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🌼 SUNSHINE NURSERY – STAFF MEETING AGENDA🌼

Monthly Staff Meeting
Date:  24th November 2025
Time: 7pm 
Location: Nursery Staff Room
Minute Taker: Gwawr Lewis

In attendance 
Bobbie – Staff training Lead
Gwawr – Incident officer 
Cody – ALN coordinator 
Joelle – New staff starter Lead
Gemma – Parent Partnership Lead 

AGENDA

1. Welcome and Purpose of Meeting 

2. Gwawr – Incident review 

3. Cody – ALN lead, new starter 

4. Joelle – New starter Leader, New member of staff

5. Gemma – Parent Partnership Lead, improving parent partnerships with the nursery

6. Bobbie – Staff training Lead, staff training discussion. 

7. Any questions 












Good afternoon, everyone. As the Incident Coordinator and Nursery Lead, I want to begin by thanking everyone for attending today. My focus today is an incident recorded last week when a child’s nappy was left unchanged for approximately four hours. This review is essential for ensuring compliance with statutory guidance and maintaining high-quality care.

A little summary of events: On Tuesday 18th, Child A’s nappy was checked at 9:05am and not changed again until 1:15pm. This was noted during routine observations and confirmed by the duty practitioner. This length of time does not meet our duty of care and falls short of the expectations outlined in our Nappy Changing Policy (Sunshine Nursery, 2023), which states checks must be carried out at least every 2 hours and more often if needed.

This incident also breaches statutory duties under the EYFS 2024, which emphasises that children must have their physical needs met promptly (DfE, 2024).

My review today must be grounded in legislation and research.

Key frameworks relevant to this incident include:
    •    EYFS Statutory Framework (DfE, 2024) – safeguarding and welfare requirements mandate that providers promote good health, including meeting toileting needs promptly.
    •    Keeping Children Safe in Education (DfE, 2023) – reinforces that neglect includes failure to meet basic physical needs.
    •    Children Act 1989 & 2004 – places a duty to safeguard and promote welfare.
    •    Working Together to Safeguard Children (HM Government, 2023) – requires timely, effective responses to concerns of neglect.
    •    UNCRC Articles 3 & 19 – the child’s best interests and protection from neglect must always come first.

From a policy perspective:
    •    Our Safeguarding and Child Protection Policy
    •    Our Nappy Changing and Intimate Care Policy
    •    Our Supervision and Staff Deployment Policy
    •    Our Incident Recording and Reporting Procedures

These documents clearly outline expectations for staff conduct, frequency of checks, appropriate documentation, and accountability for meeting children’s personal-care needs.

As part of our reflective practice approach, influenced by Schön’s (1983) reflective practitioner model, we have analysed potential contributing issues:
    1.    Staffing and deployment: At the time, we had one member of staff covering another’s break, which may have caused reduced attention to routine checks. EYFS ratios must always be maintained.
    2.    Communication breakdown: The handover sheet was not completed thoroughly.
    3.    Over-reliance on junior staff: According to Tuckman’s (1965) group development theory, the team appears to be between the “forming” and “storming” stages, where role clarity is still developing.
    4.    Possible lack of confidence: Drawing on Carl Rogers’ (1959) humanistic principles, staff need a climate that promotes trust and openness to improve practice.
    5.    Time-management pressures: Transformational leadership approaches, referenced by Bass (1985), show the need to motivate and support staff to meet high care standards despite pressures.

As one of the nurseries Leads, I would like to emphasise the statutory responsibilities that fall to each of us:
    •    The Designated Safeguarding Lead (DSL) must ensure all incidents of possible neglect are investigated and recorded.
    •    Room Leaders are responsible for monitoring staff deployment, ensuring nappy-changing schedules are followed, and ensuring junior staff feel confident to raise concerns.
    •    Practitioners must complete nappy-change logs accurately, adhere to policy, and communicate at every handover.
    •    My role, as Incident Coordinator, is to assess the incident, ensure immediate actions are taken, implement improvements, and notify external agencies if required (in line with Working Together, 2023).

Effective delegation reflects Mintzberg’s (1994) leadership functions, requiring clear distribution of roles, decision-making, and monitoring.

This also aligns with Belbin’s (1981) team-role theory, ensuring each team member understands how their role contributes to overall team efficiency and safeguarding practice.

Immediately following the incident:
    •    The child’s parent was informed in line with our legal duty (EYFS, 2024).
    •    The practitioner involved completed a reflective account.
    •    Room Leaders reviewed nappy-changing logs from the previous two weeks.
    •    The DSL updated the incident file and risk assessment.

We also ensured that the child’s wellbeing was at the centre, reflecting Maslow’s (1943) hierarchy of needs, which highlights the importance of physiological comfort and hygiene as foundational needs.

To prevent recurrence, the following actions will now be implemented:
    1.    Re-training on nappy-changing and intimate-care procedures with reference to Statutory Framework EYFS (2024) and our policies, and speaking to our training officer Bobby, we have agreed on the dates and times for the re-training. In the last point of our agenda today Bobby will be discussing different training, as the training lead. 
    2.    Strengthened handovers, informed by Lencioni’s (2002) work on team dysfunction—specifically improving communication and trust.
    3.    More consistent reflective supervision, aligning with Kolb’s (1984) cycle of experiential learning.
    4.    Digital nappy-changing logs to reduce human error.
    5.    Additional mentoring for junior staff, drawing on Rogers’ (1959) idea of unconditional positive regard to promote confidence and learning, with the induction of the new member of staff, that Joelle will cover in the next point of the agenda, Joelle and I have agreed prior to this meeting that this incident will be read as a case study during the nappy training. 

This incident, while concerning, provides an opportunity for growth. Through strong leadership – from transformational approaches (Bass, 1985) to collaborative and reflective approaches (Schön, 1983; Rogers, 1959) – we can strengthen our practice and ensure children’s needs are always prioritised.

I want to close by emphasising our collective responsibility: meeting the needs of the children is the responsibility of every member of staff, and as the Children Act 2004 reminds us, we must work together to ensure the welfare of every child. 

Thank you. I welcome questions or comments.”
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