
Suitable People Policy – Staffing Arrangements, Ratio’s and Qualification 

Rooms and Ratios: 

Caterpillar 1-3                                                      Ladybird 1-4                                                     * Butterfly 1-8 

 

When staffing you must be aware that each room has its own capacity. This is set out in the 

standards which we must comply with.  

Caterpillar room may have no more than 12 children in it at one time. With Caterpillar children, staff 

will not have more than 9 children booked in, at one time, unless there are extenuating 

circumstances. Due to Ofsted regulations the Caterpillar has a maximum limit for children under 1 

year old. We may never have more than 3 under 1’s in at one time.  

Ladybird room may have no more than 12 children in it at one time. This room we will reach the 

maximum number of children and can book in up to 12 each day.  

Butterfly room has a maximum capacity of 32. This room we can reach the max capacity in this room 

and can book in up to 32 children per day.  

*The staffing ratios in butterfly can vary. If there is a qualified teacher working in room, then the 

Ratio can be 1-13 if the second member of staff is Level 3 or higher.  

Apprentices, Agency and Students: 

Apprentices can count on ratios if they are over 16. We will always try to keep apprentices off ratio 

but there may be times when it is necessary for from to be included. An apprentice may be used as a 

Level 2, which will mean that they must always be working with a Level 3. They cannot work with a 

teacher to create a 1-13 ratio. Apprentices can work as a fully qualified member of staff. They can 

change nappies, be in the room with children- without another member of staff 

Students in extenuating circumstances may be included on our ratio IF they are;  

1. At least 17 years old 

2. Have been at the setting for a long period of time 

3. Unit manager is confident in their ability to be depended on. 

When A student is being included on ratio there MUST be at least one level 3 member of staff, they 

cannot work in a team of two. They cannot work with a teacher to create a 1-12 ratio 

Students must not; 

1. Be left alone in the room with many children 

2. Change children’s nappies 

3. Answer the door 

4. Give medication  

5. Be allowed to feed back to parents independently  

6. Be expected to lead the room.  

 

 

 



 

Agency staff 

There will be times when it is necessary to call Agency.  

Agency may offer you qualified or unqualified staff. We will always suggest you chose a qualified 

member of staff. Agency staff may work in room with regular staff. They cannot work as the level 3 

alongside a level 2. They cannot work with a teacher to create a 1-13 ratio  

Agency must not; 

1. Be left alone in the room with a group of children 

2. Undertake any intimate care; changing nappies, toileting or personal feeding 

3. Answer the door 

4. Give medication  

5. Be allowed to feed back to parents independently  

6. Be expected to lead the room. 

 

Unqualified staff can be accepted but they cannot; 

1. Work in a team of 2 no matter what the qualification of the other staff member  

2. They can only work in a team of 3 if both members of staff are qualified with one being at 

least level 3 

3. Be left alone in the room with a large group of children 

4. Undertake any intimate care 

5. Answer the door 

6. Give medication  

7. Be allowed to feed back to parents independently  

8. Be expected to lead the room.  

 

Emergency staffing plan 

Sometimes, due to staffing difficulties, children may be required to count on the ratio of a different 

unit or the staff teams redeployed to ensure that statutory guidance is met. The Senior Manager/ 

Responsible Person must take into consideration the following; 

• Total number of children on site 

• Total number of staff on site 

• The qualifications of the staff and the ratios/team capacity in which they may work 

• Key People and the persons with the most knowledge of the children, routine and parent in 

each group 

• The safety and wellbeing of the children 

If considering redeploying team: 

Staff must remember that re-deployment and merger of units may be necessary to avoid the decision 

to close the setting.  



The wellbeing and safety of children is paramount, and consideration must be made to ensure that 

the space is set up/managed in a way that is both engaging and safe. 

Wherever possible it is helpful to have a key person/room leader from each unit remain in the correct 

unit. But other key staff may need to be redeployed to ensure the ratios of qualification are upheld. 

If the decision is made to place Butterfly on a 1-13 ratio, whereby qualification ratios allow, available 

office /auxiliary staff must be prepared and available to step in to support the teams during periods 

of transition i.e lunch set up or to support in moments of emergency. 

 

If considering moving a child to another unit:  

Staff must remember that the ratio for this child does not change and they must still follow the ratio 

for the age of the child. For example: 

Ladybirds may have 3 members of staff and 11 children. A Caterpillar is not able to fill the final space 

as they would not be on a 1-3 ratio. But if they had 3 members of staff and 10 children then this would 

be ok.  

Children are also able to step up /down a room, a ladybird will be able to go to Caterpillar, but the 

same rule applies. For example: 

Caterpillar have 2 members of staff and 5 children then they could have one ladybird. But if they have 

2 staff and 6 children then they cannot have a ladybird child as their caterpillar children will not be on 

the correct ratio anymore.  

In emergencies, qualified members of office staff may be used to count on ratios and are to be asked 

to join the room they are required in. For example:  

If a member of staff needs to escort a child to hospital after an accident. Two members of office staff 

can come out of the office, one must join the member of staff to hospital, one must cover staff in room.  

Unqualified apprentices of age, may also count on ratios if the ratio of qualified to unqualified staff is 

upheld.  

In severe cases of emergency, whereby the absence of staff is high, unqualified but DBS checked team 

members may be asked to step into cover for short periods, i.e. over lunch time. This includes office 

and auxiliary staff. 

If the absence of staff is that where there is no cover/availability of suitable people and where the 

setting is not able to fulfil its statutory obligations with regard to ratios and staffing, the senior 

manager/ responsible person must make the decision to send children home, under the guidance of 

the Critical Incident Policy and potentially even close the setting temporarily. Ofsted must be informed 

of this action. 

 
Staff qualifications, training, skills and knowledge-  
The Partners of The Old School, Lesley Griffiths. Abigail Gardiner and Natasha Bollons all 
hold full and relevant qualifications in childcare and education early years and have all been 
working in Early Years settings for over 2 years.  
The senior Manager’s: Tina Bunker, Verity Palmer, Katharine Jennings, all hold full and 
relevant qualifications.  They all have been working in Early Years Settings for over 2 years.  
 
All Nursery Practitioner at The Old School hold a full and relevant Level 3 NVQ or BTEC.    
staff qualifications can be found on our training matrix. 



The Old School does employ level 2 qualified staff and applies to the relevant ratios of 
staffing. 
The Old School employs apprentices. These apprentices can either be unqualified and 
working towards their level 2 or Level 2 and working towards their level 3.  
  
All practitioners have a clear understanding of their roles and responsibilities. A thorough 
induction procedure is undertaken, which also helps new staff understand how the setting 
operates – safeguarding, evacuation procedures, child protection and health and safety 
issues. The Old School uses training made available by the local authority and other sources 
to ensure ongoing quality childcare and education provision. 
 

The Old School supports all staff with training to improve their aptitudes, knowledge, skills 

and understandings in the Early Years.  This training can lead to more qualifications and 

improve qualification levels within identified areas of the staff team.  Each member of staff 

and management has two appraisals a year and supervisions in-between each to give 

individuals an opportunity to reflect on their progress and achievements and identify steps 

to develop or areas of concern.  The appraisal process is non-judgemental, focused on work 

related performance and confidential. 

 
Staff Meetings involve Partners Meetings, Management Meetings, Staff Meeting and Unit 
Meetings and are held regularly and outside of work hours to ensure no distractions.  They 
are opportunities for all staff to feedback, participate and develop knowledge and 
understanding of their roles and responsibilities.   
Proformas for each meeting are kept to ensure all areas and elements are covered and all 
minutes are also kept for future reference.  In addition to this, Management and Partners 
utilise a yearly Old School calendar to ensure they are prepared for upcoming events in 
advance. 
 

• The Old School ensures that all qualified members of staff hold a current paediatric 
first aid certificate and that at least one member of staff holds an onsite work first 
aid certificate.  
 

• The safeguarding officer and their deputy hold a certificate in Advanced 
Safeguarding of children (Level 3) – a 2 day course.  All other staff will undertake 
training in safeguarding children at Level 2 

 

• All staff in contact with food and preparation hold a basic food hygiene certificate. 
 

• All staff have completed the relevant online courses for Prevent training.  
 

• All staff will have a DEL account to be able to book themselves on for all their 
training needs 

 

Staff training- In September each year staff will be given a list of any upcoming training they must 

book themselves on for. Each member of staff must have created themselves and online account on 



the DEL system to allow them to do this. Each member of staff is expected to undertake a minimum 

for 10 hours CPD to further their knowledge and understanding.  

All training is recorded on The Old Schools training matrix and is updated regular basis.  

 


