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Early Tree Support- Rota Early Tree 2026.1

ROTA

Rota

WHO IT'S FOR WHERE TO FIND IT

Manager Deputy manager Rota & Timesheets

Rota & Timesheets plans each week's shifts against the children booked in, checks ratios and
qualifications every 15 minutes through the day, and records the hours staff actually work for payroll. It

needs the Rota & Timesheets module.

Guides in this area

Guide When
Planning the week's rota Each week: generate, check, adjust and publish the rota
Ratios and staffing rules Setting up your nursery's ratios and policy rules

What the law asks of you

The EYFS statutory framework for group and school-based providers (effective 1 September 2026) sets
the minimum staff:child ratios. They apply to the staff available to work directly with children across the
whole provision, not just each room (paragraph 3.47):

Children At least Paragraph

Under 2 1 member of staff for every 3 3.48
children

Aged 2 1 forevery 5 3.49

3 and over, while a person with QTS, EYPS or EYTS works 1 for every 13 3.50

directly with them

3 and over, otherwise 1 for every 8 3.51
Each age band also has qualification rules (for example, at least one member of staff with an approved
level 3 qualification, and at least half of the others with level 2). At least one person with a current

paediatric first aid certificate must be on the premises and available at all times when children are present
(paragraph 3.37). A setting can be stricter than these minimums, never looser.
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Early Tree Support- Rota Early Tree 2026.1

ROTA

Rota: planning the week's rota

WHO IT'S FOR WHERE TO FIND IT TIME YOU NEED
Manager Rota & Timesheets» About 15 minutes a Permission to change

D Week Planner week the rota
eputy manager

Purpose

Plan each week so every room stays in ratio, with the right qualifications in the right place, at a sensible

cost, and let staff see their shifts.

Before you start

e Children's booking patterns are up to date: the rota plans against the children booked in.
e Staff records have their working pattern, contracted hours, qualifications and paediatric first aid.

e Your ratios and staffing rules are set.

Generate the week
o In the menu, select Rota & Timesheets, then Week Planner o

e Use the arrows @ to choose the week. The badge @) shows where the week is: Not started,
Draft, Published or Locked.

o Select Generate rota o Early Tree plans the shifts and shows a summary: whether every room is
in ratio, contracted hours, the planned wage cost, and anything it couldn't solve (not enough staff,

or the right qualifications not there).
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Rota planner (5)

Plan the week's shifts, record absences and keep every room in ratio.

Nursery © o )

Lion Lodge

<

['Q Quick search... (Ctrisk) |

08 Dashboard

‘ Lion Lodge v\ < Mon 16 Nov-Sun 22 Nov > Draft-vis Excel PDF # Generate rota Start again 37 Rota settings
2, Children & Families v i .
2, Add meeting 2x Record absence & Report sick
Lo Stoff v
© Safeguarding v

Children added or changed on the register. The rota needs updating.

MODULES « Mon 16 Nov - Babies 08:00-13:00: 5 — 3 children
« Mon 16 Nov - Pre-School 08:00-12:00: 8 — 6 children

Q Daily Care v

« Mon 16 Nov - Toddlers 08:00-12:00: 5 — 4 children
Attendance v « Tue 17 Nov - Babies 08:00-13:00: 6 — 3 children

« Wed 18 Nov - Pre-School 08:00-12:00: 7 — é children
f8 Rota&Timesheets « Thu 19 Nov - Babies 08:00-12:00: 4 — 3 children

« Fri 20 Nov - Pre-School 12:00-18:00: 4 — 2 children

Week Planner c X i
« Fri 20 Nov - Toddlers 08:00-18:00: 5 — 4 children

[ feimiier Now out of ratio: Babies Mon 16 Nov 13:00-13:30; Toddlers Fri 20 Nov 13:00-13:30
Timesheets

Occupancy

[# Invoices & Payments v

= Finance v Generated rota Best found in 45 s (within 34% of the best possible) - Draft: edit any shift before you publish.
. Re-planned: 11 shift(s) changed to cover 7 more 15-minute slot(s) that were short of staff.
@ Fund ° ©
unding v
0 Learnin . Ratios Contracted hours Wage cost (planned)
9 Short of staff at some times Everyone at their contracted hours £0.00

Powered by Early Tree NOT ENOUGH STAFF (HEADCOUNT)

Eorly Tree 2026110 - © 2026 Early Tree Not enough staff for the children - Babies - Wed 18 Nov (RC-01, EYFS 3.48)
Lto

Help Whats new QUALIFICATION RULES (THE RIGHT PEOPLE AREN'T THERE)

| N im 1 1 B e s em e B i an fomAne P b Ala ) Dabian Al ianle A AR A A A

® The rota planner. Publish (5) shares the week with staff.

Check ratios and adjust shifts

0 Ratios by room o shows each room's day as a strip: In ratio, Qualification mix, Short of staff or
No children. A count under a day shows how many 15-minute slots need attention.

e The staff grid shows each person's shifts Q and their planned hours against contracted hours. By
room shows the same week room by room.

o To change a shift, select it. Change the Start and End @), the Unpaid break (minutes) @ and the
Room e then Save shift o To add one, hover over an empty day and select the add button.

You can also drag a shift to another day.
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Early Tree Support - Rota

“3‘: Early Tree <

Lion Lodge v

[Q Quick search.. (Ctrl+K)

08 Dashboard

2, Children & Families v

O Staff v
© Safeguarding v
MODULES

Q Daily Care v
Attendance v

f® Rota & Timesheets ~

Week Planner
Ratio Monitor
Timesheets

Occupancy

[# Invoices & Payments v

@ Finance v
& Funding v
0 Learning v

Powered by Early Tree
Early Tree 2026110 - © 2026 Early Tree
Ltd

Help Whats new

® Ratios by room, and each member of staff's shifts.

@ Editing a shift.

help.earlytree.co.uk

Q Search... | ctrisk

Early Tree 2026.11

EZEED - - oo

Ratios by room @ ® Inratio @ Qualification mix @ Short of staff No children
Room Mon 16 Nov Tue 17 Nov Wed 18 Nov Thu 19 Nov Fri 20 Nov
Babies 20 slot(s) 20 slots) 20 slot(s) 20 slot(s) 18 slot(s)
Pre-School 20 slot(s) 20 slots) 20 slot(s) 20 slots) 20 slot(s)
Todolers 1 slot(s) 1 slot(s)
By staff By room ]
Staff Mon 16 Nov 2, Tue 17 Nov &, Wed 18 Nov &, Thu19 Nov &, Fri 20 Nov 2 Hours
Amira Khan 08:00-18:00 08:00-18:00 08:00-15:30 10:30-16:00 11:00-14:30 350/35
Level 3 ‘& Bobies Babies Babies Babies Pre-School
Lucy Marchant 08:00-18:00 08:00-1315 08:00-18:00 08:00-13:15 12:30-18:00 350/35
Level 3 Toddlers Toddlers Toddlers Pre-School Babies
Megan Rowntree 08:00-1315 12:45-18:00 14:00-18:00 08:00-14:30 08:00-12:30 250/25
Level 2 Toddlers Pre-School Babies Babies Babies
Priya Fernhill 08:00-1315 08:00-1315 13:00-18:00 08:00-18:00 250/25
Level 3 Babies Pre-School Pre-School Babies
Zoe Penhallow 12:00-18:00 08:00-18:00 08:00-13:15 13:15-18:00 08:00-18:00 350/35
Level 3 Toddlers Toddlers Toddlers Pre-School Pre-School
Beth Crowther 08:00-18:00 08:00-13:45 13:00-18:00 08:00-1315 08:00-18:00 350/35
Level 3 Pre-School Babies Toddlers Toddlers Toddlers
Hannah Birchwood 08:00-13:30 12:45-18:00 08:00-18:00 08:00-18:00 08:00-13:15 350735
Level 3 Pre-School Toddlers Pre-School Toddlers Toddlers

Edit shift X

Amira Khan - Mon 16 Nov

Start

[ 08:00

Unpaid break (minutes)

[30

Room

[ Babies

o

Notes

[

Remove shift
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Early Tree Support- Rota Early Tree 2026.1

Publish
0 When the week is right, select Publish @) and confirm. Staff on the rota can see their shifts and
are notified.

e If something changes after publishing (a child added, someone off sick), use Re-plan from now.
Early Tree proposes changes; select Accept and notify to apply them, or Cancel

e When the week is over and timesheets are approved, Lock it so it can't be changed.

What you should see

The badge shows Published with its version. Staff see their shifts, and the Ratio Monitor shows
the day's ratios against the published rota.

Timesheets

Rota & Timesheets » Timesheets compares staff clock-ins with the rota. Fix anything flagged (each
correction needs a reason, kept in the audit log), then select Approve week once the week has finished.

Payroll (.xlsx) downloads the approved hours.

Common problems

"Still out of ratio where staff did not allow".
There aren't enough staff, or the right qualifications, at those times. Add a shift, move someone, or check

absences and staff availability.

"Children added or changed on the register. The rota needs updating."
Bookings changed after the rota was made. Select Re-plan to update it.

"Someone else changed this week while you were editing".

Select Reload and make your change again.

There's no Generate rota button.

The week is already published or locked. Use Re-plan from now for a published week.

Related guides

e Ratios and staffing rules
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Early Tree Support- Rota Early Tree 2026.1

ROTA

Rota: ratios and staffing rules

WHO IT'S FOR WHERE TO FIND IT TIME YOU NEED
Owner Manager Settings > Ratios and About 5 minutes Permission to change the
staffing rules rota; the group default

needs an owner

Purpose

Tell Early Tree the ratios your nursery works to. The EYFS ratios are the floor: a setting can be stricter,
never looser. Over-fives have no statutory ratio, so the setting decides.

Before you start

e Know whether your rules apply to the whole group or to one nursery.

Set the rules
Open Settings and select Ratios and staffing rules.
Under Rules for 0 choose The group (the default for every nursery) or one nursery.

For each age band Q enter how many children per member of staff. The floor is shown with its
EYFS paragraph; Early Tree won't accept a looser ratio.

Under Policy rules 6 choose whether to use 1:13 for children aged 3 and over while a teacher
(QTS, EYTS or EYPS) works with them and another level 3 is there (EYFS paragraph 3.50), the
share of staff with paediatric first aid on site (at least one at all times: paragraph 3.37), and the

fewest staff on site while children are present.

Select Save rules @.
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Early Tree Support

N
¢ Early Tree <
Lion Lodge v

['Q Quick search... (Ctrisk)

-Rota

Early Tree 2026.1

Q Search.. ctris + Quick actions v < Jay @ OwnerS. v

Ratios and staffing rules

EYFS ratios are the floor: a setting can be stricter, never looser. Over-fives have no statutory ratio, so the setting decides.

08 Dashboard

2, Children & Families v

Lo Stoff v
© Safeguarding v
MODULES

Q Daily Care v
Attendance v

f8 Rota & Timesheets v

[&] Invoices & Payments v
& Finance v
¢ Funding v
0 Learning v
& Kitchen v
B Documents v
ASSISTANT

Powered by Early Tree

Early Tree 2026110 - © 2026 Early Tree
Ltd

Help Whats new

Rules for

The group (default for every nursery) V‘ c

eAge band Floor The group From
Under 2 & 1:3-EYFS 348 -‘:‘ 3 EYFS
2-year-olds & 1.5-EYFS 349 -‘:‘ 5 EYFS
3to5 & 1:8-EYFS 3.51 1:" 8 EYFS
5 and over (wraparound) No statutory ratio - setting policy (1:8 recommended) -‘:‘ 8 Setting policy

N

Policy rules e
Use 113 for 3 and over while a teacher (QTS, EYTS or EYPS) works with the children and another Level 3 is there (EYFS 3.50)
Staff with paediatric first aid on site | 100 ‘ % (at least one at all times: EYFS 3.37)
At least ‘ 2 staff on site while children are present

—O

® Ratios and staffing rules.

What you should see

Saved. The rota and the ratio checks use these now.

Common problems

"...is looser than the EYFS...".

The number you entered allows more children per member of staff than the law does. Enter the EYFS

number or a stricter one.

"Only an owner

can set the group default...".

Choose your own nursery under Rules for, or ask an owner.

Related guides

e Planning the week's rota

help.earlytree.co.uk
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