addressed to: Lucille Kong at 345-623-8224 or
email at Lkong@ucciedu.ky or foi@ucci.edu.ky to request information

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.)


mailto:lkong@ucci.edu.ky
mailto:or@foi@ucci.edu.ky
mailto:Lkong@ucciedu.ky
mailto:foi@ucci.edu.ky

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 Mrs. Lucille Kong at 345-623-8224 or direct line at 345-623-
0563 or foi @ucci.edu.ky

The University College 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 University College 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 University
College 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.

There are some publications which the University College of the Cayman
Islands offers for sale. This includes: JUCCI Publication. 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:

The University College 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 University College of the
Cayman Islands has received your payment.

5. Requests for information outside the Publication Scheme

Information held by the University College 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 by contacting FOI Information Manager, Mrs. Lucille Kong at 345-623
8224 or direct line 345-623-0563 or email at foi@ucci.edu.ky or
lkong@ucci.edu.ky

6. Complaints

The University College 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, please
contact Mrs. Lucille Kong at 345-623-0563 or email at lkong@ucci.edu.ky or
foi@ucci.edu.ky, and we will try to resolve your complaint as quickly as
possible.

Further information about our complaints procedures can be obtained from
Mrs. Lucille Kong at 623-8224 or direct line at 345-623-0563 or emalil
Ilkong@ucci.edu.ky or foi@ucci.edu.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.


mailto:foi@ucci.edu.ky
mailto:lkong@ucci.edu.ky
mailto:lkong@ucci.edu.ky

Physical Address:

Information Commissioner's Office,
3'Y Floor, Anderson Square

64 Shedden Road

George Town, Grand Cayman
Cayman Islands

Mailing Address

PO Box 1375
Grand Cayman KY1-1108
CAYMAN ISLANDS

Monday-Friday 9:30am-4:00pm
Telephone: +1 345 747 5402

Fax 345-949-2026
Email: info@infocomm.ky

7. Categories of Information

About Us

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

Our Services

ABOUT US
University College of the Cayman Islands

Ministry
Ministry of Education, Employment and Gender Affairs
Principal Officer

Minister of Education, Employment and Gender Affairs
The Honourable Tara Rivers, MLA



Physical Address
5" Floor, Government Administration Building
133 Elgin Avenue, George Town, Grand Cayman
Cayman Islands
Telephone: 345-244-2417

Mailing Address
Government Administration Building
Box 108, 133 Elgin Avenue
Grand Cayman, KY1-9000, Cayman Islands
Telephone Number: 345-244-2417
Website: www.education.gov.ky

Chief Officer of Ministry of Education, Training & Employment
Mr. Christen Suckoo

Physical Address
5" Floor, Government Administration Building
133 Elgin Avenue, George Town, Grand Cayman
Cayman Islands
Telephone: 345-244-2417

Mailing Address
Government Administration Building
Box 108, 133 Elgin Avenue
Grand Cayman, KY1-9000, Cayman Islands
Telephone Number: 345-244-2417

Website: www.education.gov.ky



http://www.education.gov.ky/
http://www.education.gov.ky/

Deputy Chief Officer of Ministry of Education
Mrs. Tasha Ebanks-Garcia

Physical Address
5" Floor, Government Administration Building

133 Elgin Avenue, Grand Cayman, Grand Cayman
Cayman Islands
Telephone Number: 325-244-2417

Mailing Address:
Government Administration Building
Box 108, 133 Elgin Avenue
Grand Cayman, KY1-9000, Cayman Islands
Telephone Number: 345-244-2417
Website: www.education.gov.ky

President of the University College of the Cayman Islands
Mr. J. A. Roy Bodden, J.P.

Physical Address:

University of the Cayman Islands (UCCI)
168 Olympic Way,

George Town, Grand Cayman

Email: rbodden@ucci.edu.ky

Mailing Address:

P.O. Box 702,
George Town, Grand Cayman KY1-1107
Telephone Number: 345-623-8224 Fax: 345-949-6781

Email: info@ucci.edu.ky



Dean of Academics: University College of the Cayman Islands

Dr. Allan Young

Physical Address:
University of the Cayman Islands (UCCI)
168 Olympic Way,
George Town, Grand Cayman
Email: ayoung@ucci.edu.ky

Mailing Address:

P.O. Box 702, KY1-1107
George Town, Grand Cayman
Telephone Number: 345-623-8224 Fax: 345-949-6781

Email: info@ucci.edu.ky

Director of UCCI Brac Campus
Mr. Martin Keeley

Physical Address
Avistar Building, West End
Cayman Brac
Cayman Islands

Mailing Address
P.O. Box 255
Stake Bay KY2-2101
Cayman Brac
Telephone Number: 345-623-0504 Fax: 345-948-8129

Email mkeeley@ucci.edu.ky



University College of the Cayman Islands Contact Details

Grand Cayman Office Address:

Physical Address
University College of the Cayman Islands (UCCI)
168 Olympic Way
George Town, Grand Cayman

Mailing Address
P.O. Box 702, KY1-1107
George Town, Grand Cayman
Telephone Number: 345-623-8224 Fax: 345-949-6781

UCCI Information Manager

Mrs. Lucille Kong at 345-623 8224 or direct line at 345-623-0563 or e-mail
Ikong@ucci.edu.ky or foi@ucci.edu.ky

Organisation and Functions

Mission:

The University College of the Cayman Islands is an institution of higher learning
that contributes to the Caymanian society by advancing knowledge and
developing creative graduates through its cultural, social, economic and
environmental activities.

Administration:
University of the Cayman Islands (UCCI)
P.O. Box 702
George Town KY1-1107
Grand Cayman
Telephone Number: 345-623 8224 Fax: 345-949-6781
Website: www.ucci.edu.ky
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Location and hours

Matters handled

University College of the Cayman Islands
Administration Office

Opening hours:

Monday 8:30 am -Thursday 5:00pm

Friday 8:30 am-4:30 pm

The Sam Basdeo Learning and Resource Centr