[image: image1.png]Teamwork for Excellence

¢

W

PLANO

Independent School District




	Employee Name
	
	Campus
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	In order to change a tracheostomy tube, employees must complete training and demonstrate the ability to perform the following tasks.
Check daily that equipment and supplies are present with student.

	
	
	TRAINED
	REVIEWED

	1
	Review doctor’s orders, IHP, PISD guidelines, and parent consent.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2
	Identify where procedure is done.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	Identify possible problems and appropriate actions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	Gather equipment and supplies (tracheostomy tube, trach ties, and gloves).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	Wash hands.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6
	Position student and explain procedure.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7
	Open tracheostomy tube package.  Keep tube clean.  Do not touch curved part of tube.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8
	Put on gloves.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9
	Cut old trach ties and gently pull trach tube out.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10
	Insert the new tube at a right angle to the stoma, rotating it downward as it is inserted. Do not force.  Call 911 if unable to reinsert after first try.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11
	If an obturator is used, immediately remove it after tube insertion.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12
	Secure with trach ties, trach chain, or Velcro holders. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13
	Listen or feel for air movement through the tracheostomy tube.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14
	Watch for chest to rise and fall.  Observe student for signs of distress.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15
	Discard used equipment is an appropriate manner.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16
	Remove gloves and wash hands.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17
	Document procedure.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



I have received instructions on changing a tracheal tube at school following Plano ISD guidelines and understand my responsibilities.

	Employee Signature
	
	Date
	

	Instructor Signature
	
	Date
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