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                                Team Meeting Agenda 24/11/2025
Attendees: Lucy Pitt, Samantha Morgan, Lucie Williams, Sophie Norman, Emma Thomas, Hari Jones. 

1. Safeguarding (key points highlighted) carried out by Lucy Pitt
Introduction to Safeguarding
Define safeguarding and its importance in our setting.
Reinforce that safeguarding is everyone’s responsibility not only the designated safeguarding lead and deputy. 
Incident Reporting and Record Keeping
Outline how safeguarding concerns are documented.
Explain the process of a safeguarding referral: initial support via IAA, escalation through a C1 form, and referral to MASH (Multi‑Agency Safeguarding Hub).
Interactive Safeguarding Question
Engage members of the team with a scenario or question encouraging them to explain and reflect on their understanding of safeguarding procedures. 
Training and Professional Development
Encourage staff who feel uncertain about any safeguarding topic to enhance their knowledge by enrolling in relevant online training courses for example:
Prevent Duty (radicalisation awareness)
ACEs (Adverse Childhood Experiences)
County Lines and Cuckooing (child exploitation risks)
FGM (awareness and reporting duties)

2. Health and Safety ( key points highlighted). Carried out by Samantha morgan.  
Handwashing and Hygiene Practices
Reinforce the importance of regular handwashing and hygiene supported by the NHS hand washing technique poster displayed within the setting. 
Ensure children are encouraged and supervised during these routines.
Illness and Exclusion Policies
Review procedures for managing illness in the setting and change if necessary.
Clarify when children should be excluded due to illnesses and how staff should respond to this.

Emergency evacuation procedures. 
Revisit the fire drill procedure and evacuation routes. 
Review wider emergency procedures to ensure all staff are confident. Highlight the emergency exit routes to ensure staff know and understand where each evacuation route is locate.

Food Safety and Mealtime Supervision
Discuss safe food handling and storage.
Ensure staff are confident in supervising children during meals. And ensuring that all food prepared at the setting is chopped correctly to minimise the risk of choking.  

3. Staff mentor and Interventions (key points highlighted). Carried out by Lucie Williams.  
Aims of WellComm
Introduce WellComm as a practical toolkit for assessing and supporting children’s speech, language, and communication.
Emphasise its role in spotting early needs and promoting inclusive development.

How We Will Use It in the Setting
Explain how staff will apply WellComm through screening, observation, and targeted activities within the setting.
Clarify responsibilities for the assessments and how progress will be tracked.

Staff Training and Next Steps
Outline training required to ensure all staff are able to use WellComm effectively.
Encourage ongoing professional development and regular monitoring.
Share how results will be reviewed and communicated with parents/carers.
4. ALN documentation, (Key points highlighted). Carried out by Sophie Norman. 
Introduction to Individual Learning Plans (ILPs)
Outline the purpose of ILPs as personalised documents designed to meet each child’s unique learning needs.
Discuss the collaboration between staff, parents, and external professionals in developing and reviewing ILPs.
Record Keeping and Monitoring
Accurate documentation of assessments, interventions, and outcomes.
Secure storage of records in line with GDPR and safeguarding policies.
Evidence used to inform reviews, inspections, and parental communication.

Staff Roles and Responsibilities
ALN Lead oversees documentation and ensures staff are confident in using ILPs ALN lead will support when needed.
All staff contribute observations and updates to maintain a holistic oversight of a child.
Training provided to strengthen inclusive practice and accurate record keeping.

5. Family engagement key points to be discussed. Carried out by Emma Thomas.
The Importance of Family Engagement
Family engagement builds strong partnerships between home and setting.
It supports children’s learning, wellbeing, and development by ensuring consistency.
What has Been Going Well
Strong methods of communication including  (newsletters, parent meetings, daily updates).
Positive feedback from families about feeling included in their child’s progress.
Successful events that encourage parental involvement (stay‑and‑play sessions, workshops).

 Where We Can Improve
Some families may feel less confident engaging due to language, time, or cultural barriers.
Need to ensure all parents have equal access to information (digital and paper formats).
Strengthen two way communication by not just sharing updates however also through listening to family voices.

New Ideas Moving Forward
Introduce family workshops on topics that supports a child’s development  for example  literacy, numeracy, and wellbeing.
Create more flexible opportunities for engagement (online meetings, recorded updates).
Develop parent focus groups to align with aspects of the curriculum or activities.
Celebrate diversity by inviting families to share cultural traditions and experiences.
6. Forest school planning (key points highlighted). Carried out by Hari Jones. 

Safety and Risk Management
Conduct thorough risk assessments for all activities and locations.
Identify and manage potential hazards in natural environments.
Ensure appropriate control measures are in place for each session.

Accessibility and Inclusion
Consider age, learning needs, and physical disabilities when planning sessions.
Ensure the site is accessible for all children and staff.
Adapt activities to meet individual needs and promote inclusive participation.

Staffing and Supervision
Review class sizes and ensure appropriate practitioner to child ratios are being followed.
Organise parental volunteers and additional supporting staff where needed.
Confirm staff are confident in their roles and responsibilities.

Environmental and Logistical Planning
Prepare for seasonal changes: clothing, weather conditions, and time of year.
Plan session durations and travel times to and from the site.
Ensure essential facilities for example toilets and shelter are available and accessible.









Team meeting script. 
Good afternoon and thank you for attending today’s team meeting. I appreciate your time and continued commitment to the children and families we support.
This afternoon we will be looking at several key topics that are important for the smooth running of our setting. The first area we will focus on is safeguarding, as this underpins everything, we do at the setting to keep the children safe and happy. 
To begin with, what does safeguarding means and who is responsible for it. Safeguarding is one of the most important duties we share as a team. It’s our responsibility to make sure that every child in our care is protected from harm. Spotting any signs and symptoms early can prevent risks from escalating and help avoid any serious safeguarding issues arising.
The Keeping Children Safe in Education guidance (DfE, 2025) explains that safeguarding involves “protecting children from maltreatment, preventing impairment of their health or development, ensuring safe and effective care, and enabling them to achieve the best outcomes”.
In practice, safeguarding means being reactive and noting the signs of risks such as physical, emotional, or sexual abuse, neglect, and also in recent times new challenges have been raised for example online harm, radicalisation, or exploitation. The Working Together to Safeguard Children guidance (HM Government, 2023) states that safeguarding is not just the responsibility of the Designated Safeguarding Lead it is something every member of staff must take seriously. Each practitioner has a duty of care to notice concerns, act appropriately, and record information accurately so that children are kept safe and supported.
The next topic we are going to be moving onto is the process of reporting. In Wales, every practitioner has a statutory duty to report safeguarding concerns if they believe a child is at risk of harm. This duty is set out in the Social Services and Well‑being (Wales) Act 2014 and reinforced by the Safeguarding Boards (Functions and Procedures) (Wales) Regulations 2015. In practice, if you notice or suspect something is wrong, you must record the concern factually and promptly, then contact IAA (Information, Advice and Assistance) for initial guidance. If IAA advises that the threshold for intervention has been met, they would advise on completing a C1 referral form and submit it to MASH (Multi‑Agency Safeguarding Hub), ensuring the concern is escalated to the right professionals without delay as this can pose a serious potential risk to life for a child. The Wales Safeguarding Procedures (Social Care Wales, updated 2025) and Working Together to Safeguard People Guidance (Welsh Government, 2019) both stress that it is that it is better to raise a concern that is proven factually incorrect than to not report which  can then lead to a serious risk of missing a child seriously in danger. 
Recent updates from NSPCC Learning (2025) also highlight the importance of clear reporting pathways and multi‑agency collaboration, reminding us that safeguarding is everyone’s responsibility, not just the Designated Safeguarding Lead.
Moving on to the next part of our agenda, we’ll now begin our question‑based section. In this part, I’ll be choosing team members at random to answer safeguarding questions. This is a chance for us to test our knowledge, share ideas, and make sure we’re all confident in recognising and responding to safeguarding concerns.
To start us off, Samantha, I’d like to ask you: What is FGM, and what should we be looking out for as signs and symptoms?
Samantha will then answer the question.....
Thank you for your answer, Sam that was valuable, and I’m sure everyone here has gained further knowledge to support their understanding of FGM. To conclude this part of our agenda, we’ll now move on to our final safeguarding question. This last question is designed to bring together the key points we’ve discussed today and ensure that we all feel confident in how to put them into practice within our day to day work.
The final question I’d like to ask everyone is: Who is in charge of safeguarding within our setting?
Everyone answers the question....  
It is vital that any member of the team who feel unsure about any safeguarding topic should be open to strengthen your knowledge and confidence by taking part in relevant online training, as highlighted in the Prevent Duty Guidance (Department for Education, 2020). Ongoing professional development is essential, since safeguarding risks continue to evolve, and all practitioners must be prepared to recognise and respond effectively (NSPCC Learning, 2025). 
A wide range of training courses are available to support this, including Prevent Duty training, which raises awareness of radicalisation and extremism (Department for Education, 2020)ACEs (Adverse Childhood Experiences) training, which explores how early trauma can affect children’s long‑term health and behaviour (Public Health Wales, 2015); County Lines and Cuckooing training, which highlights the dangers of child criminal exploitation (Home Office, 2021; National Crime Agency, 2020); and FGM training, which ensures staff understand the signs and mandatory reporting duties (Department for Education, 2020; NHS England, 2023).  Investing in training demonstrates our collective commitment to protecting children and ensures that we remain aligned with statutory guidance and best practice (Department for Education, 2020).
As we bring this safeguarding section to a close, I want to emphasise that safeguarding is not just a policy or a procedure it is a daily responsibility that underpins everything we do. Each of us plays a vital role in protecting children from harm, and by working together, we create a safe and supportive environment where every child can thrive.
I would now like to invite Samantha to share with us the vital key roles in ensuring we follow the correct health and safety guidelines. Health and safety, much like safeguarding, is a shared responsibility across the whole team. It underpins the smooth running of our setting and ensures that both children and staff are protected from avoidable risks. 
Thank you for that, Sam. Next, I would like to invite Lucie, our staff mentor and interventions team member, to talk us through her supporting key points. Lucie plays a vital role in guiding staff, offering mentoring support, and ensuring that interventions are carried out effectively to meet the needs of children and families. 
The importance of mentoring and intervention is reinforced by Estyn’s School Improvement Guidance (Estyn, 2020), which emphasises that effective professional support and collaborative practice are key to improving staff confidence and ensuring positive outcomes for learners.

Thank you for that valuable insight, Lucie. I would now like to invite Sophie, our ALN Lead, to share her perspective. Sophie plays a crucial role in ensuring that children with additionallearning needs are fully supported within our setting. She will outline the key responsibilities involved in her role, including identifying needs early, coordinating tailored support plans, working closely with families, and liaising with external professionals where necessary. 
This role is underpinned by the Additional Learning Needs and Education Tribunal (Wales) Act 2018, which places a statutory duty on schools and settings to identify, assess, and provide for children with ALN through Individual Development Plans and collaborative working (Welsh Government, 2018).”

Thank you so much for that, Sophie. I’m sure we can all agree that the information you’ve shared will strengthen our practice and help us continue to provide an inclusive environment for every child. Moving forward, I’d now like to invite Emma to speak about family engagement.
Family engagement is a vital part of our work, as it ensures parents and carers are actively involved in their child’s learning and development. Emma will outline the approaches we use to build strong partnerships with families, such as maintaining clear communication, offering regular updates, and creating opportunities for parents to contribute to decisions about their child’s care and education. 
The importance of family engagement is reinforced by the Welsh Government Family and Community Engagement Guidance (Welsh Government, 2020), which emphasises that strong partnerships between schools, settings, and families are key to improving outcomes for children and young people.

Thank you for that, Emma. Finally, we are moving on to Forest Schooling, and this aspect of the meeting will be carried out by Hari.
Forest Schooling is an important part of our provision, as it gives children the opportunity to learn and develop through outdoor experiences. It promotes resilience, independence, and problem‑solving skills, while also encouraging a deeper connection with nature. Hari will be sharing the key principles of Forest School, including how outdoor learning supports children’s physical health, emotional wellbeing, and social development. She will also highlight the practical steps we take to ensure sessions are safe, engaging, and inclusive for all children.
Thank you very much for that, Hari. Your insight into Forest Schooling has highlighted how outdoor learning promotes resilience, independence, and a deeper connection with nature. The Forest School Association (2021) reinforces that high‑quality Forest School practice fosters confidence, creativity, and collaboration, making it a valuable part of early years and school provision.
With that, I’d like to thank you all for attending this meeting today. I hope you found it helpful in supporting our day‑to‑day life at the setting. Before we close, does anyone have any final questions?
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