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Infection Prevention and Control Policy
ClubsComplete GL Scotland
	Policy owner
	Registered Manager / Director/s

	Applies to
	Children, staff, parents and carers, visitors, volunteers and external providers

	Linked policies
	Sickness Policy, Health and Safety Policy, Food Safety Policy, Accident and Incident procedures

	Last reviewed
	June 2026

	Next review
	June 2027



Purpose
This policy explains how ClubsComplete GL Scotland prevents and controls the spread of infection across our settings.
The aim of this policy is to keep children, staff, families and visitors safe by ensuring that clear hygiene, cleaning, illness and infection control procedures are followed at all times.
Scope
This policy applies to all ClubsComplete GL Scotland settings, including breakfast clubs, after-school care, school-age childcare, activity clubs, holiday clubs and any other childcare or activity provision operated by ClubsComplete GL Scotland.
It applies to:
children attending the service;
parents and carers;
staff;
external activity providers;
volunteers, where applicable;
visitors and contractors.
Legal and Guidance Framework
This policy has been written with reference to relevant Scottish and UK legislation, guidance and regulatory expectations, including:
Public Health Scotland guidance for children and young people settings;
NHS and public health guidance on infectious illness and exclusion periods;
Care Inspectorate registration and notification requirements;
Health and Social Care Standards;
Public Services Reform (Scotland) Act 2010, where the service is registered with the Care Inspectorate;
Social Care and Social Work Improvement Scotland (Requirements for Care Services) Regulations 2011, where applicable;
Health and Safety at Work etc. Act 1974;
Control of Substances Hazardous to Health Regulations 2002, where cleaning products or chemicals are used;
Food safety and hygiene requirements, including the Food (Scotland) Act 2015 and Food Hygiene (Scotland) Regulations 2006 where food is prepared, handled or served;
ClubsComplete GL Scotland Sickness Policy, Health and Safety Policy, Food Safety Policy and Accident and Incident procedures.
Staff Responsibilities
All staff must help prevent the spread of infection by following this policy every day.
Staff must:
wash their hands regularly and support children to do the same;
follow cleaning and hygiene routines;
use gloves and aprons when required;
report illness, infection concerns or hygiene issues immediately;
follow exclusion guidance for infectious illnesses;
clean up spills, bodily fluids and contaminated areas safely;
ensure food and snacks are handled hygienically;
keep digital and paper records where required;
tell the Activity Leader or Director/s if they are unsure what to do.

Staff must not attend work if they are unwell and may pose a risk of infection to children, colleagues or families.
Responsibilities
The Activity Leader, Registered Manager or Director/s will ensure that:
infection prevention procedures are followed;
staff understand this policy;
cleaning routines are in place and checked;
appropriate cleaning materials, gloves, aprons, tissues, hand soap and waste bags are available;
illness and infection concerns are recorded;
parents and carers are contacted where children become unwell;
public health advice is followed where required;
the Care Inspectorate is notified of infectious disease outbreaks where required;
the policy is reviewed regularly.



Handwashing
Handwashing is one of the most important ways to prevent infection.
Staff and children must wash their hands:
on arrival at the setting;
before eating or preparing food;
after using the toilet;
after coughing, sneezing or blowing their nose;
after outdoor play;
after touching animals, soil, plants or messy materials;
after cleaning up bodily fluids;
after removing gloves or aprons;
before going home, where possible.

Hands should be washed using warm running water and liquid soap, then dried using disposable paper towels or an appropriate hand-drying method.
Hand sanitiser may be used where appropriate, but it does not replace handwashing when hands are visibly dirty or after using the toilet.
Respiratory Hygiene
Staff will encourage children to follow good respiratory hygiene.
Children and staff should:
cover coughs and sneezes with a tissue where possible;
dispose of used tissues immediately;
wash or sanitise hands after coughing, sneezing or blowing their nose;
avoid sharing cups, bottles, cutlery or food;
be supported sensitively if they need reminders.

The setting will follow the approach: catch it, bin it, wash it.
Cleaning and Hygiene
The setting will maintain a clean, safe and hygienic environment.
Staff will ensure that:
tables are cleaned before and after snack or food activities;
toilets and handwashing areas are checked regularly;
frequently touched surfaces are cleaned regularly;
toys, equipment and resources are cleaned when visibly dirty and as part of routine cleaning;
craft, STEM, cooking and sensory resources are used hygienically;
bins are emptied regularly;
cleaning products are stored safely and away from children;
cleaning records are completed where required.

Frequently touched surfaces may include door handles, light switches, tables and chairs, taps, toilet flushes, shared equipment, sports equipment, electronic devices and food preparation areas.

Cleaning Products and COSHH
Cleaning products must be used safely and only for their intended purpose.
Staff must:
follow product instructions;
keep cleaning products away from children;
never mix cleaning chemicals;
use gloves or aprons where required;
report damaged containers or missing labels;
store products securely after use;
follow COSHH guidance and risk assessments where applicable.

Children must not have access to cleaning chemicals. They should be stored in a cupboard, away from children to access and labelled clearly in line with Health and Safety Policy guidelines. 
Bodily Fluids and Spillages
Bodily fluids include blood, vomit, urine, faeces, saliva and nasal discharge.
If bodily fluids are present, staff must:
keep children away from the affected area;
wear disposable gloves and an apron where available;
clean the area using appropriate cleaning products;
dispose of contaminated materials safely;
wash hands thoroughly afterwards;
record the incident if required;
inform the Activity Leader or Director/s.

Any cuts or open wounds must be covered with a waterproof dressing and administired by a trained Pediatric First Aider. 
Toileting and Personal Care
Children will be supported with toileting in a way that protects dignity, privacy and hygiene.
Staff must:
encourage children to wash their hands after using the toilet;
wear gloves and an apron if dealing with soiled clothing or bodily fluids;
place soiled items in a sealed bag to be returned to parents or carers;
never rinse soiled clothing in sinks used by children or for food preparation;
record significant toileting or hygiene incidents where required.
Food and Snack Hygiene
Where snacks, drinks or food activities are provided, staff must follow food hygiene procedures.
Staff must:
wash hands before handling food;
ensure children wash hands before eating;
clean tables before and after snack;
check allergy and dietary information before serving food;
prevent cross-contamination;
store food safely;
ensure children do not share food, cups, bottles or cutlery;
dispose of waste food safely;
follow the Food Safety Policy.

Children must be supervised during snack and food-based activities.
Infectious Illness
Children or staff who are unwell with symptoms of an infectious illness should not attend the setting until they are well enough and any required exclusion period has passed.
Symptoms may include:
vomiting;
diarrhoea;
high temperature or fever;
unexplained rash;
infectious skin conditions;
persistent cough with fever or feeling unwell;
eye infection with discharge;
suspected food poisoning;
any illness confirmed by a health professional as infectious.

Staff must follow current NHS, Public Health Scotland and local public health guidance.
Vomiting and Diarrhoea
Children and staff must not attend the setting if they have vomiting or diarrhoea.
They may return when:
they have been free from vomiting and/or diarrhoea for at least 48 hours; and
they are well enough to take part in normal activities.

If a child vomits or has diarrhoea while attending the setting, parents or carers will be contacted and asked to collect the child as soon as possible.
The affected area will be cleaned safely and the incident will be recorded.
Child Becomes Unwell During a Session
If a child becomes unwell during a session, staff will:
comfort and reassure the child;
move the child away from others where appropriate and safe to do so;
maintain appropriate supervision;
contact the parent or carer;
contact emergency contacts if parents or carers cannot be reached;
seek medical advice or emergency help if required;
record the illness and actions taken.

If the child appears seriously unwell or there is an emergency, staff will call 999.
Staff Illness
Staff must follow the ClubsComplete GL Scotland Sickness Policy.
Staff must not attend work if they:
have vomiting or diarrhoea;
have symptoms of a contagious illness;
have been advised by a health professional not to work;
are too unwell to safely care for children;
may pose a risk of infection to children or colleagues.

Staff must report sickness by calling the Director/s in line with the Sickness Policy.
Outbreaks of Infection
An outbreak may be suspected where:
several children or staff have similar symptoms;
there are repeated cases of vomiting or diarrhoea;
there is a confirmed infectious illness affecting the setting;
public health advice is required.

Where an outbreak is suspected, the Registered Manager or Director/s will:
record the details of affected children or staff;
increase cleaning and hygiene routines;
inform parents and carers where appropriate;
seek advice from local public health services or the relevant NHS Health Protection Team if required;
follow exclusion guidance;
notify the Care Inspectorate where required;
keep clear records of actions taken.
Care Inspectorate Notification
Where ClubsComplete GL Scotland is registered with the Care Inspectorate, the Registered Manager or Director/s will notify the Care Inspectorate of any notifiable outbreak of infectious disease in line with current Care Inspectorate notification requirements.
Notifications will be completed by the Registered Manager and recorded securely.
Communication with Parents and Carers
Parents and carers will be informed of this policy and expected to support infection control by:
keeping children at home when they are unwell;
following exclusion periods;
informing the setting of any infectious illness;
collecting children promptly if they become unwell;
providing up-to-date emergency contact details;
supporting children with good hygiene routines.

Parents and carers should inform ClubsComplete GL Scotland as soon as possible if their child has been diagnosed with an infectious illness that may affect others in the setting.
Personal Protective Equipment
Gloves and aprons will be available where required.
Staff should use PPE when:
cleaning bodily fluids;
dealing with soiled clothing;
supporting a child with personal care where there is a risk of contact with bodily fluids;
cleaning contaminated areas;
advised by public health guidance.

Gloves and aprons must be disposed of safely after use, and hands must be washed immediately afterwards.
Waste Disposal
Waste will be disposed of safely and hygienically.
Staff must:
place used tissues and disposable cleaning materials in appropriate bins;
double-bag waste if contaminated with bodily fluids;
keep waste away from children;
empty bins regularly;
wash hands after handling waste.
Toys, Equipment and Resources
Shared toys, equipment and resources must be kept clean and safe.
Staff will:
clean resources that are visibly dirty;
clean equipment used by children who become unwell where appropriate;
avoid using resources that cannot be cleaned safely during an outbreak;
check equipment regularly for dirt or damage;
clean food, cooking, STEM, craft and sports resources appropriately after use.
Laundry and Soft Furnishings
Where soft furnishings, blankets, dressing-up clothes or fabric resources are used, these will be cleaned regularly and removed from use if contaminated.
Items contaminated with bodily fluids must be placed in a sealed bag and washed safely or disposed of where appropriate.
Record Keeping
The following records may be kept where relevant:
cleaning checklists;
illness records;
accident or incident forms;
outbreak records;
Care Inspectorate notifications;
parent or carer communications;
staff sickness records;
risk assessments;
COSHH information for cleaning products.

Records will be stored securely and in line with data protection policy requirements.

Training
Staff will receive information or training on infection prevention and control as part of induction and ongoing practice.
Training or guidance may include:
handwashing;
food hygiene;
cleaning routines;
safe use of PPE;
managing bodily fluids;
exclusion periods;
outbreak reporting;
COSHH and safe storage of cleaning products.
Failure to Follow This Policy
Failure to follow this policy may place children, staff and families at risk.
Where staff fail to follow infection control procedures, this may be addressed through supervision, retraining, management action or disciplinary procedures, depending on the seriousness of the concern.
Monitoring and Review
This policy will be reviewed annually, or sooner if:
legislation or guidance changes;
Public Health Scotland or Care Inspectorate guidance changes;
there is an outbreak or significant incident;
practice concerns are identified;
the service model changes.

Last reviewed: June 2026
Next review: June 2027

ClubsComplete GL Scotland | Infection Prevention and Control Policy | June 2026
Appendix 1: Daily Infection Control Checklist
This checklist can be used by the Activity Leader or senior member of staff to evidence daily infection control checks.
	Check
	Completed
	Initials
	Action Required

	Hand soap available
	☐ Yes   ☐ No
	
	

	Paper towels or hand-drying method available
	☐ Yes   ☐ No
	
	

	Toilets and handwashing areas checked
	☐ Yes   ☐ No
	
	

	Tables cleaned before snack
	☐ Yes   ☐ No
	
	

	Tables cleaned after snack
	☐ Yes   ☐ No
	
	

	Food preparation area cleaned
	☐ Yes   ☐ No
	
	

	High-touch surfaces cleaned
	☐ Yes   ☐ No
	
	

	Shared equipment checked and cleaned where needed
	☐ Yes   ☐ No
	
	

	Tissues available
	☐ Yes   ☐ No
	
	

	Bins checked and emptied where needed
	☐ Yes   ☐ No
	
	

	Gloves and aprons available
	☐ Yes   ☐ No
	
	

	Cleaning products stored safely
	☐ Yes   ☐ No
	
	

	Any illness or infection concerns recorded
	☐ Yes   ☐ No
	
	


Appendix 2: Quick Exclusion Reference
Staff should always follow current NHS, Public Health Scotland and local public health guidance. The table below is a simple day-to-day reminder and does not replace current public health advice.
	Illness / Concern
	Action

	Vomiting or diarrhoea
	Exclude until at least 48 hours after the last episode.

	High temperature / fever and unwell
	Child or staff member should stay away until well enough to attend and take part.

	Unexplained rash
	Seek medical advice before attending if infectious illness is possible.

	Infectious skin condition
	Follow NHS or public health advice and cover lesions where advised.

	Suspected food poisoning
	Inform the Director/s and seek public health advice where multiple cases are suspected.

	Confirmed infectious illness
	Follow current exclusion advice and inform the setting immediately.


Appendix 3: Outbreak Action Sheet
Use this section where several children or staff have similar symptoms, or where public health advice may be required.
	Date and setting
	

	Symptoms reported
	

	Number of children affected
	

	Number of staff affected
	

	Parent/carer communication sent
	☐ Yes   ☐ No

	Public health / NHS advice sought
	☐ Yes   ☐ No

	Care Inspectorate notified if required
	☐ Yes   ☐ No


Use the setting incident record or outbreak record for any further actions, decisions and follow-up notes.
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