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Agenda for Team Meeting 

1. Introduction 
  

2. Members in attendance  
          Katie – Safeguarding Officer 

          Kelly – ALNCo  

          Jack – Wellbeing Officer 

          Lyndsey – Foundation Phase Lead  

          Molly – KS2 Teacher 

          Cerys – Parental Engagement Officer  

 

3. Support and development for new staff- Kelly (ALNCo)  
 

4. Reviewing safeguarding policy and safeguarding update- Katie 
(Safeguarding Officer)  

 

5. Consistency of Foundation Phase classroom practice and 
environment- Lyndsey (Foundation Phase Lead)  

 

6. Jack- The importance of wellbeing for staff and what steps to take. 
(Wellbeing officer) 

 

7. New curriculum update- Molly (KS2 Teacher)  
 

8. Update on parental support and action plan-Cerys (Parental 
Engagement Officer)  

 

9. Any other business. 
  

10. Recap.  
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Presentation Script 

According to the Welsh Government (2022), the role of the Additional Learning 

Needs Co-ordinator [hereafter ALNCO] was formally introduced in January 2021 as 

part of a national effort to strengthen leadership within the education system. From 

this point, it became a statutory requirement for all maintained schools in Wales to 

have an ALNCO in place. The Welsh Government (2022) outlines the purpose of the 

role as leading inclusive practice to ensure that every learner can achieve their full 

potential. In my role I guide and support staff in identifying and meeting the diverse 

needs of children whilst promoting early intervention and collaborative working. 

Through effective communication, training and the modelling of best practices I help 

build staff confidence by adapting provision and delivering individual support plans. 

According to Suwnada and Nugroho (2022) as a leader I must try to foster a culture 

of inclusion, reflection and ongoing professional development to ensure that our 

setting remains a supportive and inclusive environment where both children and staff 

can thrive.  

According to Moyles (2006) the quality of a setting depends heavily on the 

quality and skills of the leaders and points out that there is a lack of training in 

leadership in education causing uncertainty in teams. Fonsen et al. (2023) would 

agree and suggests effective leadership is an essential component in supporting 

young children's development and learning and maintains leadership should be a 

shared responsibility pointing out the importance of all staff collaborating when 

making decisions. As ALNCO I play an essential role in assisting and training new 

employees to enhance their understanding of inclusive practices (Welsh 

Government, 2021). By applying Tuckman’s (1965) theory and his stages of group 

development forming, storming, norming, and performing I can offer structured and 

meaningful support as new staff members become familiar with their roles and 

responsibilities. During the forming stage I provide a full induction and outline key 

additional learning needs [hereafter ALN] policies and establish open 

communication. In the storming stage I offer reassurance and guidance as new 

members of staff adjust and ask questions. As we reach the norming stage I 

encourage collaboration and consistency through team meetings and shared 

planning. By the performing stage I foster independence and reflective practice 
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through ongoing professional development. Using Tuckman’s framework enables me 

to guide new staff effectively through each stage of their development ensuring they 

feel supported and confident to contribute positively to our inclusive learning 

environment (Bonebright, 2010). 

Rodd (2013) emphasises that a team functions as a continuous and evolving 

process that requires regular attention and support. For example, through ongoing 

staff training and supervision. She distinguishes between two key elements of an 

effective early years team, the core team which consists of practitioners who work 

together daily and the wider team which includes external professionals who provide 

additional support to practitioners. Similarly, Aubrey (2016) discusses the importance 

of effective communication and collaboration within a team. This perspective is 

reinforced by the Welsh Government (2021) and the Additional Learning Needs 

(Wales) Regulations, which specify that the designated ALNCO is responsible for 

ensuring appropriate provision for both children and staff and for overseeing, 

supervising and training staff while monitoring the effectiveness of the provision. 

Furthermore, team collaboration and the consistent sharing of constructive feedback 

are essential for sustaining high quality practice, supporting professional 

development, and ensuring that all team members work together effectively toward 

common goals. This runs in the veins of Kurt Lewin’s theory (1939, cited Johnson, 

2022) and the democratic leadership style. This style of leadership is often referred 

to as participative or shared leadership that focuses on motivating all members of a 

team to take part in the decision making process. This method promotes teamwork, 

shared accountability and transparent communication among group members and is 

the style of leadership I adopt as ALNCO at this setting.  

 According to the Welsh Government (2010) staff have important 

obligations under the Health and Safety at Work Act 1974 and the Management of 

Health and Safety at Work Regulations 1999. These responsibilities apply to 

everyone working in a school and staff members must take reasonable steps to 

protect their own safety and that of others in the workplace. Furthermore, staff 

members are also expected to work with their employer to support compliance with 

health and safety rules. Additionally, employees must follow all training, instructions, 

and guidance given to help them carry out their duties safely. Swansea Council 

(2025) state staff are required to complete an HS3 form when they experience 
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aggressive behaviour from a pupil. The purpose of the HS3 form is to ensure that all 

incidents involving aggression or potential harm are documented promptly and 

accurately so that appropriate investigation and support can take place. According to 

the Welsh Government (2010) understanding the reporting system helps new staff 

build confidence and feel more secure in their role.    

Thankyou Katie.  
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