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  Staff Meeting Agenda
Nursery setting
Members in attendance:
Zoe Coles – Management
Rachel Jones – Nursery practitioner – Room leader
Cara Rowcliffe – Nursery practitioner - ALN Coordinator
Josie Thornton– Nursery practitioner
Agenda for Team Meeting 24/11/2025
1. Preparation of new staff member (Induction) – Zoe Coles
2. Review of all Risk Assessments following incident – Josie Thornton
3. Sustainability, New Curriculum – Rachel Jones
4. New child starting, ALN - Cara Rowcliffe
5. Training, introducing new practice to setting – Everyone


     


Staff Meeting 

Accident and Incident
Good evening, everyone, i would like to discuss about an accident that happened in the nursery last week, I will start off in brief what happened. The incident happened in the outdoor play area, whilst the children were playing, a child was on the climbing frame and tripped, causing the child to fall and hit his head. Four members of staff were supervising at the time, which two of them attended to the child's needs. The child was taken indoors to be checked over and then to apply the first aid treatment. The child had a deep cut on his forehead, as the five steps of the basic needs of  Maslow’s hierarchy of needs cited in Pichere (2015), where the child was cared, checked and comforted  and was safe with the practitioner, who is also first aid trained,  the wound was treated and applied cold compress, in which the bleeding would not stop. The parent was then contacted and explained what had happened, as the injury was on his forehead, and the bleeding was continuously and needed further treatment and needed to be seen. The parent was reassured the child was fine and was supported when they came to collect and take their child to hospital. The Accident form was filled out in line with the Government guidelines (2022), this is important that the accident is recorded and reported, what and where, the date and time it happened and what first aid treatment was required for the child. When parents returned the next time, when their child was in nursery they would read and sign and given a copy to keep.  As a team this led to the staff working together to keep the child safe and well.  According to McDowell Clark and Murray (2012) cited in Burr and Leeson (2016) that leaders should be there for the children and families, they are responsible and to be supportive where needed. Leaders are there to provide and offer the best for the children and not to work in poor quality but to work as a team in their setting. Furthermore, Aubrey (2011) the staff had agreed to work together in these situations, when reaching a shared decision. There was more of a mixed agreement so the manager would make long term choices, and the team would decide on day-to-day short-term choices to who would take the lead on that day. However, the practitioner made a quick decision to act on her own to attend to the child while another member of staff came following, this would be a theory Lewin (1890-1947) cited in Crosby (2020) leadership style would say this is an act of autocracy. In leadership style we should use the democratic approach on decision making where us staff should have designated roles if anything happens for the safety of the children. Later that day the parent rang to update the staff that the child had to have stitches, as the cut was quite deep, the child was ok in himself.  When a staff member went to investigate the climbing frame, found that there was a crack in the plastic, when looked at the risk assessment this was not picked up as it seems that this is done on a weekly basis. Moving forward this needs to change to a daily basis and to inspect the outdoor equipment thoroughly, making it safe for the children. Risk assessments sheets should be signed off every morning before going outside making it safe for the children. However, Munton and Mooney (2001) cited in Lindon (2011) reported how practitioners, well-disposed to completing self-assessments formats, still struggled with their next steps to changing the practice without the effective guidance from a leader. According to Belbin (1981) his theory the nine Belbin team roles is to identify how working together is to help and identify the staff's weaknesses and strengths within the team. So, we need to come together to communicate and understand our roles, to prevent other incidents happening in the nursery. Moving forward the framework of McKinsey’s 7s model cited in Jurevicius (2025) that we could put it into a strategy plan. All staff must have first aid training, to know their roles at the nursery and when attending to a child. A structure that a designated person would be managing the first aid supplies, to keep records of the incidents and to let staff know when their training needs updating. Systems when the designated person can on a daily routine make sure there is plenty of supplies and checking the nursery for safety. Shared values are where leaders value the staff's well-being and when they need to be comforted. Style the leader should be supportive, and this should always be consistent when dealing with incidents. Staff need to know their roles and responsibilities when dealing with situations and who they need to go to report the incident. Skills are when staff are confident in their roles and dealing with emergencies. Working as a team and checking equipment daily should prevent these incidents happening and always keep the children safe indoors and outdoors.

Training
Concluding my discussion therefore, training should be up to date with all members of staff, otherwise they need to enrol in the next available training course. In accordance with Galeon (2012-2025) regarding training, in health and safety policy at work act 1974 is to conduct regular risk assessments, maintain a safe environment, ensure staff are trained in health and safety procedures and have clear protocols for handling accidents and emergencies. Furthermore, with regarding the first aid the government (2022) states that the employer must appoint a person in charge, who is a first aider and that person should be available to undertake these duties at the setting. Staff should attend all training as it is mandatory, and that the manager must provide for and must renew every three years or when lapses. According to Mabiza (2012-2025) the importance of first aid training in the early years is very crucial, it meets the rules of health and safety regulations. Practitioners will know how to deal with emergencies, to keep children safe. The parents will know and be more comfortable knowing their child would be safe and cared for in any accident or emergencies in the setting
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