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Sir Thomas Browne Library Privacy Notice

This privacy notice explains:
· What personal data the Sir Thomas Browne Library holds about you and why we hold it 
· How we will use any of the data we hold about you
· How you can find out what data we hold about you, and have the data updated or deleted
· Who may have access to your data
· How long your data is held for

What personal data we hold about you and why we hold this:
We collect and store the following details so we can contact you if required regarding your library account: 
· your name, 
· work and postal address, 
· email address(es), 
· job role, and
· course and academic institution, where relevant. 

We also collect data regarding the end date (if any) of your course/contract to ensure we do not store your data for longer than necessary. 

Under the UK General Data Protection Regulation (UK GDPR), the lawful basis we rely on for using personal information is that we have your consent, which you provide when you register to join the Library.

If you provide details of your personal and professional interests for the purpose of current awareness bulletins, these will be stored via KnowledgeShare and used only for the purpose of producing these bulletins.

How we will use the data we hold about you:
When you register for Library Services your registration details will be input on the Library Management System (KOHA) to facilitate the loaning of items, renewals, requests, historical transactions, and library statistics. You will also be registered with KnowledgeShare to facilitate access to literature searches, training and current awareness bulletins. Bulletins will only be provided if selected by you during the registration process, this can be updated at any time at www.knowledgeshare.nhs.uk using your NHS OpenAthens account.

We will record any requests for services such as literature services, document supply or training in order to monitor use of these services. 

Statistical, anonymised data is submitted to Health Education England annually to report on our activity and is included in our annual report, along with other internal briefings. We will only use your data to contact you for library business, such as renewals, requests and overdue items. The registration form and declaration you complete will be securely stored in the library departmental shared drive folder within the secure Trust network until your account is deleted.

How you can find out what data we hold on you:
You can request a copy of the personal data we hold on you by emailing the library at library@nnuh.nhs.uk . We will send you a copy of your data within 7 working days of receiving your request.

How you can update the data we hold on you:
Once registered, you are responsible for updating the Library staff with any changes to your contract, course or contact details so we can ensure your data is kept up to date. If you wish to update your details, please either come to the Library Enquiry Desk in person or contact us via email at library@nnuh.nhs.uk to make the request in writing.

How to request deletion of your data:
Library users have the right to ask to be forgotten and have their account deleted. 

You can email library@nnuh.nhs.uk at any time and ask for your data to be deleted from The Trust Library system. If you do not have any items on loan, we will delete your account within 7 working days of receiving your request. If you have items on loan, or outstanding fines, at the time of your request we will keep your data until these matters have been resolved. After items have been returned, and any outstanding charges have been paid, your account will be deleted within 7 working days.  You will be notified by email that your data has been deleted.

Who has access to your data:
Your data will be held in accordance with the Data Protection Act 2018 on the shared East of England NHS Library and Knowledge Services Library Management System (KOHA) and Knowledgeshare (www.knowledgeshare.nhs.uk).  Your data may be accessible by the organisations which supply and manage these systems. We may share your information with other LKS teams within the shared library management consortium to enable loans of other libraries materials or if you move organisations (you will receive an email notification if this happens) in accordance with consent provided when you register for Library membership. The specific privacy policies for each of these organisations are provided in Appendix A.
Your data will not be shared with any other non-NHS third party. We will share your information with others where required to do so by law.

How long your data is held for:
Data is deleted two years after the designated expiry date of your account. The expiry date will either be the end date of your course/contract, or two years after registration. Permanent staff may extend their membership by contacting library staff, in person at the Library enquiry desk or via email at library@nnuh.nhs.uk unless you have specifically requested your data to be deleted within a timeframe (< 2 years)

We will keep non-identifiable data about library service usage for as long as necessary to submit statistics to Health Education England and to compile our annual report. This includes numerical data regarding the number of loans and requests placed within a fixed period, categories of staff registered for Library membership and number of loans for particular items. 	No personal data is retained for these statistics.

If you have any questions, please ask the Library staff who will be happy to help.

Appendix A: External Supporting Documentation
The following privacy notices also apply to Library membership:
Health Education England KOHA (East of England NHS Library and Knowledge Services) Privacy Notice - Privacy Notice Weblink 
Knowledgeshare Privacy Policy - Privacy Policy Weblink
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