
 
 
Test and Trace is one of the methods the Government is using to help control the virus.  
Contact tracing involves identifying individuals who may have been in contact with someone 
who has tested positive for the virus. 
 
As a local authority we have to provide the Test and Trace Service.  We will be asking 
customers to fill in a Test and Trace form.  We are asking for the minimum amount of data, 
name, phone number and time in the building. 
 
https://www.kirklees.gov.uk/beta/information-and-data/pdf/track-and-trace-privacy-
notice.pdf 
 
The above link is the privacy notice published on the council website, which explains how 
and why we are processing customer data.  If any customers have questions about Test and 
Trace this has all the information they need. 
 

Procedure when a customer visits the library 
 
Customer arrives sanitises their hands and fills in a Test and Trace slip. 

 
Post the Test and Trace Slip into the box on the counter 
 
At the end of the day the slips will be put into a plastic stud wallet and sealed with an 
address label with the collection date and destruction date of  22 days later.   
 
The envelops are stored in a locked room or cupboard, away from the public. 
(We have chosen to put them in a plastic wallet as they are distinctive and will minimise the 
risk of them going missing.) 
 
22 days later the slips will be destroyed, either by being put through a cross cut shredder of 
in the blue confidential waste bins. 

 
 
FAQs 
What if a customer does not want to fill in a slip? 
It is mandatory for us to provide the Test and Trace service but it is not mandatory for them 
to fill in the slip.  Please encourage people to fill in the slip and explain we are doing this to 
keep them safe.   
Do not prevent anyone from entering the building if they do not fill in the Slip. 
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Does everyone in a family need to fill in the slip? 
No, we only need one member of the family to fill in the slip. 
 
Unaccompanied Children 
If we do get any unaccompanied children to our buildings, please ask them for the details of 
their parent/carer.  We can also get this information from Symphony as the data was 
collected under public task rather than consent.  In the case that NHS Test and Trace 
contacted us, we would speak to their parent/carer before passing on their details. 
We have recommended that children under 12 should come to the library with an adult, but 
we may still have some unaccompanied children wanting to visit the library. 
 
 
 
 


