100 - GOVERNANCE Includes the mechanisms, processes and relations by which Organisation are controlled and directed through governance structures and principles that identify the distribution of
rights and responsibilities among different participants in Organisation and includes the rules and procedures for making decisions in corporate affairs. Also includes the process of
establishing strategic direction for the organisation, ensuring compliance with policies, standards and and the of isati risks.

[Function Analysis

[Which Department/Division/Unit with Primary

[Responsibilty for this Function?

[Are there other areas where similar records can

lbe found? If yes, state name of Division, Section

[How complex is the function relative to other

ffunctions in the organisation? (e.g. number of

taff, units and sub-units, size of budaet).

[How significant is the impact of the function on

the GoJ (the people of Jamaica)?

[What is the degree of influence of the function

lon the rest of the institution?

[What is the importance accorded to the function

in the annual reports of the institution?

[Total

Record  |Primary  |Lengthof  Earliest point of Any Anylegal Related Legislation/ |Secondary |Any of the |Additonal
Value Purpose  |Time Disposition ancial  Value? Regulation Value following iod for
Required  without Value? i i
secondary in the Value
consideration record?

Re

101 Distribution of Rights & Responsibiities Tliodes e diseibution of righs and respomibiliies among. difren]
[pacipars in the organisation and spels out the rules and procedures for

TOUT [Palicies and Procedures Includes policies and proceduses issued by e GoJ and those developed by
e organisation which direclyindirectly influence the operation of the
lorganisation.

T072 [Operational Sandards and Guidelines Includes standards. and guidelines ssued by the GoJ and hose developed by
e organisation and developed inematonally which dircetly/indicctly
nfluence the operation of the o ganisation.

TOU2T [Govermment Sandards and
10122 _|Orgaisatinal Standards and Guid
10123 | Iternatonal Standards and Guidelf clodes raification of reaies

T [Swsory Requirenerts Includes Acts, Regulatons. and Instructions diecting e organisation

T0U3 [ Medium Term Swategic Prioriies Incudes esiablishmert of prioriies m tandem with Natonal Developmen]
Plan and seneral policy prioriies for Governme.

102 Establshing Strategie Direction Icludes the plans and actions that needs 1o be put n place to work toward
i vision of the fure for the organisation.

1021 |Cabinet Submissions Includes Cabinct Submissions and Decisions mude fo the Paren
Minisry Cabinet tand the files are organised alphabeicaly according t
subjectarca

1022 [Board Managerment icludes mtrs relaing 1o the overarching body which guides. te
loperatons of Orgnisation. Icludes  charier, framework document|
lcommitces (c.2. Audit Commitie,  Procurement. Commitce). reports|
Jopprovals, business case, code of ethics, and specal reports.

10221 [Board Member Managerent
T02/2/1/T [Board Chartr Tnclides policy documents (it guide the operaions and composiion of
0ard of Directors
T02/2/172_|Nomiations
0227173 [Appointments
102/2/1/4 [Board Orientaion | ncludes th orboarding and introduction of board members
102121115 [Separation includes resignaton and termimation of board merbers. Note - ol 1o be|
mixed with HR scpration n 4025,
102121116 [Corpors . . o7 Appioriment
102/2/177_|Bosrd Evaluation __ Anmal Board performance evaluation
102272_[Board Mectings Iclues board
T02/272/1 | Auendance Regiser
102727272 [Board Mecting Package| Documentation gathered 10 be submitied 1o e oard sometimes caled
50ard Binders, Board Books or Board Folders. Alo includes CEO's report.
102721213 [Bord Submissions  [Board Papers submitid for review (special document)
102721274 [Bosrd Decision  ncludes Board decision, by vote and tpically by resoluion which are
Management ; a
102121215 Mecting Recordings and Transcriptons
1021212/6_[Board Minutes icludes minuies confirmed and signed by the Chairperson
102727277 [Board Commites Repo] ncludes a surmation of Conmitice mectings and highlghtactons,
ccsions,recommendations, and preliminary approvals fromthe respective
mccting at Board mectings fo the pa
1027233 Board Direciors Paymerts
102727371 [Board Directors Fees [includes policies
102727372 [Board Directors Amuaf Statenents ofal payments made t Board Members, P25
1023 [Board/Special Commities Adminisirarion | Note: Exceutive Agencies will ulise the tem Special Commitices Admin
102371 | Audit Commitee o may include other Board relted or special commitce e if ot listed.
102/3/1/1_|Tems ofReference
10273/172_|Mecing Registr
102737173 | Agenda and Minies of Mectings
0737173 | Audit Reports
102/3/1/5[Submissions
102372 [Comporate Governance Commitie
3121 |Terms of Reference
102737272 [ Agenda and Mimies of Mectigs
102/3/273_|Submissions
10253 _|[Finance Commiti
T02/2/3/1 [ Temms of Reference
T0/2/372 [ Agenda and Mimies of Mectings
102121373 [Submissions
102374 [Human Resource Maagerent
102/3/4/1 [ Temms of Reference
102/3/472 [ Agenda and Mimies of Mectigs
102/3/473_[Submissions
03 o Control and Direction Tcldes the provision of siction, @idance and advice as ot
exccion and oversight of work o be undertaken.
1031 [Sensitisation on Stegic Issues “Communicating the expecations for the organisation t enployees from the
Head of Enity.
1032 [Swategic Oversight Manitoring the _implemeniaion, establishing  departmenéaldivisional
irccives, approving decisions
104 Includes the cxamination or inspection of various books of accouns by an|
auditor followed by physical checking of inventory 1o make sure that all|
1041 [imermal Audis Icludes audit plans (amual audit plan and_individul audit, risK
assessment), it programmes, - audit working  papers  (evidential
documents, audit test, clien information), auditce mectings (minuics,
agendas). audit reports, post awlt eviews, and implementation staus of
TOH1T | Audit Plaming
10417171 |Audit Sensitisation “Emuils etc are sent to sensitise staff about the pcoming audit and idenify|
arcas for adit o focus on.
104/1/172_[Risk Assessments __"Questionmire shared with tam o assessmen what the
TO/I/173 [Auwdit Rescarchand  Review of documents and reports for greater imight of risk level for
Assessment analysis
TOATTT1/3 [Drafl Audit Plan  Submitted o Head of Eniy for comerts and commented on and approved]
by Audit Commitee. Includes tielines for audis to be undertaken.
TOATI/I/S [Final Audit Pan  Agreed Audit Plan which includes timelines. ypes of audit and Audiions|
assigned as well s risk ratings.
1047172 | Audi Exceution
TOA/172/T | Amnouncenent Letier  Letir_amouncing the_commencement of e audil. Would indicat
prelminary docunents rom eans, .5 poicies and procedires, workplan.
0417272 [Stakeholder Mecting with siakeholders where terms of eference, audit scope and
Engagermen objectives of the audit will be discussed. Oulines the expectation o the
Auditee via the Terms of Reference.
104/1/2/3 | Audit Programme "Step by tep detals of al the audit tests to be conducted. Electronic folder
This is sen for approval by the Chif Internal Auditor (CIA).
104/1/2/4 | Audit TestExceuion “Conclusion reported by auditor based on audit. Saved on drive as Working
Paper Folder
104/1/2/5[Draft Audit Report Lt fndings based on audit and sent o CIA for review. Sent o process
owners for review as well o provide feedback in writing. Scheduling o
Exit Mecing.
104/172/6[Exit Mecting “Discussion offindings and agrecment reached.
104717277 [Final Audit Reports “Audit Report prepared and sent o the process owner and CEO and Audi
‘Commites. The reportis tabled at the nextavailable Audit Mecting
104717218 [Statisties “Provide sarstcs ofimplementation levels.
1047172
104/172/10] Adhoc Assignments Requests for audtors to underake ad boc audis.
T092 [l Audis Tcludes audit eports from Auditor General's Department and privat frms




[What is the degree of influence of the function |5 5
lon the rest of the institution?
[What is the importance accorded to the function 5 4
in the annual reports of the institution?
[Total 14 16
Record  |Primary Lengthof |Earliest point[Any Any Legal |Related Legislation/ [Secondary |Any of the |Additonal
Value Purpose  [Time of Financial  |Value? Regulation Value following  (Period for
Required  [Disposition |Value? i i
without the Value
secondary record?
consideratio
Records Seri n
includes hardware and software, computer-based|
technologies such as word processing, databases,
ldeskiop  publishing,  graphics,  digitall
lcommunication technologies such as local area and]
" — [wide area networks, inernet communication,|
oor[ormaton & Communcaton Techology OCT) e’ o anagemen
ltelecommunications, audio-visual systems, cloud|
lcomputing,  email  manage informatior|
sharing, software development, hardware/software|
[procurement, maintenance, monitoring, and ICT)
sceurity.
1901/1 ICT Planning and Strategy Development Includes ICT strategy, policies (user poli
. etworking,
source etc) and procedures, and gudelines.
PO [Swateey includes strategy plan for short erm period mairs
ey performunce indicators.
901172 [Policies
901/1/3  [Procedures
901/1/4  |Guidelines
1901/2 Networking Includes plans (network, network designs, change|
[records, configuration documentation and reports.
9013 [Hardware Procurement includes servers, cables, pe, needs assessment|
|comparative an: networking and justification.
901/3/1_[Server
901372 |Neworki
[901/373 | Endpoint Devices and Accessories [Includes printers, computers, smart _phoncs
|scanners, laptops, tablets, headsets, mouse,|
eyboards ete
1901/4 |Software Development Includes user requirements, functional
[requirements, and software testing, threat modeling|
reports, quality assurance and source cod
|(Internal development)
901/4/1  [Internal Software Development
901/4/2_|Exteral Software Development_|inludes cloud and sofware us a service (SaS)
1901/5 [Maintenance Includes schedules (network/software upgrading
Ipatches, replacing obsolete hardware), migration]
|(data, software, hardware), and implementation|
esting
1901/5/1 [Service Level Agreements [Excludes SLAs in 800
901/572|Change Records
l901/5/3 | Configuration Doc o
901/5/4  |Back Up and Recovery includes network back up and recovery-daily,|
montly  ineremental
|disaster recovery, this
901/6  [Monitoring ncludes  network
|availability  server
lhardware  monitoring, network  performance,
incidents and error detection.
SOVGT [Reportng
90177 [icT Security includes  risk  assessment, network sceurity
ik 1o how i
luser access information), sccurity access, ICT)
lauditing, and reporting.
901/7/1 | Vulnerabitity Management Documentation  includes  Scan  Reports|
[vulnerability assessment and penetration testiny
[May rigger risk exceptions and risk acceptanc
|document.
v
lo01/7/1/2
19017772 [Patch Management May generate reports, and change records|
(generated to indicate that a change was made i
[the environment).
1901/7/2/1 [Change Records
90177722 |Configuration
9017773 [ Threat Management (Change records generated and sometimes actioncd.
Disgrams or other configuration documentaton]
may be generated to support deployment.
901/7/3/1_[Changs Records
901777372 [Configuration
901/7/3/3 | Threat Modeling
90178 [Deskiop and User Support
9018/ [Service Requests
901/82_ [Log Books
901785 [incident Reporis
Record  Primary Lengthof  Earliest point Any Any Legal |Related Legislation/ Secondary Any of the |Additonal
Value Purpose  |Time of Financial  |Value? Regulation following
Required po: Value? formation |Secondary
without inthe alue
secondary record?
consideratio
Records Seri n
[includes RAM planning and strategy developmen,
; records creation, regisration and capture, records
F REsorts apRArhiives Massaher AM) (distribution and nse.gs!orage and m\fmemnc:. and
retention and disposition.
includes  policies,  procedures,  records
021 (kAN Pl Sy Devlopren [ sl o appal, enin
|survey/inventory, and indexes.
cluding Sub Comites and working groups, NG Business & |15 years '3 months after No Yes [Archives Acts; GOJRIM Information ~ Strategic 15 years
. : " (11+ years) Accountability 15 years Policy and Procedures, Decisions
902/1/1  [RIM Committee erms of Reference, minutes of meetings, agendas, h
invitation letters, action plans |JDIC Policy and
Procedures
9021172 _|RAM Poticies
902/1/3  [RAM Procedures
902/1/4_[RAM Standards
90272 [Records Creation, Registration and Capture
902/2/1_ |Records Inventory/Survey
902272 [Reconds Classification
1902727211 |Classification Schemes
902127272 [Fite Plans
1902/2/2/3 |Reclassification
1902/2/3 _ [Indexing
l902/2/3/1 Fie Index
902/2/4 [ Metadata Management
202 il Management :rﬂlmudrc;:‘:w:mmm ‘mail book, outgoing mail book,
902/4__|Reconds Distribution and Use
o027/t |Records Loans Includes loan charge-out books, logs, cards, and
reports
A Access to Information (ATI)
90242 cquests and Responses
loga/a3 | Deta Protection Requesis and
Responses
Includes records transfr and security access
902/5 [Storage and Maintenance Includes shelf plan, suppliers listing. procuring
records. preservation. and conservati
902/5/1  [ShelfPlaming
1902/5/2 [Acquisition of Storage
902/5/3 | Maintenance of Storage Area __|includes scheduled cleaning, pest control treatment
902/5/4 [Preservation
9026 Disposition
902/6/1 Records Appraisal
9026111 | Apprasal Asessmen [FE10ES ssesment of reteon. schedule or
lchanges
902/6/1/2 |Appraisal Reports
Retention and Disposition
202/672 Scheduling "
Includes documents transferred to JARD, external
90206/3 - Records Transfer |storage or between offices, and decongestion
902/6/4__ Records Destretion




903

Library Management

fincludes  library  plamning _and _ strategy
(development, ~ collection  development ~ and
[management,  information  organisation  and
retrieval, information and user services, and
lcollection weeding

Includes procedures, library manuals/polices, risk

9031 |Library Plamingand Srategy Developmen [0 PR R T
loo3/1/1 [Lvhmry Plicics Would also include ~collection development
policy.
[903/172 [Procedures Manual For some entities this may be in the HR Manual
9032 |Collection Development and Managemen |!™I0des acduisiions,  subscriptions, - database
Imana gement, donations, and quotations.
90321 _|sclection
903212 |Acquisition:
903/2/2/1 [Purchase
0312722 |Giis
903727273 [Donations
903/2/24._|Exchange [Exchange of materials librarics.
9037273 s 10 Journals, Newspapers etc
9032/3/1_|Jourmal
0322 [Nevspape
9037274 [Library Procurement
90373 |Information Organisation and Retrieval Includes resource description, access standards,
classification, ~ cataloguing  (accessioning ~ete),
fexes, and Machine Readable
) standards
9037371
Library Classification [Includes the library classifiacation scheme used by
sche the enity
903/3/172[Thesaurus
903372 |Cataloging
903/3/211 |Catalogue
card
903/3/3 _ [Indesing
903/3/3/1 [Card Tndex
903/3/3/2 [Numerical
index
003737373 [Subject
nciex
9037374 [Database Management
9037375 [Metadata
903/4  |Information and User Services Includes circulation (requisition, check-in_and
lcheck-ou), reference services, virtual reference
services, associations and networks, interlibrary
loans, ~ current awarer ibrary  extension
Iprograrmmes. and exhibitions.
9037411 [Circulation
Circulation
ooz [
903/412_ |nteribrary Loans
903743 |Exibitions
903744 [Associations and Networks Includes JAMLIN, LIAJA etc
) Includes interactions/programs with both internal
O84S User Awareness Jand external stakebolders.
903/4/5/1_|imternal
903/4/5/2 |Extersal [ncludes ourcach.
903/4/6 _|Reference Services
903/4/6/1_[Selective
903/ |Collection Assessment and Weeding Includes weeding list and disposal

Collection
1903/5

O pudis
1903/5/2  Weeding List
[903/5/3 Disposal




1100 - PROVISION OF LEGAL SERVICES |Includes the execution of research and the provision of services consisting of pi i legal i or defence of the organisation
court, dunng pre-trial or the of for the and ensuring the maximum legal protection of the
Function Analysis
[which Department/Diviso/Uni with Pimary
[Responsibility for this Function
[Are there other areas where_similar records can be
ffound? If yes, state name of Division, Section or Unit.
[Flow complex is the function refative to other functions
in the organisation? (e.g. number of staff, units and
lsub-units, size of budaet).
[How significant is the impact of the function on the
Ipeople of Jamaica?
[What is the degree of influence of the function on the
Irest of the institution?
\What is the importance accorded to the function in the
lannual reports of the institution?
[Total
Records Seri Record __Primary Length of [Any [Any Legal [Related L [Secondary |Any of the |Additonal
T o g gmdelmex ok
practice b the Atorney|
General's (.iumb:rs 10 ensure lm'g!y deh\e(y of
1101 |Oversight of Legal Services legal services to the Ministry. This also includes|
matters arising from the Legal Unit" s interaction|
with the Attorney General * s Chambers or other|
external counsel management.
1101/1 [Develop Policis, Procedures and Standards
10111 [Policies
1101/172_|Procedures
110113 |Standards
Includes the giving of a professional or formal
1102 Legal Advisory Services opinion regarding the substance or procedure of
the law inrelation to a particular factual situation.
1021 [memal Stakeholders
11022 [External Sakelolders
1105 |Dispute Management Tochiales he monitoring, isirueting, and supportng]
the represenation of the organisaton at hearing,|
inguiries. Court, Tribunls or oter proceedings.
TI03/1 [Legl Negotations and Setlements Tnclules meetings to negotite and setlle maters,
underaking  rescarch, and  preparing  legal
documents on belulf of the organisation.
1032 [Ligation ncludes  representing  or  supporting _the
representation of the organisation in  Cour
(supportinginstructing Atorney General Chambers|
(AGC), Dircctor of Public Prosccutions (DPP) o]
other external coursel)
T1033  [Proceedings nclules _representing _or _ supporting e
epresenstion of 1o oxgission o hering|
Tribuls, nguiries or similar forun.
T1054 [ Aternate Dispute Resolion Toclules mediation and arbitration.
1104 |Agreement Preparation and Review Includes the processes ofa myriad of draing legal
o which s Merwridun o
Undersanding, contac, orders, and ot el
documens o . UniDivions witin
Ministry or for the Minisry.
TI041 [Agreemenss Tnclules letrs of ent, SLA, Confidentality and
Nondisclosure agreements, Acceptable Use
Ageenentete
T1042 [Contacts Eployment_conracs, _conracts for_goods,
services, works and consulancy
11043 [Memorandum of Understarding
11044 [Leases/Licences
1105 [Legislative Programme Management ncludes nitiatng and monitoring the developmen
of legislation through stakeholder consulators,
atending meetings, rescarching best. practces.
making. recommendations, drafing instructiors|
revision of draft instrument, clause-by-clause
review of bills, vetting cabinet submissions,|
attendance at Parliament and gazetting of passed
legislation. Filed by subject mater.
11051 Development of Legislative Framework ncludes  siakebolder  consulation,  policy
developmens, drafing insiructions
11052 Sukeholder Consultation
11055 Drafling nstructons Tncludes the cnity support n the drafiing andor|
review of bill, policies, drafling insirctions and|
11054 Developmentof Legislaion
TI05/5Orders




1300 - EVENTS MANAGEMENT

Includes the process of planning, co-
ination of -

and

events, ing and

and pal

Function Analysis

[Which D Division/Unit with Primary

[Are there other areas where_similar records can

[How complexis the function relative to other

How significant is the impact of the function on

[What is the degree of influence of the function

[What is the importance accorded to the function
[Total

rking,

the events, site selection, acquisition of requisite permits,
for speakers or entertainment, arranging decor, organising security for the event, making catering
media coverage and publicity, issuing invitations and putting in place emergency/contingency plans.

[requirements,  produce  collateral
(Committee, event plans (budget, del
responsibilities,  vemue  selection
[confirmations, risk management)

Planning

gement) (excludes risk
imanagement at  103), logistics management,
production and  procurcmcnt o collaeral
|materials.

Record  Primary Earliest point Any Any Legal |Related Legislation/ Secondary Any of the |Additonal
Value Purpose of inancial  |Value? i Vs following  [Period for
Disposition  Value? information |Secondary
without inthe Value
secondary record?
consideratio
Records S n
[includes the planning and coordination of events,
1301 Coordinating/Hosting of Events the assigament of responsibilites and stakeholder
Imanagement.
130171 Procedures/Guidelines Includes Standard Operating Procedures
13012 [Events Plaming ncludes determining objectives and  resource

130121 [Stafl Events

[These are case files and every thing about the
levent goes on one file

1301272 |Fairs

Large cvent with public vendors 1o share

[products/services with staff. These are case files

Jand every thing about the event goes on one file
5o includes and expositions

13017273 |Lunch Hour Sessions

130124 |Meetings

External  stakeholders coming in 10 share
[products/services or do staff motivation sessions.
[These are case files and every thing about the
levent gocs on one file.

130125 |Trainings
130112/6_|Special Events

Includes launches, road shows

1302 Participating in Events
13021 |Coordination of Events

130272 |Autending Events

130273 [Evaluation of Event Participation

fincludes._coordination of events in which the
lorganisation has been invited to participate.
lncludes isolated planning at a minimal level (not
related to 1301/2)

includes the execution plans and obtaining relevant
tback during the event.

Includes assessing the effectivencss of the plans
lexecuted at the event and analysing and reporting




