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Example of the type of information to provide with your reference list:
Meeting Members and Agenda
School Setting (Alter roles according to setting)
Members in attendance:
XXXXXX XXXXXXX – Reception Teacher and Foundation Phase Coordinator (FPC)
XXXXXX XXXXX – Nursery Teacher and School’s Health and Safety Officer (HSO)
XXXX XXXXX – Year 1 Teacher and ALNCo
XXXXX XXXXX - Nursery Assistant/Teaching Assistant in Nursery Class – Eco School’s Coordinator (ESC)
XXXXX XXXXX - Year 2 Teacher, Deputy Headteacher and School’s Designated Safeguarding Officer (DSO)

(XXXXX XXXXX = Actual name of student)

Agenda for Team Meeting 15/05/21
1. The New Curriculum – Preparing for change XXXXXX XXXXX  FPC
2. Review of all Risk Assessments following incident – XXXXX XXXX HSO
3. Preparing for the new ALN Bill – Training – XXXX XXXX ALNCo
4. ESDGC Project – XXXX XXXX ESC
5. Reviewing Safeguarding Policy and Procedures – XXXXX XXXXX DSO
6. A.O.B (Any Other Business)




