3-K for All & Pre-K for All Handbook
for District Schools and Pre-K Centers

Since the Pre-K for All expansion launched in 2014, New York City
has tripled the number of children in free, full-day, high-quality
pre-K. Approximately 70,000 four-year-olds are enrolled. Through
your efforts, enrollment is high across every community, with strong
participation among low-income families. Building on the success of
Pre-K for All, the City has launched 3-K for All — free, full-day, highquality early education for every three-year-old. By 2020, 3-K for All
will expand to a total of 12 school districts. The 3-K for All initiative is
part of a broader effort to strengthen a continuum of early care and
education programs for New York City children.
The 3-K for All & Pre-K for All Handbook for District Schools and Pre-K
Centers is a compilation of those policies included in the NYCDOE
Chancellor’s Regulations, policies of the Division of Early Childhood
Education (DECE), as well as the policies of other NYCDOE divisions
(e.g. Office of School Health). In some cases, policies may only
be applicable to your 3-K and pre-K classrooms. The Handbook is
intended to assist District Schools and Pre-K Centers by (1) clearly
articulating pertinent policies specific to 3-K for All and Pre-K for All, (2)
re-enforcing key New York City Department of Education (NYCDOE)
policies that apply to 3-K and pre-K students, and (3) highlighting
operational guidance and promoting promising practices on a variety
of topics. A distinction is made in cases where Pre-K Center policy or
procedure differs from District Schools.
Please note that the 3-K for All & Pre-K for All Handbook is inclusive
of all content and replaces the Pre-K for All Handbook and 3-K
Addendum. The general guidance provided throughout this Handbook
is applicable to both 3-K for All and Pre-K for All programs. In instances
where additional guidance may be provided for 3-K for All programs,
a section will appear at the end of the chapter, entitled, “Additional
Guidance for 3-K for All.”
We hope the Handbook will serve as an important resource for
operating high-quality 3-K and pre-K classrooms by providing District
Schools and Pre-K Centers with a structured resource for accessing key
policy requirements of the NYCDOE and the DECE.

How to Use:
• In this Handbook, you will find policy information on health and safety, staffing,
general program oversight, instructional programming, and special populations.
• Each chapter is structured in the following way:

Introductory
Statement

Policy Overview

Policy Details

Call Out Box

Additional Guidance
for 3-K for All

Frequently Asked
Questions

Finally, it is important to note that this document does not constitute
the administration’s interpretation of a particular contractual or
legal provision and does not constitute a policy or directive of the
Chancellor or the NYCDOE without limitation. The NYCDOE reserves
the right to change this document at any point.
We want to thank you for your partnership. Delivering free, full-day,
high-quality early childhood education to children across the City
would not have been possible without our ongoing collaboration.
We value your input and feedback and want this to be an effective
resource. If you have feedback or questions, please email
EarlyChildhoodPolicy@schools.nyc.gov.

I. Health and Safety
Toileting

Toileting
3-K for All and Pre-K for All staff must ensure a safe and healthy learning environment that supports positive
experiences for students. All children who meet the age and residency requirements for 3-K for All and
Pre-K for All must be welcomed in the classroom, regardless of their mastery of toileting and self-care skills.
Additionally, District Schools and Pre-K Centers are required to practice and demonstrate proper sanitary
practices.

What You Need to Know
Overview
Students enter 3-K and pre-K with varying toileting skills. Assisting students in meeting their toileting needs
and developing the capacity to use the bathroom independently supports their emotional and physical
growth. Under no circumstances can District Schools or Pre-K Centers deny enrollment to or dismiss any
student because he or she has not yet mastered all of his or her developmental milestones, including his or
her ability to use the toilet independently.
It is important to have frequent, open communication with families about toileting progress. Toileting
routines at home and school should be as similar as possible.
Additionally, toilets and handwashing sinks should meet all Americans with Disabilities Act (ADA)
requirements and be installed at a height and position that allows students to use them without assistance. If
adult-sized toilets and hand wash sinks are in place, platforms should be securely installed to assist students.

Supervision
Students who have shown the capability to use the bathroom independently and who request privacy
when using the bathroom should be given permission to do so. However, staff should ensure the
following when supervising students who can toilet independently:
• Doors are left unlocked
• Toilet paper is used, toilets are flushed and hands are washed
• Students are using the toileting area appropriately (e.g. playing in the toilet, etc.)
Staff should provide closer, more helpful supervision if students do not complete the toileting procedures
(including handwashing) correctly and responsibly.
A student should never be allowed to leave the classroom alone or be left unsupervised at any time,
even if the student can follow the proper toileting procedures.
If a staff member leaves the classroom to take a student to the bathroom the remaining staff members must
be able to adequately supervise the remaining students in the classroom. Staff should not have their back to
students and should position themselves to maintain line of sight supervision at all times.
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Handwashing Practices
Staff and students must wash hands immediately after toileting or diapering.
• All students should be taught how to correctly wash their hands after using the bathroom.
Visual (e.g., pictures) and verbal (e.g., songs) prompts should be used to assist students.
• Handwashing signs should be prominently posted in each restroom and by each sink at
students’ eye-level.
If the same sink is used for both toileting and other handwashing routines (e.g., art activities, food-related
routines, etc.), it must be disinfected in between the types of use with a bleach solution or a solution
approved by the Environmental Protection Agency (EPA).

Recommended Handwashing Procedures
In accordance with the Early Childhood Environment Rating Scale - Revised (ECERS-R), the Division
of Early Childhood Education (DECE) recommends that staff and students utilize the following
handwashing procedure:
1. Moisten hands with water and apply liquid soap to hands.
2. Rub hands together vigorously, away from the water stream, until a soapy lather appears.
Continue for 20 seconds (students can sing “Row, row, row your boat”, twice).
3. Rinse hands and dry with individual paper towels that are not shared.
4. Turn off the faucet using the same paper towel when done drying hands.
5. Throw paper towel in the wastebasket.
Sanitizers should not be used as a substitute for handwashing after toileting and diapering as sanitizers
are not as effective at eliminating pathogens.

Staff Responsibilities
All staff members should be involved in helping students learn how to use the bathroom. Toileting accidents
should be treated as teachable moments for students and signals to staff that they need to increase the
frequency of reminders and trips to the bathroom. Students should never be reprimanded if they are not
successful in using the toilet.
Volunteers may not assist children in the bathroom or change children’s diapers or clothes.
Communication to Families
Staff should inform families about toileting policies and procedures at the beginning of the school
year. The policy should clearly indicate:
• Where and how students will be assisted with diapering, toileting and/or changed after accidents
• Supplies required for students who are not toilet trained (e.g., diapers, wipes, an extra set of clothing)
• How families can communicate concerns about staff assistance with toileting and diapering
(e.g., scheduling a private meeting)
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Assisting Students with Toileting Accidents & Diapering
For students who require help, paraprofessionals are responsible for providing hands-on assistance to remove
student clothing, clean their body after toileting, and assist students with getting dressed. Other students
may be able to perform these tasks with verbal reminders. It is strongly recommended that two adults
always be present when assisting students with toileting and diapering.
Staff must take precautions and ensure that a student’s privacy is not compromised. Before assisting
students, paraprofessionals should designate an appropriate space for changing where staff can
adequately maintain line of sight supervision and students’ privacy.
All teachers and paraprofessionals must receive the NYCDOE Blood borne Pathogens Training and be offered
the opportunity to receive the Hepatitis B vaccine. If a staff member does not intend to receive the vaccine at
the time it is offered, he or she must complete the Employee Hepatitis B Vaccination Declination Form. For
more information on receiving training and the Hepatitis B vaccination, please see the NYCDOE Occupational
Safety and Health (OOSH) Website.
In accordance with the Occupational Safety and Health Administration’s (OSHA) Blood borne Pathogens
Standard, the NYCDOE requires District Schools and Pre-K Centers to institute the Exposure Control Plan
(ECP) as an effort to minimize employees’ risk from blood borne pathogens. The following sanitary practices
must be followed to facilitate proper hygiene and to protect the health and safety of staff and students:
• Utilize appropriate supplies (e.g., disposable gloves, non-scented/non-allergenic wipes, mild soap, etc.)
• Wear disposable gloves when changing students’ clothes or diapers and wash hands after cleaning up
• Utilize mild soap and water or non-scented wipes to clean the student
• Utilize an Environmental Protection Agency (EPA) approved disinfectant or bleach/water solution to
disinfect soiled surfaces
Paraprofessionals must assist students to put on a clean set of clothes, including underpants.
• Staff should request that families provide a seasonal change of clothes (e.g., pants, underpants, etc.) for
their child in the event of an accident.
• District Schools and Pre-K Centers should always have a clean set of unisex clothes available on site in
case of an emergency.
• Paraprofessionals must assist the student in putting on clean underpants, as needed.
• Staff must demonstrate and help the student wash their hands, as described above.
• Staff must inform families about toileting accidents.
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Guidance on Assisting Students after Toileting Accidents and Diapering
1. Paraprofessionals should be sensitive to the privacy needs of students and ensure privacy is not
compromised. Clean-up and diapering should take place away from other students.
2. Prepare the changing area before bringing the student over for clean-up. You should have:
a. Non-absorbent changing table paper to cover the surface, from the student’s shoulders to heels.
Disinfect the surface if paper is not used.
b. Clean wipes, clean underpants or diapers, and plastic bags for soiled clothing, wipes,
and/or diapers.
c. Non-porous gloves.
d. If applying diaper cream, have disposable paper or tissue available for application.
3. If the student’s clothing is soiled, place soiled clothing into a plastic bag for the student’s family to
take home for laundering.
4. Use wipes to clean the student’s bottom from front to back.
a. If assisting with a toileting accident, place soiled underpants into a plastic bag for the student’s
family to take home for laundering.
b. If changing a soiled diaper, the diaper should be left under the child while the child is being
cleaned. Once the child is cleaned, place the soiled diaper and wipes into a plastic bag and into
a lined, hands-free trash container.
5. Paraprofessionals should use wipes to remove soil from their hands as well as the student’s hands,
as necessary.
6. Spray changing surface with an EPA-approved disinfectant or bleach/water solution, and wait more
than 10 seconds before wiping the area with disposable towel or allow to air dry. Do not immediately
wipe the surface after spraying.
7. The paraprofessional and student must wash hands immediately, using the handwashing procedure
described above in the “Handwashing Practices” section.
If a sink is used by students or staff for diapering and/or toileting and food-related routines or other purposes,
it must be sanitized after toileting/diapering use, by spraying sinks and faucets with an EPA-approved
disinfectant solution or bleach/water solution following the disinfecting procedure mentioned above.

Additional Guidance for 3-K for All on Toileting
District Schools and Pre-K Centers must ensure a safe and healthy learning environment that supports the
learning and developmental progress of 3-K for All students. Progress towards independent toileting is
an important element of the developmental growth that 3-K for All students will make over the course of
the school year. To that end, staff must assist all students with toileting regardless of a student’s acquired
toileting skills.
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Communication with Families
It is normal for 3-K for All students to enter the school year with a wide range of toileting abilities. To best
support students’ learning, toileting and self-care routines at home and school should be as similar as
possible. To that end, it is critical that staff have on-going, two-way communications with families about
progress and strategies.
Teachers and paraprofessionals should meet individually with families at the beginning of the year and on an
ongoing basis to discuss each child’s development and needs, including support for toileting or other self-care
skills. Staff should be sensitive to differing cultural expectations and practices that families may have.
When discussing toileting and self-care routines with families, please use the following questions to guide
your conversation.
• Is your child able to use the toilet independently, or what kind of support do they need?
• What strategies do you use at home to help your child learn to toilet independently?
• How often does your child usually need to go to the bathroom? Are there specific times
of day that help your child be successful?
• What toileting or diapering materials do you use at home to assist your child
(e.g. diapers, pull-ups, changes of clothes)?
• What is most helpful to your child if they have an accident?
Staff Responsibilities
While paraprofessionals must be available to change soiled diapers or clothes promptly, teachers are
responsible for the health and safety of the classroom environment and should take any steps
necessary to maintain a safe and clean environment. This includes ensuring the classroom is set up with
a designated changing area and incorporating routines for toileting into the daily schedule.
Volunteers may not assist children in the bathroom or change children’s diapers or clothes.
Toileting Routines
Teaching staff should plan daily routines that incorporate frequent opportunities for 3-K for All students to
visit the bathroom. Three-year-olds are developing bladder and bowel control and cannot wait long periods
of time before using the bathroom. Additionally, 3-K for All students require a variety of physical, social,
emotional and cognitive skills to master toileting routines, and may need prompts and reminders.
Whenever possible, staff should offer students the opportunity to visit the bathroom individually or in small
groups. This will reduce the transitional waiting times and maximize children’s learning time in the classroom.
Assisting Students with Toileting Accidents & Diapering
Paraprofessionals are responsible for changing soiled diapers and/or clothing immediately for 3-K for All
students. These moments should be handled in a patient and encouraging way.
Supervision
3-K for All students who have shown the capability to use the bathroom independently should be
encouraged to do so. However, line of sight supervision of students must be maintained during toileting and
handwashing. Paraprofessionals are responsible for offering step-by-step guidance during these routines.
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Facilities
3-K for All students require frequent trips to the bathroom. Therefore, it is strongly recommended that 3-K
for All classes be located in classrooms that have a bathroom and sink. In cases where 3-K for All classrooms
do not have bathrooms located within them, it is important that an adult always accompanies a child to the
bathroom and provides consistent line-of-sight supervision.

Equipment Needs
To assist with toileting needs, 3-K for All classrooms should contain the following equipment:
• Changing Area: Classrooms should have an area to change children’s clothes and diapers
without leaving the classroom. It is recommended that this area include:
——A toddler changing table that provides an elevated, sanitary surface and does not
require lifting a student physically off the floor.
——A source of running water.
——A lined trash receptacle with a closed lid, in or near this space.
• In the Bathroom:
——Safe step aids and modified toilet seats (if necessary) to allow children to safely
access sinks and toilets.
• In the Classroom:
——A portable sink is recommended in classrooms that do not have a sink installed;
classrooms with portable sinks may require additional custodial support.

Materials
Classrooms should have the following materials available to 3-K for All teaching staff to support toileting
and diapering:
• Supply of diapers/pull-ups
• Wipes
• Extra clothes (at least one full set of clean clothes per child should be available)
• Plastic bags (for sending soiled clothing home)
• Table paper (for the surface of the changing table)
• Disposable gloves
• Sanitizing spray and towels to disinfect surfaces
Note: Families may be asked to provide items for their child (e.g. diapers, extra clothes). However,
programs are responsible for supplying these items if they are not provided by the family and should
have additional supplies on hand at all times.
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Frequently Asked Questions
1. Should students who require support with toileting receive special education services?
Not all students who need support with toileting are students who require special education services.
• A referral to special education is only appropriate when families and teachers believe the student has a
disability or developmental delay that impacts the student’s ability to learn. Before making a referral,
a variety of developmental and academic interventions should be put into place to support the student.
• Some students who receive special education services will require assistance with toileting.
The student’s needs, goals, and special education services regarding toileting will be outlined
in the student’s Individualized Education Program (IEP).
2. What are instructional strategies that support toilet learning?
• Use visual and verbal cues in the classroom environment to reinforce proper toileting and
handwashing routines (e.g. pictures, posted schedules, songs).
• Include children’s books about toileting in your classroom library. Suggested books include:
——Everyone Poops by Taro Gomi (Kane/Miller 2001)
——On Your Potty by Virginia Miller (Candlewick Press 1998)
——PJ and Puppy by Cathryn Falwell (Clarion Books 1997)
——Potty by Leslie Patricelli (Candlewick Press 2010)
——No More Diapers for Ducky by Bernette Ford and Sam Williams (Boxer Books 2007)
——Polar Bear’s Underwear by Tupera Tupera (Chronicle Books 2015)
——Potty Animals: What to Know When You’ve Gotta Go! by Hope Vestergaard (Sterling 2010)
——Time to Pee by Mo Willems (Hyperion Books 2003)
• Provide appropriate facilitation when children express interest in discussing toileting.
Offer factual information (e.g. words for body parts, urine, and bowel movements)
and respond positively to children’s curiosity.
• Plan toileting routines that complement the strategies that families are using at home.
3. What instructional strategies are not recommended when supporting toilet learning?
• Potty Chairs: The use of “potty chairs” is not recommended. Potty chairs are not practical
to use in a pre-K environment, as they must be sanitized after each use.
• Extrinsic Rewards: The use of rewards such as stickers to encourage toilet learning is not
recommended. While this strategy may be effective to promote short-term progress in toilet
learning, it could also lead to feelings of anxiety or failure for some students if they are not
as successful as their peers.
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Office of Early Childhood Education
Toileting Guidelines and Resources
Prekindergarten children come to school at varying levels of development. This is especially true for students with
disabilities. Children cannot be denied entry to or removed from any prekindergarten program if they have not yet
mastered all of their developmental milestones.
The paraprofessional is responsible for changing diapers and helping children after bathroom accidents as necessary. All
paraprofessionals involved in diapering and helping children after accidents must receive OSHA Bloodborne Pathogen
Training and the Hepatitis B vaccine free of charge.
The following toileting guidelines and resources can assist you in helping children learn how to go to the bathroom
successfully and independently.
Learning to use the Bathroom
 All staff members are involved in helping a child learn how to use the bathroom.
 Be patient, consistent, positive, and use praise to help children become successful.
 Some children, especially students with disabilities, may benefit from more targeted reinforcement strategies
(e.g. stickers on a chart, positive notes home).
 Toileting routines at home and school should be as similar as possible. It is important to have frequent, open
communication with families about toileting progress.
 Students with disabilities may obtain toileting milestones later than their typically developing peers and require
more frequent reminders and additional supports to encourage success.
 All children need visual (e.g. picture cards, posted schedules) and/or verbal (e.g. cue words) reminders about
using the bathroom. This is especially true for students with disabilities.
 Leave the door ajar and have a staff member assist, as needed. Students’ privacy should still be maintained.
 All children should be taught how to correctly wash their hands after using the bathroom. Visual (e.g. picture
prompts) and/or verbal (e.g. songs) may be helpful with this.
 All children need to wash their hands immediately by:
o using running water and liquid soap;
o scrubbing all parts of their hands;
o rinsing the soap off;
o drying with a paper towel; and
o using the paper towel to turn off the faucet.
Cleaning up after Toileting Accidents

Children should never be reprimanded for having an accident.

Accidents should be treated as teachable moments for children, and indications to staff that they need to
increase the frequency of reminders and trips to the bathroom.

All staff members assisting with accidents must follow the universal precautions that are prescribed for health
care workers.
 Appropriate supplies (e.g. disposable gloves, bleach, non‐scented/non‐allergenic wipes, mild soap)
should be used when cleaning up accidents.
 All staff members must wear disposable gloves when changing children’s clothes or diapers.
 Diluted bleach and water should be used to clean up any areas infected. Use a spray bottle with one
quart water and a capful of bleach or ¼ cup of bleach per one gallon of water. If you can smell the
bleach you know you need more water.

Mild soap and water or non‐scented wipes should be used to clean the child.

The child must put on a clean set of clothes, including underpants.

Assist the child in putting on clean underpants, as needed.

Demonstrate and help the child wash their hands as described above.

Additional Resources to Support Toileting
 Resources for families and caregivers
o Contact the child’s pediatrician for medical advice on how to proceed with training at the preschool age
o Creative Curriculum for Infants and Toddlers with Trainer’s Manual ‐ Revised Edition, Chapter 12,
Diapering and Toileting Pages 179‐189, Excellent Checklist on Page 358‐359
o Prime Times: A Handbook for Excellence in Infants and Toddlers Programs, Jim Greenman and Ann
Stonehouse ‐Chapter 10
o Mommy! I have to go Potty! A Parent’s Guide to Toilet Training by Jan Faull
o Toilet Training in Less Than a day by Nathan Asrin
o Keys to Toilet Training by Meg Zweibach
o The Program for Infant‐Toddler Care at www.pitc.org
 Books for Children
o Once Upon A Potty (boy) by Alona Frankel published by Israel: Harper Collins, 1979
o Once Upon A Potty (girl) by Alona Frankel published by Israel: Harper Collins, 1979
o Everyone Poops by Taro Gomi published by Kane/Miller 2001
o On your Potty by Virginia Miller published by Candlewick Press 1998
o PJ and Puppy by Cathryn Falwell published by Clarion Books 1997
o Lift the Lid, use the Potty by Annie Ingle published by Random House 2001
o My Big Boy Potty by Joanna Cole published by Tien Wah Press: Harper Collins 2000
If you have additional questions about toileting in pre‐kindergarten, please contact the Office of Early Childhood
Education at earlychildhood@schools.nyc.gov or 212‐374‐0351.
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Division of Teaching and Learning
Office of Early Childhood Education
TOILETING GUIDELINES AND RESOURCES
Prekindergarten children come to school at varying levels of development. Children cannot be denied entry to or removed from any
Prekindergarten program if they have not yet mastered all of their developmental milestones. The following toileting guidelines and
resources can assist you in helping children learn how to go to the bathroom successfully and independently.
A. To Learn to use the Bathroom
1. All staff members are involved in helping a child learn how to use the bathroom.
2. Be patient, consistent, positive, and use praise to help children become successful.
3. Children need reminders about using the bathroom; seeing other children going is a big help.
4. Supervise children in how to correctly wash their hands after using the bathroom. Children need to wash their hands right away by:
• using running water and liquid soap;
• scrubbing all parts of their hands;
• rinsing the soap off;
• drying with a paper towel; and
• using the towel to turn off the faucet.
B. To Clean up after Toileting Accidents
All staff members assist with accidents, following the universal precautions required of health care workers.
1. The purchase of appropriate supplies is necessary for accidents such as: disposable gloves, bleach, non-scented/non-allergic
wipes, mild soap, and training pants. Examination paper is needed to cover changing table for each change.
2. For younger children under the age of three using a changing table is advisable. For older children three and up use the bathroom,
leave the door open and have another staff member assist.
3. All staff members must wear disposable gloves for every change.
4. Use mild soap and water to wash the child and the non-scented wipe if necessary to insure that the child is cleaned.
5. Staff members use diluted bleach and water to clean up any areas infected. Use a spray bottle with one quart water and a capful of
bleach or ¼ cup of bleach per one gallon of water. If you can smell the bleach you know you need more water,
6. Extra set of clothes that include underpants are required.
7. Assist the child in putting on clean underpants.
8. Demonstrate and help the child wash their hands as described in section A: 5 above.
C. Resources: The following resources will support you in your efforts.
1.

Comprehensive Training Program
• The Program for Infant-Toddler Caregivers
• Creative Curriculum for Infants and Toddlers with Trainer’s Manual - Revised Edition, Chapter 12, Diapering and Toileting
Pages 179-189, Excellent Checklist on Page 358-359
• Prime Times: A Handbook for Excellence in Infants and Toddlers Programs, Jim Greenman and Ann Stonehouse –Ch10

2.

Parenting Education: Parents should be advised to do one or more of the following to support the training needs of the child:
A) Contact their pediatrician for medical advice on how to proceed with training at the preschool age or
B) Share some appropriate reading around the toileting needs of children. Some useful texts include:
• Zero to Three, May 2003 Volume 25 no.5 Culture and Caregiving: Goals, Expectations and Conflict -since parenting is
very culturally sensitive, staff that works with parents need to become familiar with child rearing practices and
expectations of diverse groups.
• Partners in Parenting Education http://www.howtoreadyourbaby.com/pipe.html or
• http://www.meld.org MELD with materials in English and Spanish.
• Once Upon A Potty (boy) by Alona Frankel published by Israel: Harper Collins, 1979
• Everyone Poops by Taro Gomi published by Kane/Miller 2001
• On your Potty by Virginia Miller published by Candlewick Press 1998
• PJ and Puppy by Cathryn Falwell published by Clarion Books 1997
• Lift the Lid, use the Potty by Annie Ingle published by Random House 2001
• Mommy! I have to go Potty! A Parents Guide to Toilet Training by Jan Faull
• Toilet Training in Less Than a day by Nathan Asrin
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