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Personal Care Support Policy 2025 
Forming part of: Giant Steps Tasmania’s Health & Safety Manual
Policy Statement
As part of its commitment to the Child and Youth Safe Organisations Framework, Giant Steps Tasmania ensures that when staff assist students with their personal care routines this is always done in a safe, caring and supportive manner, with the dignity of the student being preserved.
Purpose 
The purpose of this policy is to describe how students are supported to manage their own personal care routines whenever possible. However, where students are unable either in the short or long term to manage their own routines, this policy explains how their needs are met in a safe, supportive and dignified manner. 
Definition
Personal Care is support with personal hygiene tasks; drying and dressing after using the pool; using the toilet; changing incontinence pads; applying hygiene products such as creams and lotions; eating and medication management (this is the subject of the Medication Administration Policy).

Implementation
Giant Steps Tasmania has strategies and procedures in place to help students manage personal care routines including:
· respiratory hygiene
· hand hygiene 
· menstrual hygiene 
· personal care support plans for toileting when necessary
· personal care support plans for eating/ drinking when necessary
· personal care support plans for drying and dressing after pool activities when necessary
Respiratory hygiene or cough etiquette
Giant Steps Tasmania incorporates respiratory hygiene education into the curriculum and daily school activities to maximise opportunities for students to develop and maintain personal hygiene practices.
Practices include:
· covering the mouth and nose when coughing or sneezing
· using tissues and disposing of them appropriately
· attending to hand hygiene immediately after coughing, sneezing or blowing nose
· wearing a mask when necessary
Hand Hygiene
Giant Steps Tasmania incorporates hand hygiene education into the curriculum and daily school activities to maximise opportunities for students to develop and maintain personal hygiene practices.
Hand hygiene is routinely performed:
· before, during and after preparing food
· before and after eating
· before using pads and tampons
· after using the toilet
· after coughing, sneezing or blowing one’s nose
· after touching animals or pets
· before and after treating a wound or cut
· after handling garbage
Giant Steps Tasmania provides hand hygiene consumables to support the personal hygiene routines of students. These consumables include:
· soap, generally in liquid form via a dispenser 
· a method for hand drying (e.g. paper towel or hand dryer)
· alcohol-based hand rub (where appropriate).
Menstrual Hygiene
Giant Steps Tasmania ensures that students accessing tampons at school understand the importance of good menstrual hygiene to reduce associated health risks. Therefore the school provides access to sanitary items when and where they are needed, soap and water for hand-washing, privacy to change products when required, and facilities to dispose of used sanitary products.
Giant Steps Tasmania also provides accurate and age-appropriate education on menstrual hygiene.

Personal Care Support
For situations in which students cannot self-manage their personal care routines, staff fulfil their duty of care by assisting with these routines. To ensure that the safety and welfare of students is protected, staff cannot assist students with their personal care routines, in either the short or long term, unless a Personal Care Support Plan has been drawn up except in cases of immediate, situational need (e.g. sudden onset of gastroenteritis). In such cases the parent/ carer is contacted within 1 hour of the support being given to provide information on what support has been provided and why.  
Giant Steps Tasmania’s staff aim to assist a student with the management of personal care routines in a manner that maximises the student’s safety, comfort, independence, dignity, privacy and learning and which also reflects the occupational health and safety standards of the school.
While at Giant Steps Tasmania, students may require assistance with:
· toileting and personal hygiene
· eating and drinking
· drying and dressing
Students may need personal care support due to:
· their age
· developmental delay
· medical conditions (including a diagnosis of ASD)
· short term circumstances (such as a student wearing a plaster caste)
· long term circumstances (such as complex medical care needs).

Students may need supervision or assistance with toileting as a result of incontinence.  Lack of control over bowel or bladder functions can be caused by:
· medical conditions such as:
· gastroenteritis, causing short term incontinence
· lack of bowel nerve function, causing long term incontinence
· medical intervention, such as a side effect of medication
· development delay or physical and intellectual disability
· life experience such as behaviour associated with a history of abuse
· lack of learning opportunity.

[bookmark: _Hlk185513868]Students may need supervision or assistance with eating and drinking when they:
· [bookmark: _Hlk185514008]have difficulty with oral intake of food and drink and need assistance with the procedure
· are not able to manage the volume of intake necessary for their health and wellbeing
· have complex medical needs such as:
· taking food or fluid via a tube through their nose or directly into their stomach (via nasal or gastric tube feeding)
· risk of aspiration (inhaling food or fluid into the lung) and require suctioning.

Students may need supervision or assistance with drying and dressing when they:
· have difficulty with the gross motor skills involved in drying and/ or dressing themselves and need assistance with the procedure
· have difficulty with the fine motor skills involved in drying and/ or dressing themselves and need assistance with the procedure.

Where necessary and in consultation with a student’s medical practitioner and/ or a suitably qualified therapist and the student’s parent/ carer and (wherever possible) the student,  Giant Steps Tasmania develops a Personal Care Support Plan which details family and school staff roles and responsibilities and which aims to ensure: 
· self-management of tasks where possible
· the acknowledgement of learnings that occur
· the dignity of students
· the protection of students and staff
The Personal Care Support Plan documentation at the end of this document is completed either during the Admission process or Transition phase for a student requiring long-term support and prior to the student returning to school following an accident or condition which requires short term support. No Personal Care Support can be given without the required documentation having been completed except in an emergency situation. If an emergency situation arises, the parent/ carer will be contacted by the school within an hour of the support being provided.
In preparing a Personal Care Support Plan, Giant Steps Tasmania:
· Aims to ensure, where possible, the continuity of staff involved in a student’s personal care support.
· Considers the student’s age, gender and culture or religion when drawing up and implementing a Personal Care Support Plan.
· Ensures that, during the process the student is addressed by name and the support that is to take place is explained in an age appropriate way and using the most appropriate form of communication when implementing procedures that are part of her/ his Personal Care Support Plan.
· Encourages the student to do as much as possible for her/himself.
· Provides facilities that allow and maintain dignity and privacy.
· Requires staff carrying out personal care support to report any possible causes of concern observed when carrying out support (e.g. marks on the body, strong urine smell) to their line manager.
When a student is receiving intimate Personal Care Support, Giant Steps Tasmania:
· [bookmark: _Hlk185518449]Ensures that the staff member assisting a student with personal care notifies a second member of staff prior to taking the student to assist them with their personal care needs. 
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[bookmark: _Hlk185520085]Addendum 1: CREATING A PERSONAL CARE SUPPORT PLAN: Information for parents/ carers
Many different people (e.g. different family members, teachers, aides, and therapists) may help your child with managing personal care routines (toileting, eating/ drinking and drying/ dressing). To help make personal care a success, everyone working with your child should use the same language and the same routine.
A Personal Care Support Plan is usually written before your child starts at Giant Steps Tasmania. In order to safeguard the wellbeing of your child, Personal Care Support cannot be given until a Plan is written and agreed upon. 
Before you meet with the Principal and other staff at Giant Steps Tasmania to prepare a Personal Care Support Plan, you might find it useful to consider the following and to make some notes to help guide the discussion: 
___________________________________________________________________
Goals:
Outline what it is you are trying to achieve for the given period of time. 
For example, “The goal is to have Tommy visit the restroom 15 minutes after the meal and sit on the toilet for 5 seconds.” 
Routine: 
How often? Include how often or what time the child should visit the rest room. Some examples include, 
“every hour on the hour” or “15 minutes after drinking / meals.” 
For how long? Be sure to include how long your child is able to tolerate the bathroom trips - it may start with only 5 seconds. 
Language:
Words: Use words that work for your child. For example, are there any “code” words that you use for urination? What words do you use to tell your child to go to the bathroom? 
Places:
Where? Where does your child go to the bathroom? 
What? Think sensory, how about the lights, are they bright or dim? How does light affect your child? What about noises in the bathroom (e.g., a fan)? What about the type of toilet paper? Should the door be open or closed?
Who? Who goes with your child to the bathroom? Is someone with your child or just nearby? 
Tools:
What tools are you using? Do you use a visual schedule? Does your child like to listen to music or read a book? Does he like to take a special toy? Does he need a toilet seat?  Stool? Steps? 
Rewards:
What activities earn a reward? What activities do not?
How do you reward your child for a job well done? What happens if your child does not earn a reward?
Addendum 2: Personal Care Support: Toileting Care Plan



[bookmark: _Hlk185516496]Name of student: _________________________Date: _______   Date for next review: ______

	Tasks for care
	Independent
	Learning target at
home
	Learning target at school
	Dependent
(at this time)
	Comments

	Awareness
	
	
	
	
	

	· Knows when toilet is needed
	
	
	
	
	

	· Indicates when toilet is needed
	
	
	
	
	

	· Needs to be asked/reminded
	
	
	
	
	

	· Needs to be reminded to go to the toilet at set times
	
	
	
	
	

	· Needs to be taken to the toilet at set times
	
	
	
	
	

	· Clothing needs to be changed
	
	
	
	
	

	Accessing toilet
	
	
	
	
	Indicate which toilet(s) will be used

	· Goes unaccompanied
	
	
	
	
	


	Hand washing
	
	
	
	
	

	· Remembers
	
	
	
	
	

	· Uses soap
	
	
	
	
	

	· Uses taps
	
	
	
	
	

	· Washes hands adequately
	
	
	
	
	

	· Dries hands on towel/hand-drier
	
	
	
	
	

	Toileting
	
	
	
	
	

	· Locks/shuts cubicle door
	
	
	
	
	

	· Pulls down pants
	
	
	
	
	

	· Gets on toilet
	
	
	
	
	

	· Urinates
	
	
	
	
	

	· Empties bowl
	
	
	
	
	

	· Sits for a nominated time
	
	
	
	
	

	· Wipes self using paper
	
	
	
	
	

	· Gets off toilet
	
	
	
	
	

	· Knows when wet/soiled
	
	
	
	
	

	· Knows that pad needs to be changed
	

	

	

	

	

	· Removes wet/soiled clothing
	
	
	
	
	

	· Cleans skin
	
	
	
	
	

	· Puts on clean clothing (as needed)
	
	
	
	
	

	· Finishes getting dressed
	
	
	
	
	

	Other  Personal Hygiene
	
	
	
	
	

	· 
	
	
	
	
	

	· 
	
	
	
	
	

	· 
	
	
	
	
	



	Terminology
	Parent/carer and/or student  preference

	· Urine
	

	· Penis
	

	· Vagina
	

	· Faeces
	

	· Anus
	

	· Pad
	

	Other issues
	Action required

	· 
	

	· 
	

	· 
	

	· 
	

	· 
	


[bookmark: _Hlk185518683]Any staff member assisting a student with intimate personal care notifies a second member of staff prior to taking the student to assist them with their personal care needs. 
	
	

	I have contributed to and agree with this plan. 

Parent / Carer ………………………..….….  Signature ………………………..….…. Date …………………


Principal…………………………….….…. Signature ………………………..….…. Date…………….….…

Therapist …………………… Role ……………………….. Signature ………………………… Date ……………….








Addendum 3: Personal Care Support: Eating and Drinking Plan
 

[bookmark: _Hlk185516547]Name of student: ………………………………….…… Date of birth:………………….………..……..

Date: ………………………………..………..…    Review Date:………………………………..…….…..

	Routine mealtime care needs
	Recommended support

	
Please tick appropriate boxes

	
Please describe recommended care

	Level of support required for student

	Level of supervision 
 requires close supervision 
 requires some assistance
 independent 

Time required for mealtime 
 less than 15 minutes
 about 15 minutes   
 longer (specify)

	

	Type of support needed 

	Adjustments to the mealtime environment
 calm, consistent approach
 positive reinforcement  
 minimal distractions
 social settings  
 other (specify)

	

	Communication 

	Communication to be used by staff member
 offer choice (indicate how many)
 simplify instructions / use key words
 use visual cues 
 other (specify)

Communication used by student  
 spoken  language
 gesture   
 behaviour 
 other (specify)




	

	Preparation and presentation of food and drink 

	Food portions to be offered
 no restriction on amount taken at a time 
 modified (specify)

Drink portions  
 no restriction on amount taken at a time 
 modified (specify)

Quantity  
 self directed 
 minimum amounts required (specify) 

Rate and order of intake  
 self directed 
 direction / assistance required (specify)

Allergies or intolerances
 no restriction on foods to be offered
 some restriction on foods to be offered (specify)
 Only food provided by the parents to be offered

	

	Potential learning targets

	Independence
 increasing independence 
Behaviour targets
 (specify) 
Food or drink Intake
 (specify) 
Other
 (specify) 

	

	Emergency Management Plan

	
· Provide details or attach plan

	

	[bookmark: _Hlk54803067]
	

	[bookmark: _Hlk54803037]I have contributed to and agree with this plan. 

Parent / Carer ………………………..….….  Signature ………………………..….…. Date …………………


Principal…………………………….….…. Signature ………………………..….…. Date…………….….…

Therapist …………………… Role ……………………….. Signature ………………………… Date ……………….




Addendum 4: Personal Care Support: Drying & Dressing Plan
Name of student: ………………………………….…… Date of birth:………………….………..……..

Date: ………………………………..………..…    Review Date:………………………………..…….…..


	Routine drying & dressing needs
	Recommended support

	Please tick appropriate boxes
	Please describe recommended care

	Level of support required for student

	Level of supervision 
 requires close supervision 
 requires some assistance (specify)

Time required to dry and dress
 less than 15 minutes
 about 15 minutes   
 longer (specify)

	

	Type of support needed 

	Adjustments to the environment
 calm, consistent approach
 positive reinforcement  
 minimal distractions
 other (specify)

	

	Communication 

	Communication to be used by staff member
 simplify instructions / use key words
 use visual cues 
 other (specify)
Communication used by student  
 spoken  language
 gesture   
 behaviour 
 other (specify)











	

	Procedure for drying & dressing 

	How pool clothes are to be removed
 by staff member 
 helped by staff member (specify)

How drying is to be carried out 
 by staff member 
 helped by staff member (specify)

How clothes are to be arranged/ offered 
 no specified order 
 specified order (specify)

How clothes are to be fastened 
 by staff member 
 helped by staff member (specify)

Sensitivities or intolerances
 None
 Fabrics (specify)
 Other (specify)

	

	Potential learning targets

	Independence
 increasing independence 
Behaviour targets
 (specify) 
Other
 (specify) 

	

	Emergency Management Plan

	
· Provide details or attach plan

	

	Any staff member assisting a student with intimate personal care notifies a second member of staff prior to taking the student to assist them with their personal care needs. 


	I have contributed to and agree with this plan. 

Parent / Carer ………………………..….….  Signature ………………………..….…. Date …………………


Principal…………………………….….…. Signature ………………………..….…. Date…………….….…

Therapist …………………… Role ……………………….. Signature ………………………… Date ……………….



Addendum 5: Procedure for assisting a student with toileting or changing a continence aid
Continence Aid Changing 
Preparation
· Collect items you need before changing child:  
· Gloves  
· Disposable wipes for cleaning child’s bottom 
· Child’s personal, labelled, ointment (if provided by parents) 
· Fresh continence aid and clean clothes (if necessary) 
· Plastic bag (if needed for soiled clothing). 
· Always wear gloves for continence aid changes.
· If using plastic bags always tie spare bags in a knot prior to storage to avoid suffocation risk. 
· Keep child’s hands occupied during continence aid changing to prevent their touching faeces and urine. 
Continence Aid Changing Procedure
[bookmark: _Hlk185518763]Prior to assisting a student with changing their continence aid, notify a second member of staff before taking the student to assist them with these personal care needs. 
1. Collect gloves, wipes, creams, clean clothes, continence aid and plastic bag. 
2. Put on gloves. Gloves must be worn for all continence aid changes. 
3. As Giant Steps Tasmania is a school (not a childcare facility) and all students are over 5 years of age, it is not necessary to lay a student down in order to change a continence aid.
 4. Remove the child’s continence aid and any soiled clothes. Put continence aid in a bin or on bench away from child. 
5. Clean child’s bottom with a pre-moistened disposable wipe or a dampened, single-use disposable towel and place in plastic lined bin/receptacle. If cream needs to be applied use a clean glove. 
6. Remove your gloves before touching the child’s clean clothes. Remove gloves by peeling them back from the wrist. Do not let your skin touch the outer contaminated surface of the glove. Put gloves in bin/receptacle being careful not to touch the bin with soiled material. 
7. Place clean continence aid and clothes on child. Either clean child’s hands and return child to activity, or hand child over to another adult to clean the child’s hands. 
8. Dispose of dirty continence aid if necessary. 
9. Dispose of gloves and then wash own hands. 
10. After changing continence aid remove any solid matter from continence aid and flush down the toilet and remove any soiled clothing. (use gloves). 
11. With cloth continence aid: place continence aid and soiled clothes in plastic bag to return to parents.
12. With disposable continence aid: place in plastic bag and/or receptacle provided. 
13. Wash your hands.
Toileting Procedure
Prior to assisting a student with toileting, notify a second member of staff before taking the student to assist them with these personal care needs. 
1. Put on gloves.
2. Help the student use the toilet (following any toileting routines provided by parent/ carer or OT)
3. Help the student clean themselves (wiping from front to back).
4. Help the student wash their hands. 
5. Place any soiled clothes in a plastic bag to go home at the end of the day. 
6. Place bag with soiled clothes in a secure place out of reach of student. 
7. Wash your hands.
NB. Parents/ carers will provide a change of clothing for students who have a Personal Care Support Plan which involves toileting assistance. 








Addendum 6: Reporting Personal Support

	Intimate Personal Care Support Record

	Date
	

	Student Name
	

	Staff Name
	

	2nd staff member informed
	

	Type of care
	Continence Aid/ Toileting/ Drying & Dressing

	Issues (if yes, specify)
	Yes/ No




	Signature 1
	

	Signature 2
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