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	Date of Training
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	In order to perform tracheal suctioning on a  student, employees must complete training and demonstrate the ability to perform the following tasks:


	
	
	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 (suction machine, correctly-sized suction catheter, sterile saline or water, container for saline or water, gloves).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	Wash hands.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6
	Assemble equipment.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7
	Position student and explain procedure.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8
	Encourage student to cough up secretions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9
	Turn on suction machine and check for function.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10
	Wash hands.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11
	Open suction catheter or kit.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12
	Pour saline/water into container.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13
	Put on gloves.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	14
	Connect suction catheter to suction machine tubing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	15
	Check function by suctioning up water.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	16
	Insert catheter (to depth noted in health plan) into tracheostomy tube 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	17
	Apply suction by closing hole; twirl catheter between fingers as it is pulled out.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	18
	Use no more than 3-5 seconds for each suctioning pass.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	19
	Do not routinely instill saline unless specifically ordered.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	20
	Repeat suctioning as needed for removal of secretions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	21
	Suction nose and mouth if indicated.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	22
	Suction catheter and tubing with water until clear.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	23
	Disconnect catheter from tubing and dispose of catheter. Remove gloves. (If using catheter with sleeve in trach only, suction and store sleeved catheter. Discard at end of day). 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	24
	Turn off suction.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	25
	Wash hands.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	26
	Document color, consistency, and quantity of secretions as well as respiratory status.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	27
	Make sure equipment and supplies are restocked and ready for next use.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



I have received instructions on the procedures to be followed for tracheal suctioning at school following Plano ISD guidelines and understand my responsibilities.

	Employee Signature
	
	Date
	

	Instructor Signature
	
	Date
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