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 the following information:

· Any electronic copy of any policies, procedures or guidance that you issue to staff concerning the management of electronic media files ( such as images, photos, and video files) on your network infrastructure.

Please find the Council’s Information Management Policy attached which addresses this aspect of your request.
· Do you use impose or implement restrictions on the size and types of files which can be stored on your network? If so, please include any recommendations issued to staff 
The Council do not impose restrictions on this and is informing you of this as required by Section 1(1) of the Act.

· Please forward any guidance issued to staff concerning managing and working with large media files ( such as images, photos, and video files) 
The Council does not publish specific guidance for staff on this matter and is informing you of this as required by Section 1(1) of the Act.

· Do you allow staff to directly copy media files (such as images, photos, and video files) from mobile devices (for example, cameras or smartphones) onto your network? 
Yes, staff can do this from LCC owned devices only ( no other devices are permitted to be attached to the network ) 

· If yes to the above, do you impose restrictions on the type or sizes of files that can be copied on your network? 
Not applicable.
· Please send me a copy of any email bulletins, staff communications or project plans about the clean-up of electronic file storage areas (such as network shared drives and personal drives. 

To provide you with the information on the scale that you have requested would require a wide-ranging search across Council manual and electronic systems over several years holdings of information

Section 12 of the Act makes provision for public authorities to refuse requests for information where the cost of dealing with them would exceed the appropriate limit, which for Local Authorities is set at £450. This represents the estimated cost of one person spending 2.5 working days in determining whether the department holds the information, locating, retrieving and extracting the information.

We estimate that it will take us over 2.5 working days to determine appropriate material and locate, retrieve and extract the information in reference to your request. Therefore, your request will not be processed further.

· Please send me a copy of any file plans (management of electronic files) issued to your staff 
The Council does not hold corporate file plans for network drives and is informing you of this as required by Section 1(1) of the Act.

Individual departmental/service file plans are designed and implemented by individual teams. We estimate that it will take us over 2.5 working days to determine appropriate material and locate, retrieve and extract the information in reference to your request. Therefore, your request will not be processed further and the provisions of Section 12 of the Act described above apply to this aspect of your request.

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
