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Out of Hours Provision Documentation 
 

This policy also applies to EYFS pupils and children in our Nursery Provision 
 

Bedford Greenacre Independent School is registered under Section 71 of the Children’s Act  1989 as a 
provider of sessional day care for children under the age of eight. 

 
Bedford Greenacre Independent School offer daily out-of-school-hours care on both our sites. 
Morning Care operates from 8.00-8.30 am children may arrive at any time during the session without 
advance booking. A charge is made for this facility. 

 
After School Club and Homework Club run every day until 6 pm. Children are offered a range of activities 
from craft to cooking  as well as having the opportunity to complete homework if they wish. 
A charge is made for this facility which includes a drink and fresh fruit.    Staffing levels are monitored to 
ensure ratios are adhered to. 
 
Bedford Greenacre Independent School will ensure that all children receive a warm, friendly welcome upon 
arrival to Morning Care and staff will ensure that the children depart safely from  After-School Club and 
Homework Club. 

 
Arrivals 
An accurate record/registration form will be kept of all children who attend Morning Care or   After-
School / Homework Club. The register will be kept on the premises at all times. 

 
Departures 
Parents may collect children from After-School Club at any time during the session. 
Children will only be released from After Care Club to their parent/carer or nominated contact  unless 
Bedford Greenacre Independent School has been informed of changes beforehand. 
 
Older children make their own way from Homework Club to the school reception to exit the  school 
premises. 

 
Bedford Greenacre Independent School reserves the right to refuse to release from their care   a child if 
there is any doubt regarding the authenticity of the person calling. 
 
Departure times from After-School Club will be recorded by staff. 
 
Late collection of children may result in a charge unless prior arrangement has been made with  Bedford 
Greenacre Independent School or St Andrew’s School or exceptional circumstances are permitted by the 
Principal. 

 
  

Policy Document 
Individual potential unleashed. 

Committed to the wellbeing of every child. 
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Code of Conduct 

All children attending Out of Hours’ provision should be aware of the following rules. The 
parent/guardian will be contacted if there are concerns regarding inappropriate behaviour. 

1. Bedford Greenacre Independent School will not tolerate bullying under any 
circumstances. 

 
2. The name badge provided by Bedford Greenacre Independent School should be worn at all  times 

by visitors. 
 

3. Whilst outside in the playground, children must always remain within sight of a member of 
staff. 

 
4. All equipment used should be treated with care to avoid damages. Please report any  breakage to 

the Head of Juniors. 
 
5. The school facilities are to be treated with respect. Rubbish should be put into the rubbish  bins 

provided. 
 

6. Good manners towards staff, volunteers and the other children are essential. 
 

Policies and Procedures 

All persons having contact with children through Bedford Greenacre Independent School are  expected 
to comply with this policy statement and procedures outlined in this document: 

 
• Equal Opportunities 
• Safeguarding 
• Safety 
• Behaviour Management 
• Complaints 
• Health and Hygiene 

 
Bedford Greenacre Independent School would particularly like to highlight the following  points, 
which are expanded upon in this document. 

 
Personal Duties and Health Issues 
Staff employed by Bedford Greenacre Independent School may be asked to undertake any 
reasonable duties requested by members of the Committee to assist with the smooth running  of the 
School. 

 
Staff/Volunteers should not, to the best of their knowledge, have any health problems that would affect 
their ability to work at Bedford Greenacre Independent School. Any serious illness  should be declared. 

 
No Smoking Policy 
Bedford Greenacre Independent School operates a strict no smoking policy. 

 
Equal Opportunities 
Bedford Greenacre Independent School believes that the out of hour’s activities should be 
open to all our children and families. Bedford Greenacre Independent School aims to ensure that all who 
wish to work in, or volunteer to help with, activities have an equal chance to do so. For further 
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information please refer to our Equal Opportunities Policy and our Special Educational Needs and 
Disability Policy. 

 
Discriminatory Behaviour and Remarks 
These are unacceptable at Bedford Greenacre Independent School. The response to such  
behaviour and remarks will aim to be sensitive to the feelings of the victim(s) and to help those 
responsible to understand and overcome their prejudices. For further details, please refer to our 
Anti-Bullying Policy and our Racism Policy. 

 
 

Safeguarding children (a copy of the full Safeguarding Policy is to be   kept with this document)  
 
Appointed Persons: 

 

Designated Safeguarding Lead (DSL) for 
Rushmoor Site: 
Margaret Barnes (Assistant Head – 
Pastoral) 

01234 352031 
mbarnes@bedfordgreenacre.co.uk 

Designated Safeguarding Lead (DSL) for  
St   Andrew’s Site: 
Suzi Stott (Assistant Head – Pastoral) 

01234 267272 
sstott@bedfordgreenacre.co.uk 

Deputy Designated Safeguarding Lead for: 

Both Sites: 

 Toni Djukic (Head of Juniors – including EYFS) 

01234 352031 / 01234 327776 
tdjukic@bedfordgreenacre.co.uk 

Designated Safeguarding Lead for 

Nursery Provision: 

 Emma Niro (Head of Nursery/EYFS Lead) 

01234 324526 
eniro@bedfordgreenacre.co.uk 

Appointed Governor with responsibility for 
Safeguarding: 
Graham Bates 

01234 352031 
gbates@bedfordgreenacre.co.uk 

Chair of Governors: 
Graham Bates 

gbates@bedfordgreenacre.co.uk 

 

Safeguarding Advice: 
Safeguarding referrals must be made in one of the following ways: 
• By telephone to Bedford Borough Multi Agency Support Hub (MASH) 01234 718700 OR 
• By telephone to Central Bedfordshire Access and Referral Hub on 0300 300 8585 
• If you urgently need help outside office hours you can contact the Social Care Emergency Duty 

Team (EDT) 03003008123 
• If a child is in immediate danger at any time, left alone or missing you should contact Bedfordshire 

Police directly on 999 (emergency number) or 101 (non-emergency number) 
• By email to Multiagency@bedford.gov.uk 

 

mailto:sstott@bedfordgreenacre.co.uk
mailto:tdjukic@bedfordgreenacre.co.uk
mailto:gbates@bedfordgreenacre.co.uk
mailto:gbates@bedfordgreenacre.co.uk
mailto:Multiagency@bedford.gov.uk
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If you are worried about a child you can contact NSPCC 0808 800 5000 
 

All adults working with or on behalf of children have a responsibility to be alert to possible  abuse 
and to record and report concerns without delay to the staff identified with child protection 
responsibilities within the school. 

 
For further information and guidance regarding Bedford Greenacre Independent School’s 
Safeguarding Procedure, please refer to our Safeguarding Policy (attached/or shown on our 
website). 

 
The Cause for Concern Form for Out of Hours Provision included at the end of this  document 
should be used for recording purposes. 

 
 

Procedure in the event of an allegation being made against member of staff / volunteer / student / 
other adults / Principal 

It is recognised that whilst Bedford Greenacre Independent School staff are uniquely placed  to detect 
signs and indicators of child abuse, they are themselves particularly vulnerable to malicious or 
misplaced allegations made by children either deliberately or innocently, arising from normal 
association with them within the setting. 
 
If an allegation is made against an employee of, volunteer or other adult at Bedford Greenacre 
Independent School, the Principal will be immediately informed. The following action will be  taken: 
 

• Principal (if the allegation is not against that person) along with the Chair of Governors  must 
know in the first instance. The Principal will inform the Designated Safeguarding Lead or the 
Deputy Designated Safeguarding Lead if required. 

• Bedford Borough LADO will immediately be contacted (within 1 working day of the 
allegation being made) to discuss a course of action and notify the Police if deemed 
necessary 

• In the event that an allegation is made against the Principal the matter must be reported 
immediately to the Chair of Governors, without the Principal being informed 

• The Principal or the COG will contact Bedford Borough LADO (within 1 working day of the 
allegation being made) to discuss a course of action and notify the Police if deemed  necessary 

• Following agreement with the LADO, the member of staff/volunteer/student/other adult  
against whom the allegation is made will be suspended 

• Immediate contact should be also be made with the Intake and Assessment Team at 
Children’s Services now available via MASH 

• Notify Ofsted of any allegation against people working at the school, or of any other abuse 
alleged to have taken place on the premises, as soon as practicable and within  14 days at 
the latest (only required in the EYFS setting at Kimbolton Road) 

• No discussions are to be held at this stage with the member of staff concerned. 

Members of staff may unknowingly place themselves at risk of having an allegation made against 
them. They should refer to the Staff Code of Conduct Policy for further guidance on how to avoid 
this. 
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For further information and guidance regarding Bedford Greenacre Independent School’s 
Safeguarding Procedure, please refer to our Safeguarding Policy. 

 
 

Safety 
The safety of the children at School is of paramount importance. In order to ensure the safety  of both 
children and adults, Bedford Greenacre Independent School will ensure that: 

 
• All children are supervised by staff at all times. 
• Any accident must be recorded in the appropriate book, dated, timed and signed by the 

member of staff in charge of the child at the time of the incident. 
• Any serious accident/incident must be reported to the SLT member on duty, 
• Regular safety monitoring will include checking of the accident and incident records. 
• All adults are aware of the system(s) in operation for the arrival and departure of children  and an 

adult will check each child in and out daily. 
• There will always be an adult available for parental consultation at the beginning and end of  the 

day. 
• Children may only leave with an authorised adult. 
• Regular safety checks are carried out on premises, both inside and outside in accordance  with 

the schools’ procedures. 
• Equipment is regularly checked and dangerous items repaired/discarded. 
• The layout and space ratios allow children and adults to move safely and freely between 

activities. For EYFS children, the adult: child ratio requirement outlined in the Statutory Framework 
will be adhered to. 

• All dangerous materials, including medicines and cleaning materials, are stored out of reach  of 
children. 

• Children have no unsupervised access to kitchens, cookers or any cupboards storing 
hazardous material, including matches. 

• Adults do not walk about with hot drinks or place hot drinks within reach of children. 
• Fire doors are never obstructed. 
• A register of both adults and children is completed on arrival so that a complete record of  all 

those present is available in any emergency. 
• Bedford Greenacre Independent School operate a no smoking policy. 
• A correctly stocked first-aid box is available at all times. 
• At least one member of staff who has a current paediatric first aid certificate is on the premises 

and available at all times when children are present. 
• Activities such as art, craft and energetic play receive close and constant supervision. 
• Equipment offered to children is developmentally appropriate, recognising that materials suitable 

for older children may pose a risk to those who are younger/less mature.  
• The premises are checked before locking up at the end of the day/session. 

 
 

Behaviour Management 
Bedford Greenacre Independent School believes that children and adults flourish best in an ordered 
environment in which everyone knows what is expected of them and children are free to develop their play 
and learning without fear of being hurt or hindered by anyone else. Bedford Greenacre Independent School 
aims to work towards a situation in which children can develop self-esteem in an atmosphere of mutual 
respect and encouragement. 
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In order to achieve this 
 

• Rules governing the conduct of the out of hours provision and the behaviour of the children  will be 
discussed and agreed and explained to all newcomers, both children and adults. 

• Behaviour boundaries will be consistent at all times. 
• All adults will try to provide a positive model for the children with regard to friendliness, care and 

courtesy. 
• Adults in the School will praise and endorse desirable behaviour such as kindness and 

willingness to share. 
 

When children behave in unacceptable ways 
 

• Physical punishment, such as smacking or shaking, will neither be used nor threatened. 
• Children will never be sent out of the room by themselves. 
• Children who misbehave will be given one-to-one adult support in recognising what is  wrong 

and help will be given to work towards a better pattern of behaviour. 
• Where appropriate this might be achieved by a period of ‘time out’ with an adult. 
• In cases of serious misbehaviour, such as bullying, racial or other abuse, the 

unacceptability of the behaviour will be made clear immediately, but by means of 
explanation rather than personal blame. 

• In any case of misbehaviour it will always be made clear to the child or children in question  that it is 
the behaviour and not the child that is unwelcome. 
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• Staff may have to raise their voice appropriate to the noise level. 
• Any behaviour problems will be handled according to, and respecting, each child’s level of 

understanding and maturity. 
• Recurring serious problems will be thoughtfully worked through by the staff. The 

parent/guardian will be notified and involved in such discussions. 
 

Health and Hygiene 
Bedford Greenacre Independent School promote a healthy lifestyle and a high standard of hygiene in its 
day-to-day work with children and adults. This is achieved in the following ways: 

 
Health 

 
Outdoor play 
• Children will have the opportunity to play in the fresh air. 

 
Illness 
• Parents are asked to keep their children at home if they have any infection, and to inform  the 

School as to the nature of the infection so that other parents can be informed, and careful 
observations can be made of any child who seems unwell. 

• Parents are asked not to bring into School any child who has been vomiting or had 
diarrhoea until at least twenty-four hours have elapsed since the last attack. 

• Open sores on children should be covered by the parent/guardian prior to attending the  School. 
Staff with open sores should also cover them with a plaster. 

 
For a child on prescribed medication the procedures will be as follows 
• Where possible the child’s parent should administer medicine. If this is not possible then 

medication must be clearly labelled with the child’s name, dosage and any instructions. 
• The parent will be asked for clear instructions regarding dosage and administration of the 

medication. Written, signed, consent will be obtained from the parent/guardian giving a member 
of staff permission to administer the medication. 

• All medicines will be kept in a safe place, out of reach of children. 
• A book will be available to log-in the name of the child receiving the medication, the times  that the 

medication should be administered, the date and time when the medication is administered, 
together with the signature of the person administering each dose. 

• Medication is administered by staff on a voluntary basis, if you do not wish to administer any type 
of medicine you are not obliged to do so. An indemnity must be signed by the parent. 

 
First Aid 
• The School will ensure that the first aid equipment is kept clean, replenished and replaced  as 

necessary. 
• Sterile items will be kept sealed in their packages until required. 
• Children with allergies who require the use of an epipen are allowed to attend out of hours provision. 

However, we cannot guarantee that they will not come into contact with something they are allergic 
to. Therefore the epipen should be stored on site in a safe place and it will be used in a medical 
emergency. The parents should complete the necessary indemnity form when they leave the epipen 
on the first morning. Once an epipen is administered, the staff will call for an ambulance and follow 
the normal emergency routine. 

 
The School provides fruit/water in after-school care. 
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Hygiene 
 

To prevent the spread of all infection, adults in the Group will encourage the following good 
practices: 

 
• Lunch Boxes – All lunch boxes must be clearly labelled with the name of the child. 
• Personal Hygiene  

o  Hands are washed after using the toilet  
o  Children will be discouraged from wearing jewellery 
o Children with pierced ears will not be allowed to try on, or share each other’s  

earrings. 
o Hygiene rules related to bodily fluids will be followed with particular care, and all  staff 

made aware of how infections, including HIV, can be transmitted. 
• Cleaning and Clearing  

o  Any spills of blood, vomit or excrement will be wiped up and flushed down the toilet.  
o Disposable latex gloves will always be used when cleaning spills of body fluids.  
o  Floors and other affected surfaces will be disinfected.  
o Fabrics contaminated with body fluids will be placed in a plastic bag and returned home. 
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Lost Child and Non-returning parent Policy 
Safety precautions that the Out of Hours provisions have adopted are: 

 
• All exits are secured. 
• The main gates are padlocked or the main doors are locked by security coded keypads  during 

session time and parents made aware of the necessity for security. 
• The school gates are shut by 4:15 pm and safety notices are on all gates at the Rushmoor site. 

Security coded keypads are fitted to all necessary external doors at St Andrew’s site. 
• The children are made aware of dangers and to stay within the grounds of the Junior  School 

and at no time do they go anywhere outside without a member of staff or parent/carer. 

• Throughout the session we check the children and count them to make sure there is  still the 
same amount of children as there were at registration. 

 
In the unlikely event of losing a child we will follow these guidelines: 

• Stay calm. 

• Carry out a thorough search of the room and surrounding areas, ensuring that the  children 
that are left are adequately supervised and within ratios. 

• The remaining children will be gathered e.g. for a story to ensure their security and  well- 
being. 

• Doors and gates will be checked to see if there has been a breach of security whereby a  child 
could wander out. 

• If the child cannot be found within 15 minutes, the parents and the police must be  
informed. 

• The search will continue until the police arrive. 

• Staff will ensure the safety of the other children with regards to supervision and  security 
whilst a search is taking place 

 

If the Police are called we will: 

• Inform Bedford Borough Multi Agency Support Hub (MASH) 

• Inform the Principal 

• Inform the Head of Juniors and Business Manager 

• Write a full account of what has happened 

• Notify ISI of any “significant event” 
 

When the child is found it is important to remember that: 

• The child may be distressed and in need of comfort. 

• They may be unaware that he/she has done anything wrong, “I just went to get mummy”. 

• The incident is a good opportunity to explain to the children why we do not leave school, 
although this is done at circle time when the rules of the Out of Hours are  discussed. 
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Possible hiding places around the provision: 

• Toilets 

• Under tables 

• Store cupboard 

• Junior Entrance Hall 

• Behind nursery role-play area 

• Under play equipment in playground 
 
 

Non-Returning Parent 

In the event of a parent/carer not returning to collect a child, the following procedure will be  adhered 
to: 

• The child will be kept on the premises 

• The parent/carer will be contacted 

• If there is no response, the emergency contact person detailed on our records will be 
contacted 

• If the child is left on site when after care ends, parents are contacted immediately after  they 
were supposed to be collected. If no contact Social Services will be contacted in 
accordance with Bedford Borough’s Child Protection Policy. 

 
 

Accidents/Incidents 
ANY serious injury/incident MUST be reported to the SLT member on duty, entered in the Accident 
Book, dated, timed and signed by the member of staff in charge of the child at the  time of the 
incident. 

 
Each member of staff is RESPONSIBLE for recording the accident/incident. A copy of this is given to 
the child to take home. After School club staff will also inform whoever is collecting  the child. 

 

In all cases the procedures outlined in the school First Aid Policy will be followed.   There is 
a First Aid box in the Out of Hours rooms. 

Staff check the positions of the telephone, first aid boxes and fire extinguishers. Fire drills are  carried 
out in accordance with the school Health and Safety Policy. 

 
Fire Policy 

In the event of a fire, evacuation procedures will be followed and children taken to the 
playground. The Fire Procedure is: 

After Care Club: 

1. Raise alarm. 
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2. Children to line up at the door and hold each other’s hand. 

3. First member of staff to stay with children. 

4. Second to get register and check all areas of the building. 

5. First and second staff member to lead children outside. 

6. Lead children to the senior playground (Rushmoor). Lead the children to Walmsley 
playground (St Andrew’s). 

7. Take register of children and adults. 
 

8. Wait for emergency services, ensuring that the children are reassured and kept calm. 

9. Contact parents.  

10. Date and sign register when fire drills are practised. 
 

Homework Club: 

1. Raise alarm. 

2. Children line up at door. 

3. Lead children to the senior playground (Rushmoor). Lead the children to senior 
playground (St Andrew’s). 

 
4. Take register of children and adults. 

 
5. Wait for emergency services, ensuring that the children are reassured and kept calm. 

 
6. Contact parents. 

 
7. Date and sign register when fire drills are practised. 

 
 

Notice to Parents 

If for any reason a parent is not personally able to collect their child from School, they should  speak to 
the School Office before morning registration to advise them of the name of the person who will be 
collecting their child. 

 
In the event of an emergency, parents MUST telephone the After School Telephone number  and 
advise staff that they cannot collect their child themselves. The emergency contact numbers are: 

 
01234 329240 (Rushmoor After Care Club)  
01234 329242 (Rushmoor Homework Club before 5.15pm)  
01234 329251 (Rushmoor) 

 
01234 267272 (St Andrew’s office)  
01234 327776 (Walmsley House)  
01234 324522 (EYFS)  
01234 324526 (Nursery) 
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For security, a child will not be released to another party without parental permission. 

 
An up-to-date list of persons allowed to collect pupils is located on the school K Drive/shared  srea and 
in the school office. 

 
Medical/Special Needs 

A copy of pupil’s Medical/Special Needs details is kept in the Out of Hours Provision rooms. 
 

Staff on duty in the Out of Hours Provision liaise closely with class teachers to ensure  
important information is relayed to parents and carers. 

 
Sick Child Policy 

 
If a child has to be given medicines at Bedford Greenacre Independent School’s Out of Hours 
Provisions the procedure outlined in the Medicine Policy will apply. 

• Out of Hours staff will check that the parent has given the school prior written permission  to 
administer any medicine. 

• Medicines are stored in their original containers, clearly labelled and inaccessible to 
children. 

• Medicines are not normally administered unless they have been prescribed for that child by  a 
doctor. 

• Written records are kept of all medicines administered to children. 

• If the administration of prescription medicines requires technical/medical knowledge then the 
individual training is provided for staff from a qualified health professional. Training is  specific to the 
individual child concerned. 

 
If parents consider their child to be unable to attend the provision due to illness, they should telephone to 
inform staff, as early as possible, as some illnesses are “notifiable” and it is useful  to be aware of what is 
wrong with your child.  
 
Sickness and Diarrhoea 

If a child has suffered from sickness and/or diarrhoea parents should keep them at home for at  least 48 
hours before they return to the school. 

If a child becomes ill whilst at Bedford Greenacre Independent School’s Out of Hours Provisions  it might 
be necessary to send them home, especially if they are thought to be infectious! 

Emergency contact numbers that parents have provided need to be correct and up to date. 
 

Complaints Procedure 

Should any parent/guardian feel the need to complain about any aspect of the out of hours’ 
provision, the following procedures should be followed: 

1. In the first instance they should report their concerns to the members of staff on duty. 
 

2. If the member of staff on duty is not able to resolve their complaint, then the  Principal  
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will be contacted. 
 

3. The next course of action will be in the complaints policy, which is available on the  
School’s website. 

 
Records of complaint are kept for 7 years. 

 
For further information regarding Bedford Greenacre Independent School’s Complaints 
Procedure, please refer to our Complaints Policy. 

 
It will be the responsibility of the Designated Safeguarding person(s): Margaret Barnes, Suzi Stott or 
Toni Djukic, or the SLT member on duty to contact the following organisations should  the need arise: 

 
Bedford Borough Multi Agency Support Hub (MASH) 01234 718700 
Central Bedfordshire Access and Referral Hub 0300 300 8585 

Social Care Emergency Duty Team (EDT) 0300 300 8123 
(Office hours 08:45 - 17:20 Monday to Thursday; 08:45 - 16:20 on a Friday) Bedford 

Borough Children with Disabilities      01234 228709 

Bedford Borough Early Help (EHA)      01234 276817 

LADO (Local Authority Designated Officer)  e-mail LADO@bedford.gcsx.gov.uk 

Central Bedfordshire      0300 300 4833  

Bedford Borough       01234 276693 

If a child is in immediate danger at any time, left alone or missing you should contact Bedfordshire Police 
directly on 999 (emergency number) or 101 (non-emergency number) You  can raise concerns by writing to 
ISI, CAP House, 9-12 Long Lane, London EC1A 9HA, or to concerns@isi.net. You can also contact the 
Department for Education online or on 0370 000 2288. If concerns relate to bullying or possible child 
abuse then in the first instance you can contact ISI on concerns@isi.net or 020 7710 9900 and we will 
advise. In addition to ISI and/or the Department for Education, parents can contact the child 
protection unit of the  local authority social services department. 

mailto:LADO@bedford.gcsx.gov.uk
mailto:concerns@isi.net
http://www.education.gov.uk/help/contactus
http://www.education.gov.uk/help/contactus
http://www.education.gov.uk/help/contactus
http://www.education.gov.uk/help/contactus
mailto:concerns@isi.net
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Cause for Concern Form Out of Hours Provision 

(page 1 of 2) 

 
 
Name of pupil: 

 
  Class: 

 
  Year: 

 
 Date of Birth: 

 

 
 

  
 Name of person reporting the incident 

   
  Role 

 What is the nature of your concern?  
 Provide details,   keep succinct & bullet point in  
 chronological order. 

  Type of concern 
 
 

  Physical 

 

 

  Emotional 

 

 

  Neglect 

 

 

  Sexual 

 

   

  Unsure 
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            (page 2 of 2) 

Action taken by person completing this form. Keep succinct and bullet point. 

Date: Signed: 
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Actions taken by the  
Designated Lead  
(DSL to complete) 

 

 

 
 
 
 
Date: 

 
 
 
 

Signed: 

Information sharing (DSL to complete) 

Who was this information shared with? 

Trained member of staff? (if yes, include name) 

The pupil’s parents/carers? 
 
 

 
 
 MASH / Intake & Assessment team 

Confirmation:  

Person completing this form: 

Name: 

 
  Sign: Date: 

Designated Safeguarding Lead: 

Name: 

Sign: Date: 

Have you signed all the necessary sections? Please ensure utmost confidentiality 
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STAFFING RATIOS EYFS 

Staffing ratios required by the statutory framework for the Early Years Foundation Stage 
(outlined below) will be adhered to. 

 
Age Ratio Staffing 

Classes where the majority of children 
will reach the age of 5 or older within 
the school year 

1:30 QTS/Early Years Professional Status 
or another suitable level 6 
qualification. 

 
 
 
 
Over Three 

1:13 QTS/Early Years Professional Status 
or another suitable level 6 
qualification At least one other 
member of staff to hold relevant level 
3 qualification 

1:8 At least one member of staff must 
hold a full and relevant level 3 
qualification and at least half of all 
other staff must hold a full and 
relevant level 2 qualification 

 
Two 

1:4 At least one member of staff must 
hold a full and relevant level 3 
qualification and at least half of all 
other staff must hold a full and 
relevant level 2 qualification 

Under 2 1:3 At least one member of staff must 
hold a full and relevant level 3 
qualification and at least half of all 
other staff must hold a full and 
relevant level 2 qualification 
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