Changing Tracheostomy Ties 
[bookmark: _Hlk144109513]Skill Competency Documentation

Student’s name: _______________________________________ Grade/Teacher:___________________

Person trained: ____________________________________ Position:_________________ Initials:_____

Person training: ____________________________________ Position:________________ Initials:_____

	Procedure Steps
	Initial Demonstration
	Return Demonstration

	
	Date:
	Date:
	Date:
	Date:
	Date:
	Date:

	1. Gather supplies
	
	
	
	
	
	

	2. Place on a clean surface
	
	
	
	
	
	

	3. Review Individualized Health Plan and health care provider’s orders
	
	
	
	
	
	

	4. Ensure proper documentation of parent/guardian authorization to perform this procedure
	
	
	
	
	
	

	5. Position the student
	
	
	
	
	
	

	· If a shoulder roll is used, place it behind student’s shoulders
	
	
	
	
	
	

	6. Explain procedure at a level the student will understand
	
	
	
	
	
	

	7. Have person assisting with procedure wash hands and put on gloves
	
	
	
	
	
	

	8. Wash hands
	
	
	
	
	
	

	9. Put on gloves
	
	
	
	
	
	

	10. If tracheostomy tube dressing is present, remove
	
	
	
	
	
	

	11. One caregiver should hold the tracheostomy in place while the second caregiver (registered nurse) removes the tracheostomy ties
	
	
	
	
	
	

	12. Remove the old ties
	
	
	
	
	
	

	· Removal of cloth ties requires the use of a blunt scissor
	
	
	
	
	
	

	· Removal of Velcro tab ties is done by detaching each end of the tie
	
	
	
	
	
	

	13. Use caution not to occlude the tracheostomy tube
	
	
	
	
	
	

	14. Insert one end of the tie through the slit opening on the side of the tracheostomy tube
	
	
	
	
	
	

	15. Bring the other end of the tie around the back of the neck
	
	
	
	
	
	

	16. Repeat with the other end of the tie through the slit opening on the other side of the tracheostomy tube
	
	
	
	
	
	

	17. Fasten the tracheostomy ties
	
	
	
	
	
	

	· Velcro tabs are fastened back on themselves
	
	
	
	
	
	

	· Cloth ties are secured using a single square knot on the side or back of the neck
	
	
	
	
	
	

	18. The ties should allow enough space for one pinky finger between ties and neck
	
	
	
	
	
	

	19. If a dressing is used around the stoma, replace it now with a clean one
	
	
	
	
	
	

	20. Assess the student’s respiratory status to ensure that the tracheostomy tube remained in place and patent during the procedure
	
	
	
	
	
	

	21. Remove gloves
	
	
	
	
	
	

	22. Wash hands
	
	
	
	
	
	

	23. Document assessment, procedure, and outcomes in the student’s health care record
	
	
	
	
	
	

	24. Follow up with parents/guardian and health care provider, as needed
	
	
	
	
	
	



Plan for monitoring tracheostomy management: 


School Nurse Name: ______________________________ Phone Number: ___________________

Trainee’s signature:  _______________________________________________________________

School Nurse’s signature:  __________________________________________________________
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