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POLICY GUIDANCE NOTES  
 
The POLICY GUIDANCE NOTES are intended to clarify the responsibility of the Work 

Permit administrator (WPA, WP Administrator, Administrator).  They explain what the 

Department expects from the Administrator and what the Administrator can expect from the 

Immigration Department.  Employees have certain obligations to the Department, the 

Management Team, fellow Employees (as internal customers), customers and the general public.   

 

This handbook is designed for the Administrator to learn about their daily work requirements.  

Each WP Administrator must read, understand, and comply with all the provisions of this 

Handbook. The Handbook describes many of the responsibilities for a Work Permit 

Administrator.   Please note that this handbook is consistent with the Cayman Islands 

Immigration Law (2013 Revision) 

 

These policies cannot anticipate every circumstance or question about regarding decisions.  

Changes to these policies and procedures, both oral and written, may be made periodically by the 

CIO in effort to update or comply with legal requirements.  The Immigration Department 

reserves the exclusive right or unilateral authority to alter, amend, modify, eliminate, add to, 

interpret and apply the policies outlined in this handbook, as well as, all the business, operational 

and employment practices, as management believes is necessary to promote overall best interests 

and conformity to the applicable Laws of the Cayman Islands.   

 

The responsibility for interpreting the policies, procedures is entirely that of the Management 

Team with final consultation from the Chief Immigration Officer, if required.  Regardless of the 

statements guidance provided by this booklet, made in this booklet, we reserve the right, 

consistent with the applicable laws, and based on the best interests of the Cayman Islands to 

amend these policies as appropriate. 

 

INTRODUCTION 
 
The Immigration Department is a Civil Service Entity and all staff members are employees of 

the Cayman Islands Government and are Civil Servants. Employees play a vital role in the 

preservation of the quality and success of the Department.  The fulfillment of this vital role 

requires that the Work Permit Administrators understand their function within the department 

and their relationship with Government.   

 

As a Work Permit Administrator within the Immigration Department, it is your responsibility to 

protect the borders of the Cayman Islands. You also have an obligation to maintain the 

highest standards of lawful and ethical conduct. The reputation of the Department rests solely 

on the actions and attitudes of all employees, in particularly the Work Permit Administrators 

who have been granted delegation by the Chief Immigration Officer. In addition, public 

confidence in the Department may be eroded by the irresponsible or improper conduct of a Work 

Permit Administrator.  Questionable behaviour, therefore, will bring disciplinary action or even 

termination, when considered in the context explained above. 
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In fulfilling your professional responsibilities, you assume various roles which require the 

performance of many difficult tasks.  Not every situation which you may encounter can be 

foreseen, but fundamental ethical principles are always present to guide you.  Within the 

framework of these principles, you must have the courage and the foresight to be able and ready 

to adapt to the various situations, which may be encountered. 

 

All Work Permit Administrators must adhere to a strict CODE OF PROFESSIONAL 

CONDUCT, strong  ETHICAL CONSIDERATIONS and the highest possible degree of 

ethical and professional conduct must be maintained at all times.   
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OVERVIEW 
 

Work Permit Administrators are required to comply with the following:- 
 

1. Administrators may only perform their duties in the work area approved for such purpose 
by the Chief Immigration Officer or his/her designate; 
 

2. Administrators must not seek to influence the decision of another Administrator; 
 

3. Administrators are required to document and immediately report to the Executive Manager 
and/or the Director of Boards and Work Permits any attempt made to influence their 
decision on an application(s); 

 
4. Administrators are required to read carefully and understand the guidance note on conflicts; 

 
5. A 20 item Agenda together with personal files containing work permit applications will be 

provided to the Administrator from Monday – Wednesday and Thursday-Friday will be 
utilized to finalize those weekly Agendas. 

 
6. Administrators are required to sign and date the Agenda upon receipt; 

 
7. Administrators are not to interfere with the listing of applications and must not seek to have 

an application expedited to an Agenda, which will be reviewed by an Administrator; 
 

8. Only Applications that are listed on the received Agenda may be reviewed by an 
Administrator; 

 
9. Each application must be reviewed in accordance with the relevant check list and guidance 

notes. This includes Temporary applications; 
 

10. Administrators must use IMSS while processing applications, specifically the screen named 
“Agenda Items Term Limits” “personal details sheet” must be used when reviewing work 
permit applications; 

 
11. Administrators are required to record their decisions in IMSS upon completion of each 

application; 
 

12. Upon completion of the Agenda the Administrator is required to print the record of their 
decisions and create decision letters; 

 
13. Each decision letter must accurately reflect the decision made and advise the applicant of any 

right of appeal; 
 

14. The Administrator must complete the “Administrator Summary Report” in electronic form 
and email the document to the following persons:- CIO, DCIO’s, Director of Boards and 
Work Permits and the Executive Manager of Work Permit Administration; 
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15. The Administrator’s Summary Report must be saved in a folder on the Administrator’s U 
drive; 

 
16. The completed Agendas, files and record of decision must be attached to the file and passed 

to the Compliance Section for final review. 
 

17. The Administrator must ensure that decision letters are mailed within 48 hours of the 
decision. 

 

THE COMPLIANCE DEPARTMENT 
The Compliance function exists to ensure that the Work Permit Administration section is producing 
high quality decisions and that consistency is present within the team.  Administrators must follow 
the Work Permit checklists to arrive at a decision but should have discretion in some cases, to be 
exercised where it is deemed necessary, per the CIO, as follows: 
 

1. “Duly completed Form” – where there is the ability of the Administrator to confirm 
certain questions on the form that may not have been completed, the application 
should not necessarily be deferred, unless the Administrator so deems it necessary 
(e.g. do you have an appeal pending?, DoB, passport # where on previous renewal 
the passport showed that it did not expire to date, accommodation form where there 
is not a change in address already noted) 

a. Discretion can be used for the following questions if they are left blank on 
the form: 

(i) Do you currently have an appeal? (must be noted on Checklist that 
search in IMSS reflects whether an appeal exist) 

(ii) Passport # (where on previous renewal the passport expiration date 
showed that it would not have expired at the point of reviewing the 
existing application) 

(iii) Date of Birth  
(iv) accommodation form where there is not a change in address already 

noted on form – Accommodation form must be completed (revised 
form) 
 

2. Decision letters should be given priority as they are time sensitive (decisions appear 
on web site after 12pm). 
 

3. The supporting documents for previously approved dependents should be on file. If 
the birth certificates are not on the file they must be requested. 

 
4. Where there is a renewal application for a domestic and the Administrator is 

confident that the need still exists then they can utilize their discretion in whether 
calls to employer and employee are necessary (e.g. where they had called the 
employer and employee on the prior application. 

a. If prior information was received a year or more prior the most recent 
application then the WPA must call employer and employee.   

b. If information was received less than a year prior to the most recent 
application, then the WPA may use their discretion if there is evidence 
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within the application that suggests that the need for the employee is 
justified. 
 

5. Once Compliance Officers complete an agenda, they must immediately hand it back 
to the Administrators so that the application can be finalized as soon as possible. 

 
6. Where an employee has less than 6 months before their term limit expires, the 

Administrator should have the discretion to request solely an HIV/VDRL instead of 
a full medical.  

 
7. When regularizing dependent children, in particular newborns – an Administrator is 

allowed to use their discretion once it has been established that the applicant made a 
submission within 3 months of the child’s birth, seeking to have the child added as a 
dependent, and in the event that the child was born in the Cayman Islands.  

 
 

OPERATIONAL SCHEDULE – WORK PERMIT PROCESSING 
 

1. 60 long term work permit applications from the Work Permit and Business Staffing Board 
will be prepared for each Administrator for the week.  
 

2. Temporary Work Permits will be rotated between WPA’s on a six month interval. 
 

3. The Listing Clerks will initiate a spreadsheet for each Agenda, which will be placed in a 
secured folder on the L drive, for each WPA to access.   

 
4. Long term work permits are listed 5 days in advance of the date received by the Listing 

section and TWP’s are listed 10 days in advance from the date of receipt at the counter. 
 

5. The Executive Manager must compile monthly figures detailing the agendas completed each 
month. 

 
6. The WPA’s are to provide the following to the CIO on the 1st day of each month: How 

many decisions are made per week (per board, grant renewals and amendment), broken 
further by approval, refusal or deferrals. 

 
7. The Agenda’s will be allocated to each WPA by the Executive Manager or their delegate and 

handed to each WPA’s. 
 

8. The final spreadsheet must be emailed to all parties (Compliance, WPA section, Executive 
Manager, Director of Boards and Work Permits, DCIO of Administration and the CIO) by 
each WPA. 

 
 

9. The Listing Clerks are not to be expected to deliver the files to compliance. 
 

10. Compliance must review 100% of all long term applications decided by the WPA’s. 
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Processing Work Permits – Important Note 
 

Please be reminded that the Work  Permit Administration section is not authorized to liaise with 

the processing section for the following: 

 

1. Allocation of agendas – type of agenda, number of items on an agenda, whether to 

allocate an agenda on any given day 

2. Re-listing and re-dating agendas 

3. Handing back agendas due to backlogs 

 

Work Permit Administrators must liaise with Beth McField and in her absence, the Director of 

Boards and Work Permits,  and in her absence the Chief Immigration Officer in the event that 

you wish to do any of the above.  This policy has been in effect since the inception of the Work 

Permit Administration section and any party found to be not adhering to the above will be 

referred to the HR department immediately.  
 
 

 

GUIDANCE ON CONFLICTS AND DECISION MAKING 
 
Work Permit Administrators are required to maintain the highest level of integrity and must make 
decisions that are in accordance with the Laws, Policies and Regulations of the Cayman Islands. 
 
In doing so, Administrators must consider the below and act accordingly: 
 
CONFLICTS 
 

1. Withdraw from deliberations where an actual or perceived conflict of interest arises; 
 

2. Withdraw from deliberations where a matter of conscience arises; 
 

3. Not be rushed into making a decision with referring to the check list or guidance notes; 
 

4. Ensure that the record of decisions contain details of actions taken in effort to avoid 
conflicts or perceived conflicts. 
 

HONESTY AND INTEGRITY 
 
Honesty is concerned with being open and transparent. Therefore you must: 
 

1. Respect and comply with the Laws, Policies and Procedures governing the Immigration 
Department; 

 
2. Report any threat or promise made to you in connection with your duties; 

 
3. Be mindful that your conduct in all aspects of your life can reflect on the reputation of the 

Immigration Department and your standing as a Work Permit Administrator; 
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4. Make decisions that are free of favouritism, self-interest and preference. 

 
CONFIDENTIALITY AND ABUSE OF OFFICE 
 

1. Using information appropriately and adhering to confidentiality policies requires using 
discretion, prudence and good judgment; 

 
2. Only use information gained as a Work Permit Administrator for the purposes intended by 

the Chief Immigration Officer; 
 

3. Do not misuse or abuse your powers for personal gain or any other motive; 
 

4. Do not make decisions with any intention of malice; 
 

5. Do not make a decision on an application as a favour for a friend or family member or 
where you consider that the impartiality of your decisions may be compromised or would 
reasonably be perceived to be compromised; 

 
6. Never seek to gain or benefit from your position or from information gained as an 

Administrator; 
 

7. Do not seek to influence the decision of another Administrator. 
 
DUTY TO EXERCISE DUE CARE, DILIGENCE AND SKILL 
 

1. Due care, diligence and skills require having commitment, and acting responsibly and 
professionally. 
 

2. All files must be examined carefully and in accordance with the checklists and guidance 
notes; 
 

3. The “Agenda Items Term Limits” screen must be used when reviewing applications; 
 

4. Administrators must study and understand all guidelines and the  most recent revisions of 
the Immigration Law and be knowledgeable all amendments and revisions; 
 

5. Administrators must study, understand and practice in principle the Immigration 
Regulations; 
 

6. Administrators must study and understand all Guidance Notes and Policies; 
 

7. Administrators must never rubber stamp an application; 
 

8. If an Administrator is unsure about a decision or any aspect of an application, they must 
refer the application to their Line Manager. 
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INCREASED DELEGATION 

Changes in Legislation 

 

The Immigration Law of the Cayman Islands was amended on 25 October 2013. Included in 

these amendments are steps which further the longer-term goal of transitioning the majority of 

Immigration work permit and permanent residency application processing from Board decisions 

to those of Administrators exercising their Chief Immigration Officer (CIO) delegated authority. 

Relevant Application Types 

 

The increase in delegated authority allows Administrators to deal with the following matters 

which were previously only dealt with by the Work Permit Board and Business Staffing Plan 

Boards. 

 Waiver of Advertisement 

 Prioritized Candidate Applied 

 Promotions & Redesignations 

 Regulation 6 Designations 

 Business Staffing Plan Amendments 

 Applications with Relevant Complaints  

 

This expanded authority introduces Administrators to categories of applications that require a 

higher level of both scrutiny and discretion. Administrators must observe and analyze a wider 

range of key factors in the consideration and decision making process.  
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Referencing the Immigration Law 

 

Work Permit Administrators will be using the Immigration Law daily. When referencing the 

Immigration Law, due care should be taken to ensure that the law is cited correctly.  

 

When referencing the Law in correspondence it assumes also all amendments that have been 

made to it.  

 

For example, if a letter states that ‘your application was refused in accordance with section X of 
the Immigration Law (2013 Revision)’ this will automatically include any amendments that were made to 
that section since the Immigration Law (2013 Revision) came into effect. There is no need to refer 
additionally to the (Amendment) Law that made the amendment because the (Amendment) Law 
amends the principal law. 
 

Importance of Administrator Notes 

 

With the increase in factors relevant to the consideration and decision making process, 
Administrator notes must properly record the factors considered, analysis applied, and key thought 
processes applied when arriving at a decision. Clear, detailed and reliable notes are imperative and 
are the express responsibility of each Administrator.  
 
The compliance review and appeals processes give significant consideration to the thought process 
and analysis applied by the Administrator when coming to a decision. This furthers the importance 
of good note taking. Administrators should ensure that a 3rd party, with no direct communication to 
the Administrator, can upon review of the Administrator notes, follow the train of thought applied, 
the key questions asked, any relevant analysis to the conclusions drawn and the overall evolution of 
thought to a decision. 

Guidance Format 

 

The following guidance provides key areas of consideration along with questions to assist 
Administrators in their analysis. In exploring the answers to these and other questions, either 
intuitive or external, Administrators will have a reasonable understanding upon which to base 
decisions that are considered sound and reasonable. 

Further Consultation 

 

An Administrator may for various reasons need to discuss an application and its considerations with 
other members of the department. The additional discussions relevant to the Administrators process 
may be to gather further information or to provide assistance with analysis as needed - particularly 
around relevant job requirements and applicant suitability which can present many challenges. 
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Key roles for further consultation during the consideration process include: 
 

 Chief Immigration Officer (CIO) 

 Director, Boards & Work Permits 

 Executive Manager, Boards Administration 

 Executive Manager, Work Permit Administration 

 Secretary, Business Staffing Plan Board 

 Secretary, Work Permit Board 

 Compliance Officers 

 Work Permit Administrators 
 

When dealing with complex applications administrators should seek internal consultation and refrain 
from referring applications to the Board for a final decision 

 

 

Multiple Reasons for Arriving at a Decision 

 

The strength of a decision relies on the ability for the Administrator to utilize applicable sections of 
the Immigration Law along with internal policies to arrive at the best decision possible. Where 
relevant, the utilization of multiple decisions strengthens the process and provides third parties with 
a detailed understanding of the reasoning behind the decision. When possible the Administrator 
must state each possible reason for the outcome of an application.  
Refusal decisions further outline the necessity to provide all possible reasons for a refusal as these 
can be appealed by the applicant.  
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SECTION 52 (11) APPLICATIONS 
 
 
Section 52 (12) of the Immigration Law (2011 Revision) reads that a person:- 
 

(a) who is married to: 
  

i. a worker;  
ii. a person employed by the Government of the Islands;  
iii. a person employed by the Government of the United Kingdom, in the Islands;  
iv. a person employed by any statutory authority or Government owned company, 

the employees of which are by law not required to hold work permits; or  
v. a person who is working by operation of law under subsection (7) or (8), and 

whose right to work in the Islands will expire before that of his spouse;  
 

(b) whose marriage is in the opinion of the Board or the Chief Immigration Officer not a 
marriage of convenience;  

 
(c) who is not living apart from his spouse under a decree of a competent court or under a 
deed of separation; and  
 
(d) who has not lived apart from his spouse for an aggregate period of three months out of 
the twelve months immediately preceding the application for the grant in circumstances 
which, in the opinion of the Board or the Chief Immigration Officer, have led it to conclude 
that the marriage has broken down,  

 
may, during the currency of his spouse’s work permit or contract of employment with the 
Government of the Islands or with the Government of the United Kingdom in the Islands or in the 
period during which his spouse is working by operation of law under subsection (7) or (8), apply for 
the grant of a work permit or the renewal of an existing work permit; and the Board or the Chief 
Immigration Officer may grant the application-  
 

i. other than in respect of a person to whom subparagraph (ii) applies, for a period not 
exceeding that of the spouse’s work permit or any renewal thereof or of his contract 
of employment as aforesaid or of the period for which his spouse is working by 
operation of law; or  

 
ii. in the case of a person whose spouse’s right to be granted work permits is subject to 

a term limit of seven years as provided for in subsection (1), for a period not 
exceeding nine years from the commencement of his term limit,  

 
but the period of any work permit granted or renewed under this subsection shall not be taken into 
account by the Board or the Chief Immigration Officer in considering an application under section 
30 for permission to reside permanently in the Islands. 
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The application must be accompanied by a sworn affidavit from the worker and his spouse stating 
that the marriage is in not a marriage of convenience, that he is not living apart from his spouse 
under a decree of a competent court or under a deed of separation; and that he has not lived apart 
from his spouse for an aggregate period of three months out of the twelve months immediately 
preceding the application for the grant. 
 
It must be noted that if a worker’s spouse is subject to a term limit of 7 years the maximum period 
for which a work permit can be granted or renewed under section 52(12) to such a worker is 9 years 
from his term commencement date. In other words, the worker may only be granted applications 
under section 52(12) for a period not exceeding 2 years from his term limit date. 
 
If the worker’s spouse is working under a valid work permit or by Operation of Law on the basis of 
an application for permanent residence or is working for the Government of the Islands or the 
Government of the United Kingdom in the Cayman Islands under a contract of employment, the 
worker’s permit may be granted or renewed until the expiry of the spouse’s work permit, WOL or 
contract of employment.                                                                                                                               
 
A worker whose term limit has expired but whose spouse is working by operation of law because of 
an application for key employee designation is not allowed to be granted further work permits under 
section 52 (12).  
 
A worker who has been legal and ordinarily resident for a period of nine years or more and whose 
spouse is working on a work permit  may not be granted further works permits under section 52 
(12).  
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ANNUAL WORK PERMITS 
GUIDANCE NOTES 

 
1. GENERAL POLICIES 

 
I. ALERTS -  

a.  
II. Ensure that the correct application form has been completed, the work permit 

grant/renewal application for the relevant Board (BSPB, WPB). 
 

III. If a work permit renewal application is submitted after the expiry of the Work 
Permit, the applicant must get their passports regularized. 

 
IV. All Temporary applications must be placed on the applicants file and the 

supporting documentation must be attached to the Temporary application. Please 
note, a file must be created for temporary applications, where a file does not 
previously exist. 

 
V. The Work Permit Secretariats are not permitted to take applications that have been 

listed to the Administrators without consultation with the Director of Boards and 
Work Permits and/or the Chief Immigration Officer or her delegate. 

 
VI. The Work Permit Processing Clerks will assist with clerical duties as follows: 

a. Fill in the top of the Audit/Compliance spreadsheet and place on the 
L: drive for the Work Permit Administrators to access. 

b. Mail out the finalized decision letters. 
c. Cut minutes and paste in applicant files 

 
VI. The use of the decision MINDFUL not To RENEW should be used in the 

event of serious matters arising e.g. conviction etc.  

a. These letters should not be used to source initial piece (s) of missing 
information as it is not the standard manner in which the Board’s 
practice of handling missing information is done.  

b. Accordingly, Work Permit Administrators should not stray from the 
normal practice of the Work Permit Board.  

c. A deferral letter should be sent in the first instance with a follow-up 
call and if there is a failure to comply the Work Permit Administrator 
may then use their discretion to make a final decision.  

 
2. THE POSITION - GENUINE VACANCY 

 
EMPLOYERS WHO DO NOT NEED A BUSINESS STAFFING PLAN 

 
The employer must provide evidence that there is a genuine need for the position to be filled.  
 

A. ESTABLISHING A GENUINE NEED  
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I. A job description, or covering letter, must be provided with the WP application. 

This must clearly define the role and responsibilities of the position together with 
the required qualifications and experience. 

 
II. The required qualifications and experience need to be relevant to the position and 

not tailored to the applicant.  
 

III. For supporting staff applications, there should be an appropriate number of people 
to be supported.  

 
IV. For example:  

d. if the application is for a mason’s helper, there should be a mason to be 
helped.  

e. if the application is for an administrative assistant or personal assistant, 
there should be a person to assist.  

 
V. If the people (person) being supported do(es) not need a work permit (for example: 

if they are Caymanian), this information will not be in IMSS and will need to be 
checked directly with the employer.  

 
B. SERVICE INDUSTRIES 

 
I. For employers in the service industries, for example construction, landscaping, 

domestic cleaners / helpers, etc., proof that the vacancy is genuine requires the 
employer to provide the following additional information on Immigration Form 
A:  

 
a. current and future contracts, with  
b. the corresponding staffing requirements – highlighting what contract(s) the 

applicant will be working on  
c. the contract proposed start and end dates to help establish the level of 

work being undertaken at any point in time.   
 

C. CHILD MINDER / HELPER  
 

I. For child minders / helpers, notarized copies of the birth certificates of the 
children being cared for must be provided. 

 
D.  CARETAKER FOR THE ELDERLY 

 
I. For applications for a caregiver for the elderly, if the person to be cared for: 

 
a. is under 60 years old, a doctor’s letter which confirms the need of the 

person to be cared for must be included with the WP application form. 
 
b. is 60 years old or over, a notarized copy of the birth certificate must be 

included with the WP application form. 
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II. TEMPING AGENCIES 

 
I. For applications to work for a temping agency, the agency must supply the 

following: 
 

a. the position the applicant will be working under, 
 
i. the name of the company and manager/supervisor that the applicant will 

work for; and  
 

 
ii. the duration of the temping position – six months maximum for each 

position. 
 

EMPLOYERS WITH A BUSINESS STAFFING PLAN (BSP) 
 

I. The BSP Board will determine what positions are needed by the employer when 
processing the initial BSP application.  A genuine vacancy will exist if: 

 
a. the position is listed on an approved BSP Certificate, and  

 
b. the job serial number is stated on the WP application form and 

corresponds to the correct position on the BSP Certificate, and 
 

c. the job title is the same as on the BSP Certificate, or 
 

d. the person is a direct replacement for an existing BSP approved position. 
 

II. An employer can apply to the BSP Board with an amendment letter to change 
the job title / role for a particular position on the BSP. If the amendment is 
accepted the BSP Certificate will be changed to reflect this. 

 
III. If an employer who requires a BSP has not completed the actions required for a 

BSP application and has, therefore, not been awarded a BSP Certificate, they will 
be advised that no WP application will be processed after the expiration of a 90 
day notice period.  

 
IV. If a BSP Certificate has expired, and:  

 
a. the employer has submitted the renewal application before the expiry date, 

the WP application can still be processed, providing there are no actions 
requested by the BSP Board to the employer still outstanding 14 days after 
the initial request. 

 
b. the employer has not submitted the renewal application, the WP 

application must be refused.  
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2. THE POSITION – DEMOGRAPHICS 
 

A. In order to ensure balanced demographics in a sector or company, the Work 
Permit Board, Business Staffing Plan Board or Work Permit Administrators may 
place particular demographic requirements on specific positions or occupations. 

 
B. The IMSS system should be used to document when any demographic 

requirements are placed on a position and to check if any have been applied 
previously. 

 
 

C. Occupational Demographic Requirements 
 

I. Certain occupations may not be permitted to be filled from a particular 
country or countries. 

 
a. Non-Caymanian employers cannot recruit domestic helpers from 

Jamaica (Need advisement to change guidelines to legal opinion 
determined by Mr. Bulgin) 

b. A condition may have been applied to the position previously 
whereby applicants from a particular jurisdiction cannot be 
recruited, in effort to build a well balanced demographical society. 

c. I don’t think we’re supposed to consider demographics in light 
Human Rights 

 
D. Employee Ratios for non Business Staffing Plan employers 

 
I. Employers are required to have a balanced ratio of different nationalities 

within their permit holding workforce. 
 

II. The WP application form requires employers to state how many 
employees: 

 
a. are currently employed,  
b. are Caymanian, and  
c. are from each nationality currently employed. 

 
III. The IMSS system should be used to check and confirm the employee 

ratio for each employer against the information provided on the 
application form.  

 
IV. As a general guideline, no employer should have more than 50% of its 

permit holders from any one country. However, discretion is required as 
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to the requirements of each role and industry in order to determine if any 
exceptions to this rule apply. 

 
 
 
 

V. Where an employer is submitting a WP application for an applicant, but 
has too high an employee ratio from that country:  

 
a. the application can be rejected subject to the position being 

filled from a different nationality, or.  
b. the application can be approved subject to the position being 

filled from a different nationality in future. 
 
 

E. BUSINESS STAFFING PLAN (BSP) POSITIONS 
 

I. Demographic requirements will be:  
 

a. determined at the time of the BSP approval by the BSP Board, and 
b. stated on the BSP Certificate adjacent to the relevant position(s). 
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3. THE POSITION – ADVERTISEMENTS 
 

A. Before making an application for a Work Permit Grant, an employer must 
determine whether there is a Caymanian or person legally and ordinarily resident 
in the Cayman Islands ready, willing and able to fill the vacancy.  

 
B. The WP application form requires employers to state if a position has been 

advertised. 
 

C. Advertising Exemptions 
 

I. Advertising is not required if the prospective employee is to be employed 
as a: 

 
a. labourer, (for example: a carpenter’s or mason’s helper) 
b. farm worker 
c. janitorial worker 
d. gardener / landscaper 
e. handyman 
f. full-time food and beverage server (part-time must be advertised) 
g. helper / domestic worker (for example: cleaner or housekeeper) / caregiver  

 
II. If the prospective employee is married to a Caymanian, advertising is not 

required. The employee would have to hold a Residency Certificate based 
on marriage to a Caymanian in order to be employed. 

 
III. Advertising Waiver – Board Review 

 
a. Only the Governor, the Work Permit Board (WPB) or the Business 

Staffing Plan Board (BSP) may waive the need for a position to be 
advertised on the basis of a request received from the employer. 

 
b. WP applications which include a request for an advertisement 

exemption must be passed to the WPB or BSP Board for review, 
once all of the other WP requirements have been met. 

 
IV. Advertising Requirements  

 
c. A position must be advertised once per week in a local newspaper 

over two consecutive weeks, for a total of two adverts. 
 

d. The advertisement must contain a full and accurate description of: 
 

i. the job  
ii. the required qualifications and why they are necessary 
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iii. the number of years experience required 
iv. the name and address of the employer or agency 
v. the base salary or salary range  together with any benefits 

 
e. The advertisement must have been placed within the preceding 3 

months for a work permit grant; six months for a BSP grant 
 

f. The advertisement must give an adequate time for suitable applicants 
to respond, at least 7 days after the deadline is presumed adequate.  

 
D. Advertising Requirements for Business Staffing Plan (BSP) employers 

 
I. For employers with an approved BSP, positions that need to be advertised 

will be identified as part of the BSP approval process and will be 
documented on the BSP Certificate.  

 
II. Work Permit Grant application requirements 

 
a. A full newspaper page, original copy of all advertisements, clearly 

showing the name and date of the publication, must be supplied with 
the WP application. 

 
b. Consideration should be given as to whether the employer has used 

genuine effort to determine whether there is a Caymanian or person 
legally and ordinarily resident in the Cayman Islands ready, willing 
and able to fill the vacancy. (For example: does the size of the advertisement 
reflect the level and type of position and is it an appropriate section of the 
newspaper?) 

 
c. Details of all responses to the advertisement must be provided with 

the WP application, including the qualifications or résumé of all 
applicants.  

 
d. The advertisement must give an adequate time for suitable applicants 

to respond, at least 7 days after the deadline is presumed adequate.  
 

 

 
Additional Information about Advertisments 

WAIVER OF ADVERTISEMENTS 

Applicable section of Law – 44(4)(2)(b)  

An employer, unless exempted by the governor or by the Board, seek, by advertising in at least two issues for two 
consecutive weeks in a local newspaper, to ascertain the availability of a Caymanian, the spouse of a Caymanian, the 
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holder of a Residence and Employment Rights Certificate or a person legally and ordinarily resident in the Islands who 
is qualified and willing to fill the position (in the said order). 

 

Obtaining a Waiver 

 

There are business cases where it is fair and reasonable to allow the advertisement requirement to be 
waived. In most cases, this is a result of either the employees strategic positioning within the 
organization or related to the job category which has historically been exempted from advertising 
based on an assessment of the realistic supply and demand within the local economy. All waivers are 
limited to the period of the subsequent work permit and is not for an indefinite period. 
Unless specifically set-out below under Exempt Categories, all waivers must be requested and 
approved prior to the submission of the application. Waiver requests must be submitted at least 60 
days prior to the intended date of submission of the full application in order to allow sufficient time 
to consider the request and respond to the Employer. 

The counter does not normally accept advert waiver requests and work permit applications con-

currently, however in cases where the CIO/DCIO of Admin/The Director of approved acceptions, 

applications and waivers are accepted at the counter.   In these instances the Administrator may 

review both applications at the same time. Pre-Approval Not Required. 

 
The following occupations are not required to submit an advertisement or a request for a waiver of 
advertisement.  
 

 Pastors & Ministers 

 Labourers (Assistants: Mason, Carpenter, Construction, Mechanical, A/C, Drywall, roof, sheet 

fabricator, Electrical, plumber, Painter, kitchen, Tailor/Seamstress, Boat/Deckhand) 

 Farm Workers 

 Janitorial Workers 

 Domestic Helper 

 Gardener/Landscaping Worker 

 Handyman 

 Car detailer 

 Maintenance man/person 

 Teacher’s Assistant/Early Childhood Practitioner  

 Tailor/ Seamstress Helper 

 Dishwasher 

 Beach Attendant 
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 Food & Beverage server 

 Part-Time Employment (with the exception of Food & Beverage server) 

 
However, during the review process, if the Administrator is of the view , based on concrete and 
documented evidence supplied to the Immigration Department, that there are qualified Prioritized 
Candidates (See page  8 for definition) available, advertisements may be requested at that time. 

Pre-Approval Required 

 

For all other job categories, a copy of the written approval to waive the advertisement requirement 
must be submitted along with the work permit application in order for the application to be 
considered complete. While a request can be made to waive the advertisement for any job category, 
waivers are normally limited to the common categories detailed below. 

Common Categories for Waivers 

 

There are select occupations where a waiver of advertisement is given due to the operations of the 
company or the specialized skill set of the applicant. 

 Partners & Directors 

 Professors 

 Specialized project team members needed for a fixed period (waiver not renewable) 

 Management positions in Exempt Companies 

 Persons with significant ownership 

Suggested Considerations  

 

Waivers should generally be discouraged and aside from occupations detailed above, factors for waiving the advertising 
requirement must be significant in order to grant the request. 
 
When considering a waiver request, Administrators should: 
 

 Apply a high level of scrutiny to requests. 

 Consider the special circumstances given in support of the waiver request? 

 Consider the significance of any special circumstances and whether or not they justify not 

publicly advertising the post? 

 Consider whether the particular expertise required is readily available locally. 

 Consider the number of years of service with the company and the impact of replacing the 

employee at this stage in the tenure. 
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4. THE POSITION – CAYMANIANS AND LEGAL RESIDENTS 
 

A. Before a WP application is submitted, an employer is obligated to use their best 
endeavors to determine if there is a Caymanian, (spouse of a Caymanian, holder of a 
Residency & Employment Rights Certificate), or person who is legally and ordinarily 
resident in the Islands who is ready, willing and able to fill the position. 

 
B. Department of Employee Relations (DER) 
 
C. National Workforce Development AGency 

 
I. Every employer has an obligation to contact the NWDA to determine if 

there is a Caymanian or person legally and ordinarily resident who is ready, 
willing and able to fill a vacant position.  

 
II. The employer must provide copies of the details of any persons referred by 

the NWDAalong with the WP application; or 
 

III. In the event that the NWDAwas unable to provide suitable applicants, a 
letter of confirmation from the NWDAdetailing that there were no 
candidates were referred for the position must be accompanied with the 
application. 

 
C. WP Application Information Requirements 

 
I. On the WP Application Form, employers must state if persons with 

Caymanian status, the spouse of a Caymanian, holders of a Residency 
and Employment Rights Certificate or persons legally resident in the 
Cayman Islands applied for the position, or were recommended by 
theNWDA. If the answer is yes, the following information must be 
provided with the WP application: 

 
a. the number of applicants with Caymanian status or who were legally 

and ordinarily resident who applied or were referred by the NWDA 
b. the names of all of the applicants for the position 
c. the qualifications, related experience and background of all 

applicants,  
d. facts supporting the selection of the applicant 
e. the reasons for the refusal to employ the remaining applicants 
f. a copy of the refusal letter and interview report for each Caymanian 

applicant who was not selected for the position. If not interviewed, 
the reason why they were not selected for interview must be 
included. 

g. a copy of the job description 
h. copies of the CV’s for all non-Caymanian applicants. 
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II. The information supplied should be cross-referenced with the 
NWDAdatabase and the results recorded in the applicants file and in 
IMSS for reference by the CIO, her delegate, the WPB or BSP Board. 

 
 

III Caymanian Opportunities 
 

G. In addition to the information provided above, the employer must provide details as 
to why a Caymanian could not be found within the employer’s current workforce to 
fill the position 

 
H. For professional, managerial and skilled positions, the employer must provide 

evidence that adequate training and/or scholarship programs are in place to equip 
Caymanians to fill the role. The WP Board, BSP Board and Work Permit 
Administrators may apply a Regulation 6 Order to a position to ensure that this takes 
place and that a Caymanian is employed in the near future. 

 
I. Where Caymanians have applied for the position, if the application does not meet all 

of the WP requirements, a decision to defer the application should be made. The 
employer should be advised that once the deferral request is complied with, and 
Caymanians have applied for the position, upon receipt of the deferred information 
the application will be given to the relevant Board to be decided.  

 
J. Once all requirements are met, the WP application must be passed to the 

relevant Board for review.   
 

 
Additional Considerations 
 

PRIORITIZED CANDIDATE APPLIED 

Applicable section of Law – 44(4)(a) Supporting legislation: Regulation 4(5)  

Where a Caymanian has applied for a position, the Board shall, for the purpose of being satisfied of the matters 
specified in sub regulation (1), assess the following information supplied by the applicant for the grant of the work 
permit- 

(a) The names and contact information for all the applicants for the post 
(b) The qualifications, working experience and background of all the applicants; 
(c) The reasons given for the choice of the successful applicant and for the refusal to short-list and employ the other 

applicants; 
(d) A copy of the refusal letter and interview report for each unsuccessful Caymanian applicant; 
(e) And a copy of the job description and resumes of the non-Caymanian applicants. 

(6) A person who, in purported compliance with subregulation (3), lodges details that are incomplete, false or 
misleading is guilty of an offence and liable on conviction to a fine of twenty thousand dollars. (to be confirmed 
based on impending changes) 



 

Page 25 of 70 

 

 

Prioritized Candidates 

The requirement by law, to consider as a matter of priority, any qualified and available Cayman 
Status Holders, PR holders and spouses of either category (“Prioritized Candidates”). 
This is a challenging area of consideration as there are often a significant number of factors to 
consider when assessing the genuineness of the Employer in the recruitment process and whether or 
not the Prioritized Candidate should be given the opportunity instead of the Employer selected 
applicant. 

Key Considerations 

When assessing an application where a Prioritized Candidate has not been hired, the following are 
key considerations to apply: 

1. Reasonableness of Advertisement 
2. Genuine Effort Recruit a Prioritized Candidate 
3. Recruitment History for Company 
4. Suitability of Work Permit Applicant 
5. Suitability of Prioritized Candidates Not Hired 
6. Adequacy of Internal Training Programs  
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Reasonableness of Advertisement 

 Consider size of company – smaller companies tend to have more consolidated roles. 

 Did they disclose the full earning potential of the standard package? (Commissions, 

gratuities, benefits etc.) . 

 Consider less common benefits that may be included (e.g. – meal plan, travel, etc.) 

 Does the salary seem reasonable for the type of job? 

 Do the stated requirements seem in line with the job? Or do they seem tailored? Inflated? 

 Did a reasonable amount of time lapse between the publication of the advert, the application 

deadline and the submission of the application?  

 Does the advert impose questionable specific e.g. U.S. experience only, bi-lingual 

qualification required in advert but not necessary to obtain success in the job.  

Genuine Effort to Recruit a Caymanian 

 Review hiring history of company for noteworthy concerns. 

 Review the advertisements, cover letter and job description for consistency  

 Do the requirements seem inflated to match applicant or the job? 

 Does the worker salary fall within the advertised salary range? 

Recruitment History of Company 

 Transparency of application (what level of detail has been provided in relation to Caymanian 
applicant(s)). 

 Ratio of Caymanian workers versus work permit holders (are there more Prioritized 
Candidate employed than work permit holders). 

 Reputation of employer based on experience in processing applications historically (have 
they proven consistently that they seek to recruit Prioritized Candidates). 

 Consider recent permit applications to assess the overall efforts, tone and recruitment results 
highlighted by the company. 

 Are there Prioritized Candidates in Senior Management? 

Suitability of Work Permit Applicant 

 What are the qualifications and experience of the applicant (worker)? 

 What were the qualifications and experience of the applicant (worker) prior to obtaining 
work permits with the subject employer? This is to ensure that the Caymanian is given equal 
opportunity to fill the role if they have less experience for example 

 Is the selection of the work permit applicant based on a difference in experience and skills 

that can clearly be seen as better qualified than any Caymanian applicants? 

 Are the qualifications AND experience of the applicant clearly greater than that of the 

Caymanian? 

 Or are the qualifications for the WP applicant and the Prioritized Candidates considered the 

same with only work experience being highlighted as the key differentiator?  
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 Market considerations in terms of supply and demand of particular skill set. 

Suitability of Prioritized Candidates Not Hired 

 The qualifications and experience of the Caymanian applicant(s). 

 Were Prioritized Candidates interviewed?  

 Have interview notes been submitted? 

 What details have been provided in relation to the interview process? 

 Was interview confirmed with Caymanian Applicant? 

 Is their recollection of the application and/or interview process consistent with the 

information provided by the company? 

Adequacy of Internal Training Programs 

 If satisfied that the Caymanian meets some but not all requirements, is the employer 
prepared to train the Caymanian to fill the role and if not, were the reasons provided 
justifiable? 

 Whether or not the work permit applicant received on the job training (if currently employed 
with the company) and does that training and/or experience significantly qualify them for 
the position over the Caymanian applicant(s). 

 The size of the company and how much training is offered? 

 Does the company’s training programme(s) incorporate the skills that are specific to the 

work permit applicant?  

 Consider the succession plans for company and the opportunities for advancement of 

Prioritized Candidates? 

 Generally an employer is not responsible for training Prioritized Candidates in basic skills.  

 On-the-job training is required to demonstrate how an employer does business. 

 Is training that was provided to someone on a temporary work permit, available to 

Caymanian new applicants? 

Confirmation of Processes 

At times, an Administrator may determine that direct confirmation of the process is required in 
order to confidently take a decision, such as when: 

 The qualifications of a Prioritized Candidate are considered closely aligned with the job 

requirements. 

 Prioritized Candidates are noted as, having withdrawn, refused offer, did not turn up for 

interview or was not able to be reached. 
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REGULATION 6 

Regulation 6(1) 

The Board may require the applicant for the grant or renewal of a work permit to provide details of any programme 
that he has that is designed to ensure that Caymanians are provided with the instructions and practical experience 
necessary to make them fully qualified to carry out the job concerned satisfactorily and as expeditiously as possible. 

Applicable section of Law – 44(2)(c) 

In the case of an application in respect of a professional, managerial or skilled occupation, the Board or the Chief 
Immigration Officer, as the case may be, is satisfied as to the extent to which he has established adequate training or 
scholarship programmes for Prioritized Candidates 
 

Intention of Regulation 6 

Designating a post under Regulation 6 formalizes the earmarking of a position for a Prioritized 
Candidate as well as the succession planning in place to transition the post. 

Triggers for Regulation 6 

Although the law does not require placement of a Regulation 6 condition at any specific time, it is 
normally applied upon the approval of an amendment or renewal of a Business Staffing Plan or 
when considering a work permit application. However it should be noted that a Regulation 6 
condition can be applied at any time during the life of a Business Staffing Plan and does not require 
submission or consideration of an application in order to trigger application of a Regulation 6 
condition.  

Required Regulation 6 Documentation 

Once a Caymanian has been identified in relation to a Regulation 6 condition, a Succession Training 
Plan Form or similar report is required to be sent to the employer and completed by all relevant 
parties.  
 
It is important that the following information is provided in order to give any consideration 
applications for posts related to Regulation 6.  

Key Considerations 

 How long has the Regulation 6 condition been placed on the position? 

 Has a Regulation 6 form been completed (BSP)? 

 Has a Prioritized Candidate been identified? 

 Has contact information been provided for the Prioritized Candidate? 

 Does the company seem to be genuine in its succession planning efforts?  

 Consider the succession plans for company and the opportunities for advancement of 

Prioritized Candidates? 

 Is it a supervisory position or above? 
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 Consider market considerations in terms of supply and demand of particular skill set. 

 For how long should permits for positions under Regulation 6 be approved?  

 Has the Regulation 6 plan been confirmed with the Caymanian?  

 If they have identified someone how long ago was that person identified and what has been 

the progress? 

 Consider the size the company and the feasibility of meeting the Regulation 6 requirement 

by hiring a Caymanian. 

 Have they advertised the position internally? 

 Ratio of staff? 

 Efforts in training? 

 How many Regulation 6 applied in positions and do they meet them? 

 The plans structure for training Prioritized Candidates is considered when they apply 
Regulation 6. 

Adding a Regulation 6 Condition 

There may be instances when an Administrator requests that a Regulation be attached to a position. 
Key considerations 
TO ADD 

Removing a Regulation 6 Condition 

TO ADD 

Consequence of Non-Compliance 

The absence of such a program or the failure to implement such a program without reasonable 
cause constitutes the grounds for denying the grant or renewal of a work permit. 

Provision of Updates on Regulation 6 Conditions 

Prior to renewing an application with a regulation 6 condition the Administrator must request an 
update on company activities with regards to the condition.  Once the employer prevents suitable 
documentation that the condition is being met and the documentation is confirmed by the 
Administrator; a decision can be made on the application, which may include a follow up condition 
based on the findings.  
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5. THE POSITION – ABILITY TO FILL THE POSITION 
 

A. The person applying for the Work Permit Grant (WPG) must be able to fill the 
position both legally and by possessing the required skills, qualifications and 
experience. 

 
B. The applicant for the WP must be legally able to work in Cayman and therefore 

cannot: 
 

a.   be a prohibited immigrant; 
b.   be an overstayer 
c.   have been granted a Person of Independent Means Certificate 
d.   have been granted a student visa 

 
C. Term Limits 

 
I. The length of time the applicant is able to stay in Cayman according to the 

Term Limit requirements must be confirmed using IMSS.  
 

II. The time remaining prior to the term limit being reached must exceed the 
duration of the permit being applied for.  

 
III. If an employee departs prior to a work permit expiring, a cancellation letter 

has to be submitted for the term limit to take effect prior to the work permit 
expiring: 

 
Example: If a worker’s term limit and current work  permit expires 
November 2012, and the employee departed in July 2012, the term limit 
break of one year  will  be considered from  November 2012 not July 
2012 when the worker left Island.    
 
The work permit must be cancelled when the worker departs (July 2012) 
for the term limit break to be recalculated for earlier than the original 
term limit date (November 2012).     

 
 

 
 

D. Job Hopping  
 

I. Job Hopping is the term used to describe moving from one employer to 
another within the period of a current work permit and is only permitted in 
the following special circumstances: 
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II. If written consent is provided by the current employer and submitted with 
the WP application; and/or 

 
III. If the position for the current work permit has become redundant; and/or 

 
IV. If the worker is being victimized by the employer or other employees in their 

current workplace; and/or 
 

V. If the employer has changed due to corporate actions such as a merger or 
amalgamation. 

 
VI. If written consent cannot be provided from the current employer, the 

applicant can provide a letter outlining the special circumstances for release 
from the current work permit. (For example: bad treatment or non compliance with 
legal requirements regarding employee pension or health insurance). If such a letter is 
received: 

 
a. If evidence to support the information in the letter must be 

requested from the applicant, and the applicant must be advised 
that any accusations against the employer will be communicated to 
the employer for comment. 

 
VII. If a complaint is received the employer must be provided with the 

accusations and given an opportunity to respond. Once a response has been 
received the file must be referred to a line manager for decision. 

 
E. Relative of the Employer 

 
I. Extra diligence should be paid towards applications received from an 

employer wishing to obtain a WP for a relative, particularly that: 
 

a. there is a genuine need for the position, 
b. the person is qualified for the position, 
c. there is no suitable Caymanian, spouse of a Caymanian, holder of a 

Residency & Employment Rights Certificate, or legal or ordinary 
residents qualified and willing to fill the position, and 

d. all of the required WP conditions have been met. 
 

F. Qualifications, skills and experience 
 

I. The applicant must possess the required qualifications, skills and experience 
stated in the job description and advertisement. 

 
II. Notarized copies of qualifications / certificates must be provided as 

evidence, including a copy of the resumé. 
 

III. Additional approval or certification is required for the certain occupations 
and must be submitted with the WP application. 
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G. Job Titles 

I. Employers cannot change the job/title or  occupation of the applicant when 
renewing an application e.g. Nanny to Domestic Helper. The application 
should be accepted on the same terms and conditions as prior approval. 
 

II. The employer may submit a request on the prescribed amendment form to 
amend the job title/occupation of the employee. 

 
H. English Language  

 
I. Applicants are required to have a basic understanding of the English 

language, both spoken and written, to ensure that they are able to perform 
their duties effectively, administer to themselves and their families, and 
assimilate quickly into the community.  

 
II. In order to ensure compliance with this requirement, workers from non-

English speaking countries will be required to undertake an English Skills 
Test upon their arrival in the Cayman Islands, or if already resident, prior to 
the work permit being granted.  

 
III. Employers are responsible for advising potential employees from non-

English speaking countries that they will be required to take an English Skills 
test. Persons who fail this test will not be granted a work permit.  
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6. THE PERSON – MEDICAL 
 

A. Initial Work Permit Grant (WPG) application 
 

I. When a person submits their first application for a WP, they must complete a full 
medical examination using the Medical Examinations Form and submit this with 
the WPG application form. 

 
B. Completion of the Medical Examination Form  

 
I. The Medical Examinations Form has 3 parts:  

 

Part Content 
To be 
completed by 

To be 
signed by 

1 
Personal Medical 
Questionnaire 

Applicant 
Applicant & 
Medical 
Examiner 

2 Medical Examination 
Medical 
Examiner 

Medical 
Examiner 

3 
X-Ray & Laboratory 
Investigations (HIV/VDRL) 

Medical 
Examiner 

Medical 
Examiner 

 
II. In Part 3 of the form, the medical examiner must also supply his: 

 
a. qualifications,  
b. medical registration number,  
c. the name of the registering body, and  
d. his stamp / seal for authenticity 

 
III. The Medical Examination Form must be used for all Parts of the medical 

examination. No other medical form is acceptable. 
 

IV. All of the required Parts must be completed with no omissions. The words ‘not 
applicable’ should be used for sections that are not required.  

 

 (For example: if x-rays have been provided within the last 6 years and are not required to 
submit and may insert “n/a” unto that section of the form). 

 
V. Each Part must be signed by the applicant and/or medical examiner as stated 

above. 
 

C. Timing 
 

I. All 3 parts of the medical must be completed within the last 6 months of the 
application’s submission date.  
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 For example: if the application is submitted on 1st July 2010, the medical must have  
been completed after 1 Jan 2010. The medical can only be 6 months old.  

 
 

D. Medical Exemptions 
 

I. Pregnant women are exempt from the requirement to provide x-rays providing the 
the pregnancy is confirmed by the medical examiner.   

 
II. X-Rays must be provided within 60 days after the child’s date of birth.  

 
 

E. Medical sources not approved in the Cayman Islands 
 

I. The Immigration Department may refuse a medical examination, or part(s) of a 
medical examination, from certain sources, if it is determined that the information 
may be unreliable.  

 
II. The list of medical sources currently not approved are shown below: 

 

Medical 
Examination 
Part 

Unapproved 
Source 

Required 
Actions 

3. Laboratory 
Investigations 
(HIV/VDRL 
tests) 

Dominican 
Republic, 
Haiti,  
Honduras,  
Jamaica,  
Nicaragua 

 Applicants should complete an 
HIV/VDRL test in these countries and 
send the completed Medical 
Examinations Form to the Immigration 
Department with their WP application.  

 Successful applicants will have their 
WP approval subject to the completion 
of a HIV/VDRL test in the Cayman 
Islands.  

 On arrival in Cayman, Immigration will 
stamp the applicant’s passport to allow 
access for 7 working days.  

 Once the tests and the relevant sections 
of Part 3 of the Medical Examinations 
Form have been completed, the 
applicant must submit the form to the 
Immigration Department within 7 days 
of arrival.  

 If the results are satisfactory, the 
applicant will be notified by letter that 
their WP is approved and their 
passport will be stamped for the 
approved duration. 
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 If the results are unsatisfactory, the 
applicant will be given a report to 
provide to the Immigration department 
outlining the required treatment. The 
applicant will be informed by letter 
once a decision is made to approve or 
revoke the WP. 

 If the test results are not submitted 
within 7 days, or, if the results of the 
tests deem it necessary, the applicant 
will be informed by letter that the WP 
has been revoked and they will be 
assisted with their departure from the 
Cayman Islands. 

 
 

F. Ongoing medical requirements 
 

I. After the first work permit has been granted, the applicant must continue to 
complete medical examinations and submit the results to the Immigration 
Department on the Medical Examinations Form according to the frequency and 
timings below: 

 

Medical Examination  
Part 

Examination 
frequency 

Examination  
timing 

Personal Medical 
Questionnaire 

Every 3 years 
Must be completed 
within the 6 past 
months of the WP 
application/ medical 
renewal submission 
date 

Medical Examination Every 3 years 

HIV / VDRL Every year 

X-Rays Every 6 years 

 
G. Dependants 

 
I. Each dependant who is sixteen (16) years old or over must complete a medical 

examination and adhere to the medical requirements detailed above. 
 

II. Each dependant under the age of sixteen (16) (when the WP application is submitted), 
will be required to undertake the necessary medical examination within 60 days of their 
16th birthday. 

 
III. The medical requirements apply to all dependants requested to be included on a work 

permit, even if they are not resident in the Cayman Islands (for example: if they are studying 
abroad). 

 
IV. Medical examinations completed by dependants must be submitted on a separate 

Medical Examinations Form and included with the WP application. 
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7. THE PERSON – GOOD CHARACTER 
 

A. A background check must be completed on The WP applicant to ensure that they are of 
good character.  

 
B. Complaints  – Board Review 

 
I. All complaints made against an applicant are stored in hard copy in the applicant’s file. 

 
 

II. This changed with the new law – we can now review permits with Complaints.  
 

III. A complaint against an applicant should only be considered and passed to the relevant 
Board if: 

 
a. If the Work Permit Administrator has determined a conflict with the 

application. 
 

C. Police Clearance  
 

I. In order to determine if an applicant has been convicted of a criminal offence or 
sentenced to a term of imprisonment, applicants must provide: 

 
a. details of any criminal convictions on the prescribed WP application form 
b. a signed and certified police clearance certificate from their last place of 

residence  
 

II. The police clearance certificate must have been issued within six months of the WP 
application submission date. 

 
III. If the applicant is a United Kingdom national who immediately prior to coming to the  

Cayman Islands, was resident:  
 

 Police records required as of 1 January 2014 for UK citizens.  
a. outside of the UK - they must provide a police clearance certificate from 

their last place of residence. 
 

IV. The police clearance certificate must cover the preceding 5 years. If the applicant has 
been resident in more than one country during this time, a certificate must be included 
for each country of residence. 

 
V. Once all other requirements have been met, if an applicant has a criminal 

conviction the WP application must be passed to a line manager for 
review. 
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D. Political and Controversial  
 

I. The WP application form requires the applicant to disclose any political activity.  
 

II. If the applicant has been involved in any political activity, the nature of the activity 
should be checked to ensure that it is not subversive, racist or illegal in our jurisdiction. 

 
E. Financial history  

 
I. The WP application form requires the applicant to disclose:  

 
a. if they are solvent. If they have answered “no” to this question, details of 

their financial position must be obtained in order to assess if the work permit 
should be granted. 

b. if they have ever declared bankruptcy, 
c. if they owned shares, equity or rights in a non-public quoted company 
d. if they have held the position of a director, manager or officer of a company, 

partnership or entity which went bankrupt or ceased trading without 
creditors being paid in full. 

 
II. If the applicant has answered yes to any of the above, the details must be obtained in 

order to assess if the work permit should be granted. 
 

F. Deportation 
 

II. The WP application form requires the applicant to disclose if they have been deported 
from the Cayman Islands or any other country. 

 
III. If the applicant has been deported from any jurisdiction, the reason must be disclosed 

in order to assess if the work permit should be granted.  
 

IV. IMSS must be used with the information provided above to confirm if the applicant 
has been previously deported from the Cayman Islands. 

 
V. If IMSS indicates a “PNG” status the application should be referred to the CIO for a 

decision to be made. 
 

G. Work Permit Applications, Refusals & Appeals 
 

I. The WP application form requires the applicant to disclose if they have:  
a. submitted any previous work permit applications in the Cayman Islands 
b. had any work permit refused, revoked or not renewed in any country during 

the preceding 15 years. 
c. any decisions currently under appeal with the Immigration Appeals Tribunal. 

 
II. If a work permit has been refused, revoked, not renewed or has appeals pending, the 

reason must be thoroughly reviewed so that an informed decision can be made. 
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III. IMSS must be used in conjunction with information obtained above to confirm the 
details regarding the applicant’s previous applications and any Immigration appeals in 
the Cayman Islands. 

 
H. Dependants 

 
I. The above methods (A-H) must be utilized for all dependants who are sixteen (16) 

years old and over, who the applicant has requested to be added to the work permit to 
ensure that they are of good character. 
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8. THE PERSON – DEPENDENTS 
 

A. Under the Immigration Law (2013Revision), a dependant is a person who is wholly or 
substantially dependent on the applicant and are as follows: 

 
i. Spouse 
ii. Child 
iii. Step-child 
iv. Adopted child 
v. Grandchild 
vi. Parent 
vii. Step-parent 
viii. Grandparent 
ix. Brother or sister, or 
x. Half-brother or half-sister. 

 
 

B. Applying for dependants to be added to a WP 
 

i. The details of any dependant(s) requested to be added to the WP must be provided on 
the Application for the Grant of a Work Permit form (referred to as the WP 
Application form). 

 
 

C. Dependant details 
 

I. The following details must be provided on the WP Application form for each 
dependant: 

 
a. Name 
b. Date of Birth 
c. Nationality 
d. Relationship 
e. Country of Residence 

 
II. Further details must be provided on the WP Application form if the dependant:  

 
a. has been convicted of a criminal offence, and/or 
b. is suffering from any disease  or infirmity of mind or body 

 
D. Proof of Relationship 
 

I. A notarized copy of the birth certificates and proof of relationship are required for 
each requested dependant. 

 
II. A notarized copy of the marriage certificate is required for husband / wife dependants. 
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E. Child Dependants  

 
I. A child / step-child / adopted child or grand-child is classed as a dependant until 

attaining the age of 18, or 24 if still attending school on a full-time basis.   
 

II. Notarized copies of birth certificates must be provided for all requested child 
dependants. 

 
III. Full-time education equates to 10 hours or more of organized day-time study in a 

single establishment (this does not have to be in the Cayman Islands). 
 

IV. If the child is attending University/College/School full-time, the applicant must 
provide proof from the University/College/School, including the hours of study. 

 
V. Teachers licensed by the Educational Council are exempt from fees, including 

dependants. 
 

F. Fathers as sole custodians 
 

I. If a father is applying for a child to be added as dependant as the sole custodian 
without the child’s mother, he must supply: 

 
a. a notarized copy of the birth certificate, and 
b. a letter from a court proving that he has lawful sole custody. 

 
II. If a father is not married to the mother of the child, he must also supply DNA 

evidence that he is the father of the child. 
 

G. Salary requirements 
 

I. For dependants to be added to the work permit, the applicant’s gross salary, before any 
deductions, must be C.I.$3000 per month or above for the first dependant + C.I.$500 
for each additional dependant as follows: 

 
a. for 1 dependant - $3000CI or above 
b. for 2 dependants - $3500CI or above 
c. for 3 dependants - $4000CI or above, etc. 

 
II. If the applicant is married, the combined salary of the applicant and their spouse shall 

be used.  AG’s opinion stated that all financial resources must be considered in these 
cases. Therefore, salaries of  unmarried partners must be considered.  

 
III. However, all other relevant factors should be taken into consideration when assessing 

the applicant’s request to add dependants, such as: 
 

I. if the salary, or combined salaries, are only slightly below the minimum 
threshold 
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II. if there are any additional benefits provided by the employer. (For example: 
subsidized accommodation).  

III. the age of the dependant and individual needs. (For example: a baby will 
cause less of a financial burden than a school aged child). 
 

IV. If the salary requirements are not met for the number of dependant’s requested, if 
requested by the applicant, the application can continue to be processed for the 
number of dependants that meet the salary and other requirements. (For example: if the 
salary is $3500, three dependants are too many, but two dependants can be added). 

 
 

H. Medical Examination 
 

I. All dependants who are sixteen (16) years old and over must complete a medical 
examination using the Medical Examinations Form and are subject to the same 
medical requirements as the WP applicant, as stated in The Person - Medical 
guidelines. 

 
I. Good Character  

 
I. All dependants over the age of  18 will be subject to the same requirements 

regarding being of good character as the WP applicant, as stated in The Person - 
Good Character guidelines 

 
J. Refusal of dependants 

 
1. If multiple dependants are requested and a specific dependant is refused because 

of salary, medical, good character or any other reason; if requested by the 
applicant, the WP application can continue to be processed for the remaining 
dependants who meet all of the requirements.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Page 42 of 70 

 

9. AMENDMENTS TO WORK PERMITS  
 

I. Application to remove a dependant 
 

I. Remove the individual as a dependant on IMSS 
II. Amend status of those dependants to ‘non-accompanying dependants’ 

III. Issue a letter to the applicant confirming that dependants have been removed. 
 

II. Adding a dependant 
 

a. Apply the same considerations that would be applied if the dependant had been 
included in the initial WPG application, in particularly: 

 
1. that the dependant requested is an approved dependant under the Immigration 

Law  
 

i. Spouse 
ii. Child 
iii. Step-child 
iv. Adopted child 
v. Grandchild 
vi. Parent 
vii. Step-parent 
viii. Grandparent 
ix. Brother or sister 
x. Half-brother or half-sister 

 
b. Ensure that a relationship with the work permit holder has been proven by provision 

of birth certificates, marriage certificate(s), Court Order (adoption), Divorce Decree. 
 

c. Child Dependants  
 

i. A child / step-child / adopted child or grand-child counts as a 
dependant until the age of 18, or 24 once enrolled in full-time 
education.   

ii. Notarized copies of birth certificates must be provided for all 
requested child dependants. 

iii. Full-time education equates to 10 hours or more of organized day-
time study in a single establishment (this does not have to be in 
Cayman). 

iv. If the child is in full-time education, the applicant must provide proof 
of the establishment being attended and the hours of study. 

 
d.     Fathers as sole custodian 

 
i. If a father is applying as a sole custodian (i.e. without the child’s 

mother), for a child to be included as a dependant, he must supply: 
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a) a notarized copy of the child’s birth certificate, and 
b) a letter from a Court proving that he has lawful custody. 

 
c) If a father is not married to the mother of the child, he must 

also supply DNA evidence that he is the father of the child. 
 

e. Salary requirements 
 

i. For dependants to be included on a work permit, the applicant’s gross 
salary (i.e. before any deductions), must be at least CI$3500 per month 
for the first dependant + $500CI for each additional dependant.  

 
FOR EXAMPLE:  
a. for 1 dependant - $3500CI or above 
b. for 2 dependants - $4000CI or above 
c. for 3 dependants - $4500CI or above, etc. 

 
ii. If the applicant is married, the combined salary of the applicant and their 

spouse shall be used. If the applicant is not married a combined salary 
must not be used with another individual. 

 
iii. However, all other relevant factors should be taken into consideration 

when assessing the applicant’s request to add dependants, such as: 
 

a. if the salary, or combined salaries, are only slightly below the 
minimum threshold 

 
b. if there are any additional benefits provided by the employer. 

(For example: subsidized accommodation).  
 

c. the age of the dependant and needs. (For example: a baby will 
cause less of a financial burden than a school age child). 

 
d. If the salary requirements are not met for the number of 

dependant’s requested by the applicant, the application can 
continue to be processed for the number of dependants that 
meet the salary and other requirements. (For example: if the salary is 
$4000, three dependants are too many, but two dependants can be added). If 
in doubt, consult with the Chief Immigration Officer. 

 
I. Once a decision is made 

 
a. If approved, amend IMSS accordingly; and 

 
b. Issue a decision letter stating the number of dependant(s) approved and their names 

and advising of the relevant fees to be paid. 
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c. If deferred or refused issue a decision letter stating the reason. 
 

II. Adding an employer 
 

a. Check that the worker has a valid work permit. 
b. Check that the total number of hours to be worked for both employers does 

not exceed 45 hours per week 
c. Check that the number of hours to be worked for the secondary employer 

does not exceed that of the primary employer. If it does, the amendment 
application should be refused and the applicant advised to submit a change 
of employer application 

d. Check whether the secondary employer has a genuine need, valid T&B, 
whether a Caymanian or other legal resident is available 

 
III. Amend the start date of an annual work permit: 

 
a. Confirm on IMSS that a work permit was granted in respect of the worker 

for whom the change of start date is being requested. 
 

b. Where the employer is asking for the effective date to be altered because the 
worker did not take up employment until a date after the original effective 
date, check on IMSS to identify the date on which the worker entered the 
Islands on an approved work permit and amend the effective date to that 
date. Note: if the employer is seeking the alteration of the effective date to a date after the 
person has arrived, the application should be approved but only to take effect on the date 
the person arrived on an approved permit. 

 
c. Where an employer is seeking to have the effective date changed to a date 

which is more than six months after the original effective date, they should 
be advised to re-apply for the grant of a work permit along with an 
explanation why this person has not taken up employment for such a long 
period. When this application is received, it will be important to assess 
whether the employer has a genuine need to employ this worker. 

 
IV. Change of job title (re-designation)/additional of second job title 

 
a. Work Permit Administrators are permitted under the Immigration Law to 

authorize a re-designation or promotion.  
b. Applications of this type must be referred to the Work Permit Board or 

Business Staffing Plan Board if a conflict of interest is present. 
  

Additional considerations for Amendments 
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PROMOTIONS & REDESIGNATIONS 

When a work permit holder is being promoted or re-designated, the application is to he 
opportunities (not sure what is trying to be said here) for the advancement of Prioritized Candidates 
within the organization is of significant importance.  

Key Considerations 

 Are the requirements for the higher position clearly distinct from previous role? 

 Did they advertise internally? 

 Has the position been advertised and/or referred to the NWDA? 

 What qualifications and experience does the applicant possess that meet the requirements? 

 Has the worker been promoted into this position prior to amending the work permit? 

 Has the candidates suitability for the new position been largely influenced by on the job 

experience with the current employer? 

 Is that same level of opportunity available to Prioritized Candidates? 

BSP AMENDMENTS 

Administrators must liaise with the BSP Secretary and Assistant Secretary prior to a decision being 
made. 
Administrators must obtain an email correspondence or signature from the Secretariat indicating 
that guidance was sought on the amendment.   
The following should be considered prior to amending a Business Staffing Plan: 

1. The merit of the request – has sufficient information been provided, which adequately 

explains the reason of the amendment request? 

2. Does the reason for the amendment justify the need?  

3. Does the amendment maintain opportunities for prioritized candidates? 

4. Does the amendment require any further activities e.g. adverts, NWDA letter, fees 

Key Considerations – Blanket Amendments 

Companies may find it necessary to request uniform amendments during restructuring, rebranding 
etc. e.g. changing a job title from Cashier to Front End Representative. The following should 
completed: 

1. Liaise with the Secretary and Assistant Secretary and provide detailed notes on those 

discussions e.g. emails etc.  

2. Ensure that the essential duties of the job(s) remain the same. 

3. If the essential duties of the job change, collaborate with the Secretariat to provide guidance 

to the applicant (employer). 
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TEMPORARY WORK PERMITS 
GUIDANCE NOTES 

 

1. OVERVIEW 
 

I. The Immigration Law specifies that a Temporary Work Permit (TWP) is intended for 
persons who are entering the Cayman Islands to work on a temporary basis. Due to the 
fact that the processing time for a TWP is less than an Annual Work Permit, employers 
often apply for a TWP first, even though it has been proven that they clearly intend to 
employ the applicant on a long-term basis.  

 
II. This practice does not adhere to what was intended. However, we should not 

disadvantage employers if industry demand requires the worker to commence working as 
quickly as possible. It is hoped that once the Work Permit Administrator facility is fully 
functional and annual work permits are being processed just as quickly as temporary 
work permits, then employers will no longer need to begin a worker’s employment with 
a temporary work permit.  

 
III. Please Note: the Immigration Law states that a Temporary Work Permit application 

cannot be processed if the applicant has entered the Cayman Islands as a visitor. The 
Chief Immigration Officer may, at their discretion, approve such an application. 
Therefore,  the status of the individual must be reviewed using IMSS. If the applicant is 
on island as a visitor, then the application cannot be processed by the Work Permit 
Administrators and must be forwarded to the Chief Immigration Officer for review.  

 

2. GENERAL GUIDELINES 

 
I. A file will be created for all TWP applications and where a file exists for an applicant, 

the TWP application must be placed on the existing file. 
 

II. Temporary agendas should have meeting dates set for 7 consecutive days after receipt of 
the application. 

 
a. If an Employer wishes to expedite a temporary work permit after it has been 

submitted as a regular temporary application, the Employer will have to pay the 
express fee at Headquarters. 
 

b. Counter staff will then arrange to have the receipt number emailed to the Work 
Permit Administrators. The application will then be dealt with in accordance with 
the Immigration Law and established guidelines for Express Applications. 

 
III. The Compliance section will pick random TWP applications to review and discrepancies 

will be immediately reported to the Chief Immigration Officer, copies of which will be 
provided to the WPA’s. 
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IV. Once a decision on a work permit has been made by a Work Permit Administrator, the 

decision cannot be changed without consultation with the WP Administrator concerned. 
Changes can only be made by a Work Permit Administrator and/or through 
authorization by the Chief Immigration Officer or the Director of Boards and Work 
Permits. 

 
V. Work Permit Administrators must be mindful not to approve temporary applications, 

where the term limit break from holding a work permit has not been for 1 year after the 
departure date from the Cayman Islands. 

 

3. THE POSITION – GENUINE VACANCY 
 

I. The employer must provide evidence that there is a genuine need for the position to be 
filled.  

 

4. ESTABLISHING A GENUINE NEED: 
 

I. A job description, or covering letter, must be provided with the TWP application. The 
letter must clearly define the role and responsibilities of the position together with the 
required qualifications and experience. 

 
II. The required qualifications and experience need to be relevant to the position and not 

tailored to the applicant.  
 
III. For supporting staff applications, there should be an appropriate number of people to 

assist.  
 
IV. For example:  

a. if the application is for a mason’s helper, there should be a mason to be 
helped.  
 

b. if the application is for an administrative assistant or personal assistant, 
there should be a person to assist.  

 
c. If the person does not require a work permit (for example: if the mason is 

Caymanian), this information will not be present in IMSS and will need to 
be checked directly with the employer.  

 

5. SERVICE INDUSTRIES 
 

I. For employers in the service industries, for example construction, landscaping, domestic 
cleaners / helpers, etc., proof that the vacancy is genuine requires the employer to 
provide the following additional information: 

 
a. current and future contracts, with  



 

Page 48 of 70 

 

b. the corresponding staffing requirements – highlighting what 
contract(s)    the applicant will be working on  

c. the contract proposed start and end dates to help establish the level 
of work being undertaken at any point in time.   

 

6. NANNY / DOMESTIC HELPERS  
 

I. Applicants with the job title of Nanny/Domestic Helper require notarized copies of the 
birth certificates of the children being cared for to be submitted along with the 
application. 

II. If the salary is less than C.I. $500 per month the application should be refused and 
sections 44(3)(d) and 48(10)(i) of the Immigration Law (2011 Revision) should be 
presented within the refusal letter. 

 

7. CAREGIVER FOR THE ELDERLY OR INFIRM 
 

I. For applications for a caregiver for the elderly or infirm, if the person to be cared for: 
 

a. is less than 60 years old, a Doctor’s letter which confirms the need for the 
applicant must be included with the TWP application form. 

 
b. is 60 years old or over, a notarized copy of the birth certificate must be 

included with the TWP application form. 
 

c. Is infirm, regardless of age a Doctor’s letter should be included detailing the 
nature of the illness. 

 
II. The application should be refused, referring to sections 44(3)(d) and 48(10)(i) of the 

Law, if the proposed salary is less than CI$500 per month. 
 

8. TEMPING AGENCIES 
 

I. For applications to work for a temping agency, the following must be supplied: 
a. the position that the applicant will work in; and 

 
b. the name of the company and manager / supervisor that the applicant will work 

for.  
 

9. THE POSITION - DEMOGRAPHICS 
 

I. In order to ensure balanced demographics in any sector or company, the Work Permit 
Board, Business Staffing Plan Board or CIO/Work Permit Administrators may place 
particular demographic requirements on specific positions or occupations. 

 
II. The IMSS system should be used to document when any demographic requirements are 

placed on a position and to check if requirements have been on the position historically. 
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10.  OCCUPATIONAL DEMOGRAPHIC REQUIREMENTS 
 

I. Certain occupations may not be permitted to be filled from a particular country or 
countries. 
 

II. Generally, non-Caymanian employers cannot recruit domestic helpers from Jamaica or 
Honduras unless there is overwhelming evidence that to apply this policy strictly would 
cause the applicant undue hardship. Where this is potentially the case, the application 
should be referred to the Chief Immigration Officer for review.  

 
III. Employers are required to have a balanced ratio of nationalities within their work permit 

holding workforce. 
 

IV. Where the employment is not genuinely short-term, i.e. it is suspected that the TWP 
facility is being used by the employer to obtain a faster decision and that they will apply 
for a WPG upon its expiry, the IMSS system should be used to check the balance of 
nationalities currently employed by this employer.  

 
V. Employers should not have more than 50% of permit holders from one country. 

However, discretion is required as to the requirements of each role and the industry in 
order to determine if exceptions to this rule apply. 

 
VI. Other than cases where the employment in question is genuinely short-term, where an 

employer has too high a ratio of employees from the applicant’s country:  
 

a. the application can be rejected on the grounds that the position should 
be filled from a different nationality, or.  

b. the application can be approved subject to the position being filled from 
a different nationality in future. 
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11. THE POSITION - ADVERTISING 
 

I. Employers are not required to advertise positions before applying for a Temporary Work 
Permit. 

 

II. However, if it is known that a Caymanian has applied for the position, and they possess 
the required skills and experience, before reaching a decision the WP Administrator 
should request a copy of the Caymanian applicant’s curriculum vitae in order to assess their 
ability to fill the position. It may also be necessary to examine the curriculum vitae of the 
applicant.  If the information indicates that a Caymanian is willing, able and qualified to 
fill the position; then the Temporary Work Permit application should be refused.  

III. Although there is no legal requirement that an employer must advertise a job prior to 
submitting a Temporary Work Permit application, the Administrator should require that 
the position be advertised and the Department of Employment Relations be consulted in 
cases where the employment in question is not genuinely short-term (i.e. it is suspected 
that the TWP process is being used because it is faster) or in cases where it is known or 
suspected that there is a Caymanian able and willing to fill the position.  

 
IV. Where an employer objects to having to advertise the position on the ground that there 

is no legal requirement to do so, the Administrator’s decision can be justified on the 
basis that section 53(3) of the Law requires the Administrator to have regard to the 
criteria contained inter alia in section 44(4) which refers to the protection of local 
interests and in particular of Caymanians.   

 

12.    THE PERSON - GENERAL 
 

I. The person applying for the Temporary Work Permit must be able to fill the position 
both legally and by possessing the required skills, qualifications and experience. 
 

II. A background check must be completed on The WP applicant to ensure that they are of 
good character.  

 
III. Complaints  – Chief Immigration Officer Review 

 
a. All complaints made against an applicant are stored in hard copy in the 

applicant’s file. 
 

b. Complaints are also recorded on the Personal Detail sheet on IMSS. This sheet 
must be printed and attached to the TWP application in all cases. 

 
 

c. A complaint against an applicant should only be considered and passed to the 
Chief Immigration Officer if: 

 
i. The complaint is extremely contentious and/or:  
ii. the WPA has noted a conflict of interest with regards to the application 
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13.    LEGAL CAPACITY TO WORK IN CAYMAN 
 

I. The applicant for the TWP must be legally able to work in Cayman and therefore cannot 
be one of the following: 
 

i. a prohibited immigrant; 
ii. an overstayer 
iii. a holder of a Residency Certificate for Persons of Independent Means  
iv. a holder of a student visa 

 

14.   TERM LIMIT 
 

I. The length of time the applicant is able to stay in Cayman according to the Term Limit 
requirements must be confirmed using IMSS.  

 
II. The time remaining prior to the term limit being reached must exceed the duration of 

the permit being applied for.  
 

III. If the applicant has been out of the country on the basis of a Term Limit break, IMSS 
must be used to determine if the 1 year break has been satisfied, if not, a work permit 
cannot be approved for the applicant. 

 

15.   JOB HOPPING  
 

I. Job Hopping is the term used to describe moving from one employer to another within 
the period of a current work permit and is only permitted in the following special 
circumstances: 

 
a. written consent is provided by the current employer and submitted with the 

TWP application,  
b. the position for the current work permit has become redundant,  
c. the worker is being victimized by the employer or other employees in their 

current workplace, or 
d. the employer has changed due to corporate actions such as a merger or 

amalgamation. 
 

II. If written consent cannot be acquired from the current employer, the applicant can 
provide a letter outlining the special circumstances and requesting a release from the 
current work permit. (For example: he is being badly treated by his employer, or his employer is not 
complying with his legal requirements regarding employee pension or health insurance).  

 
III. If such a letter is received: 
 

a. evidence to support the information must be requested from the applicant, 
and the applicant must be advised that any accusations made against the 
employer will be provided to the employer for their comment. 
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b. The employer must be provided with a copy of the accusations and be given 
an opportunity to respond. Once a response has been received the file must 
be referred to a line manager for decision. 

 

16.   RELATIVE OF THE EMPLOYER 
 

I. Extra care should be taken with applications where the prospective worker is related to  
the employer/applicant. Issues requiring particular scrutiny are as follows:  

 
a.   there is a genuine need for the position, 
b.   the person is qualified for the position, 

 

17.   QUALIFICATIONS, SKILLS AND EXPERIENCE 
 

I. WP Administrators are required by law to take into account the worker’s professional 
and technical qualifications, experience and competence to undertake the position 
applied for. The qualifications stated on the application form should therefore be 
checked against the skills required in the job description.  

 
II. Where there is doubt that the worker possesses the requisite qualifications etc, evidence 

should be requested and all copies notarized.  
 
III. In the case of attorneys visiting the Islands to participate in a trial for a short period, the 

cause number must be provided. However, if the attorney will be working for a law firm, 
the applicant must first obtain the Attorney-General’s approval, which must be 
submitted with the TWP application.  

 

18.   ENGLISH LANGUAGE  
 

I. The TWP application form advises applicants that they are required to have a basic 
understanding of the English language, both spoken and written, to ensure that they are 
able to perform their work duties effectively, are able to administer to themselves and 
their families, and can assimilate quickly into the community.  
 

II. Employers are responsible for advising potential employees who are from non-English 
speaking countries that they will be required to take this test.  

 
III. In order to ensure compliance with this requirement, workers who are not completely 

fluent in the English Language, will be required to undertake an English Skills Test upon 
their arrival in the Cayman Islands. 

 
IV. If the applicant is already resident in the Cayman Islands and has never completed the 

test, prior to the work permit being granted, they will be required to take the English 
Skills Test. 

 
V. Persons who fail this test will not be granted a work permit.  
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19.   THE PERSON - MEDICAL 
 

I. Only TWP applications requested for a period of more than 3 months require a medical 
questionnaire form to be completed. 

 
II. Completion of the Medical Examination Form  

 
a. The Medical Examination Form has 3 parts:  

 

PART CONTENT TO BE COMPLETED BY TO BE SIGNED BY 

1 
Personal Medical 
Questionnaire 

Applicant 
Applicant & 
Medical Examiner 

2 Medical Examination Medical Examiner Medical Examiner 

3 
X-Ray & Laboratory 
Investigations 
(HIV/VDRL) 

Medical Examiner Medical Examiner 

 
III. In Part 3 of the form, the medical examiner must also supply his: 
 

a.   qualifications,  
b.   medical registration number,  
c.   the name of the registering body, and  
d.   his stamp / seal for authenticity 

 
IV. The Medical Examination Form must be used for all Parts of the medical examination. 

No other medical form is acceptable. 
 

V. All of the required Parts must be completed with no omissions. The words ‘not 
applicable’ should be used for sections that are not required. (If x-rays have been provided 
within the last 6 years and are not required, “n/a” may be placed on that section). 

 
VI. Each Part must be signed by the applicant and/or medical examiner as stated above. 

 
VII. Timing 

 

a. For TWPs of more than 3 months’ duration: 
 

i. All 3 parts must be completed within the 6 months prior to the 
submission of the temporary work permit application.  

ii. For example: if the application is submitted on 1st July 2008, the medical must 
have been completed after 1 Jan 2008  

 
VIII. Medical Exemptions 

 
a. Pregnant women are exempt from the requirement to provide x-rays 

provided that the pregnancy is confirmed by the medical examiner.   
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b. X-Rays must be provided within 60 days after the child’s date of birth.  
 

IX. Medical sources not approved in the Cayman Islands 
 

a. The Immigration Department may refuse to accept a medical examination, or 
part(s) of a medical examination, from certain sources, e.g. if it is determined 
that the information may be unreliable.  

 

b. The list of medical sources currently not approved are shown below: 
 

MEDICAL 

EXAMINATION 

PART 

UNAPPROVED  

SOURCE 
REQUIRED ACTIONS 

Laboratory 
Investigations 
(HIV/VDRL 
tests) 

 Dominican 
Republic, 

 Haiti,  

 Honduras,  

 Jamaica,  

 Nicaragua 

 Applicants should complete an 
HIV/VDRL test in these countries and 
send the completed Medical 
Examinations Form to the Immigration 
Department with their TWP application.  

 Successful applicants will have their 
TWP approval subject to the 
completion of a HIV/VDRL test in the 
Cayman Islands.  

 On arrival in Cayman, Immigration will 
stamp the applicant’s passport to allow 
access for 7 working days.  

 Once the tests and the relevant sections 
of Part 3 of the Medical Examinations 
Form have been completed, the 
applicant must submit the form to the 
Immigration Department within 7 days 
of arrival.  

 If the results are satisfactory, the 
applicant will be notified by letter that 
their TWP is approved and their 
passport will be stamped for the 
approved duration. 

 If the results are unsatisfactory, the 
applicant will be given a report to 
provide to the Immigration department 
outlining the required treatment. The 
applicant will be informed by letter once 
a decision is made to approve or revoke 
the TWP. 

 If the test results are not submitted 
within 7 days, or, if the results of the 
tests deem it necessary, the applicant 
will be informed by letter that the TWP 
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has been revoked and they will be 
assisted with their departure from the 
Cayman Islands. 

 
 
 

20. THE PERSON – GOOD CHARACTER 
 

I. Care must be taken to ensure that the applicant is of good character.  
 

21.  POLICE CLEARANCE – CHIEF IMMIGRATION OFFICER REVIEW 
 

I. In order to determine if the applicant has been convicted of a criminal offence or 
sentenced to a term of imprisonment, applicants must provide: 

 
a.   details of any criminal convictions, which should be specified on the TWP 

application form 
 
b.   a signed and certified police clearance certificate from their last place of    

residence  
 

II. The police clearance certificate must have been issued within six months of the TWP 
application  submission date. 
 

III. If the applicant is a United Kingdom national who immediately prior to coming to the  
Cayman Islands was resident:  

 
 1 January 2014 – UK Citizens must submit a police 
clearance certificate 

a. outside of the UK - they must provide a police clearance certificate from 
their last place of residence. 
 

IV. The police clearance certificate must cover the last 5 years of domicile. If the applicant 
has been resident in more than one country during this time, a certificate must be 
included for each country of residence. 

 
V. Persons who are already resident in the Cayman Islands must provide a local police 

clearance certificate 
 

VI. If an applicant has any criminal convictions the TWP application must be passed to the 
Chief Immigration Officer for review once all of the other TWP requirements have been 
met. 

 

22.  DEPORTATION 
 

I. The TWP application form requires the applicant to disclose if they have been deported 
from the Cayman Islands or any other country. 
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II. If they have been deported,  the reason must be determined to assess if the temporary 

work permit should be granted.  
 

III. IMSS should be used to confirm if the applicant has been previously deported from the 
Cayman Islands. 

 
 

23.  WORK PERMIT APPLICATIONS, REFUSALS & APPEALS 
 

I. IMSS must be checked to determine: 
 

a. If a work permit application has previously been refused: 
b. for this employer for the position presently being applied for; or 
c. for this worker for another employer 

 
d. If there are any appeals pending in respect of the worker 

 
e. If a work permit has been refuse, revoked or not renewed, or have any 

appeals pending, the reasons must be checked to determine if the work 
permit should be granted. 

 
II. If any of the above apply, then details must be obtained and the application submitted to the 

Chief Immigration Officer for review 
 

24.  THE PERSON - DEPENDANTS 
 

I. Under the Immigration Law (2013Revision), a dependant is a person who is wholly or 
substantially dependent on the applicant as follows: 

 
a. Spouse 
b. Child 
c. Step-child 
d. Adopted child 
e. Grandchild 
f. Parent 
g. Step-parent 
h. Grandparent 
i. Brother or sister, or 
j. Half-brother or half-sister. 

 

25.  INCLUSION OF DEPENDANTS ON A TWP 
 

I. The details of any dependant(s) requested must be included on the TWP application form: 
 

a. Name 
b. Date of Birth 
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c. Nationality 
d. Relationship 
e. Country of Residence 

 

26.  PROOF OF RELATIONSHIP 
 

I. The relationship of the dependant to the applicant must be proven through the 
following: 

 

a. Notarized copies of birth certificates and proof of relationship are required 
for each requested dependant. 
 

b. A notarized copy of the marriage certificate is required for husband / wife 
dependants. 

 
c. Proof of adoption, where applicable. 

 
d. Proof that the child is a step-child, where applicable (birth certificate, 

marriage certificate). 
 

27.  DEPENDANTS UNDER THE AGE OF 18 YEARS OLD 
 

I. A child / step-child / adopted child or grand-child counts as a dependant until the 
age of 18, or 24 if enrolled in full-time education.   
 

II. Notarized copies of birth certificates must be provided for all requested child 
dependants. 

 
III. Full-time education equates to 10 hours or more of organized day-time study in a 

single establishment (this does not have to be in the Cayman Islands). 
 

IV. If the child is in full-time education, the applicant must provide proof of enrollment 
from the establishment being attended and confirmation regarding the hours of 
study. 

 
 

 

28.  FATHERS AS SOLE CUSTODIAN 
 

I. If a father is applying as the sole custodian (i.e. without the child’s mother)for a child to be 
included as a dependant, he must supply: 
 

a. a notarized copy of the child’s birth certificate, and 
b. a letter from a Court proving that he has lawful custody. 
c. If a father is not married to the mother of the child, he must also supply DNA 

evidence that he is the father of the child. 
d. details on the whereabouts of the mother. 
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29.  SALARY REQUIREMENTS 
 

I. For dependants to be included in a TWP, the applicant’s gross salary (i.e. before any 
deductions), must be at least CI$3500 per month for the first dependant + $500CI for 
each additional dependant.  

 
For example:  

a. for 1 dependant - $3500CI or above 
b. for 2 dependants - $4000CI or above 
c. for 3 dependants - $4500CI or above, etc.. 

 
II. If the applicant is married, the combined salary of the applicant and their spouse 

shall be used. A combined salary for unmarried partners cannot be considered.  
 

III. However, all other relevant factors should be taken into consideration when assessing 
the applicant’s request to add dependants, such as: 
 

a. if the salary, or combined salaries, are only slightly below the minimum 
threshold 

 
b. if there are any additional benefits provided by the employer. (For example: 

subsidized accommodation).  
 
c. the age of the dependant and needs. (For example: a baby may cause less of a 

financial burden than a school age child). 
 

IV. If the salary requirements are not met for the number of dependant’s requested by the 
applicant, the application can continue to be processed for the number of dependants 
that meet the salary and other requirements. (For example: if the salary is $4000, three 
dependants are too many, but two dependants can be added). If in doubt, consult with the Chief 
Immigration Officer. 

 
 
 
 
 

30.   GOOD CHARACTER  
 

I. All dependants over the age of eighteen (18) years old will be subject to the same 
requirements regarding being of good character as the TWP applicant, as stated in 
The Person - Good Character guidelines.  
 

II. All dependants over the age of sixteen (16) years old, whom the applicant has 
requested to be included in the TWP must be checked to ensure that they are of 
good character in the same way as outlined for the applicant. 

 

31.    REFUSAL OF DEPENDANTS 
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I. If a specific dependant is refused because of salary, medical, good character or 

any other reason, the TWP application can continue to be processed for 
remaining dependants who meet all of the TWP requirements.  

 

32.   TEMPORARY WORK PERMITS – AMENDMENTS 
 

I. Adding a dependant(s) 
 

a. In considering an application to add a dependant, the same consideration should 
be applied as if the dependant(s) had been included on the initial application for 
the TWP, i.e. the criteria listed above.  

 
II. Application to remove a dependant(s)  

 
a. Remove the persons as dependants on IMSS 
b. Amend status of those dependants to ‘non-accompanying dependants’ 
c. Issue letter to work permit holder confirming that dependants have been 

removed. 
 

III. Application to change effective date of TWP 
 

a. Change of commencement dates for TWP’s must be listed on an Agenda; and 
can only be changed to reflect the date the employee entered the island and not 
the date that the employee started work. 

 
b. Confirm on IMSS that a work permit was granted in respect of the worker for 

whom the change of start date is being requested 
 

c. Where the employer is asking for the effective date to be altered because the 
worker did not take up employment until a date after the original effective date, 
check on IMSS to identify the date on which the worker entered the Islands on 
an approved work permit and amend the effective date to that date. Note: if the 
employer is seeking the alteration of the effective date to a date after the 
person has arrived, the application should be approved but only to take 
effect on the date the person arrived on an approved permit. 

 
d. Ms. Dolcy Powery and the Work Permit Administrators are the only individuals 

authorized by the CIO to change commencement dates.  Ms. Dolcy will process 
change of commencement requests that are presented at the counter at 
Headquarters. 

 
e. There is an administrative filing fee of CI$75 

 
f. Applicant should provide a cover letter explaining the need for the effective date 

to be changed. 
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IV. Change of job title (re-designation)/addition of second job title 

 
a. Administrators are permitted to authorize a re-designation or promotion. 

 
 
 

V. TEMPORARY WORK PERMIT FOR AN ENTERTAINER 
 

I. An Entertainer is regarded as: 
 

a.   A person performing musical acts individually or as part of an 
orchestra/band. 

b.   A singer, disc jockey or comedian; and 
c.   A circus or carnival performer 

 
II. In considering an application for a TWP For An Entertainer the Administrator must 

take into account: 
 

a. the genuineness of the application 
b. that the applicant has a valid Trade & Business License 
c. a cover letter outlining the details of the event or events 
d. the nature and content of the proposed performance 
e. a video and/or audio sample showing the nature and content of the 

proposed performance. If this contains sexually explicit material, profanity or 
violent behaviour, then the application should be refused.  

f. the views of the Cayman Islands Music Association, if the applicant is a 
musical performer. If the application is not supported by CIMA, it should be 
refused.  

g. the views of the Cayman National Cultural Foundation, if the performance is 
cultural in nature. If a letter is not submitted, the application should be 
refused. 
 

III. Generally, the WP Administrator should also check the following: 
 

a. That the application has been signed by both the promoter (applicant) and 
the performer. 

b. That police clearance certificates have been provided for each of the 
performers. 
 

c. That the requisite fees have been paid. 
 

 

33. TEMPORARY WORK PERMIT FOR A SEASONAL WORKER 
 

I. Only employers in the tourism, hospitality or water sports industries may apply 
for a Temporary Work Permit for a Seasonal Worker. 
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II. A Temporary Work Permit for a Seasonal Work Permit can only be issued for a 

continuous period of eight months and cannot be extended or renewed. 
 

III. The holder of a Temporary Work Permit for a Seasonal Worker cannot be 
granted another work permit until they have left the Islands for at least three 
months, immediately following the expiry of the Temporary Work Permit for a 
Seasonal Worker. 

 

34. APPEALS AGAINST THE DECISION TO REFUSE A TWP 
 

I. Where an application for a TWP has been refused and the applicant appeals 
against the decision, the notice of appeal should be forwarded urgently to the 
Appeals Section for the Appeal Statement to be drafted. 

 

35. EXPRESS DETERMINATION OF A TWP 
 

I. Express TWP’s are collected at the counter and are processed at Immigration 
Headquarters.  Express TWP’s are currently decided by ACIO Dolcy Powery 
who is located at Immigration Headquarters. 
 

II. Express TWP’s are accepted along with the corresponding express fee and a 
decision is communicated to the Employer within 48 hours. 

 
III. If an Employer wishes to expedite a temporary work permit after it has been 

submitted as a regular temporary application.  The Chief Immigration Officer 
has given permission for express fee to be collected on non-express temporary 
work permit applications up to three working days after the original 
submission.   
 

a. For example, if a non-express temporary work permit is submitted on the 
12 May, 2011 the employer or prospective employer will have up to the 
18 May, 2011 to request that the application be expressed.   

 
IV. Express fees must not be collected after the third working day of submittal or in 

cases where the application has already been reviewed and it was determined that 
additional information is required or where a deferral decision has already been 
made. 

 
V. The employer or prospective employer should submit a letter requesting the 

change along with the required fees.  The application will then be dealt with in 
accordance with the Immigration Law and established guidelines for Express 
Applications.  

 
VI. The counter Supervisor will make the required changes in the IMSS System, 

contact the temporary work permit section and advise them to return the 
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application to the attention of Ms. Dolcy Powery who will then process the 
express temporary application. 

 
VII. The WPA’s are required to decide Temporary Express permits if SACIO Powery 

is not in office.  
 

a. The CIO, Director of Boards and the Executive Manager or their 
deisgnates may give instruction as to which WPA’s will be appointed to 
review Temporary Express Permits in the absence of SACIO Powery. 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTACTING AN APPLICANT AND/OR EMPLOYER 
 

I. During the review of all Work Permit applications, it may become necessary for a Work 
Permit Administrator to contact an applicant and/or their employer or perspective employer 
in effort to be fully informed in order to make a qualified decision. 

 
II. Work Permit Administrators must be cognizant that they are placed in a position of 

authority, therefore, ethical and professional behaviour must be exhibited at all times. Quite 
often and understandably applicants and/or employers may become defensive or offensive, 
however, the WP Administrator must adhere to the highest degree of ethical and 
professional conduct at all times.  
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a) A customer should never be threatened or placed in a position to feel threatened. If 

it is determined that the case will have to be referred to enforcement, a WP 
Administrator should never communicate this to the applicant and/or employer.   

 
b) Difficult customers must be transferred to the Executive Manager or in their absence 

the Director of Boards and Work Permits and this also must be conducted in a 
professional and courteous manner.  Below is a sample conversation between an 
Administrator, an employee and an employer.  Each encounter cannot be anticipated 
however, the sample should be used as a guide for courtesy, attitude and 
professionalism and the construction of file notes. 

 
III. Telephone notes must be compiled to document every conversation held with an applicant 

and/or employer and emailed correspondence must be attached to the application and 
added to the file. 

Interview Process 

 

If the Administrator decides that an interview with the relevant parties should be conducted, the 
take notes in meetings should be established as a policy e.g. a Secretary/Assistant Secretary). 
 
 

SAMPLE TELEPHONE NOTES 
 

BETWEEN: 
 

WPA 5 AND MR. WHITE OF NOMAN CONSTRUCTION AND HIS EMPLOYEE MR. 
GREEN 

 

On the 7 July 2009 at 9:30am, I called Mr. John White the owner of Noman Construction on his 

cell phone number 000-000 in respect to his application for a work permit to employ Mr. Roy 

Green as a mason for two years. 

 

Mr. White answered the call and I identified myself as Bruce Purple a Work Permit 

Administrator with the Immigration Department and that I was calling on behalf of the Chief 

Immigration Officer. I advised Mr. White that I was in the process of reviewing the application 

for Mr. Roy Green and that I wished to ask him a few questions in respect of the application and 

Mr. Green’s employment. I also asked if he had any objections to answering my questions and 

he said no. 
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I asked Mr. White what kind of work Mr. Green did for him and he said Mason.  I asked how 

much he was paid and he stated CI$15.00 per hour.  I asked where Mr. White was working today 

and he said in a house in South Sound, I asked exactly where the house was located and who 

was the owner, he said that the house was on Bus Drive but he could not recall the name of the 

owner, I asked him why he could not recall the name of the owner and he said that the contract 

was not with the owner but a contractor who was building the home, I asked who the contractor 

was and he said Bob Builders and the contract was with Mrs. Blue of  Bob Builders.  

 

I asked Mr. White how long was the contract for and he said two months and was for block 

work. I asked if he had any other contracts that Mr. Green would be working on and he said no, 

but he was hoping to get two more contracts.  I asked if he communicated with Mr. Green on a 

regular basis and he said yes and I asked when was the last time he spoke to him, and he said last 

week Friday.  I asked if he visits Mr. Green on the site and he said sometimes.   

 

I asked when was the last time he paid Mr. Green and he said last week, I asked what day and he 

said Friday. I asked how much was the pay and he said $350.00. I then asked how many days did 

Mr. Green work last week and he said 6 days. I then advised him that a person who earns 

CI$15.00 an hour would be paid $600.00 for a 40 hr week and asked him to explain this 

discrepancy and he said maybe Mr. Green had a few days off. I asked when those days off were 

and he said he could not recall.  

 

I asked him where did Mr. Green work previously and he said he worked at a home in West Bay 

and one in North Side I asked for copies of those contracts and he said he did not have them, I 

asked for the specific details of those locations and the owner or contractor on those sites and 

Mr. White said he was unable to provide those details. I asked why he could not provide these 

details and he said he could not remember.  

 

I asked him how many other employees he had and he stated 5. I asked for their full names and 

he stated that he would have to get back to me on that, I asked why and he stated that he needed 

to check his records. I asked when could he get back to me and he stated soon. I asked if he 

worked in the construction business and he stated no that he works at Red Bank as a teller. 
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I thanked Mr. White for his assistance and advised him that he must provide me with the 

outstanding info within 24 hrs or a decision on the application would be made without the 

requested information. 

 

Called ended at 9:42 

 

PHONE CALL TO ROY GREEN 

 

I immediately contacted Mr. Green at 9:43am on his cell phone 300-4000. I identified myself as 

Bruce Purple a Work Permit Administrator with the Immigration Department and that I was 

calling on behalf of the Chief Immigration Officer.  

 

I advised Mr. Green that I was in the process of reviewing a work permit application for Mr. 

White and that I wished to ask him a few questions with respect to the application. I also asked 

if he had any objections to answering my questions and he said no. 

 

I asked where he was today and he said he was at work site in south sound. I asked him where in 

south sound and he said on Anderson drive. I asked him who was supervising him on the site 

and he said his employer Mr. White. I asked for Mr. White’s full name and the name of his 

business, after a short pause he said he could not recall Mr. White’s full name or the name of his 

business. I asked when was the last time he saw his employer and he told me – this morning. I 

asked when was the last time he got paid and he stated last Friday, I asked how much and he 

stated $240.00, I  asked how much was he paid an hour and he said CI$6.00PH. I asked him 

who actually pays him and he said Mr. White.   

 

I asked how did he get the job in south sound and he said that he found the job and told his 

boss about it. I asked where else he had been working and he stated that he worked on a house 

in blue road West Bay and on red road in North Side. I asked him who found this work and he 

said he did and passed the info to his boss who paid him for those jobs.  

 

I asked him if he knows anyone else that works for his employer and he said no. I asked what 

kind of work he did and he said Mason and Carpenter. I asked if he ever did Carpenter work for 

his employer and he said yes at the house in west bay.  
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I asked him to be totally truthful with me and he said he would. I suggested to him that his 

employer did not have any work for him and that he was required to find jobs and then pay his 

employer each week after a pause he admitted that what I said was the truth. I asked how much 

did he pay his employer and he said $100.00 each week. I asked who paid for his work permit 

and he said he did. I asked if he had health or pension coverage and he said no. 

 

I thanked him for answering my questions and ended the phone call. 

 

Called ended at 10:03am 
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COMPLAINTS 

Relevant Parties 
The Complainee shall mean the person who is the subject of the complaint. The Complainant 

shall mean the person who is making the complaint. 

Consideration of Complaints 
In order to ensure procedural fairness and to give the Complainee an opportunity to defend 

themselves they must be provided with a copy of the actual complaint or a summary of the 

complaint.  However in certain instances, for various reasons, the complainant may be unwilling 

for his or her identity to be disclosed to the Complainee, therefore, the complainant is advised 

that the Complainee may be given a copy of the complaint and given the opportunity to voice 

any concerns.  Depending on the nature of the complaint, say in cases of domestic violence, it 

may be appropriate that the identity of the complainant not be disclosed to the Complainee.   

Authority to Share a Complaint 
The following procedure should be followed with regards to complaints: 

1. The Complainant must be contacted to ascertain if they wish to pursue the complaint on file.  

2. If the Complainant does not wish to pursue the matter, the complaint is left on the file and the 

Minutes must note that no action was taken as the complainant did not wish to pursue the 

matter.  

3. Pursuant to the Immigration Law (2013 Revision) Section (48)(11), if the Complainant 

wishes to action the complaint, the applicant must be given an opportunity to respond to the 

allegations detailed in the complaint. 

4. Please note that certain parts of the complaint must be re-dacted to protect the complainant: 

i. The address of the complainant 

ii. Information that protects the safety of the complainant and any third parties 

mentioned in the complaint.  

iii. Names of complainants may also be redacted depending on the severity of the 

complaint.  

iv. The Director, relevant Manager, relevant Board secretaries, internal legal counsel 

should be consulted with regards to the handling of complaints.  

5. If the complainee requests redacted information they should be advised to make and FOI 

request.  
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Work Place Complaints 
While the Department of Immigration does not normally become involved in complaints of 

contractual nature (e.g. Non-Compete Clauses) it will take into consideration any complaints 

alleging an Immigration Offence.  

Aggrieved parties in relation to contractual disputes should seek to raise the matter in court. 

Complaints Against Employee  
Consider whether or not the complaint should be taken into consideration when evaluating the 

merits of the application. If the information from the complaint is going to be considered, the 

applicant who is the subject of the letter must be given an opportunity to read and respond to the 

complaint. 

Treatment of Historical Complaints 
1. If approvals have been granted, which took into consideration historical complaints the 

Administrator should consider the historical complaints as having been dealt with.  

2. Where complaints have been received and work permits were subsequently granted 

without reviewing or considering the complaint, the complaint should be acknowledged 

and the normal process followed. 

3. If a new complaint has been received which references historical complaints the 

Administrator should review the matter in totality and make a decision on how to move 

forward which could mean interviewing the relevant parties before making a decision. 

Domestic Complaints  
While domestic matters are not normally considered as they tend to be related to extra-marital 

affairs, there are circumstances where consideration is given to other aspects of the complaint in 

order to properly assess character.  

 

If the complaint is related to spousal abuse, harassment and/or criminal allegations and where 

sufficient proof is provided (i.e. police report) the Administrator can take the information into 

account when arriving at a decision. 

 

Where the complaint alleges a breakdown in the marriage of a holder of an RERC the 

Administrator is to ensure that the complaint has been received by the CSPR Secretariat for 

consideration. 
Mindful to Revoke - Complaints 
A Mindful to Revoke decision should be issued where a complaint has been received and the 

administrator has decided to take action, e.g. Caymanians applied and not disclosed, memo from 

enforcement in relation to administrative fines/convictions.    The Administrator must make 
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extra-ordinary effort to provide detailed notes on discussions with third parties and accurately 

document the though process.  

The Administrator can exercise the right to use discretion when considering complaints and 

administrative fines. The degree of severity and information offered during interviews must be 

considered when using discretion.  (Third party utilization to take minutes should be utilized 

during interviews as a policy e.g. Secretary, Assistant Secretary). 

Acknowledging Complaints 
The Administrator must note in IMSS that the complaint was reviewed and considered when 

arriving at a decision.  This ensures that the reviewer of subsequent applications fully understand 

that the last review took into consideration the complaint.  If the complaint is not being 

considered a brief summary of the reason should be entered into IMSS along with a file note.  

Consideration of the Complaint 
Detailed file notes must be provided so that a third party would be able to easily follow and 

comprehend the thought process utilized to arrive at the decision. 

Notice of Mindful to Revoke 
In the case of a current work permit, and a pending WPR, prior to revocation of or refusal to 

renew the work permit, the applicant shall be given notice of all objections and allegations in 

relation to him and he shall be afforded an opportunity to make written representation to the 

Board/CIO in respect thereof or at the discretion of the Board, to appear before the Board to 

address such objections and allegations. 
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