KELFORD SCHOOL
PERSONAL CARE POLICY

Written September 2005
Approved by governors:
To be reviewed in line with school’s Monitoring and Evaluation Policy
Kelford recognises that a child’s well-being is critical in maximising their potential. A child’s well- being includes physical and emotional health, safety and security.  Many of our children are dependent to some degree on others for taking care of their personal needs. Whilst carrying out personal care, staff will be mindful of their role in ensuring a child’s well-being.
Aims

1. For every child to be treated with dignity, respect and privacy during personal care times.

2. For pupils to become as independent as possible with their personal care.

3. To ensure and promote the safe handling of pupils, so that they feel comfortable and secure.

4. To ensure that pupils have their personal care needs met whilst at school in an environment that supports their continued learning.

5. To ensure and promote safe hygiene practices for staff and pupils.

6. To ensure staff act in a responsible manner in line with school’s Health and Safety Policy and guidelines.

7. To encourage and support staff in contributing to the review and improvement of working methods.

Organisation of personal care
· Pupils who require individual attention should have privacy. Staff should check a pupil within the changing room area, not in his class or other public place. 

·  A pupil’s dignity and right to privacy should be borne in mind.  Staff who need to enter a changing area should first knock and wait for a reply before entering. Signs should be put on doors to remind staff.
·  All staff coming into school, including those on supply, will have been List 99 checked. Any person who has not been confirmed as CRB police checked should not have unsupervised access to pupils. Those who have not had a CRB check may assist with a member of staff who has been CRB checked. In addition, no student or voluntary worker should work on their own with a pupil without direct supervision or consent from the Head Teacher.

· Staff who are new to the school, whether male or female, should not be asked to toilet until completing this part of their induction programme. Female staff may change both male and female pupils, males may change males only.
· All pupils requiring moving and handling onto a changing bed will have a personalised risk assessment compiled by all those working with the child. This will lead to a toileting procedure for each child. These form part of the Pastoral Support plan for the child. It is the teacher’s responsibility to ensure this is kept up-to-date and that all staff involved with the pupil have access to these. It is the responsibility of staff supporting toileting to read and be familiar with these and to report any issues to the class teacher in order that the risk assessment and procedures are reviewed, relevant and improved where necessary.
· Where individual personal care programmes are not required, support staff will assist pupils to be as independent as possible.

· Pupils, when required for personal care, will be approached respectfully and quietly within their class situation. Staff collecting them will explain where they are going using the pupil’s preferred communication method.

· Pupil’s personal care requirements will be treated with confidentiality and discussed only with other staff on a needs to know basis and then only in areas of privacy. Discussions should not take place in any public area eg corridor or reception area.

· The cleaners will clean all changing beds at the end of a day too.

· If a pupil is assisted to use a toilet seat, this too will be wiped down with soap and water between each child using it.

· Staff undertaking personal care routines should not wear jewelled rings to work.

Procedures for use of personal hygiene  room.

a. Changing bed.

1. Staff to check bed is in good working order; any concerns report to Team Leaders and write in Caretaker’s faults book in reception. If the hoist is not working properly report this to the admin office who can immediately call out the service company.

2. Move and secure bed in most appropriate part of floor regarding individual’s needs, hoisting and stability.

3. Remember to position sides of bed up or down as necessary.

4. Remember to adjust height of bed according to shortest member of staff and size of pupil.

5. The bed must be wiped down with soap and hot water after each pupil has been changed.  There is no need for this to be antiseptic spray.
b) Protection of staff and pupils

1. Disposable gloves that are the appropriate size for your hands must be worn when changing a student and handling body fluids. Hypo- allergenic gloves will be provided if you ask for some from the caretaker. It is important that these fit correctly so ask for the size you think you may need and try them out! They must be disposed of in the correct bin, the clinical waste bin with a yellow bag– see instructions in each changing area- and NOT put anywhere else e.g. in general waste bin. A new pair of gloves must be worn for each pupil. Disposable gloves used for changing must not be worn outside the changing area nor worn when pushing pupils back to class in their wheelchair.

2. A disposable apron must be worn whilst changing. This must not be worn outside the changing area when taking students back to class. Again it needs to be properly disposed of with the disposable gloves in the clinical waste bin.

3. If you are scratched accidentally by a pupil, there is antiseptic spray kept in the first aid box, see the first aiders. With pupils where this may be a regular occurrence, there are arm protectors you can use if you ask your class teacher.

4. Be vigilant if you have open sores on your arms or hands. These should be covered with a plaster or dressing.
5. Wash your hands with alcohol gel before leaving the changing area

6. If necessary, wash the hands of the pupil.

7. Whilst one staff returns student to the class, the other staff can be preparing the room and themselves for the next student.

8. If you notice a mark or bruise on a pupil while changing, report this to the class teacher or teacher in charge at the time. If there appears to be no explanation for these marks then you must follow Child Protection Procedures and fill in a ‘Report of Unexplained marks / bruises’ form BUC, and pass immediately to the admin staff. You must also note in the pupil’s Blue Book in their class that you have completed a BUC form and the date. This should not be photocopied to keep anywhere within class.
9. Our school nurse must not be called routinely if you see marks or bruises but only if you are concerned about the pupil from a medical point of view.

c) Biological waste

1. Blue roll and antiseptic wipes are available in the room to wipe students. Please use only as much as is necessary. Before you run out, ask the caretaker and he will supply more.
2. Used blue roll and wipes must be put in the clinical waste bin. This will have a yellow bag and should be a pedal bin type so that staff do not have to touch the lid with their hands.
3. Used pads must be disposed of in the same clinical waste bin.
d) Blue paper towels

These should not be put in the clinical waste bin as this bin costs much more to dispose of but put in the normal pedal waste bin.
Recording and monitoring procedures

· Class teachers will undertake a toileting risk assessment in conjunction with their support staff. This may then form the toileting procedure which staff will monitor on a daily basis and formally review with the class teacher when required.
· Class teachers will carry out a risk assessment of a personal hygiene area that belongs to their class.

· Heads of Department will carry out risk assessments for the communal personal hygiene areas in their departments.

· Any health and safety issues should be brought to the attention of either Heads of Department or the Health and Safety Co-ordinator.

·  Equipment faults should be reported to the central administrator if of immediate concern. Otherwise reported in the Caretaker’s faults book in his pigeon hole in reception.

· Further advice and guidance can be sought from Physiotherapists, Occupational Therapists and the LEA Moving and Handling co-ordinator.
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