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	Privacy Notice

Who we are
London Borough of Newham (LBN) is registered with the Information Commissioner’s Office (ICO) as a ‘Data Controller’ This privacy notice applies to you (‘the service user’) and LBN (‘the Council’). The Council takes the privacy of your information very seriously. 

This privacy notice relates to our research called “Understanding differences in resident satisfaction: a case study of library services in the London Borough of Newham”. It provides additional information that specifically relates to this particular service, and should be read together with our general privacy notice, which provides more detail.

What data do we collect
When you register, we collect your name, email address, phone number (if you give one), the part of Newham you live in, your age group, how often you use library services, how satisfied you are with them, which sessions you can attend, whether you need any support or adjustments, and how you want to get your voucher. If you tell us about support you need, this may include information about your health or a disability.

At the focus group we collect your signed consent form, your first name, notes of what you say and, if you agree, an audio recording of your voice. We do not ask about your ethnic origin, religion, health or other sensitive topics. But you may choose to mention them while talking about your experiences.

Why we collect your data
You are on our list because you took part in the 2023 or 2025 Residents Survey and agreed to be contacted about future research. We collect this data to identify eligible residents to take part in a study which aims to understand satisfaction with library services. We also use it to contact eligible residents about the dates and times of the focus groups, and to provide them with vouchers. Eligible residents will then be asked about their views on library services, to help us understand residents’ views and how to improve the service we offer. 

The lawful basis for processing your data
The lawful basis we use to process your data as set out in UK data protection legislation is: 

Article 6 (e) Public task: the processing is necessary for us to perform a task in the public interest or for our official functions, and the task or function has a clear basis in law. 

Under section 7 of the Public Libraries and Museums Act 1964, the Council must provide a comprehensive and efficient library service, and must have regard to encouraging residents to use it. Under section 3 of the Local Government Act 1999, the Council must make arrangements to improve how it runs its services, and must consult the people who use them. This research helps us to do both. 
If you mention sensitive information, we process it for research purposes under Article 9(2)(j) of the UK GDPR, with the research condition in Part 1, paragraph 4 of Schedule 1 of the Data Protection Act 2018. 

Our legal basis for using your data is public task. It is not consent. Taking part is still your choice, and we will only record the discussion if you agree. You will be asked to sign a consent form to show that you agree to take part and understand how your information will be used. You can ask us to remove what you said, and to correct or delete your information, up to 7 days after your session. After that, what you said will have been combined with everyone else’s answers and the list linking names to participant numbers will have been destroyed, so we will not be able to take it out. 

How we use your data
We use the information you give when you register to choose participants, and to contact you about the focus groups and your voucher. We use what you say in the focus group to understand residents’ views of library services. If you agree, we record the discussion. We type up the recording using the speech to text tool in Microsoft Word on a Council device. This tool is only used for typing. It is not used to analyse your answers, make decisions about you or build a profile of you, and we do not use any other AI software. Before we analyse what people said, we take out your name and anything else that could identify you. If you do not agree to be recorded, you can still take part and a member of the research team will take notes instead. We check any quotes we use in reports so that nobody could be recognised. 

Who we will share your data with
We will not share your personal data with any third party outside the Council. Before the data is anonymised, only the lead researcher can open the recordings and draft transcripts. Colleagues who take notes at your session will see the notes they take. Once anonymised, transcripts are shared with the wider project team, made up of officers in Corporate Strategy and the Library Service who work on this research. We will only share anonymised findings in reports, presentations and the summary. We email digital vouchers ourselves and do not give your details to the voucher company. 

How long we will keep your data
We will keep your data safe and secure for the following periods, in line with our Retention Schedule. After this, it will be securely destroyed.
· Registration answers of people who are not invited: deleted 30 days after the focus groups.
· Audio recordings and draft transcripts: deleted from the recorder once moved to Microsoft Teams, and from Microsoft Teams by 31 January 2027, when the research project ends.
· The list linking names to participant numbers: destroyed 7 days after your session (by 10 November 2026 for the last group).
· Signed consent forms and contact details of people who take part: kept until the end of the research project, 31 January 2027.

We will keep the anonymised transcripts and findings permanently. They do not contain your name 	or anything that could identify you, and we will check from time to time that they stay anonymous. 

How do we protect your data
We comply with all laws concerning the protection of personal information and have security measures in place to reduce the risk of theft, loss, destruction, misuse or inappropriate disclosure of information. Staff access to information is provided on a need-to-know basis and we have access controls in place to help with this. 

Recordings are uploaded using the lead researcher’s password protected Council laptop and stored in a restricted Microsoft Teams folder, for the periods set out above, so they can be anonymised and analysed. They are not kept on the laptop. The data is only opened on secure, password protected Council devices. Once the upload has been checked, the recording is permanently deleted from the recorder. 

Know your rights
We process your data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. Find out about your rights at Your rights – Processing personal data privacy notice – Newham Council  or at For the public | ICO  If you have any queries or concerns relating to data protection matters, please email: dpo@newham.gov.uk 
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