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CINA welcomes your feedback and suggestions, including: 

 

• Comments on the descriptions of functions, activities and records series 

• Identification of any gaps in the activities or record series listed 

• Concerns about the minimum retention periods 

• Questions about the implementation of the file plan or disposal schedule 
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1. Scope 

 

This explanatory document is to assist all public agencies with the implementation of the 

Buildings, Equipment and Vehicles Management file plan and disposal schedule.    

 

The Disposal Schedule for Buildings, Equipment and Vehicles Management (CINA Schedule: 

No.5) is authorised by the Deputy Governor and issued by the Director of the Cayman Islands 

National Archive (CINA).  

 

Administrative disposal schedules apply to all public agencies subject to the National Archive 

and Public Records Law (2010 Revision), (NAPRL).    

 

 

Common types of records covered by the Disposal Schedule for 

Buildings, Equipment and Vehicles Management (CINA Schedule: No.5) 

 
Records that: 

• facilitate capital projects 

• document inventories 

• manage premises and equipment 

• monitor access to facilities and premises 

• maintain vehicles 

 

It includes records stored in any medium, including (but not limited to): paper, magnetic media; 

and digital formats. 

 

Administrative file plans do not cover operational record, which document the core business 

functions that are unique to an individual public sector agency. All public agencies are 

responsible for developing file plans and disposal schedules to manage operational records. 

 

The file plan for Buildings, Equipment and Vehicles Management excludes operational records 

of entities responsible for the centralised maintenance and management of the buildings, 

equipment and vehicles function within Government such as Public Works, Department of 

Vehicle and Equipment Services and Lands & Survey Department. Such agencies are likely to 

find the schedule useful; however their records should be included under an appropriate function, 

in an operational file plan and disposal schedule for the relevant public agency.  

 

2. Managing public records 

 

Public records are official evidence of decisions and actions taken by the Cayman Islands 

Government. The provisions for the management of these records are outlined in the Creation, 
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Maintenance and Disposal Records Management Standard, which sets out mandatory 

requirements for public agencies to meet their obligations under the NAPRL. 

 

Under section 6 of the law, every public agency shall “make and maintain full and accurate 

public records”. It is the responsibility of the most senior officer in every public agency to ensure 

that public records of that agency are maintained in good order and condition; and created, 

managed and disposed of in accordance with records management standards and authorised 

disposal schedules. 

 

To be full and accurate, records must: 

• be created 

• be authentic 

• be reliable 

• have integrity 

• be usable

CINA is developing model files plans with governing disposal schedules to assist agencies to 

manage their administrative records. These administrative records document the internal 

management functions that are common to most public agencies and are generally subject to the 

same retention, access and security rules.   

 

The administrative file plans with disposal schedules cover: 

› Buildings, Equipment and 

Vehicles Management 

› Communications Management 

› Financial Management  

› Information Management 

› Strategic Management  

› Human Resource Management 

 

The standard file plans are the recommended method to organise and title record series, while the 

disposal schedules indicates the minimum period of time certain groups of records must be kept. 

Longer retention periods may be applicable in some cases. 

 

 

How will these record management tools help me? 

 
These records management tools can be picked up and used without customising.  This 

means that at least part of your records management is compliant with the NAPRL and 

FOI laws with very little investment by your agency. 

 

Using the standard file plan can also help you:  

› organise, file and retrieve records 

› simplify filing for staff who move between agencies 

› provide easier transfer of files between agencies, when government restructures 

› direct application of the disposal schedule 

 
The general disposal schedule can be used to legally dispose of records according to 

retention.  
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CINA recommends closing files and adopting the model file plans. For agencies that do not 

prescribe to the CINA functional model file plan, it will be necessary to map the retention 

periods from the administrative file plan and disposal schedules to the records series found 

within your own model file plan. This can be accomplished using CINA’s mapping tool which is 

accessible online at CINA.gov.ky or by contacting CINA directly.  

 

3. Using Administrative File Plans and Disposal Schedules 

 

 Administrative File Plans Administrative Disposal Schedules 

What are they? File plans are tools for 

controlling records through 

consistent classification.  They 

can enable access to records over 

time, and can be used as a link to 

other records management tools. 

 

Administrative file plans are 

developed by the Cayman 

Islands National Archive for use 

by all public sector agencies. 

 

The standard file plan will 

enable simpler filing for staff, 

easier transfer of files between 

agencies when government 

restructures, and direct 

application of the disposal 

schedule. 

 

Disposal schedules set out the rules 

for how long records must be kept 

and what happen to them at the end 

of that period.  

 

Most records will eventually be 

destroyed, but a small number may 

be appraised as archival and 

transferred to the National Archive 

to be added to the Historical 

Collection. 

 

Administrative disposal schedules 

are developed by the Cayman 

Islands National Archive for use by 

all public sector agencies. 

 

 

Do I have to use 

them? 

No.  

 

The file plans are designed to be 

used flexibly – small agencies 

may need less complexity in 

their file plan than large 

agencies.   

 

Using the file plan without 

modification will make it easier 

to apply the disposal schedule. 

 

 

Yes. 

 

The retention rules are the legal 

minimum period of time public 

agencies must keep the specified 

records. 

 

Records can be kept longer but 

CINA recommends that the reasons 

be documented for risk manage-

ment.  

 

Destroying public records before the 

retention period has expired will be 

considered an offence. 
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 Administrative File Plans Administrative Disposal Schedules 

What do I do with 

my existing records? 

If the model file plan is relevant 

to your records but they are 

organised in very different ways 

then you should consider closing 

these files and re-opening new 

files structured according to the 

file plan.  This will make it 

easier to apply disposal rules to 

your records. 

 

To minimise disruption to your 

organisation, try to coincide this 

with the start of a new financial 

year, the start of a new calendar 

year, or some other significant 

event, such as the transfer of 

responsibility for your agency to 

a new ministry or portfolio. 

 

You can use the disposal schedule to 

dispose of your existing records if 

they are covered by the authorised 

schedule. 

 

If records from different records 

series are kept together on one file, 

DO NOT cull or split the file to 

match the new disposal schedule.   

 

It is much more efficient to stop 

adding records to the file and keep it 

for the longest retention period that 

applies to any of the records inside.   

What do I do if the 

records I’m dealing 

with aren’t covered? 

If the records are administrative 

records, check one of the other 

administrative file plans or 

disposal schedules available 

from CINA.  

 

If the records are operational 

records contact CINA for 

guidance and assistance. 

You can use the index in the 

Disposal Schedule to determine 

which administrative schedule 

covers your records.  

 

Contact CINA for any questions 

concerning managing your records.  

How are the 

documents set out? 

See further details in Section 4 of this Explanatory document. 

 

4. Structure of the Administrative Disposal Schedule Document 

 

For each administrative function, the approved Disposal Schedule document includes the 

following sections:  

 

i. Function Scope, Application and Guidance Notes  

ii. Model File Plan  

iii. Disposal Schedule 

iv. Index 
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i. Function Scope, Application and Guidance Notes 

This section provides a full description of the administrative function. It summarises the 

range of activities and records series covered under the disposal schedule and identifies 

any public agency that may be excluded.   

ii. Model File Plan 

This section presents the short-version of the file plan. It is a “tree” which displays the 

hierarchy of Function-Activity-Records Series, along with other essential information - at 

a glance. The long-version of the file plan with explanatory descriptions of activities and 

records series are found in the disposal schedule. (CINA Schedule No.5 – pp 4-5) 

iii. Disposal Schedule 

This section assigns mandatory retention periods for records and contains detailed 

descriptions for each Activity and the types of records in each Records Series of the file 

plan arranged by column headings (see Appendix 1 for description of the column 

headings). This section also identifies any document types that may be excluded. (CINA 

Schedule No.5 – pp 6-16)  

iv. Index 

This section is an alphabetical arrangement of functions, activities, record series and 

document types, providing reference codes to assist public agencies find and manage 

administrative records.  

 

5. Comment 
 

To comment on this document or provide feedback, please email: 

CINA@gov.ky or write to: 

 

The Director 

Cayman Islands National Archive (CINA) 

Government Administration Building 

Grand Cayman  KY1-9000 

CAYMAN ISLANDS 
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Essential information for record series are arranged in the following column headings in 

Disposal Schedules 

Column heading Contents 

 

Function 

Broadest category and highest level of the file plan. 

A function represents a major area of responsibility or operation. 

Each function is made up of several related Activities. 

 

Activity 

More specific category at the second level of the file plan. 

An activity is a set of actions that contributes to the high-level function. 

Each activity generates several related types of Records. 

 

Reference Code 

2- or 3-letter code, or number, used as a shorthand way to refer to files. 

A unique way to identify each file and distinguish it from other files. 

The reference code builds up with each layer of the file plan. 

Meaningful reference codes are a clue to the file’s contents. 

 

Records Series 

Most specific category at the third level of the file plan. 

A records series is a group of files that are created for the same purpose. 

Records in each series have similar storage, access or disposal rules. 

Grouping records into series makes them easier to find, use and manage. 

 

Trigger to Close 

An event or date when it is recommended that a file should be closed. 

A closed file cannot have any new documents added to it. 

Minimum 

Retention Period 

Length of time (in years) a file must be kept before its final disposal. 

Retention is calculated from the date the file is closed. 

 

Final Action 

Final action is what happens to a file at the end of its retention period. 

The three options are: 

• Destroy   (see Guideline 1 – Destruction of Public Records) 

• Archive  - Transfer to CINA’s Historical Collections (contact CINA) 

• Review – for further appraisal by CINA (contact CINA) 

FOI Access 
Column provided for public agencies to determine on whether the 

records can be made accessible under the Freedom of Information Law, 

or whether exemptions may apply. 

 

Vital Records 

Records that establishes the public agency’s legal status and obligations; 

are essential for business continuity; or which ensure the rights and 

entitlements of customers and stakeholders. 

Vital records should be given priority in hazard management plans and 

disaster preparedness activities. 
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8 

 

[Agency name] Office Files - Mapping 

 

 [Operational, Financial Management, Human Resources etc.] 
 

Date:    

Completed by: 

 

 
Locations: 

e.g. 

R 

 

Reception 

  

    

    

    

  

 

Old 

Reference 
Old Title Contents/Scope notes Location 

New 

Reference 

New title, retention period, 

disposal action 

Example: 

OF/BUI/1 

Building Maintenance Correspondence regarding 

routine maintenance 

File 

Room 

BEV/MAI/06 Maintenance Reports, D,  

3 years 

      

      

      

      

      



Appendix 2/cont... 
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Old 

Reference 
Old Title Contents/Scope notes Location 

New 

Reference 

New title, retention period, 

disposal action 

      

      

      

      

      

      

      

      

      

      

      

      

      



 

 
 

 


