Freedom of Information Act 2000/Environmental Information Regulations 2004 
Your request for information has now been considered and the Council’s response to your questions is shown below.

You asked:
Under the Freedom of Information Act can you, please provide me with an electronic copy of any policies, procedures or guidance that you issue to staff in relation to the management of electronic files/records within your Organisation?
Can you also supply me with a copy of :

Managing email

Do you have any policies or guidelines that encourage your employees to delete emails (for example, declutter your Outlook mailbox guidance) and manage their mailbox efficiently (please supply)?
Guidance was communicated to all staff in advance of the 0365 migration project under “housekeeping” but this was project based guidance that has since been removed over a policy for users to follow. 

Managing paper and electronic files

Do you have any policies or procedures which encourage your employees to destroy paper files and electronic records outside retention periods(please supply)? 
Leicester City Council’s corporate Information Management Policy (attached) sets out roles and responsibilities and also states the council’s policy on the retention and disposal of Information. More information on the councils approach to retention and disposal can be found here: https://www.leicester.gov.uk/your-council/how-we-work/records-retention-and-disposal/
Please send details of any projects or initiatives (for example, an Electronic Tidy-Up Day ) within your Organisation to reduce electronic file storage and data duplication of your files shares to comply with the GDPR and delete data that is no longer necessary in relation to the purposes for which it was collected.
There have been no recent projects and initiatives of this nature. Activities have been focused on smaller areas or departments.

Please list any software products used in your Organisation to remove redundant, obsolete or duplicate data or create automatic policies to clean your data or separate your important data for reporting, deleting, archiving. 
TreeSize Professional is used to identify duplicate files held on network storage. The council also utilises a number of line of business applications that have their own mechanism for automating the retention and disposal of information over one single solution across all platforms

Staff awareness

Please send me a copy of any email bulletins or intranet news and/or notices which encourage employees to manage paper and electronic records correctly within your Organisation?

Adhere to retention schedules and destroy records at the correct time (meet legal requirements) ?

There have been no recent emails or bulletins of this nature.
You may re-use the information under an Open Government Licence.
If you are dissatisfied with the handling of your request, please write, explaining your grounds of appeal, to: 

Internal Review

Information Governance & Risk
Email: info.requests@leicester.gov.uk
