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Jordan MacDonald 

Leadership and teamwork in the early years portfolio. 

 

I acknowledge the use of CHAT GPT, the prompt asked was “please used my 

original work but re write as though I am reading out loud presenting in a meeting” I 

did not directly copy any AI wording and used the suggestion as a guide for my work. 

I also acknowledge the use of CHAT GPT on 26th November 2025 to reorder our 

group reference list into alphabetical order. 

I confirm that I have not presented and AI generated text as my own work. I confirm I 

have copies of my drafts, notes and other resources I used before, and after the use 

of AI tools which I may be asked to provide in evidence. 

Contents: 

Component 1 – Agenda 

Component 2 – Individual Script 

Reference list – Group reference list 

 

Meeting Members and Agenda 

School Setting  

Members in attendance: 

Jordan MacDonald – Nursery Lead  

Kaitlin Dennis – Safeguarding lead  

Cristiane Ribeiro de Freitas - ALNCo  

Lauren Hobbs – Family Liaison  

Amira – EAL  
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Agenda for Team Meeting 24 November 2025 5:15pm 

1. Kaitlin - Safeguarding – current policies and training 

2. Jordan – Nursery lead – New staff member and training update 

3. Cristine - ALNco – reinforcement of ALN observations  

4. Amira – EAL – Changes in policy for EAL 

5. Lauren – Family liaison – parental engagement 

6. A.O.B (Any Other Business) 

 

Welcome everyone, before we begin can I just confirm that everyone has had a 

chance to read todays agenda? (everyone say yes or nod in agreement).  

Wonderful, first, I'd like to start by thanking everyone for gathering here today. 

Research consistently shows that effective team collaboration is the key to success, 

Each of is a leader within our individual roles and should be aware of the 

responsibilities that come with it (Rodd, 2013 and McFarlane-Edmond and Withers, 

2023). When we combine our individual strengths and work together towards a 

shared goal, we create an environment that is adaptable and ultimately strengthens 

our practice (Suwanda and Nugroho, 2022; Rodd, 2013; Cottle and Alexander, 

2012). Meeting as a team provides us with the opportunity to reflect on our practice, 

share ideas and think about ways we can keep improving the quality of care and 

learning experiences we offer our children (O’Sullivan, 2015). Working in this way 

helps us to keep our nursery philosophy at the heart of our practice, that is, we 

believe every child deserves the best possible start in life, our practice and 

philosophy algins with UNICEF (1989) rights of the children and the Department for 

Education (2024a) framework who believe that quality early education paves the 

road for future success in school and beyond.  

On that note let us begin, I would like to invite, Kaitlin to speak first please. 

Thank you Kaitlin. 

My script 

I am Jordan MacDonald the early years nursery lead, as the nursery lead I am 

committed to providing a safe and nurturing environment that allows children 

freedom to learn through play (Hadfield, 2015; Play Wales 2002). Part of my role is 
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to observe the children during their play and step in to extend their learning when 

needed (Palaiologou, 2019; Department for Education, 2024a), furthermore, sharing 

observations with other practitioners such as Cristine our ALNco helps me to better 

understand the children and identify the need for early interventions. I believe in 

leading by example and modelling best practice so that, together with other 

practitioners, we can offer our children the best possible experience while in our care 

(Aubrey, 2016).  By working in this way, we are consistent with the guidance set out 

by Welsh Government (2024). Additionally working closely with parents and other 

professionals helps to safeguard children and ensure their individual needs are 

understood and met (Department for Education, 2025a). Through reflective practice 

and ongoing professional development, I can help enhance our teams practice and 

further support the children’s learning (Schon, 1983; Welsh Government, 2015b and 

Department for Education, 2024). 

As a team I know we can all agree on the importance of self-growth and that our 

children rely on our ability to work together as knowledgeable adults to offer the best 

possible support for their development (Welsh Government, 2015a). Similarly, 

Lindon, Lindon and Beckley (2016) say that well trained staff directly impact 

children’s outcomes, practitioners who take responsibility for updating their 

professional skills, help to ensure practice remains relevant and in line with current 

statutory requirements such as the Curriculum and Assessment (Wales) Act 2021.  

I also want to acknowledge that we have a new member of staff joining our setting 

next week. I am really looking forward to getting to know Sam who has completed 

her early years level 2 qualification, with this qualification I am able to include Sam in 

the staff to child ratios (Department for Education, 2025a). The Department for 

Education (2025b) expects all staff to receive adequate training to understand their 

role and responsibilities. I feel it would be beneficial for Sam to shadow each of you 

over the next few weeks so that she can get a better understanding of the way that 

we work together to support each other and the children, are you happy for me to 

arrange that when Sam is here?  

As well as daily routines, it is essential that Sam familiarises herself with the Social 

Services and Well-being Act (Wales) 2014 as this links with safeguarding and all 

staff are legally required to complete safeguarding training. I have noticed our last 
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safeguarding training took place in 2022 and the Department for Education (2024b) 

recommends training is refreshed every two to three years to maintain staff 

confidence of how to protect children in our care. As Kaitlin has highlighted to us it is 

possible that guidance and or legislation may have been updated since our last 

training session (Welsh Government, 2023), could I therefore place you Kaitlin in 

charge of inviting us to the next available safeguarding course including Sam 

please? Thank you. 

Additionally, under the Health and Safety (First Aid) Regulations 1981, Department 

for Education (2022) Sam will need to complete her paediatrics first aid training so 

that she is confident to respond if there was a child needing medical attention in her 

care. I will arrange to include her on the next available training course. 

As Sam adjusts to her new environment, please offer support to her where possible. 

I’m confident our team will help her feel welcome. 

Finally, I just wanted to acknowledge our recent ESTYN inspection, the report 

concluded that we provide a safe and nurturing environment for our children and that 

we know our children well, this is evident in how respond to their learning needs 

effectively, they recorded that most children were making very good progress 

including those who have English as an additional language and those with 

additional learning needs (ESTYN, 2024). They also praised our efforts to include 

the use of basic Welsh language. By working in this way, we are playing our part in 

contributing to the Well-being of Future Generations (Wales) Act 2015 and the 

guidelines set out by Welsh Government (2015b). We should all be so proud of 

ourselves and the hard work we put into our children every day, by working together 

we were able to demonstrate how our children benefit from our shared commitment 

to high quality learning and care. Through continuous professional learning, we 

demonstrate our commitment to meeting the high expectations of Welsh 

Government (2024) and upholding our school’s philosophy. 

That concludes my contribution, Cristine can we hear from you next please 

Thank you Cristine for your contribution well now hear from Amira  

Thank you Amira now I'll pass over to you Lauren  
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Thank you everyone for your contributions to our meeting today. It has been valuable 

to reflect on our roles within the school to ensure our practice is consistent and 

compliant with current policies and legislation.  

To summarise; 

- Kaitlin can you email invitations for the next safeguarding training once you 

have looked into dates and also when I have set Sam up with her HWB 

account can I ask you to show her the My Concern website.  

- Cristine we look forward to receiving details about the Continual Professional 

Development session for next Wednesday and once I have received the 

observation tip sheet I will display these around the nursery.  

- We will follow up with you Lauren in our next meeting to review the parent 

engagement session and during the session maybe you could check we have 

both parents up to date contact details. 

- Amira can I ask that you provide each staff member with bilingual resources 

to ensure we can all communicate to the best of our ability with those children 

who have English as an additional language. 

- And finally, I will check in with Sam to ensure she feels confident in 

understanding her responsibilities her new role. 

 

I really appreciate everyone's continued effort and teamwork; your dedication makes 

a real difference to our children's futures and helps maintain our school’s excellent 

reputation. 

Any other business? (no) 

If not, I propose scheduling our next meeting in for four weeks today on Monday 22nd 

December. Thank you. 
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