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EAST LOTHIAN COUNCIL 
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GUIDELINES FOR STAFF WHO SUPPORT CHILDREN WITH 

 PERSONAL CARE NEEDS 

 

 

Over the past two years there has been a significant increase in pre-school 

provision for children aged 3-5 years.  This has been very positive and has created 

a lot of opportunity for more children; particularly vulnerable children to access 

pre-school education.  Hopefully outcomes for children, in terms of all areas of 

their development, will be a lot better in the future. 

 

The contribution of pre-school education lies in developing and broadening the 

range of children’s learning experiences to leave them confident, eager and 

enthusiastic. 

 

Within the areas of emotional, personal and social development, children should 

learn to develop confidence, self-esteem, and a sense of security and independence.  

E.g. in dressing and personal hygiene.  These areas of development are closely linked 

with all other aspects of their learning.  They need to begin toilet training at an 

early stage to promote personal development is essential if a child is to be fully 

trained before starting nursery.  This should be reinforced with parents at the 

application stage.  East Lothian Council has an equal opportunities policy and as such, 

children who are not yet fully toilet trained can not be excluded from nursery. 

 

Over the past year every local authority nursery, private and voluntary sector, who 

are in partnership to provide pre-school education, has received manuals with a 

variety of policy guidance.  This manual is a working document, which is not 

exhaustive.  It was always intended that it could be added to or developed.  The 

guidance regarding children who are not yet toilet trained is part of the ongoing 

work. 

 

The following guidance is to enable staff who offer support to children who need 

help at the toilet, an opportunity to develop good and safe practice. 

 



Ref:  G15 

 

 

PRINCIPLES 

 

 Staff, as part of induction should be made aware of the procedures in good 

working practices which comply with health and safety regulations such as the 

wearing of rubber gloves for certain procedures and methods of dealing with 

body spills and manual handing.  A copy of these procedures should be 

displayed in each toilet area. 

 

 Discussion with parents/carers at the enrolment stage may be helpful in 

assessing the child’s stage of muturity regarding personal hygiene along with any 

allergies.  Parents should be encouraged to toilet train their children at home, 

as part of their daily routine and the nursery/school should reinforce these 

routines. 

 

 When wetting or soiling occurs, these incidents should be treated with 

sensitivity, as children are more likely to make progress when praised for their 

successes. 

 

 The nursery staff has a joint responsibility to encourage children towards 

independence and to promote a positive self-image.  Staff should respect the 

personal dignity of children whilst supervising or reinforcing toileting skills. 

 

 Frequent routine trips to the toilet are preferable but we must be aware of the 

effect of over pressurising a child. 
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Recommended procedure when changing wet/soiled children 

 

 The first appropriately qualified staff member he/she encounters should 

change the child as soon as possible. 

 

 The staff member should inform colleagues that she/he is going to change the 

child. 

 

 (Students and volunteers are exempt) 

 

 The child should, where reasonably practicable be changed in a designated area 

that provides sufficient space, heating and ventilation to ensure safety, privacy 

and comfort. 

 

 This area should have a sink and appropriate resources where reasonably 

practicable. 

 

 Supplies of suitable cleaning materials should e provided for cleaning and 

disinfecting changing surfaces. 

 

 In the event of wetting, the child’s independence should be encouraged by 

dealing with as much of the routine as possible, with an adult in attendance. 

 

 Waste should be doubled bagged and then put in a designated bin with a lid. 

 

 A supply of fresh clothes should be to hand so that the child is not left 

unattended whilst they are found. 

 

 Staff members should record the date and time of changing the child. 
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Resources 

 

 An area of privacy. 

 Access to a sink and/or sluice, where reasonably practicable. 

 A changing mat/table where reasonable practicable. 

 Non-latex disposable gloves and aprons. 

 Baby Wipes – non allergenic. 

 Bin with a lid for sealed waste bags. 

 Plastic bags for disposable waste. 

 Plastic bags for sending home soiled clothes. 

 Disinfectant (as approved by East Lothian Council). 

 A supply of clothes e.g. socks, pants, trousers etc. in a variety of sizes. 

 Bucket and mop designated for the task. 

 Nappies (to be provided by the parent). 

 

 

Child Protection 

 

Procedures for changing wet/soiled children should be made aware to 

parents/carers and their written permission should be sought at the admission 

stage. 

 

It is not usually practicable from the point of view of staffing resources, for there 

to be two members of staff involved with a child for intimate care unless for health 

and safety reasons, e.g. with a child who is ill or difficult to move handle. 

 

The best interests of the child need to be considered in making decisions on 

staffing.  Whilst the presence of two people may be seen as providing protection 

against a possible allegation of abuse against a member of staff, it further erodes 

the privacy of the child. 

 

Ensuring that members of staff make their intention and purpose known to others 

before commencing personal care with a child is a sensible precaution. 

 

To promote good practice, signed and dated records of personal care should be 

kept. 

 

 

 


