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Bracknell | Ascot | Crowthorne

1. Document Control

Policy Title Privacy Notice — Visitors

Version 1.0

Date of Issue June 2026

Next Review Date June 2027

Author / Owner Jonathan Duffy

Role Director / Owner & Data Controller

ICO Registration Number ZA161231 (registered since 26 January 2016)

Applies To All visitors to Little Acorns Montessori premises — Bracknell,

Ascot, and Crowthorne campuses — including contractors,
agency workers on short-term visits, prospective parents, and
any other individuals who sign in at the setting

2. Who We Are and How to Contact Us

Little Acorns Montessori Limited is the data controller for all personal data processed at our three
campuses.

Campus Address Contact

Bracknell Berkshire Guide Centre, Windlesham Rd, 01344 411928
Bracknell RG42 1GG

Ascot St Peters Hall, Hatchet Ln, Winkfield, Windsor 01344 882942
SL4 2EG

Crowthorne Buckler’s Park Community Hub, Goodwood 07592 542546

Crescent, Crowthorne RG45 6NB

Role Name
Data Controller Jonathan Duffy
Data Protection Officer (DPO) Valerie Duffy

ICO Registration: ZA161231 | ico.org.uk

3. What Personal Data We Collect and Why

When you visit one of our campuses, we collect and record the following personal data in our visitor
signing-in record:
* Your full name
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* Your telephone number

* Your home or business address

* The name of your company or organisation (where applicable)
* The date and time of your visit

* The purpose of your visit

We collect this information to meet our Health & Safety obligations and to fulfil our safeguarding
duties in relation to the children in our care.

The lawful basis for this processing is Legitimate Interests (Article 6(1)(f) of the UK GDPR). We
have conducted a Legitimate Interests Assessment and are satisfied that our safeguarding and
security interests are not overridden by your privacy rights. Keeping records of who enters our
premises is a necessary and proportionate measure to protect the children and staff in our care.

4. Legal Framework

This Privacy Notice is issued under:

* UK General Data Protection Regulation (UK GDPR) — retained in UK law under the
European Union (Withdrawal) Act 2018

+ Data Protection Act 2018

+ Data (Use and Access) Act 2025 (DUAA) — Royal Assent 19 June 2025; core provisions in
force from 5 February 2026

» Statutory Framework for the Early Years Foundation Stage (EYFS) 2024 — Sections
3.67-3.73

+ Working Together to Safeguard Children 2023

5.CCTV

Where CCTV is in operation at a campus, this is clearly indicated by signage at the entrance. CCTV
is operated for the safety and security of children, staff, and visitors on our premises. A Data
Protection Impact Assessment (DPIA) has been completed for any CCTV in operation.
» CCTV footage is stored securely and access is restricted to authorised personnel only.
* Footage is retained for a maximum of 30 days unless required for an ongoing investigation
or legal matter.
» CCTV footage will not be shared with third parties without a lawful basis and authorisation
from the DPO.

6. How Long We Keep Your Information

Visitor signing-in records are retained for up to 24 years from the date of the visit. This extended
retention period reflects our safeguarding obligations: visitor records may be relevant to historical
safeguarding investigations involving children who were present at the setting at the time of the visit.
This is consistent with the IRMS Records Retention Schedule for Education 2022 and Working
Together to Safeguard Children 2023.

After the relevant retention period, all visitor records are securely shredded or permanently deleted.

7. Who We Share Your Information With

We will not share your personal data with third parties except in the following circumstances:
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»  With the Police or other statutory agencies, where required by law or in connection with a
safeguarding investigation

*  With Ofsted, in the context of an inspection or regulatory enquiry

»  With our insurance providers, where a visitor has been involved in an accident or incident on
our premises

We will never sell your personal data.

8. Your Rights Under UK GDPR

You have the following rights in relation to the personal data we hold about you:

Right What It Means

Right to be informed You are being informed now, through this notice, that we hold your data and
why.

Right of access You may request a copy of the personal data we hold about you (Subject
Access Request). We will respond within one calendar month, free of charge.

Right to rectification You may ask us to correct inaccurate data. We will act within one calendar
month.

Right to erasure You may ask us to delete your data. We may not be able to comply in full if we
have a legal or safeguarding obligation to retain it; we will explain this in
writing.

Right to restrict processing You may ask us to limit use of your data while a query is resolved.

Right to object You may object to processing based on legitimate interests. We will consider
your objection and respond.

Right not to be subject to We do not use automated decision-making or profiling in connection with

automated decisions visitor data.

9. How to Raise a Concern or Complaint

If you believe that Little Acorns Montessori Limited has not handled your personal data in
accordance with UK GDPR, you may:

* Raise the matter with the DPO (Valerie Duffy) in the first instance.

+ If the matter is not resolved to your satisfaction, you have the right to lodge a complaint
directly with the ICO:

Website: https://ico.org.uk/ | Telephone: 0303 123 1113
ICO Registration Reference for Little Acorns Montessori Limited: ZA161231

10. Policy Review

This Privacy Notice will be reviewed annually, or sooner following a material change in legislation,
ICO guidance, or the way we process visitor data.

11. Sign-Off

Role Name Date

Owner / Director Jonathan Duffy June 2026
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