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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

Good evening, everyone, and thank you for coming to our monthly staff meeting. I know it’s a busy time of year, so I appreciate you all taking a moment to come together. 
Firstly, as you all know, Chloe will be starting with us on Monday. Starting a new job can be really overwhelming, especially in an early years setting where everything moves quickly and routines are well-established. We want to make sure their first experience of working with us feels supportive, calm, and welcoming.

Debbie Garvey, talks about how tensions can develop between generations when women hold different ideas about how work should be done (Garvey, 2017, p.225). Many of you are juggling responsibilities at home, childcare, caring roles, or extra pressures and then you’re expected to be emotionally available and fully present at work. Garvey (2017) suggests that because of this, strong teamwork and a genuinely supportive environment are essential. So, when a new staff member joins, the whole team plays a huge part in how smoothly things go. I just want us to bear that in mind. It’s not just the manager or the mentor who shapes someone’s start, it’s everyone in the workplace. The small things we do will make a big difference, for example: 
· saying good morning
· checking in if they seem unsure
· giving them space to ask questions
· and creating a calm learning environment (Siraj-Blatchford and Hallet, 2014, p. 111).

 Having a good induction will set the tone for Chloe’s whole experience in the setting. If the first few days feel confusing or isolating for Chloe, it could knock her confidence very quickly. But if she feels included, guided, and safe to make mistakes, she will become much more confident and capable (Hadfield, 2015).
So the induction isn’t just going to be showing her around, It’s about:
· giving her an opportunity to watch
· chances to practise
· space to reflect
· and reassurance that she is not expected to know everything straight away (Garvey, 2017, p.164) 

We’ve all been the new person at some point, so we know how that feels. Let’s give Chloe the kind of start we would’ve liked for ourselves.

In order to make that happen Chloe will have a mentor. A mentor is someone consistent who 
· they can turn to for support
· someone who understands our routines
· our values
· and our expectations.
Mentoring is something Garvey (2017, p. 97) also highlights as being particularly important in early years because of the type of the work that we do. There’s a lot of emotional labour and a lot of need for reflection. 
Chloe will need someone stable to model good practice and to reassure her when things feel overwhelming. This approach aligns with the Children Act 2004, which places a duty on settings to create safe and supportive environments that promote the welfare of children, something that starts with ensuring staff are well-supported and confident (GOV.UK, 2004)
For this induction, I’d like to ask Rachel to take on the mentoring role. Is that ok with you Rachel?
I chose you because I know you have a calm, patient approach, and you’re someone who naturally supports others without judgement. You’re very reflective, and you’re able to explain your thinking and practice clearly, which is an important part of mentoring (Chellappa, 2023). I also see you demonstrating consistently strong practice, which is exactly what a new member of staff needs to be exposed to.

This links with Belbin’s team roles. Belbin (2010, p. 53) says that everyone in a team has different strengths and weaknesses, and that effective teams make use of those strengths. Mentoring is a role that requires specific qualities, not everyone enjoys it, and that’s okay. But you do have those strengths, you’re approachable, reliable, and you communicate well. So this is a natural fit for you, and I think you’ll be a fantastic support for Chloe.

Rachel responds 

· Ok, so for the first week or two, I’d like Rachel to check in with Chloe at various points throughout the day.
· Chloe will spend time shadowing you, especially during routines such as nappy changes, meal times, transitions, and key person interactions.
· You’ll be her first point of contact for questions about day-to-day practice.
· You’ll also model reflective practice, talking through why you’ve chosen a certain approach or why you responded to a child in a particular way.
The aim isn’t for you to “police” her or to take over. It’s to guide, support, and help Chloe become a confident and independent member of the team.

This links to Maslow’s hierarchy of needs. Maslow says that before people can reach their full potential, their basic needs have to be met, things like safety, belonging, and feeling valued (Trivedi and Mehta, 2019).
So for the first few weeks, think about what that looks like for the Chloe. She will need to:
· to feel physically and emotionally safe,
· to know where things are and what to expect,
· to feel like part of the team,
· and to know she’s not in the way or a burden.
That sense of belonging is key. Once she feels secure, she can start building confidence and showing us her strengths.

Even though Chloe has a mentor, I want to stress that the whole team will play a part in her induction. This links with Working Together to Safeguard Children (2023), which reminds us that safeguarding is everyone’s responsibility and creating a culture where staff feel supported is essential to protecting children (HM Government, 2023). So as a team can we:
· be patient if she takes longer to learn routines,
· explain things clearly when needed,
· avoid overwhelming her with too much information too fast,
· and make sure she feels included in everyday conversations.
These small moments build connection and will help Chloe to feel settled quickly. And in return, she will become a stronger, more confident practitioner who contributes positively to our team.

So to finish, thank you all for the support you’ll be giving over the next few weeks. And thank you again to Rachel for taking on the mentoring role, you bring strengths that will make a huge difference to Chloe’s experience.
If we all work together, as Garvey emphasises, we can help our new colleague feel confident, valued, and part of our team from day one.
Let’s give them the warm, supportive start we’d all appreciate ourselves.

After mine - Rachel have you got anything to discuss 
After Rachels - Thankyou Rachel I look forward to building a program together. Cara? T
hank you cara, Josie I heard there was an accident that you wanted to discuss with us
 After josies - Thank you josie, I agree with what you’re saying, and this will come into effect as of Monday
Before cara - Does anyone else have anything to add to training?


Training 

As part of Chloe’s induction, it’s important we think about the training she will need to become confident and effective in her role. Firstly, she will need safeguarding A and B training, so she fully understands her responsibilities to keep children safe and can recognise any concerns immediately. This links to the Working Together to Safeguard Children (2023) (HM Government, 2023).
Next, Chloe will need health and safety training, including her paediatric first aid, food hygiene, food allergies and manual handling for practitioners. This training ensures she can keep both herself and the children safe, which aligns with the Children Act 2004, requiring us to safeguard and promote the welfare of every child in our care (GOV.UK, 2004).
We’ll also provide training on our setting’s routines and policies, so she knows how we approach learning, transitions, mealtimes, and key person responsibilities. This will help Chloe to feel confident in her daily practice.
This training supports our commitment to the United Nations Convention on the Rights of the Child. The UNCRC  emphasises children’s rights to be kept safe (Article 19), to receive the highest quality care and education (Articles 3 and 29), and to have their wellbeing protected by the adults responsible for them (United Nations, 1989). By ensuring Chloe receives thorough safeguarding and health and safety training, we are maintaining these rights and making sure that our setting continues to operate in a way that puts children’s welfare and best interests first.
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