Freedom of Information Act 2000/Environmental Information Regulations 2004
Re: managing IT assets
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, please provide me with an electronic copy of policy, procedures or guidance issued to your IT department/staff or others concerning the:
· Management of IT assets (PC’s, Desktop, Laptops, Tablets, SmartPhone)
Answer:

The Council have solutions that manage these devices installed locally on all the devices and we have central view of all assets from those solutions. 

· IT Asset disposal process
All IT assets have to be disposed of using the Councils secure IT disposal agreement and arranged by IT staff only. 

· Process or Procedure for monitoring and tracking of physical IT asset inventory/stock
Managed by solutions in place.
· Process for assigning asset numbers (equipment tracking numbers) to IT assets
Assets are numbered by suppliers prior to delivery. IT Services do not asset tag items.
· Storage of IT assets
· Storage area
IT assets are held in bonded stock with suppliers until they are needed on a stock rotation basis until we need them to deploy to users
· Inspection of equipment
Upon delivery staff check condition of boxes and sign unchecked. 

· Procedure for the intake and recording of new equipment
They are added to our asset management solutions

· Policy on the use of personal computers by Council staff
Not applicable, we don’t offer this.  This is a refusal in accordance with Section1.1 of the Act, information not held by the Council.
· Procedures for requests for new IT assets
All requests logged by services through the IT Portal with business case 
· Procedures for the installation and disposal of IT equipment.
Staff collect equipment on an appointment basis from IT Services. Disposal is covered above. 

· Procedures for the redistribution/reallocation of IT Equipment to new staff 
Standard process is all devices come back to IT Services who then reallocate to new staff. 

· Procedures for returning equipment from staff who have left the Council
Under the exit management process, managers are responsible for obtaining all assets back from the user and retuning to IT Services. 
Supplementary to this, IT Services use the leavers report given to them by HR to chase any assets not returned with the line manager.

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
