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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, I’d like to again thank you all for attending our monthly staff meeting. My focus today is preparing for the arrival of a new child joining us next week who presents with verbal delay, global developmental delay, and a confirmed diagnosis of ASD. 
As the ALN Coordinator and Nursery Lead, I want to ensure we follow our statutory responsibilities correctly and align our practice with relevant legislation, policy, leadership frameworks and best practice guidance (DfE, 2023).”
“The child’s profile indicates significant developmental delay across multiple areas, including language, cognition, and social communication, which aligns with descriptors found in NICE ASD guidance (2021). Verbal delay means we must adopt communication-supportive approaches such as visual timetables, now-and-next boards, and Makaton, consistent with I CAN Communication Guidelines (2020).
His global delay also means he may require higher levels of scaffolding, shorter instructions, SEN-support cycles, and close observation as recommended by Early Years Foundation Stage (DfE, 2024).”
“It is really important that we follow the Additional Learning Needs and Education Tribunal (Wales) Act 2018, as this establishes our duty to ensure that every child with ALN receives appropriate support through an Individual Development Plan (IDP). We must also apply the principles of inclusion as outlined in the Equality Act 2010, ensuring we make reasonable adjustments to the environment and routine (EHRC, 2019).
Our setting’s ALN Policy requires a graduated response using the assess–plan–do–review model, drawing on the Code of Practice for ALN (Welsh Government, 2021). Additionally, we must maintain confidentiality in line with GDPR (ICO, 2018) while still ensuring safeguarding procedures are followed as outlined in Working Together to Safeguard Children (HM Gov, 2023).
We must work together with speech and language therapists, health visitors and the local authority ALN team, supporting integrated working as emphasised by the Children Act 2004 and Keeping Learners Safe (Welsh Gov, 2023).”
As Nursery ALN Lead, I take responsibility for coordinating external agencies, monitoring provision, ensuring staff training, and maintaining compliance with statutory requirements (Nutbrown, 2012 emphasises the importance of skilled leadership in early years).
I will be the primary practitioner for this child. my role will involve completing observations, working with parents, maintaining the IDP, and implementing daily interventions consistent with McKinsey’s leadership framework, which highlights the importance of capability building and consistent implementation (Barber & Mourshed, 2007).
From a motivational perspective, I want all staff to feel supported and confident. Drawing on Maslow’s hierarchy of needs (1943), I recognise that staff must feel safe, supported, and valued to provide high-quality inclusive care. This is why reflective practice sessions will be available, ensuring your professional needs are also met (Schon, 1983).
“Before the child starts, we will arrange a transition meeting with parents to gather further information, as recommended by the SEN Code of Practice. The IDP will be drafted within the first three weeks, followed by a review after six weeks, consistent with our policy and the ALN statutory timeline.
We will use triangulated evidence from observations, parent feedback, and specialist reports to ensure accuracy and alignment with professional guidelines (Thomas, 2015).
I will also ensure staff training on ASD communication strategies is refreshed, as recommended by NAS (2019).”
“Finally, are there any questions or concerns? It’s important we maintain open communication and reflective dialogue, as recommended in distributed-leadership theory (Harris, 2008).
Thank you all for your dedication to inclusive practice and for ensuring our provision remains child-centred, legislation-compliant, and responsive to individual needs.”
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