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

You asked:

· How do you ensure departments do not keep electronic files which are past their retention period?
Answer:

Information Asset Owners are responsible for ensuring appropriate information management practices are in place for their information assets (electronic and paper). This includes retention and disposal. 
Leicester City Council has a published corporate records retention schedule: Records retention and disposal (leicester.gov.uk)
· How do you monitor network storage across your Council to ensure electronic files have not been retained outside their retention schedule?
It is the responsibility of Information Asset Owners to ensure records are retained in accordance to the corporate records retention schedule. 
Some IT systems housing electronic records have retention and disposal functionality to assist with the process. 

· How do you identify employees whose files take up the most space and analyze whether they are within their storage quotas?
The majority of staff store personal files within Microsoft OneDrive for business. (There is an ongoing project to migrate all personal files to OneDrive). 
Microsoft O365 provides a usage overview of products such as OneDrive for business. 

· How do you identify files that have been retained outside their retention periods
In the case of electronic records this varies depending on where the records are stored. Some IT systems have reporting functionality to identify records eligible for deletion.  

· Does your Council use a file archiving solution? If so, please state the solution/product name
Leicester City Council do not use a single solution for archiving electronic records. Some IT system housing electronic records have the functionality to archive records.

· Does your Council use a file analysis solution? If so, please state the solution/product name
TreeSize professional is used where required to analyse files stored on network drives.

· How does your Council manage large media files (large images files, videos files) on your network
TreeSize professional is used where required to analyse files stored on network drives.

· Do you allocate personal storage drives to employees? If so, please state the storage quota limit (e.g. 10-20GB).
1Tb OneDrive storage per user.

Please attach any policies or procedures related to the management of electronic files only.

Please find attached a copy of the council’s current Information Management Policy.
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
