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TheMost Hon.
P. J. Patterson ON, PC,
QC, MP.

Public information is
vital to the process of

good governance. The Government of Jamaica remains
deeply committed to the goal of providing good governance in
our administration of the affairs of Jamaica on behalf of all the
people.

The Access Quarterly, the newsletter of the Accessto

Information Unit is an important medium for transmitting in-
formation that will be critical to creating greater public under-
standing of the Access to Information legidation recently
passed in Parliament. The adequate and timely flow of infor-
mation to both government workers and the public is a prereg-
uisite for the successful implementation and administration of
the Accessto Information Act.

This publication is therefore another step towards

achieving full transparency and accountability in Government.
These are principles to which the Government that | lead re-
mains committed.

The changing face of government in the new era com-

pels us in the public sector to recognise the basic right of the
citizens of Jamaica to access information generated on their
behalf by the Government. We also have to create greater
transparency of the way government does business by encour-
aging greater scrutiny.

The move towards greater information access is one

that | support wholeheartedly. As a Government we rely on
our public sector staff to make this areality by putting in place
the proper mechanisms and providing quality customer service
to the public in the process.

| t is my sincere hope that this quarterly newsletter will

be the start of a range of communication tools being adopted
to ensure that public sector workers as well as the general pub-
lic understand the process for accessing public information
from the Government.

g

TheMost Hon
Edward Seaga,
ON, PC, MP
Leader of the Opposition

Freedom of information

IS a basic requirement
for the effective functioning of a democ-
racy.

The people elect the Parliament which passes laws;

the Administration then puts these laws into effect under
the watchful eyes of the people.

As literacy and education expand, the time-

honoured method of satisfying demands for information by
posting copies of Laws, Regulations and other forms of
government pronouncements upon the doors of public
buildings such as Court Houses, Police Stations and Post
Offices, has become incapable of satisfying the demands of
amore enquiring public.

The Media has played a vital role since the invention of

the printing press; and various forms of electronic commu-
nication, as well as the expansion of libraries, have in-
creased the flow of information.

On the other hand, good governance still requires a cer-

tain degree of confidentiality in order to preserve national
security. Constant dialogue between the State, Religious
Bodies, the Press, and other sectoral interests, is therefore
necessary to preserve social harmony and the achievement
of good governance.

The Access to Information Unit has taken on the job of

seeing to the successful implementation and administration
of the Access to Information Act (June 2002). | con-
gratulate the Unit on the introduction of the publication of
The Access Quarterly newdetter, which should be most
beneficial to the general public.
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When Prime Minister Patterson went to the people, he repeated a commitment based on his
perception of the new Jamaican who now represents our client population.

This new Jamaican is confident, aware, and demands accountability. He is informed and is

a Citizen of the world. Given that profile, we who are engaged in public service and public
administration have to adopt a particular posture. We have to be sensitive to and responsive to the
needs and expectations of this new Jamaican.

We also have to ensure that in meeting those needs, we not only permit him or her to exer-

cise rights which are accorded, but that we genuinely empower each citizen to be effective in this
challenging information environment.

Without reliable and timely information, we reduce the prospects of an orderly society.

Whether it be in the management of business and industry or for the timeliness of investment or

policy decisions, information greases the wheels of the well ordered and well run society. Sen. Burchell Whiteman
Consistency in the delivery of required information, and accuracy and integrity of the information M inister of | nfor mation
enhance order and reduce a dependency on corrupt behaviour.

The passage of the Access to Information Act signals a recognition, by all concerned, of the needs and demands of an in-

volved and sophisticated Jamaican public. Through this Act the Public is assured greater transparency, accountability and partici-
pation in government.

We must now all join forces in ensuring its successful implementation as Jamaica moves steadily forward towards an
improved democracy.

I n this respect therefore, | welcome the publication of the first edition of the Access to Information Unit's Newsletter, The

Access Quarterly in the expectation that it will be an effective tool in the provision of the information and guidance necessary for
the success of the Access to Information Initiative.

I n the creation of atruly modern society all Jamaicans must be given an equal opportu-

nity to share in the process of nation building. This opportunity must of necessity include
public comment on issues of general concern.

I t is against this background that the decision was made by Government to legislate a
Freedom of Information Act in 1991. Its evolution over the years into the Access to Infor-
mation Act comes at the end of a thorough process of consideration by a Joint Select Com-
mittee of Parliament. The process received submissions from local and international
non-government organization, public authorities and the genera public and involved a
critical non-partisan approach in the assessment of the Act.

n the final analysis, the Access to Information Act signifies government’s commit-
ment to provide the public with a general right to access official documents and other related
information. The public will be guaranteed access to a broad range of information that will
enable them to a better understand and to critically analyse the government’s policies and

Charmaine Constantine, CD programmes.

Per manent Secretary
Office of the Prime Minister The Actis ates mony of the government’s commitment to transparency, by removing

the culture of secrecy that has come to be associated with the civil service and replacing it
with openness and accountability as strategies for development.

We will endeavour to faithfully implement the Access to Information Act as we continue in service to the people of
Jamaica.



Dr theHon Carlton Davis
Cabinet Secretary

and Chairman - Permanent
Secretaries Board

The enactment of
the Access to Informa-
tion Act represents an-
other step in the efforts by
Government to improve
the quality of governance
it offers the society.

As has been succinctly
put elsewhere, governance includes,

among other things:

(@) the process by which those in
authority are selected, monitored
and replaced;

(b) the capacity to effectively manage
the resources at Government's
disposal and to implement sound
policies;

(C) the respect of citizens and the
state for the institutions that
govern economic and social inter
actions among them.

How well we meet these

criteria, will to a significant extent
depend on information. The enactment
of thelaw requiring accesstoit, within
and outside the public sector, will in
the long-run lead to, among other
things:
(&) a better system of storage

and retrieval of data inthe

public sector ;
(b) more rigorous analyses in

how the state selects the

policy options it pursues in

the various sectors;
(c) more fairness in how we

conduct business; and,
(d) the enhancement of integrity in
public life.

It is going to mean more

work for public servants and even some
bother, but because of the profound
benefits to the society asawhole, it isa
matter to which we must give our full
commitment.

The‘ball’, however, is not

only in the ‘court’ of the public sector;
it is aso in those of the private
sector, civil society and not least of all
the, the media. Access to Information,
should be handled responsibly and fairly
by all sectors, and should not be seen
asatool for the unfair bashing of pub-
lic officials and everything they say
and do .

n sum, the whole society,
not just the public sector, will be on
trial to see how well it responds to this
initiative.

T he Jamaica Archives and Records Department is pleased to

be associated with the Access to Information legislation as it will
assist the department in carrying out its mission to ensure the
efficient and effective management and use of official records at

all stages of their life cycle. Thiswill bedonethroughits records management
programme which is aimed at ensuring that records of long term value are selected for
permanent preservation and other records disposed of in an orderly manner.

As a result of the Act, greater emphasis should be placed in government organiza-

tions on the care, organization and storage of their records. Unless this is done, the public
will not be able to have access to the records when they require information from them.

I therefore welcome this newsletter as it should help persons in the public sector to

better understand their responsibilities under the Act and help to ensure its effective imple-
mentation.

John A. Aarons
Government Archivist



At the heart of any successful democracy must be a mechanism for accountability
and transparency in governance. Globally it isbeing accepted that these objectives can
significantly be achieved through legidative frameworks. The Accessto Information Act
of 2002, is one but a very fundamental part of the menu of legislations that are required.

The introduction of this Act heralds not only a new approach to governance but it also
brings with it a serious challenge to the status quo of secrecy, which dominated the Civil
Service. Thisiswhy the Jamaica Civil Service Association (JCSA) was and continues to be
firmin its submission that meaningful efforts are required to transform the sectors' culture to
one of openness and transparency in preparation for the introduction of the new law. Need-
less to say that the unclear signals concerning the repealing of the Declaration of Secrets Act
of 1911 does not help. The concerns aside however, this Act when properly enforced will
serve to provide an avenue through which the populace can effectively participate in the
running of the country, thus giving true meaning to the word “ democracy” .

Thisis why it is my distinct pleasure to welcome this Act and to encourage both the Wayne St. A. Jones
enforcers of the law as well as the citizenry to make the best use of thistimely opportunity. President
Jamaica Civil Service Association
2001-present

The Private Sector Organization of Jamaica (PSOJ) congratulates the Access to

Information Unit (AlU) on your stated objectives, which include an improved, more
open Government, facilitating a general right of access by the public and creating
greater transparency in the way that the Gover nment does business.

The AIU is expected to play a major part in encouraging greater transparency and the
process of recognition of the basic rights of the Jamaican public to information generated on
its behalf by the Government.

We encourage the Access to Information Unit to ensure an efficient process, and that the
highest standard of customer service and facilities are in place to accommodate the public.
The publication of your quarterly newsletter, “The Access Quarterly” will no doubt play an
important role in your efforts to foster communication with the wider public.

The PSOJ congratul ates the Access to Information Unit on its publication and urges you

The Hon. Oliver Clarke to continue to protect the interests of the Jamaican public in thisimportant area.

President -Private Sector
Organization of
Jamaica (2002-2003)

Jamaicans For Justice, in conjunction with the Farquharson Institute of Public Affairs
(FIPA), the Guild of Graduates of the UWI, Transparency International (Jamaica Chapter)
and the Jamaica Civil Service Association, lobbied hard for the passage of a strong Access
to Information Act. We see access to information as the right of all citizens and are fully com-
mitted to the view that the Government holds and keeps information on behalf of the citizen, and
that access to this information should only be restricted in very limited circumstances. The or-
ganization is totally committed to Access to Information as an important enabling right, which
allows all other rights, guaranteed under the constitution, to have their fullest expression.

We see the successful implementation and functioning of the Act as the dawning of a new day
in the history of Jamaica. The Act at best will enable a more informed and knowledgeable
citizenry to participate more fully in the governance of their country. It will enable more
informed advocacy and lobbying, and strengthen the overall running of the country. It will also
signal an important new relationship between the Civil Service, the Government and the People.
A relationship based on transparency, which will in turn foster cooperation and understanding, Dr. Carolyn Gomes
and which will hopefully take Jamaica forward in a positive way into the 21% Century. Executive Director
Jamaicans for Justice
2002-present



There is no doubt that there have been significant developments in Jamaica’ s media land-

scape over the past two decades. With these developments have come opportunities for the
public to be more aware and informed.

Over the years however, despite greater access to information via the media, the public has

been kept largely in the dark about certain day to day activities of the government. With the
coming of the access to information act however, new doors will be opened and members of
the public will have easier access to information on government and government bodies.

The Media Association of Jamaica welcomes the Access to Information Act and the oppor-

tunities that it presents for greater transparency and for members of the public to access to
information that isin their interest. The MAJ pledges its support to the access to Information

Unit and welcomes the opportunity to work alongside the unit in helping to keep the public Newton James
informed about matters of national importance. Chairman-Media
Association Jamaica L td.
2000-present
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On behalf of journalists and other media practitioners, | welcome the Access to Information Act, 2002. As arule, the Press Asso-
Glen McFarlane ciation of Jamaica is agreeable to any legidation that facilitates transparency and a clear un-
. derstanding into the workings of government; or any act that breaks down the walls of secrecy
President which officials often seek to build around certain  aspects of the nation’s business.

Press Association of
Jamaica (2000-2003) The wiser aternative, arguably, might be an absence of restricting legislation entirely. But the
very commitment to change, which this new Act signals, is an admirable and bold departure
from long-standing Whitehall tradition, and that bodes well for our developing country.

However, we believe the Access to Information Act does not go far enough and should not share space with the Official Secrets
Act. Many instances can be cited under the Act in which information contained in Cabinet submissions and documents relating
to citizens’ security rights will not be accessible to the Press or the public.

It is inherent in even well-meaning governments to misuse the law where public opinion will permit. Tyranny is facilitated by
secrecy and the denial of accessto information. That iswhy afree pressis necessary to the preservation of true democracy.

The Press Association of Jamaica sees the Act, therefore, is an important first step in the disclosure process. We commend its
framers as we have commended the government’ s decision to invite public submissions during the formative stage. And we look
forward to its future amendment.



The Management Institute for National Devel opment
(MIND) completely appreciates the Access to
Information Act 2002, and recognises its potential for

contributing positively to development of our nation.
As an Executive Agency of Government, MIND already understands
the necessity for transparency and accountability in governance.

MinD is poised and well able to assist in the specialised human
resource training, which is now necessary to facilitate implementation
of this important legislation. The advantages and opportunities
presented by greater openness are evident, and welcomed. MIND is
therefore happy to be a partner in this process. Our Institute will
continue to support such national development initiatives, by enabling
the concomitant learning experiences.

John M. Robinson
High Commissioner
Canada

Maria Jones
Chief Executive Officer
Management Institute for
National Development

On the occasion of the publication of the first edition of this news-

letter by the Access to Information Unit, | would like to offer my

congratulations to all Jamaicans who were involved in the adoption
in June 2002 of the Access to Information Act in Parliament. | know that this effort hasinvolved a
large number of stakeholders in Government, past and present ministers as well as members of Parliament
and Senators, the media and several civil society organizations. | would like also to provide my best words
of encouragement to the staff at the Access to Information Unit, beginning with its Director, Miss Aylair
Livingstone. You have been tasked with ensuring the smooth implementation of the Act. This is pioneer

work that will bring you alot of challenges but also, | am convinced, great satisfaction.

The Canadian authorities, beginning with the Information Commissioner, the Honourable John Reid have
extensive experience in this domain and | am convinced that they will be willing to share the lessons
learned since 1983, when the Canadian Government first introduced Access to Information legislation.
2003 will be amomentous year for the Access to Information Unit. The Canadian High Commission offers

you its best wishes of success."
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June 2002 was a
historic month for
Jamaica’s democracy

with the passing of the
Access to Information
Act. With that came
the establishment of the Access to Information Unit in July.

Since then, it has been hard yet gratifying work for us at the Unit. With an
unshakeable spirit of teamwork, tenacity and vital collaborations, that hard
work has borne some fruit. The first module of formal training on the ATI Act,
Records Management and Change Management for a wide cross section of
public sector employees in Kingston and St. Andrew was recently concluded
and the rura leg for those agencies set to commence shortly. The second
Module will target those officers in Ministries, Departments and Agencies who
will be directly involved with processing applications for information from the
public and will also encapsulate the ATl Regulations which are now being
developed.

Our progress so far in this and other areas could hardly have been achieved
were it not for the overwhelming response and encouragement of Permanent
Secretaries, senior officials, Information/Documentation managers, other
government personnel, civil society and NGOs.

As the commencement date of October 1, 2003 looms large, the Unit’s focus
continues to be the active engagement of all necessary energies, talents and
expertise, the facilitation of improved records management systems across
government entities, continued strategic training exercises on the application of
the Act and the practical processes which must be observed by such ATI struc-
tures as are or will be established in Ministries, and the execution of a well
timed and effective public education programme.

With this the first publication of an Access to Information Newsletter, |
must take the opportunity to thank all persons who assisted on al levels of its
development and to ask, on the Unit's behalf, for continued support and
creative input in an initiative which is undoubtedly for the common good.

V ivacious, focused,
understanding, thoughtful, determined, charis-
matic, no-nonsense, stickler for perfection— are
just afew adjectives many use to describe
Aylair Livingstone, Director of the Accessto
Information Unit in the Archives and Records
Department in the Office of the Prime Minister.

M iss Liv. as she is sometimes fondly
referred to by her staff is an Attorney-At-Law
and has been a member of the Jamaican Bar for
the past twelve (12) years. She spent two (2)
years in private practice and ten (10) years in
government as legal counsel at the Attorney
General’s Chambers and Senior Legal Counsel
at Revenue Board (now the Tax Administration
Services Department, TASD).

The ATIU Director was a founding
member of the Project Management Ingtitute
(Jamaica chapter) and Women in Film and Tele-
vision WIFT (Jamaica chapter). She has aso
served on the Rural Electrification Board as
Director and Company Secretary and lends pro
bono legal services to fledgling businesses
under the Business Administration Network
(B.A.N.) at The University of Technology .

S1e is an active member of the Mannings
Past Students Association, having attended
Mannings High School in Westmoreland.

M iss Livingstone headed the Access to

Information Unit at its inception in July 2002
following the passing of the Access to Informa-
tion Act a month before. Armed with a
mandate to oversee the successful implementa-
tion and administration of the ATl Act, she
applies a hands-on approach in the day to day
operation of the Unit.

When she is not caught up with ATI
matters and can squeeze in some time for
relaxation, sheis most comfortable assimilating
all types of information. A gardening enthusi-
ast, she also enjoys poetry, music and the
theatre.



Most Jamaicans are
familiar with the political
role played by, the Minister
of Information, Senator the
Honourable Burchell
Whiteman. However, In
other circles he is also
known as a profound educa-
tor, a man of the cloth, a
gports enthusiast and music
lover

Minister Whiteman, a son of May

Pen, Clarendon, is an old boy of Munroe
College which is nestled in St. Elizabeth.
He later enrolled at the University College
of the West Indies, (now known as the Uni-
versity of the West Indies) where he ob-
tained a B.A. in English and French. He
pursued studies overseas and secured a
Diploma in Education Administration and
upgraded to M. ED., at Birmingham Uni-
versity in England.

M inister Whiteman's teaching ex-
perience has spanned a period of 30 years.
He is a Past Principal of Brown's Town
Community College and York Castle High
School.

M inister Whiteman has held various
positions in government. He was Minister

RECORDS
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of State within the Ministry of Education
and Culture from 1989-January 1992. He
was appointed Minister of Education and
Culture in 1992-January 1995 and was
added the ministerial portfolio of Youth in
January 1995-1997. After the 1997 elec-
tions, Senator Whiteman returned with the
ministerial portfolio of Minister of Educa-
tion and Culture. He has served as Mem-
ber of Parliament from 1989 to present,
Executive Member of the People's Na
tional Party (P.N.P.) and member of the
party’s National Executive Council. Sena-
tor Whiteman was appointed Minister

of Information in the Office of the Prime
Minister following General Elections in
October, 2002 and is responsible for the
revitalized Vaues and Attitude Campaign
which has as its theme “ For a better me,
for a better you, for a better Jamaica.”

Apart from Ministerial duties, Minis-
ter Whiteman has been actively involved
with various organizations. He was Chair-
man of the Parish Committee
of JAMAL and Brown’s Town
Library Committee. He also sat on the
Board of the former Jamaica Broadcasting
Corporation (JBC) and was an active mem-
ber on the Issa Scholarship Selection Com-
mittee, the Nationa Women's Centre
Board, the Overseas Examination Commit-

Sen. TheHon. Burchell Whiteman
Minister of Information

tee and the Jamaica Cricket
Umpires Association.

An avid cricket fan, Minister

Whiteman is recognized as a quali-
fied Cricket Umpire and takes
active part in church as a powerful
Methodist Lay Preacher. Married
with two children, he enjoys
gardening, reading, listening to
music and spending quality time
with his family.



++

#
$ %&

CIVIL servants in the Office of the Prime
Minister started attending classes on Tues-

day to prepare for the implementation of
the new Access to Information Act.

The classes, which will run for four months
at the Management Institute of National
Development (MIND), is the first in a se-
ries of training for Government personnel.

Speaking at the opening session, Informa-
tion Minister Burchell Whiteman told the
civil servants that there was a need to im-
prove the relationship between the citizen
and the state in relation to the flow of infor-
mation.

Civil servants begin class
Information Act -

"I have no doubt that the work here today
can, and will make a difference to the qual-
ity of life of Jamaicans including your-
selves... We must remove the gatekeeper
and the gatekeepers@mentality. Knowledge
is power and we must seek to ensure that
each citizen is empowered to make an effec-
tive contribution to his or her own develop-
ment," Whiteman said.

The Access to Information Act was passed
seven months ago, despite strong opposition
from several quarters. It seeks to promote
accountability and transparency by giving
public access to official documents in gov-
ernment bodies subject to exempt provi-
sions.

"There are not that many areas of exemption
in the Act and there is the possibility for
persons to make amendments to the Act
every two years', Whiteman continued.

At the same time, he stressed that the train-
ing programme was not to be viewed as "an
end in itself" and that some continual as-
sessment of the act®impact should be done.

"Let us find a way of evaluating the impact
of the outcome of our work. Are people
making better choices (with the added infor-

es to prepare for

mation) and is it reflected in, for example,
socia indices and the reduction of inter-
personal violence?"

Oliver Clarke, president of the Private Sec-
tor Organisation of Jamaica (PSOJ) agreed
with Whiteman and charged the trainees to
aid in the fulfilment of the Act.

"This one act can do more for modernising
the Jamaican society and strengthen de-
mocracy here than virtually any other bit of
legislation. You (civil servants) are the
pioneers that will presumably change the
Jamaican society and it will happen if you
have the will but it will not happen if you
do not."

During the four-month training programme
more than 400 workers will be trained from
various government agencies.

The sessions were scheduled to continue
yesterday at the Management Institute of
National Development (MIND), and will
include:

*the fundamentals of change management

* the ATI legidation; and

* records/information management

There is political will to implement Access to

Info Act -- Carter Centre

Observer, Monday March 31,2003

THE Carter Centre says it is confident that the political will exists to provide the
resources under the Accessto Information Act, which comesinto effect on August 1.

"Although there are significant challenges that lie ahead, we remain impressed by the
level of energy and commitment and feel confident that there is political will to put
in place the necessary resources to ensure that the law gets off on the right footing
come August,” said Laura Neuman, the centre®senior programme associate.

Neuman was speaking last week at a workshop that looked at plansin place to effec-
tively implement the Act®next steps. She was co-facilitator for the workshop.

"We are pleased to be able to contribute to the excellent progress that is being made
towards implementing this very important piece of law and very glad to have col-
laborated with the Access to Information Unit once again,” Neuman said.

Please see Carter Centre, 26

Aylair Livingstone (second right) Director of the
new Access to | nformation Unit shares a light mo-
ment with Dr. Richard Calland, (left) Executive
Chair of the Open Democracy Advice Centre at an
information workshop put on by the U.S. based
Carter Centre at the Courtliegh Hotel.. Informa-
tion Resource Manager at the Ministry of Industry
& Commerce, Rita Whittaker (second left) and Dr.
Laura Neuman (right) of the Carter Centrelook on.
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Accessto
| nformation Act

-Implicationsfor the
Planning I nstitute of
Jamaica

The passage of this piece of legisation has an overal,

positive impact on the records management programme of
the organization.

Since the 1980s, the Institute, then the National Planning Agency (NPA), adopted
measures to improve the management of its records. The Jamaica Archives and
Records Department assisted by providing training, guidance and manpower to
assist, especially with the disposition of inactive files. Improvements were
incremental.

In the late 1990s, the Technical Information Manager completed the certificate
course in Records Management put on by the UWI, Department of Library and
Information Studies. The new knowledge gained, equipped her to move forward
with the Institute’s records management programme. Last summer, another Librar-
ian received certification through the UWI programme.

Over this period of time, clerical staff were trained in records management. Much of
the training in this area, had as its objective, preparation of the organization for the
enactment of the proposed Freedom of Information Act. The Government Records
and Information Managers Network (GRIM) kept its members informed about the
progress of the legislation and provided the guidance and encouragement needed by
its members in preparing their registries for the enactment of the legidation.

continued on page 15

ATl and the Ministry
of Education Youth
and Culture

The Access to Information Act has
affected the records management proce-
dures of the ministry in a positive man-
ner. One important aspect of this is the
inventory of records. This exercise has
two objectives, to develop a retentions
schedule for the records and a database,
which will improve the ability to identify
and locate records when requested by
members of the public. The records
inventory has been carried out in the
registries and also in the offices.

Visits have been made to the regional
offices to meet with staff and discuss the
mplications of the Act to the operations
of such offices.

The Act also has implications for how

records are being classified and stored, retrieval of documents will be done.

in that, careful attention has to be paid to
the classification of records to ensure
that they do not get lost in the process,
since the Act stipulates that there are
pendties for the inability to deliver
records requested by the client, while
they are in the possession of the minis-
try. To address this, the classification
system will be revised and a more effec-
tive system be introduced. The installa-
tion of software to accommodate the

The ministry will also be preparing
for the Act by purchasing a number of
equipment, such as, computers and a
photocopier to facilitate the delivery of
documentsto the public.

Through these preparations the
ministry is expecting to deliver effi-
cient service to the public when the
Act has been implemented.
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Management Institute for
National Development (MIND)

Governance in Jamaica is changing
from a culture of concealment to
one of transparency,

allowing for greater efficiency

and accountability. How will our
nation effect successful
implementation of this well needed
cultural change, and make the required
mental and structural adjustment? A
paradigm shift of this nature... this
fundamental change in approach and
philosophy, will likely meet some
degree of resistance. However, the
manner in which the implementation
is handled will be the key to effecting
the change, and circumventing
possible saboteurs, who might be
intent on maintaining the status quo.

The process of effecting change can be
separated into three stages: strategic
analysis, strategic choice and strategic
implementation.

At the strategic analysis stage, one
must determine whether the stake-
holders have bought into the change
and implementation process, and
whether they fully understand and
share the values and vision that under-
pin the change. Implementers must
also identify and quantify the benefits
to the stakehol ders, thus enabling them
to determine how the change will

enhance their lives.

In strategic choice the concern
becomes... how will the change be
implemented? The next step will
therefore be to determine the disrup-
tions that the change could create, then
buffer these with appropriate support-
ing mechanisms and infrastructure.

Strategic implementation encompasses
initiating, managing and sustaining the
change. At this stage, there should be
consistent enforcement of all rules, in
order to demonstrate an unquestionable
degree of commitment and validity.
Additionally, there needs to be an
accurate system of checks and
balances.

Knowing the governing law and the
rules, and understanding the impor-
tance of the Access to Information Act,
is only the beginning. We must now
turn our minds to determining the
appropriate methodology for achieving
acceptance and compliance by al
stakeholders.

News from around the FOI world Papers, reports,
messages.
WWw.opengover nmentcanada.org

Freedom of Information The Freedom of Informa-
tion (FOI) Act, 1997 www.defence.ie/Defence/
Defence.nsf/ContentByKey/GGI E-54BD8U-EN-p

Accessto Gover nment-held information, Journal of
Information Law and Technology, 1998 (1), http://
elj.warwick.ac.ukl/jilt/infosoc/98_1scha/

[Moore, N. Rightsand Responsibilitiesin an infor-
mation society, Journal of Information Law and
Technology, 1998, http://elj.warwick.ac.uk/jilt/

infosoc/98_1/moor/default.htm

FOI Trinidad & Tobagowww.foia.gov.tt

Australian Freedom of Information Act 1982.
(http://www.austlii.edu.au/au/legis/cth/

consol_act/foial982222/), (http://www.bild.net/

fiireland.htm#[SU2)),

Canadian Government Web Site

[406] (http://canada.justice.gc.ca/STABLE/EN/

Laws/Chap/A/A-1.html)

European Commission, Green Paper on Access
to Gover nment Information, http:/
www2.echo.lu/info2000/en/publicsector/
greenpaper.html

(New Code of Accessin the EU.
(http://www.privacyinternational.org/issues/
foia/eu/eo-foi-reg-501.pdf),
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Accessto Information Act and Accessto
Public Administration Files, http://
www.vissenbergkommune.dk/postli/
offlov.htm

Resources on freedom of Information law,
http://faculty.maxwell.syr.edu/asroberts/foi/
links.html#Germany

Code on Accessto Infor mation.
(http://www.bild.net/fiHK.htm#annex%?20a),

New Zealand Official Information Act 1982,
http://lwww.comslaw.org.au/research/
Equity/19990924_elwoodfoi.html

South African. Draft Open Democracy Bill
(http:/iwww.bild.net/firsa.htm),

Access Reports
www.accessreport.com
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The Impact of Computerisation on Records

JARMA

The Records Management function has been in
existence since 300 BC, two thousand three hundred
and three years ago. At that time information was
recorded on stones and stored in caves. Since that time
Records Management has recorded severa milestones
throughout its history. The advent of industrialisation
represented a very significant milestone, which resulted
in major changes to the records management function.
During this time paper as we know it today was
developed in addition to several reprographic
mechanisms such as photocopying, carbon paper and
the typewriter. However, the invention of the computer
has represented the greatest milestone in the Records
Management function to date. Computerisation has not

M anagement

only changed the role of the Records Manager but it has
changed the whole Records Management Process, as we
shall explore further in this paper.

Many people ask, “Why does Records management need
computerisation?’ To this| answer:

Quick Retrieva

Excellent Sorting Facilities

Improved Accuracy

Less Physical Space Required

Better management of information
There is hardly an area of business life that has not been
touched by the computer, and Records Management is
certainly no exception. Computerisation in itself has
changed the meaning of Records Management as it no
longer addresses just paper documents but aso those
created and held electronically. The Records Manager has
now been forced to become technologicaly aware and
Document Management has crept into the vocabulary of
the Records Manager.

| believe at this point it would be beneficial to describe
the difference between Records Management and Docu-
ment Management. These two terms are often used inter-
changeably when in actual fact they relate to two different
activities, both of which are concerned with the manage-
ment of information. Records Management addresses the
handling of documents through their entire life cycle.
Document Management on the other hand is a means of
storing and classifying electronic documents. Many of
you are probably wondering whether you have a Records
Management or Document Management system:
A “chicken and egg” scenario it is not! First develop a
Records Management Program, which will:

Establish arecord classification system for

the organisation.

Facilitate the indexing of records in keeping

with the classification.

Enable the application of retention and

destruction schedules.

Remember paper and electronic documents, together
represent an organisation’s history. With the advent of
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computerisation Records Management has
had to extend itself to electronic documentsin
an effort to effectively manage the informa-
tion of the organisation. One must remember
that despite the proliferation of electronically
generated documents over 90% of the organi-
sations records are still kept in paper.

Failure to implement a Records
Management Program means that the
integrity of your electronic records is at risk.
If your electronic records fail to live up to
scrutiny then they cannot be used as evidence
of your organisations activities. In
November 1997 a new standard was
developed for software that is used to manage
electronic records known as DOD 5015.2

-(The Design Sandard for Electronic
Records Management Software Appli-
cations). The standard sets out 127
mandatory requirements that address
Filing, Electronic Mail, Scheduling,
Retrieving and Disposing of records
amongst others. This standard
provides a good guideline for the unini-
tiated!!!

In closing it would be remiss of
me to finish without reminding
you that good records manage-
ment underpins the efficiency and
effectiveness of the Access to
Information Act!!! For more
information on Record Manage-
ment visit http://www.arma.org
or contact the Jamaica Associa-
tion of Records Managers and
Administrators Secretariat -
JARMA at
977-7716 or 926-4047.

Information in today’s world cannot
be overlooked as an important asset of a
company. A comprehensive Records
Management system ensures that this
wealth of information can be used to
strengthen an organisations position by
way of the availability of information.

STD

For awide range of
Public Sector
Information, visit the
JIS ontheweb at
WWW.}iS.gov.) m

Records management is like an
elevator. You do not notice it
it IS not there.

until
(Carla Hemsing)

Continued from page 12

The call for action plans from Ministries and public sector agenciesto get them
ready for the enactment of the Access to Information Act (2002) will force
these agencies, the PIOJ included, to be ready for the deadline. Another
positive impact of the Act is that staff members in organizations will become
sensitized to the value of public records and will learn and become more
involved in their maintenance and disposition.

The Access to Information Unit must be commended for their initiative of
addressing Executive Officers of Ministries and agencies concerning the prepa-
rations for the Access to Information Act. Asaresult of this, other top manage-
ment personnel are more likely to become involved and likely produce a
trickle down effect to other levels of staff.

Another positive impact that the Act has had on the organization is that the
preparations for the enactment of the legislation will accelerate the PIOJ's
knowledge management programme. Automation of records management
procedures will aid retrieval of information contained in files, thus making
more information available to planners who will use this for informed decision-
making.



About the Unit

The Access to Information Unit (A. T. I. U.) has been estab-
lished to spearhead and guide the implementation and admini-
stration of the Access to Information Act, which was passed in
June 2002. The Unit falls under the Jamaica Records and
Archivesin the Office of the Prime Minister.

Our Mission

To provide guidance and training for government bodies on
how to interpret and administer the Act;

To identify and address difficult or problematic issues arising
from implementation of the Act ;

provide policy recommendations on how best these problems
may be addressed;

To monitor compliance with the Act and provide advice and
guidance for the public and Government Bodies;

To educate the public in respect of their rights and obligations
under the Act;

Our Projects

Conduct training/sensitization seminars for
public sector workers and civil society on the
interpretation and application of the Act ;
Produce and disseminate educational materials;

Establish and maintain sound communication between the
state and the public;

Establish and execute effective Public Education / Relations
programmes;

Our Saff

Our staff currently includes:

Aylair Livingstone - Director

Diane Young - Public Education Manager
Nadia Adams - Executive Secretary
Grace Bighy - Senior Secretary

The staff complement is expected to be increased in the months
ahead.

Nadia Adams and Grace
Bigby seemto have
discovered something
interesting on the computer

The lighter side of

Ms. Liv.

“Thisisthetapel told you
about”, Diane Young
explains to Audiovisual
Archivist, Carol Grant-Brown

A grand “ Kodak moment* for chirpy,
and soft-spoken Grace Bigby




These special sessions have been conducted at almost all ministries. Some
Three hundred and fifty-three persons comprising senior managers and information
personnel of thirteen (13) Ministries and one Agency have been sensitised about
the Act. Other Public Authorities will be addressed during 2003.

Thefollowing isalist of the sessions held between June-November 2002:

1. June28, 2002 Ministry of Local Government and Community

Devel opment (15 persons)
2. Jduly 2,2002 Ministry of Agriculture (35 persons)
3. July 16, 2002 Ministry of Finance and Planning (20 persons)
4. July 17,2002 Ministry of Water and Housing (18 persons)
5. July 24,2002 Ministry of Transport and Works (47 persons)
6. July 30, 2002 Ministry of Industry
Commerce and Technology (25 persons)
7. July 31,2002 Ministry of Justice (25 persons)
8. Aug. 07, 2002 Ministry of Health (35 persons)
9. Aug. 13, 2002 Ministry of Foreign Affairsand Foreign Trade (21 persons)
10. Aug. 13, 2002 Ministry of Education (55 persons)
11. Aug. 15, 2002 National Investment Bank of Jamaica (NI1BJ) (24 persons)
12. Sept. 16, 2002 Ministry of Labour and Socia Security (35 persons)
13. Sept. 24, 2002 Ministry of Transport & Works (12 persons)
14. Oct. 15, 2002 Ministry of Mining & Energy (18 persons)
15. Oct. 07,2002 Ministry of National Security (13 persons)
16. Oct. 31, 2002 Ministry of Justice (23 persons)
17. Nov. 22, 2002 Management Services Division (14 persons)

The Access to Information Unit has received Action Plans from fourteen (14)
Ministries and some agencies and departments of Government as part of the
preparations being undertaken for the smooth implementation of the Accessto
Information Act in 2003. These Plans will form the basis of a National Plan
which will identify and address the resource needs of the ministries and its agen-
cies. Plansfrom other Ministries’Departments are expected in due course

To ensure uniformity of content and structure, and to facilitate timely completion,
the Unit prepared an Action Plan template which is being used by the ministries/

departments.

Plans Received

Office of the Prime Minister

Ministry of Education, Youth & Culture
Ministry of Foreign Affairs & Foreign
Trade

Ministry of Industry Commerce &
Technology/Mining & Energy
Ministry of Transport and Works
Ministry of Health

Ministry of Water and Housing
Ministry of Land and Environment
Ministry of Finance and Planning
Ministry of Justice

Ministry of Agriculture

Ministry of Local Government
Ministry of National Security
Ministry of Labour & Social Secu-
rity

Planning I nstitute of Jamaica
National Works Agency

Scientific Research Council

Office of the Registrar of Companies
Agricultural Development Corpora-
tion

Corporate Services

Jamaica Bauxite I nstitute
Consumer Affairs Commission
Office of Utilities Regulation

Fair Trading Commission
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LAUNCH

The Access to Information Unit in the Office
of the Prime Minister launched its officia
training programme for government person-
nel on the Access to Information Act on
Tuesday, January 21, 2002 at the Manage-
ment Institute for Nationa Development
(MIND).

Information Minister, Senator the Honorable
Burchell Whiteman, Cabinet Secretary Dr. the
Honorable Carlton Davis, Chief Executive
Officer at MIND, Maria Jones, Director of
the ATI Unit, Aylair Livingstone and Presi-
dent of the Private Sector Organization of
Jamaica, the Honorable Oliver Clarke ad-
dressed the gathering. Other Government
officials and representatives of stakeholder
groups were present.

PURPOSE

The first group of trainees was drawn from
the Office of the Prime Minister and the
Ministry of Finance. This process of formal
training of public sector workers seeks to
prepare them to effectively, and efficiently
handle requests for government information,
and meet the general information needs of the
public.

COURSE CONTENT/SCHEDULE

The initial leg of training, which will end in
early May, 2003, will see some four hundred
public sector workers receiving the funda-
mentals of Change Management, the ATI
legislation and the very vital yet often under-
estimated activity of Records/Information
Management.  Representatives from civil
society address groups at the beginning of
each training week. This is aimed at increas-
ing the participants’ awareness of the expec-
tations of the public.

The second module is expected to com-
mence in July 2003. In the interim seminars
will be extended to other public bodies is-
land-wide as the ‘train the trainer’ programme
under Module 1 continues.

IN HOUSE TRAINING
The ATI Unit is developing a training man-
ual that will | be supplied to all Ministries to
facilitate in-house training.
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Executives of The Jamaica Accosiation of Records Managers & Adminis-
trators (JARMA) and ATI Unit meet (Left to right)

Elizabeth Williams Director Education JARMA, Sonia Black Treas-
urer, JARMA, Aylair Livingstone, Dir. ATl Unit, Dawn Craig Director
PR & Fundraising, JARMA, Claudette Valentine Past President
JARMA, Lorna Ford Seminar Co-Ordinator Jarma, Pam Thompson
President JARMA, Dorren Lambert Membership Co-ordinator
JARMA, Diane Young Public Education Manager, ATI.Unit.

Snce its inception in July 2002, the Access to Information

Unit as part of its public education campaign strategy, has been busy
forging ties with members of its target groups. While the Unit meet
with the many public bodies, links have been made and are being
strengthened  with educational institutions, the private sector ,civil
society and the international community.

Theﬂe links are vital as Access to Information involves all

sections of society and the key to reaching all the societal pockets is
reaching those who represent them. The Accessto Information Act
will aid major players, such as patriotic individuals committed to
nation building, the private sector, the media, human rights groups,
agitators for legal and social reform to name afew, to use the
mechanism for research, to better understand government and policy
decisions, monitor the utilisation of revenue and to learn about
government plans relating to taxation and public contracts.
Developing tiesin the International community will allow for the
acquisition of physical and intellectual resources and comparative
experiences.

Thefollowing isalist of some of theinitial meetings the Unit

has had with key playersin organizations that are crucial to the
realization of an effective system to facilitate open government:

Sept. 11, 2002 - Moores Tech. Ltd.

A meeting and discussion of appropriate records
management software were held with the Director
Mrs. Cara Murray.

Oct. 4, 2002 - Government Records & Information
Managers (G-RIM) M eeting

The Unit updated G-Rim members of its activities and
a very lively discussion ensued regarding matters
pertaining to the information management profession.

Oct. 29, 2002 - Jamaicans for Justice

A meeting was held with the President, Dr. Carolyn
Gomes and her team to provide an update on the ac-
tivities on the Unit and to establish the respective roles
which both entities will play in the implementation
process.

Oct. 29, 2002 - University of the West Indies
Discussions were held with Pro Vice Chancellor/
Principal Professor Kenneth Hall, on the possibility of
establishing an Access to Information Management
degree/advance study course and to initiate plans for
the holding of a public forum at the campus facilitated
by UWI. The provision of a scholarship as one of the
prizes for a planned poster competition (2003) was
favourably viewed.

Oct. 30, 2002 - Gleaner Company/M edia Associa-
tion (MAJ)

Luncheon meeting with the Chairman of the Gleaner
Company, the Hon. Oliver Clarke; President of the
Media Association, Mr. Newton James and Senior
Editor at the Gleaner Company, Mr. Garfield Grandi-
son to discuss the role of the mediain the implemen-
tation process and beyond.

Nov. 6, 2002 - Canadian High Commission

The Director provided the Commission with an update
on the Unit's activities, discussed the resources neces-
sary for ATl implementation and overall established a
partnership between Canada and Jamaica, geared at
facilitating exchange of  information and genera
capacity strengthening. The Unit’s first information
exchange activity is now being arranged.

Nov. 7, 2002 — Jamaica Association of Records
Managers & Administrators (JARMA)

A meeting was held with this body to discuss propos-
als for an electronic records management system/
software.

Please see page 17 for more



Nov. 13, 2002 — Seminar -l nternational Records Management Stan-
dards (1SO 15489)

Hosted by University Archives, Jamaica Archives & Records Depart-
ment and the Bureau of Standards, this seminar was aimed at devel oping
arecord management standard for Jamaica based 1SO 15489

Nov. 18, 2002 — Finsac & Registrar of Companies Tour

A tour of both entities was conducted by the President and Vice Presi-
dent of JA.R.M.A, the aim being to familiarize the Unit with two inter-
nationally recognized and widely used electronic records management
software.

Nov. 19, 2002 — Workshop-Cabinet Office/International Develop-
ment Partners (World Bank, British Council, CIDA)

The Director participated in this one-day workshop, the purpose of
which was to present basic strategic priorities of the Public moderniza-
tion Programme to the international community.

Nov. 20, 2002 — Cabinet Office (PSMP I1) & International Develop-
ment Partners (World Bank, British Council CIDA)

At this meeting the Director was called on to provide an update of the
activities of the Unit. The opportunity was also taken to emphasize the
resource requirements facing Ministries, their satellites and the Unit it-
self.

Nov. 22, 2002 — Management Services Division (Ministry of Finance
& Planning)

A senstisation session on the provision of the Act was held and the gen-
eral human resource requirements of the implementation process high-
lighted. The issue of the possibility of a new post and classification in
respect of an Access Officer was thoroughly discussed. Further talks
involving other relevant authorities are to be held.

Nov. 27, 2002 — University of the West Indies

Discussions were held with Head of the Library & Information Depart-
ment on the provision of a summer course on advanced records manage-
ment (2003) and the resources required for this to happen. The Director
was also invited to present lectures on Access to Information in that de-
partment.

Dec. 10, 2002 — Freedom of Information Unit (TRINIDAD)

Contact was made and communication initiated with the Director of FOI
Unit in Trinidad. The aim is to further deepen the alliance between the
two sister statesto learn.

Feb -M arch 2003—CXC

Discussions have been held with the Caribbean Examination Council to
have Access to Information included on the CSEC and CAPE
syllabuses (4th—6th form).

March 2003— University Council
Discussions are ongoing regarding the possible accreditation of ATI
Act training programme.

Director of the ATl Unit Aylair Livingstone (left)
discusses plans for the Unit with General
Manager, Sharon Callen (right) and Senior
Analyst, Hector Henry at the Management
Services Division (Ministry of Finance & Plan-
ning) following a sensitisation session on the
Access to Information Act..

Documentalists prepare for a Walk thru’ of the
Registrar of Companies’ and Finsac's electronic
records system. The tour was staged by the Ja-
maica Association of Records Manager and Ad-
ministrators (JARMA).  JARMA is the local
chapter of ARMA International, a non-profit as-
sociation serving thousands of information man-
agement professionals in the United Sates, Can-
ada, and over 30 other nations.

+*



Planned Activities

Launch training programme outside of Kingston and
Saint Andrew.

Continuation of seminars and workshops at the re-
spective ministries, agencies and departments.

Produce and disseminate Training Manual to the re-
spective ministries, agencies and departments of gov-
ernment.

Workshop/seminar for media practitioners

Press conferences and briefings outlining the role of
the Unit and the activities planned

Produce and disseminate four brochures (“A Guide to
the ATl Act”, “The Public Authority”, “ATI and
You” and “The ATI Unit") containing general infor-
mation about the Act.

Launch public education campaign in Kingston &
Montego Bay

Launch poster/logo competition
Establish Toll-free Access Hotline

Conduct and commission random surveys
to monitor the public’s awareness of Act

Launch ATI Website
Launch “The Access Mobile”

Conduct island-wide sensitisation sessions on a com-
munity level

Conduct sensitisation sessions in service clubs.
Givetalksat al universities and major colleges

Give talks at Private Sector and other NGO gather-
ings

Launch information exposition

Participate in “career day” and other expositions at
educational institutions.

Role of Communication

A proper system of communication is an absolute necessity for
ATI to work. It will ensure that the flow of information is
adequate, and will breath new life into the relationship between
the government and its people.

In order to ensure that the Unit achieves this and other objec-
tives, a communication support programme is being designed
in collaboration with the Jamaica Information Service and
other key entities. This will be used to launch a National
Public Education Campaign.

The genera objectives of the communication support
programme are to introduce or heighten the awareness of the
nation about the Access to Information Act and to inform and
educate the public on its provisions. Certain aspects of the
programme will also highlight the services offered by the Unit.

Specific objectives of the programme will be centred around
transforming the mindset of public servants involved in the
dissemination of information, from one of secrecy to openness,
improving the relationship between citizens and the public
sector; facilitating a change in the public’'s perception of the
work ethics of public servants and strengthening the link
between the public sector and the people it serves.

Communication Planning and
Distribution

The Unit has developed a list of the following contacts for
information, planning and distribution purposes:

Post Offices and Postal Agencies

Financial oganizations

Government information management personnel
All public and private schools

All Libraries

All media houses

Parish Councils
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Freedom of Information
(FOI) in Trinidad & Tobago

Director - Freedom of
I nformation Unit

A group of Trinidadian electorates gather at Fredrick
Street seeking information from representative.

Photo: The Guardian

The Freedom of Information Act 1999, as amended,
came into effect on February 20, 2001. The Freedom of
Information Unit in the Ministry of Public Administration
and Information has been responsible for stakeholder under-
standing and administrative oversight and monitoring of the
Act since May of 2001. Our website is located at
www.foia.gov.tt The Unit has direct interface with desig-
nated officers in al public authorities, giving support and
advice in respect of their responsibilities. We have also im-
plemented FOI community awareness projects and provided
general information and guidance to members of the public.

Given our similar historical and legidative back-
grounds and the relative newness of this legisation to our
region, our FOI experience may be seen as relevant. This
article will discuss some of the critical success factors and
lessons, and perhaps more to the point, whether the Act is
being used, and to what end.

The critical success factors are universa ... demon-

strated executive support, adequate resource allocation, and a
robust records/information management system. These are
necessary for the actual implementation of the system. But
the most crucial is the culture and mindset change required
for giving life to thislegislation. It is about getting the pub-
lic authorities and those who work in them to accept that
FOI demands changing long held perceptions about the

information we produce on behalf of our major stakeholder.
The accountability factor of FOI forces us to be more open and
to acknowledge those in whose interest we work. So that be-
yond the harder, tangible inputs of resources and systems, we
need to develop and implement strategies that will generate and
sustain the required culture change.

At the Unit level, we have found the following to be a

practical combination - a clear mandate, appropriate strategies,
team-spiritedness, flexibility, resourcefulness, determination
and a good sense of humour.... avery good sense of humour!

At this time, the Act is mainly utilized by persons seek-

ing resolution to some problem they have with a government
agency or in fulfilment of a particular agenda. Thisis borne out
by newspaper articles, feedback on the FOI website and callers
to the Unit. We expect that with increased usage and proven
success, citizens will indeed embrace Freedom of Information
as a practical and useful tool for meaningful participation in
governance, thereby completely fulfilling the spirit and intent of
the Act.

For more information on
Trinidad and Tobago's
Freedom of Information Act
and Unit, visit
The Accessto | nformation
Act 2002 web page at :

http://www.jis.gov.jm/
AlU/index.htm|
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Niamh Brennan, Archi-
vist and Records Man-
ager (Donegal County

Council)

www.archives.org.uk/regions/

rmconferencepapers.asp

(The following has been edited
in the interest of space. The
entire article is available at the
above website)

Mention the words &ecords Manage-
ment©to people and their eyes start to
glaze over and their attention to wander.
Possibly because the subject matter
seems dry and uninteresting, the area of
Records Management itself is a nettle
that organisations- both public and pri-
vate- have failed to grasp. Yet it isby no
means a new concept. Records Manage-
ment has been a fact of life and a profes-
sion for many years in both public and
private institutions in the United States,
Australia, Canada. In America thereis a
bi-monthly journal, ARMA, devoted
entirely to the subject of Records Man-
agement. If you do a web search on the
subject you will come across thousands
of references, from the websites of com-
mercial bodies, local authorities, national
governments, community and volunteer
organisations al concerned with ensur-
ing their records are managed, preserved,
disposed of in an efficient and profes-
sional manner.

In Ireland records management has
tended to be haphazard; some ingtitu-
tions were always more organised than
others with regard to the management
and disposal of their records. Even
within institutions some sections tended
to be more rigorous, depending on indi-
viduals who ran them. But a defined,
written policy on RM was rare anywhere
in any organisation in Ireland until re-
cent years.

Why has Recor ds M anagement become
such acrucial issuein Ireland in recent
years?

Essentially the reasons are legidation.

The National Archives Act 1986
which set up the National Archives
and strengthened both the National
Archives and Government Depart-
mentsO responsibilities towards the
disposition of their records, particu-
larly Sections 7 and 8, (gave the Na-
tional Archivesapivotal role);

The 1988 Data Protection Act, which
gave individuals a right to access in-
formation on themselves which was
recorded on computer;

Section 65 of the 1994 Local Gov-
ernment Act makes it the responsibil-
ity of each local authority to manage
its records and preserve its archives-
the first such legidation in the coun-
try; Section 80 of the L ocal Govern-
ment Act of 2001 supersedes the
above Act.

Perhaps most crucially the 1997 Freedom
of Information Act which gave the public
right to access public records and made it a
statutory responsibility on government,

local authority and semi-state bodies
to be able to promptly produce such
records for inspection.

Section 38.5 of the Planning & De-
velopment Act 2000, requiring local
authorities to preserve permanently
planning application records, has
made it imperative for planning
authorities to ensure their planning
records are stored in conditions that
ensures their permanent preservation.

Other reasons might be pressing legal
needs: including for example the prob-
lems encountered during the Flood
and Moriarty and other tribunals with
production of vital records;, aso an
ever-increasing awareness of our ar-
chival heritage and a realisation as to
how many archives have been de-
stroyed due to lack of clear policy and
procedures.

Why Records M anagement?

A workable Records Management
system will bring many benefitsto an
organisation:

1 Will contribute to the smooth
operation of an organisation®
activities by making the



information needed for decision
making and operations readily avail-
able;

2 Will ensure an efficient service to
the public and to staff;;

3 Will ensurethelegal rights of the
organisation, including staff and
customers, are protected,;

4 Will prevent the destruction of vital
records in the event of a disaster;

5  Will protect records from inappro-
priate and unauthorised access,;

6  Will meet statutory requirements;

7  Will ensure faster retrieval of docu-
ments and information from files
and generally improve office effi-
ciency and productivity;

8  Will ensure the preservation of ar-
chivesfor historical, genealogical,
legal and other research;

9  Will free up office space for other
purposes by moving non-current
records to off-site storage facilities.

The Australian National Archives states
that:

Good recordkeeping isan
essential requirement for
efficient government ad-
ministration and democ-
ratic accountability. It is
the basis for establishing
and maintaining docu-
mentary evidence of gov-
ernment activities and
helps agencies manage
and preserve corporate
memory for short- and
long-term purposes.

Retention Schedules

This three-stage life cycle is controlled by
a Records Schedule, which determines
how long each stage of the life-cycle lasts
and states at the disposition stage whether
the records are to be archived. Informa-
tion is provided in the schedule about the

length of time records series or files
should be retained; when they can be
transferred to records centres or ar-
chives and/or destroyed.

A number of organisations have
devised policies with regard to sched-
uling their records. Organisations
include the Health Boards and a num-
ber of semi-state bodies, such as the
National Federation of Voluntary
Bodies. Most recently a National
Retention Schedules policy has been
designed for all Local Authorities in
the country. This document details
each record series, section by section,
gives a summary description of the
records series and outlines the types
of documents in each series; it pre-
scribes the time period for currency,
non-currency and whether or not they
should be destroyed.

Records are generally scheduled.
However, sometimes there will be
certain series of records which will
need individual attention, and will
have to be scheduled individualy.
This may be particularly true with case
files, that is files relating to individu-
als.

$

Retention schedules are not infinite,
records series will change and some
will become obsolete, etc. and the or-
ganisation itself will change with the
years. Schedules should be regularly
reviewed and updated as necessary.

Summary: Best Practices

Good Records management

practice involves the follow-

ing
A policy approved by
those in charge of the
organisation;
Retention schedule to
decide on the lifespan of
every record series;
Designated, trained staff
to manage records,
Suitable, off-site storage
& retrieva of non-
current records.
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The Public® Right to Know
Principles on Freedom of
I nformation L egislation
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CONTENTS
PRINCIPLE 1. Maximum disclosure
PRINCIPLE 2. Obligation to publish
PRINCIPLE 3. Promotion of open
gover nment
PRINCIPLE 4. Limited scope of ex-
ceptions
PRINCIPLE 5. Processesto facilitate
access
PRINCIPLE 6. Costs
PRINCIPLE 7. Open meetings
PRINCIPLE 8. Disclosur e takes prece-
dence
PRINCIPLE 9. Protection for whistle-
blowers

BACKGROUND

These Principles set out standards for
national and international regimes which
give effect to the right to freedom of in-
formation. They are designed primarily
for national legidation on freedom of
information or access to officia informa-
tion but are equally applicable to infor-
mation held by inter-governmental bod-
ies such as the United Nations and the
European Union.

The Principles are based on international
and regional law and standards, evolving

state practice (as reflected, inter alia,
in national laws and judgments of na-
tional courts) and the genera princi-
ples of law recognised by the commu-
nity of nations. They are the product of
a long process of study, analysis and
consultation overseen by ARTICLE
19, drawing on extensive experience
and work with partner organisations in
many countries around the world.

PRINCIPLE 1. MAXIMUM DIS
CLOSURE

Freedom of information legisla-
tion should by guided by the
principle of maximum disclosure

The principle of maximum disclosure
establishes a presumption that all infor-
mation held by public bodies should be
subject to disclosure and that this pre-
sumption may be overcome only in
very limited circumstances (see Princi-
ple 4). This principle encapsulates the
basic rationale underlying the very
concept of freedom of information and
ideally it should be provided for in the
Constitution to make it clear that ac-
cess to official information is a basic
right. The overriding goa of legida
tion should be to implement maximum
disclosurein practice.

Definitions

Both ‘information’ and ‘public bodies
should be defined broadly.

‘Information’ includes all records held by
a public body, regardless of the form in
which the information is stored
(document, tape, electronic recording and
SO0 on), its source (whether it was pro-
duced by the public body or some other
body) and the date of production.

For purposes of disclosure of informa-
tion, the definition of ‘public body’
should focus on the type of service pro-
vided rather than on formal designations.
To this end, it should include all
branches and levels of government.

Destruction of records

To protect the integrity and availability
of records, the law should provide that
obstruction of access to, or the willful
destruction of records is a crimina of-
fence. The law should aso establish
minimum standards regarding the main-
tenance and preservation of records by
public bodies. Such bodies should be
required to allocate sufficient resources
and attention to ensuring that public re-
cord-keeping is adequate. In addition, to
prevent any attempt to doctor or other-
wise alter records, the obligation to dis-
close should apply to records themselves
and not just the information they contain.



PRINCIPLE 2. OBLIGATION TO
PUBLISH

Public bodies should be under an
obligation to publish key informa-
tion

Freedom of information implies not only
that public bodies accede to requests for
information but also that they publish
and disseminate widely documents of
significant public interest, subject only
to reasonable limits based on resources
and capacity. Public bodies should, as a
minimum, be under an obligation to pub-
lish the following categories of informa-
tion:
operational information about
how the public body functions,
including costs, objectives, au-
dited accounts, standards,
achievements and so on, par-
ticularly where the body pro-
vides direct services to the pub-
lic;
information on any requests,
complaints or other direct ac-
tions which members of the
public may take in relation to
the public body;
guidance on processes by which
members of the public may
provide input into major policy
or legidative proposals;
the types of information which
the body holds and the form in
which this information is held;
and
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the content of any decision or
policy affecting the public,
along with reasons for the deci-
sion and background material
of importance in framing the
decision.

PRINCIPLE 3. PROMOTION OF
OPEN GOVERNMENT

Public bodies must actively pro-
mote open government

Informing the public of their rights and
promoting a culture of openness within
government are essential if the goals of
freedom of information legislation are to
be realised. Indeed, experience in vari-
ous countries shows that a recalcitrant
civil service can undermine even the
most progressive legisation. Promo-
tional activities are, therefore, an essen-
tial component of afreedom of informa-
tion regime. Thisis an area where the
particular activities will vary from coun-
try to country, depending on factors such
asthe way the civil serviceis organised,
key constraints to the free disclosure of
information, literacy levels and the de-
gree of awareness

Public education
In countries where newspaper distri-
bution or literacy levels are low,

the broadcast media are a particularly
important vehicle for dissemination of
information and education. Creative al-
ternatives, such as town meetings or
mobile film units, should be explored.
Ideally, such activities should be under-
taken both by individual public bodies
and a specially designated and ade-
quately funded official body — either the
one which reviews requests for informa-
tion, or another body established specifi-
cally for this purpose.

Tackling the culture of official se-
crecy
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The law should provide for a number of
mechanisms to address the problem of a
culture of secrecy within government.
These should include a requirement that
public bodies provide freedom of infor-
mation training for their employees. Such
training should address the importance
and scope of freedom of information,
procedura mechanisms for accessing
information, how to maintain and access
records efficiently, the scope of whistle-
blower protection, and what sort of infor-
mation a body is required to publish.

The official body responsible for public
education should also play a role in pro-
moting openness within government.
Initiatives might include incentives for
public bodies that perform well, cam-
paigns to address secrecy problems and
communications campaigns encouraging
bodies that are improving and criticising
those which remain excessively secret.
Another possibility is the production of
an annual report to Parliament and/or
Parliamentary bodies on remaining prob-
lems and achievements, which might also
include measures taken to improve public
access to information, any remaining
constraints to the free flow of informa-
tion which have been identified and
measures to be taken in the year ahead.
Public bodies should be encouraged to
adopt internal codes on access and open-
ness.

PRINCIPLE 4. LIMITED SCOPE OF
EXCEPTIONS

Exceptions should be clearly and
narrowly drawn and subject to
strict "harm" and "public interest"
tests

All individual requests for information
from public bodies should be met unless
the public body can show that the infor-
mation falls within the scope of the lim-
ited regime of exceptions. A refusal to
disclose information is not justified
unless the public authority can show that
the information meets a strict three-part
test.



The three-part test

the information must relate to a legitimate aim listed in the law;

disclosure must threaten to cause substantial harm to that aim; and

the harm to the aim must be greater than the public interest in having the
information.
No public bodies should be completely excluded from the ambit of the law, even if
the magjority of their functions fall within the zone of exceptions. This applies to all
branches of government (that is, the executive, legislative and judicial branches) as
well asto al functions of government (including, for example, functions of security
and defence bodies). Non-disclosure of information must be justified on a case-by-
case basis.
Restrictions whose aim is to protect governments from embarrassment or the expo-
sure of wrongdoing can never be justified.

Overriding public interest

Even if it can be shown that disclosure of the information would cause substantial
harm to a legitimate aim, the information should still be disclosed if the benefits of
disclosure outweigh the harm. For example, certain information may be private in
nature but at the same time expose high-level corruption within government. In such
cases, the harm to the legitimate aim must be weighed against the public interest in
having the information made public. Where the latter is greater, the law should pro-
vide for disclosure of the information.

Principles 5-9 will be published in the next issue of the A. Q.

CARTER CENTRE Continued formpage 11  on information disclosure, so that pub-
lic servants will have clarity about
what is available for release to the
public. The government will also need
to prepare apreliminary list of the
categories of information held by each
section of the administration, to assist

those who request information.

The workshop, the second in a series, was
staged in collaboration with the Jamaica
Access to Information Unit.

Participants, drawn from many different
sections of the Government, civil society
and the media, agreed that there are a
number of important steps that need to be
taken before August 1.

"The Access to Information Act repre-
sents a unique opportunity to change
the rules of the game and to re-fashion
the relationship between government
and the citizens of Jamaica," said
Richard Calland, executive director of
the South African Open Democracy
Advice Centre.

It became evident to the multi-sectoral
group that the appointment of access offi-
cers across government departments and
agencies -- at the appropriate level of sen-
iority -- aswell as the drafting of regula-
tions, were essential for the immediate,

positive influence of the law The global accessto information ex-

pert was also a facilitator at the work-

It was also confirmed that government shop.

should identify the other laws that impact
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New Online Learning
Center is

LIVE!

ARMA International is proud to announce the
new ARMA Learning Center, your gateway
to self-paced learning opportunities. The
Learning Center is your one-stop shop for
courses and seminarsin records and informa-
tion management, computer skills, and specia
topics such as privacy and HIPAA. Check out
the site today at www.armal earningcenter.org.

Privacy: Today®@ Hot Business | ssue

Is your organization concerned about pri-
vacy? Privacy is one of the most important
emerging issues in today®new economy. Y ou
don®want to take a chance that your organi-
zation may be caught off-guard by a hidden
problem or an inadvertent mistake; becoming
familiar with the new privacy landscape is
critical today. Privacy Basics, afour-course
series, will keep you prepared by helping you
understand how privacy applies to your or-
ganization and how to bring your organization
up to the current standards of privacy protec-
tion for customers.

Module 1: Privacy Basics: An

Overview

Module 2: Privacy Basics: Legisla

tion & Enforcement

Module 3: Privacy Basics. Privacy

Actsin the United States

Module 4: Privacy Basics. Privacy

Acts in Canada and the European

Union
To learn more or to register, go to
www.armal earningcenter.org.
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If you do not have alustful passion for | am successful. | am wealthy. | am living

If ajobisn’t worth your work, you really need to find by puregrace. | am abeliever. | am standing

dreaming abou.t, itisn'tworth  something else to do. on faith. | am on my way to thetop. | am
having what | am because | just can’t help myself.
-Debrorah Gregory- Act the way you want to beand And how are you doing, my dear?
You cannot and will not acquire  soon you will be the way you ,
wealth working at ajob you do not like. act. E\ﬁfg";;f{,? m yanlaVenzant's

Whatever you spend your life's energy
doing, you must be willing to give it
your al. The more of yourself you put
into your work, the greater it will re-
ward you. We are trained to think in
reverse: If you pay me better, I'll work
harder.

According to the laws of abundance,
it doesn't work that way. Your job,
work, life assignment must be the spark
that fuels your fire. It must be a passion
that you pursue. You must want it
enough to do it for free. You must be
willing to stick with it, taking the ups
and downs, giving it all that you are for
aslong as you can! You've got to taste

-Dr. Johnnie Coleman-

The next time someone says, “How
areyou?’ try thisanswer on for size: |
am complete. | am perfect. | am
happy. | am dynamite. | am lovable,
loving, getting lots of good love. | am
well off and doing well. | have it al
together. | am basking in the riches of
life. | am prospering right here and
right now. | am being richly rewarded,
even in my deep. | am a miracle
worker expecting a miracle right now.
| am peacefully peaceful. | am walk-
ing the walk. | am talking the talk. |

-G
OTE OFTHE D‘G\ DI D The ATI Unit is pleased to extend a warm

note of gratitude to all those who have
UARTER \//) YOU been assisting the Unit in carrying out its
mandate.
VA
GrEREK NOW |
’ A special “thank you” however, goes out
to:
that Jamaica Ms. Nadia Adams and Grace Bigby, our

isthethird country in |hard working secretaries at the ATI Unit;
the C_a”bbean Mr. Chester Campbell from the Photocopy

Community to passan |room at OPM;

Access to/Freedom of Mr. Jonathon Thompson - Facilitiesand

I nformation legislation? |maintenance Coordinator at MIND;

Jamaicafollows Trinidad Ms. Migie L ee from Standards & M onitor-
. ing;
and Tobago and Belize.

Mr. Desmond M ontgomery and hisl. T.
team.




L et usknow
your views on
the Accessto

I nfor mation Act.

Y ou may reach us at:

Access to I nfor mation Unit
Jamaica Archives & Records
Department, Office of the
Prime Minister

5-7 South Odeon Avenue
Kingston 10 JamaicaW. I.
Tel: (876) 968-3166
968-8282
968-3479
ati @cwjamaica.com




