Factsheet 11:

Cayman Islands Transferring Public Records During
National Archive . . .
Administrative Change

Administrative changes mainly occur from a restructuring of responsibilities for the execution of
government functions. These changes occur when a government organisation gains or loses a
specific function, such as regulatory oversight or service delivery responsibilities. During these
periods of transition, managing public records is of paramount importance. Public records
document government’s decision-making, supporting the tenets of transparency and
accountability. Additionally, these records help maintain the continuity of business operations
and also preserve corporate historical context.

This factsheet will assist public agencies with the transfer of records during periods of
administrative change, by maintaining:-
e accessibility to the records;
e highlighting the use of proper documentation;
e and administering custody/ownership of the records for a seamless delivery of public
services.

For more detailed information, refer to CINA’s Guideline 7 Managing Public Records During
Administrative Change.

N

Note: All public records created by a public agency in the course of its business or
affairs, be they paper or electronic, are the information assets of the Cayman
Islands Government and cannot be destroyed without an authorised disposal
schedule. This is in accordance with Section 8 of the National Archive and Public
Records Act, (2015 Revision) [NAPRA]. Additionally, the public records should not
be removed from the physical custody of the relevant agency, irrespective of who
created them.
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During administrative change, recordkeeping responsibilities lie with both the transferring and

receiving agencies. The steps for both agencies are outlined below, with detailed information on
pages 5-7 of Guideline 7.

Transferring Agency Transferring Agency .
. . . Both Agencies
Identifies the records, access Identifies all relevant listings, .
. . . Determine transfer of
restrictions, locations tracking databases, and ownershio. regardless of
(on/offsite), & software/hard- approved disposal schedules . P, reg .
. . physical custody/location.
ware requirements. relating to the records. Step 3
Step 1 Step 2 P
( Receiving Agency ) Transferring Agency Transferring Azenc
. - - . g Agency
Prior to delivery of records, Consult the National Archive -
I . . List all records to be
ensure space availability; once for advice on disposal,
. . . ) transferred on the Transfer of
received, check-off against the adhering to Cabinet approved . . .
. I . Public Records Form, including
Form to confirm all records schedules, in liasion with .
L electronic records.
have been transfererd. receiving agency. Step 4
Step 6 Step 5
\ p ) p
Receiving Agency . Both Agencies
No documents should be Transferring Agenc . ) )
. In liaision with the National
added/removed/edited; Send a copy of the Transfer of .
] Archive, ensure all relevant
records should not be Public Records Form to the . .
g bered National Archive file plans and disposal
renamed or renumbered. ’ schedules are updated.
Step 7 Step 8

Step 9

Note: The Transfer of Public Records Form should be permanently held in agency, as per
the Disposal Authorisation for Information and Technology Management Records,
Administrative Schedule No. 4, ITM/DSL/05 Transfer of records to/from another
entity. It should be noted that administrative records related to the subject matter

\ of the Ministry should remain with the original Ministry.
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