
 
 

 

  

- 

 



 
 

MODULE 1: IDENTIFY THE CAUSE OF THE SPREAD 

LESSON 1: A BRIEF LOOK AT POLICIES AND PROCEDURES – YOUR ROLE AS;  

i. Daycare/Business Owners 

ii. Childcare Providers 

iii. Parents 

iv. Childcare Consultants/Licensing Agencies 

LESSON 2: COMMUNICABLE DISEASES – THE IMPACT ON; 

i. The Child 

ii. The Parent 

iii. The Childcare Provider 

iv. Other Children in the Facility 

v. The Daycare/School 

vi. Other family members at home 

vii. The Community 

LESSON 3: HOW DISEASES SPREAD IN CHILDCARE SETTINGS 

i. Sneezing 

ii. Food Preparation 

iii. Infant and Toddler Feeding  

iv. Diapering 

v. Toileting 

vi. Mouthing of things 

vii. Touching of things, floors and Surfaces. 

viii. Ventilation and Fresh Air 

ix. Insect Bites 

 

 

COURSE CONTENT 



 
 

MODULE 2: PREVENTION AND CONTROL – BEST PRACTICES 

Lesson 1: Introduction to Hand Hygiene 

Lesson 2: Formulate Your Own Customized Handwashing Policy  

Lesson 3: Formulate Your Own Customized Handwashing Procedures 

Lesson 4: Handwashing Lesson Plans for Toddlers and Preschoolers 

Lesson 5: Sneeze and Cough Best Practices  

Lesson 6: Diapering and Toileting Best Practices  

Lesson 7: Food Preparation Best Practices  

Lesson 8: Health History and Immunization Best Practices  

Lesson 9: Sick Child/Exclusion for Illness Best Practices 

Lesson 10: Pest Control Best Practices 

Lesson 11: Cleaning, Sanitizing and Disinfecting Best Practices  

Lesson 12: Medication Administration Best Practices 

 

MODULE 3: DEVELOPING YOUR OWN POLICIES  

Lesson 1: Health and Safety Policies relevant to the prevention and control of 

communicable diseases in childcare settings. 

 

 

 

 

 



 
 

MODULE 1: IDENTIFY THE CAUSE OF THE SPREAD 

LESSON 1: A BRIEF LOOK AT POLICIES AND PROCEDURES – YOUR ROLE  

1 DAYCARE/PRESCHOOL OWNERS 

The primary objective of a Daycare/Preschool Owner is to provide a safe and 

healthy environment for the children in your care. Hence, you are expected to 

provide health and safety policies and procedures to guide the day to day activities 

in the facility. 

This policy provides parents with a written statement of the procedures the facility 

has to put in place to protect their children. It will also contain procedures for 

implementation by staff and parent in the facility. 

The Health and Safety Policies and Procedures are quite many, but for the purpose 

of this proficiency training which is focused on Prevention and control of 

communicable diseases in childcare, here are some of the key policies to consider: 

a. Handwashing Policies and Procedures 

b. Cleaning and Disinfecting Policies and Procedures 

c. Waste Disposal Policies and Procedures 

d. Diapering Policies and Procedures 

e. Toileting Policies and Procedures 

f. Food Handling Policies and procedures 

g. Health History and Immunization Policies and procedures 

h. Exclusion for illness Policies and Procedures 

i. Medication Administration Policies and Procedures 

 

2. CHILDCARE PROVIDERS 

As employees, your professional obligation to the children is to offer quality 

care and supervision to keep the children safe and healthy in the facility. 

Hence, policies and procedures provided by the owner of the facility must be 

studied, reviewed and adhered to professionally.  

 



 
 

 
YOUR PERSONAL TASK: 
 
Do you have the following policy and Procedure manuals in your 
facility? If yes, great. If no, simply write out what you do in your facility 
currently as regards each of the following policies in your centre. This 
will help you in formulating a workable and relevant policy for your 
facility.  
 

- HANDWASHING PROCEDURES  

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 

 
- CLEANING AND DISINFECTING PROCEDURES 

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 

 
- WASTE DISPOSAL PROCEDURES  

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 
 
 
 
 



 
 

 
- DIAPERING PROCEDURES 

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 

 
 

- TOILETING PROCEDURES 

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 
 

- IMMUNIZATION POLICIES 

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 
 

- FOOD HANDLING PROCEDURES 

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 

 
 

 
 



 
 

- SICK CHILD EXCLUSION PROCEDURES 

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 

 
- MEDICATION ADMINISTRATION PROCEDURES  

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 

 
 
YOUR ACTION PLAN FOR IMPROVEMENT AND IMPLEMENTATION: 

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________ 
 

 



 
 

LESSON 2: COMMUNICABLE DISEASES – THE IMPACT 

Think about this and write down your thoughts.  

When a child gets infected or sick in a facility, what is going to be the impact on 

the following category of people: 

i. The Child 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

ii. The Parent 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

iii. The Childcare Provider 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

iv. Other Children in the Facility 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

 

 

 



 
 

v. The Daycare/School 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

vi. Other family members at home 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

vii. The Community 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

LESSON 3: HOW DISEASES SPREAD IN CHILDCARE SETTINGS 

CLASS DISCUSSION/SELF-STUDY EXERCISE  

Think through the following. Imagine the various processes involved in them. This 

will help you to begin to imagine how germs and diseases can spread if the 

processes are flawed in one way or the other.  

a. Sneezing 

b. Food Preparation 

c. Infant and Toddler Feeding  

d. Diapering 

e. Toileting 

f. Mouthing of things 

g. Touching of things, floors and Surfaces. 

h. Ventilation and Fresh Air 

i. Insect Bites 

 

YOUR THOUGHTS IN PRINT: 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________ 



 
 

MODULE 2:  

PREVENTION AND CONTROL – BEST PRACTICES 

LESSON 2: FORMULATE YOUR OWN CUSTOMIZED HANDWASHING POLICY  

 

SAMPLE TEMPLATE OF A HANDWASHING POLICY 
 
Our goal at (name of your facility) is to promote a healthy environment in which 
children will grow and learn about the world around them. The application of 
preventive measures such as frequent hand washing with soap and running 
water will be an effective way of preventing the spread of infections commonly 
found in childcare centres.  
 
All staff, visitors and Parents are encouraged wash their hands and to also assist 
their child in the handwashing process upon arrival. Other times your child and 
the staff will be expected to wash their hands: 

- After each diaper change or using the toilet. 
- Before and after meals 
- Before and after administering medications 
- After sneezing or coughing 
- After handling body fluids like mucus, vomit or blood etc. 
- After every class activity 
- After playground activities 
- After handling or cleaning wastes. 
-  

Hands must be rubbed vigorously for at least 20 seconds, including the back of 
hands, between fingers, under nails, and under any jewelry. A tissue paper or 
disposable hand towel will be used to dry hands and turn off faucet.  
 
Help reinforce the importance of handwashing by encouraging frequent 
handwashing at home as well. 
 

 

 



 
 

LESSON 3: FORMULATE YOUR OWN CUSTOMIZED HANDWASHING PROCEDURES 

1. Where will everyone wash their hands when they walk into your facility 
daily? 

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 

2. What are the processes involved in washing their hands? 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
When to Wash your Hands: 

1. When arriving for the day or when moving one group of children to another 
2. Before and after 

a. Eating, handling food, or feeding a child. 
b. Administering a medication 
c. Diapering and toileting 
d. Handling mucus, blood or vomit 
e. Wiping noses, mouths and wounds 
f. Handling raw foods  
g. Cleaning  
h. Handling garbage 
i. Personal belongings like phone, bag or purse 

3. When leaving the premises. 
 
Childcare providers should help the child in the following ways: 

1. Taking the Infants to the sink and gently wash their hands.  
2. For children who can stand but cannot wash, you help them wash their 

hands as they gradually learn from you 
3. For those that are a bit older. Teach them how to wash their hands 

effectively.  
 
 



 
 

3. List of things needed for the implementation of this policy 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 

4. How is water going to be supplied to this point daily? What do we need to 
make water available? Do we create a sink or use a manual bucket?  

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 

 
5. Who is the staff that will be responsible for cleaning, and sanitizing the 

area regularly to make sure that its clean tissues are replaced and the 
whole wash area is neat and tidy? 

_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 
Calculate the cost of implementation 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 
 



 
 

LESSON 4: HANDWASHING LESSON PLANS FOR TODDLERS AND PRESCHOOLERS 

MODEL HANDWASHING LESSON PLAN FOR KIDS 
 
If you are handling infants, you know you have to gently wash hands. But for 
toddlers, you need to take them through a journey. 
 
Start by teaching them about their hands. 
1.Let them identify their hands 
2. help them know what hands are used for 
3. Demonstrate your teaching to them.  
 
Here is what you can try. 
Create a Theme for the Lesson: for example, “Our Hands are Special”. 
LESSON PLAN 1: “OUR HANDS ARE SPECIAL” 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 
Resources you will need: 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
 
To begin your lesson, here are some things you can say 

- Hello kids, stand up everyone. today we are going to talk about our hands. 
How many of you have hands? Allow for Responses. 

- Show me your hands. Observe to be sure they are showing you. 
- Hold up your hands so we can all see them. Hold your own hands up in the 

air to prompt the children to do same.  
 
Ask them to sit in a circle. Continue engaging them with questions.  
How many hands do we have? Allow for responses 
What do we do with our hands? Allow for responses 
 
Observe and guide appropriately. Engage each child one after another to show 
you their hands and their fun activities. Write down your observations. 
 



 
 

 

LESSON PLAN 2: GERMS ON OUR HANDS 
 
Here are some engaging questions you can try: 

- Do you know what germs are? Can you see them? Allow for responses 
- How do you think germs spread? Allow for responses 
- How do you pass germs on your hands? Allow for responses 

 
Based on their responses, you tell them more on how they pass germs. Like when 
you cough or sneeze into your hands and touch others objects etc. 

- What do you think happens if you rub your hands on the floor? Or touch 
the trash can? Allow for responses 

- Help them identify and understand the difference between dirty and clean 
hands  

- What can we do to get the dirt out of our hands? Allow for responses 
- Show them how hand washing gets the dirt out of the hands.  
- Once you are done, tell them to come and wash one after another while 

others sing along the handwashing song you have taught them.  
- Write down your observation as each child washes their hands. 
- If appropriate for the kids in your care, you can further engage the kids 

with worksheets 
 

 

 

 

 

 

 

 

 

 



 
 

Handwashing Song: 
If you’re happy and you know it, scrub your hands 
If you’re happy and you know it, scrub your hands 
If you’re happy and you know it, then your face will surely show it 
If you’re happy and you know it, scrub your hands 
 
If you’re happy and you know it, rinse them off 
If you’re happy and you know it, rinse them off 
If you’re happy and you know it, then your face will surely show it 
If you’re happy and you know it, rinse them off 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

LESSON 5: SNEEZE AND COUGH: BEST PRACTICES  

- Create fun lessons to help promote this habit among children   

- Use games, songs, or picture worksheets to engage the children. 

- Don’t forget to offer to offer praises  

- Be patient and enjoy your learning lessons with the kids 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

LESSON 6: DIAPERING AND TOILETING BEST PRACTICES  

Here are a few reminders to guide you in your policy formation: 

1. Designate a specific area for diapering 

2. Diapering area must be setup far away from food handling and feeding area. 

3. Diapering area must be within a wash sink with running water. 

4. Waste disposal can available within close reach 

5. Clean up the whole area before and after 

6. Wash your hands properly in the appropriate standard 

7. Never leave the child unattended even for a second 

8. Communicate your policies and procedures with your parents and staff. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

SAMPLE DIAPERING AND TOILETING POLICY 

 

At (Your Centre Name), Diaper changing will be a relaxed routine for 

the children. Staff will follow all appropriate diaper changing 

procedures while talking with the child to comfort them.  

 

All diaper changes will be documented on Infant/toddler room log and 

the child’s daily communication log forwarded home. Parents are 

required to furnish an adequate supply of diapers and wipes for their 

children each day. 

 

Only commercially available disposable diapers will be used at (your 

centre name), unless the child has a documented medical reason that 

does not permit their use. A Medical report from the child’s doctor 

must be provided before any other alternative can be considered. 

 

Childcare Staff will work with parents in every way possible to assist 

in toilet training. All parties must be 100% committed. Communication 

between us on your child’s readiness is key to a happy successful 

training. 

 
 



 
 

LESSON 7: FOOD PREPARATION BEST PRACTICES  

While developing your food Preparation and feeding policies and procedures, here 

are key safety measures to put into mind: 

1. Children must not share food with one another (like using the same spoon, 

same bowl, licking same ice cream, sharing cup, or taking same pap together) 

nothing should be shared together. 

2. Food must be kept far away from diapering area. If possible, the staff that 

changes diaper should not prepare food same day. 

3. Food and utensils should be kept separate from classroom items. 

4. Kitchen should be out of bound especially when meal is being prepared.  

5. As much as possible, do not taste a child’s food, but if you have to, use a 

clean spoon to taste the foo. Do not use same spoon for the child. Do not 

taste food with child’s spoon. 

6. Maintain a high standard of personal hygiene during work hours.  

7. Keep your hands clean at all times. 

8. Everyone including the kids must wash hands before and after meals. 

For Infant feeding: 

Here are some things to consider when developing your policies and procedures: 

1. Breast milk must be stored in a ready to feed bottle. 

2. Promptly refrigerated 

3. Do not keep breast milk for more than 12 hours. 

4. Use the breast milk on the day it was brought. 

5. Do not store left overs. 

6. Do not refreeze any breast milk already out of the refrigerator.  

7. Do not give breast milk intended for one child to another. 

8. Hands must be thoroughly washed before collecting milk. 

9. The bottle must be thoroughly washed and sterilized. Encourage parents to 

also do same at home for all bottles.  

10. Any staff suffering from flu like symptoms, cold, catarrh, cough, or sneezing 

must not handle any infant feeding.  



 
 

SAMPLE FOOD HANDLING POLICY: 

 

At (your centre name), we encourage positive learning experiences 

during meal/snacks times where good food habits are developed in a 

happy, social environment. Should meals/snacks be prepared by our 

centre, they will be healthy, balanced and varied to meet the child’s 

daily nutritional needs. 

 

Parents are encouraged to provide nutritional and adequate food for 

their child. Food provided will be stored at an appropriate 

temperature.  

 

Whilst our facility will endeavor to ensure the health and well being of 

all children in its care, cooperation from the parents is essential. Up 

to date information on children’s health is essential to the overall 

wellbeing of the children at the facility.  

 
 

 

 

 

 

 



 
 

LESSON 8: HEALTH HISTORY AND IMMUNIZATION BEST PRACTICES  

Every childcare facility is expected to have a written proof of every child’s up to 

date immunizations and health history.  

Parents must present their child’s immunization record prior to enrollment.  

 

SAMPLE IMMUNIZATION POLICY: 

Immunizations must be received as at when due. We will do well to send 

regular reminders and update to ensure compliance. The child who fail 

to comply with immunization requirements maybe excluded from the 

program until such time as immunization requirements are met. There 

will be no refund or prorating of registration fees if this should occur. 

 
 

 

 

 

 

 

 

 

 

 

 



 
 

LESSON 9: SICK CHILD/EXCLUSION FOR ILLNESS BEST PRACTICES 

A child may be excluded if: 

- The illness prevents the child from comfortably participating in daily 

activities. 

- The illness requires more care than the childcare staff are able to provide 

without compromising the health and safety of other children. 

 

SAMPLE SICK CHILD POLICY 

 

Children who are mildly ill but do not qualify for exclusion will be 

accepted in the facility. You will be required to pick up your child 

immediately they become ill with   excludable symptoms while at the 

centre. The child will be cared for away from the group until the child 

is picked up by parent, or an authorized adult. 

 
 

 

SAMPLE EXCLUSION FOR ILLNESS POLICY 

 

A child shall be excluded if the illness prevents the child from 

comfortably participating in daily activities. If the illness requires 

more care than the childcare staff are able to provide without 

compromising the health and safety of other children. 

 

 



 
 

LESSON 10: PEST CONTROL BEST PRACTICES 

Here are some things you can do: 

- Avoid leaving your doors open. 

- Cover all food tightly. 

- Maintain a regular cleaning and disinfecting culture. 

- Floors and shelves must be sanitized daily.  

 

SAMPLE PEST CONTROL POLICY 

 

In order to maintain the most healthful physical environment, (your 

school name) avoids the use of pesticides both inside and outside of 

our facilities. In the event that pesticides will be used on facilities, we 

will notify parents in advance, and will post notifications about the 

product that was applied, and safety information about the product 

and treated areas.  

 

 

 

 

 

 

 

 

 



 
 

LESSON 11: CLEANING, SANITIZING AND DISINFECTING BEST PRACTICES  

In your procedure manual, you will outline every cleaning and disinfecting 

processes for the staff: 

- How the diaper changing area will be cleaned and disinfected. 

- How and when toilet seats, sinks, faucets, doorknobs, etc will be cleaned and 

disinfected must be documented. 

- How and when the toys will be cleaned and disinfected must be 

documented. 

- How the poo, saliva, urine, vomiting, spilled food, drink will be cleaned also 

documented. 

- Surfaces, floors, cleaning equipment, mops must also be scheduled for 

cleaning and disinfecting too. 

- How and when gloves should be used must also be stated.  

 

 

 

 

 

 

 

 

 

 

 

 



 
 

SAMPLE CLEANING, SANITISING, AND DISINFECTING 

POLICY  

 

One of the most important steps in reducing the spread of common 

infectious diseases or conditions among children and child care is 

cleaning and sanitizing or disinfecting objects and any surfaces a 

child comes in contact with, including floors, that could be 

contaminated and spread diseases to other children and staff. 

 

We help control the spread of viruses with regular cleaning and 

sanitizing of changing tables, sinks, bathrooms, floors, carpets, 

toys, equipment etc. We dispose of waste, trash and diapers 

properly. We prepare and keep food in clean areas and wash and 

sanitize all dishes, utensils, etc. We clean and disinfect constantly. 

 

 

 

 

 

 

 

 



 
 

LESSON 12: MEDICATION ADMINISTRATION BEST PRACTICES 

Medication must be prescribed by a physician and permission must be obtained in 

written from the parent before you can administer any medication to the child. 

 

SAMPLE MEDICATION ADMINISTRATION POLICY 

 

Medications shall be administered at the centre with written approval 

and instruction from the parent. However, the following conditions 

must be met: 

- They must be labelled with child’s name, date, physician’s name 

and instructions. 

-  Parental instructions and approval are to be included. 

Medication will be returned to the parent when the child leaves the 

centre. 

 

 

 

 

 

 

 

 

 



 
 

MODULE 3 

DEVELOPING YOUR HEALTH AND SAFETY POLICIES 

In developing your policies and procedures, you should make sure you; 

- Have the equipment, supplies and staff necessary to make the polices work. 

- Organize your centre to support the policies. 

- Use proper workable procedures to support the policies. 

- Keep lines of communication open with everyone involved; staff, parents 

and the children. 

- Ensure that all staff receive needed training and education regarding he 

policies. 

- Clearly define the responsibilities of your staff. 

In addition to these, keep these questions in mind when developing your policies; 

- What should be done? 

- Why should it be done? 

- Who is responsible? 

- When will it be done? 

- How will it be done? 

- How will it be communicated, enforced and monitored? 

 

 

 

 

 

 

 


