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CLEAN INTERMITTENT CATHETERIZATION (C.I.C.) 

  PROCEDURE FEMALE AND MALE  

 

ACTION TO BE PERFORMED BY: Person trained by a Registered Nurse. 

PURPOSE: To ensure periodic emptying of urine from a student's bladder.  

EQUIPMENT: 

• Gloves 

• Catheter 

• Soap, water, and cotton balls or disposable wipes 

• Water-soluble lubricant (e.g. K-Y Jelly, never Vaseline).  

• Container to collect urine, if student is unable to use the toilet for positioning in the case of 

a female or to be positioned near the toilet in the case of a male.  

• Towel to place under student if student is unable to use the toilet for positioning in the case 

of a female or to be positioned near the toilet in the case of a male.  
 

 

PHYSICIANS ORDERS: REQUIRED  

STEPS:  

A bathroom with running water and a toilet is optimal for the purpose of teaching and normalizing 

the procedure.  

  

1. Gather equipment in a clean, private area:  

 

2. Provide a private area for the student. Respect privacy.  

 

3. Maintain Standard (Universal) Precautions throughout procedure. Wash hands and have 

student wash hands. Use standard precautions while dealing with body fluids. Use 

approved hand-washing technique.  

 

4. 
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16. Remove gloves and discard. Discard gloves in covered trash can.  

 

17. Wash hands and have student wash hands.  

 

18. Document procedure and results on flow sheet. Promptly report any abnormality to the 

parent.  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



     Duval County School Health Services Manual  

  L-6  

 

 CLEAN INTERMITTENT CATHETERIZATION (CIC) SKILLS CHECKLIST  

FEMALE 
*Contact your school RN for a performance check and form completion.  

 

 Name:  School:      
  

  

SKILL  
Performs skill in 

accordance to 

written guidelines  

Requires further 

instruction & 

supervision  

  Date  Date  

  

1. Gather equipment in a clean, private 
area:  
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SKILL 

Performs skill in 

accordance to 

written guidelines  

Requires further 

instruction & 

supervision  
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CLEAN INTERMITTENT CATHETERIZATION (CIC) SKILLS CHECKLIST 

MALE 
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SKILL  
Performs skill in 

accordance to 

written guidelines  

Requires further 

instruction & 

supervision  

  Date  Date  
  

7. Squeeze lubricant onto tip of catheter; 

leave in protective wrapper if 

available, otherwise place catheter 

on clean paper towel, putting large 

end of catheter in a collection 

container if student is not on toilet.  

    

  

8. With non- dominant hand, hold the 

penis by the shaft and at an angle 

straight out from the student’s body.  
 

    

  

9. With the opposite hand, cleanse 

around the meatus using cotton balls 

saturated with soap and water, or 

disposable wipes. If the student is not 

circumcised, first retract the foreskin. 

Starting at the urethral meatus, wipe 

in widening circles around the 

meatus. Clean three times. Use a 

clean cotton ball or wipe each time 

and begin at the meatus each time.  
 

    

  

10. Use the other hand to pick up the 

catheter approximately 3 inches from 

the tip; insert the catheter into the 

meatus, until urine begins to flow; 

then advance the catheter another 

one or two inches. Never force the 

catheter. Hold in place until urine 

stops flowing.  

    

  

11. Remove the catheter, pausing if urine 

begins to flow again.  
 

    

  

12.nAssist the student in adjusting 
hhhclothing or diaper  
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UROSTOMY CATHETERIZATION PROCEDURE  

 

ACTION TO BE PERFORMED BY: 
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UROSTOMY CATHETERIZATION SKILLS CHECKLIST  
           *Contact your school RN for your performance check and form completion. 

  

Name:  School     
 

  
SKILL  

Performs skill in 

accordance to y

BT
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SKILL  

Performs skill in 

accordance to written 

guidelines  

Requires further 

instruction & 

supervision  

  Date  Date  

8. Apply lubricant to tip of catheter; insert 

2-3 inches into stoma (never use force) 

and leave in place until urine flow stops. 

When urine flow stops, remove catheter.  

    

9. Assist student to dress.      

10. Measure amount of urine; assess for 

color, clarity, and odor. Discard in toilet.  

    

11. If reusing catheter wash in warm soapy 

water, rinse, dry and place in storage 

container. Discard disposable 

equipment.  

    

12. Remove gloves and wash hands.      

  

13. Document procedure and results. 

Promptly report any abnormality to the 

parent or school nurse.  

    

 

 *Initial and date in space beside each skill indicates procedure has been 

demonstrated in a competent manner.  
 

 

Trainer’s Signature:  Initials  Date     
  

Trainee’s Signature:  Initials Date     
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   DUVAL COUNTY DISTRICT SCHOOLS and DOH-DUVAL SCHOOL HEALTH SERVICES  

  Catheterization Log  

    Student’s Name  ________________________  DOB Grade      

  

     School  _________________________            Physician’s Order_________________________________________________ 
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10. Pat skin dry with soft cloth/gauze.  

  
11. Place skin barrier on skin around stoma.  

  
12. Peel off backing from adhesive, or apply adhesive to bag if necessary.  

  
13. Center the new bag directly over the stoma.  

  
14. Firmly press the bag to the skin barrier so there are no leaks or wrinkles.  

  
15. Remove gloves and wash hands.  

  
16. 
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DUVAL COUNTY DISTRICT SCHOOLS and DOH-DUVAL SCHOOL HEALTH SERVICES  

  

  

OSTOMY FLOW SHEET  

  

Student’s name  DOB  Grade      
  

School  Physician’s order     
  

  
  

Date  

  
Time  

  
Colostomy  

  
Ileostomy  

  
Stool  

  
Flatus  

  
Comments  

  
Initials  
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SKILL  

Performs skill in 

accordance to 

written 

guidelines  

Requires 
further  

instruction & 

supervision  

  Date  Date  

9. Inspect the skin for redness, rash, or blistering. Do 
not put medication, ointment or adhesive on the 
damaged skin. Report skin redness, rash, lesions 
or bleeding promptly to parent and for:  

• Drops of blood: pat gently with soft 
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D
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14. Wash hands.  

  

15. Return all supplies to designated areas and put clean table paper in place.  

 

 

• Changing surface – 



      



     Duval County School Health Services Manual  

 

L-33  

GASTROSTOMY TUBE FEEDING PROCEDURE 

 

 

ACTION TO BE PERFORMED BY: Person trained by a Registered Nurse.  

 

PURPOSE:  To provide feedings for the student who is unable to receive adequate nourishment 

by mouth.  

 

EQUIPMENT: 

• Feeding solution at room temperature.   

• 20-60 cc syringe with catheter tip.  

• Tubing clamp or plug.  

• Container of water.  

 

  

PHYSICIANS ORDERS: REQUIRED  

  

STEPS:  

  

1. Review the physician’s treatment order.  

 

2. Assemble equipment:  

 

a. Feeding solution at room temperature. Allow feeding solution to sit at room temperature 

for one hour. Excessive heat coagulates feedings. Excessive cold can reduce the flow 

of digestive enzymes and cause abdominal cramping.  

b. 20-60 cc syringe with catheter tip.  

c. Tubing clamp or plug.  

d. Container of water.  

 

3. Encourage student to participate as much as possible.  

 

4. Position student sitting upright or semi-reclining with head of bed or chair at a 45-degree angle. 

These positions enhance the gravitational flow of the feeding and help prevent aspiration into 

the lungs.  

 

5. Use Standard (Universal) Precautions throughout the entire procedure. Wash hands and apply 

gloves.  

 

6. Observe stoma and skin around gastrostomy for bleeding sores or leakage. Report any signs 

of infection, irritation, or leakage. If ordered, clean with prescribed cleaning solution.  

 

7. Check for proper tube placement.  

 

a. 
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c. Gently inject air into the feeding port and listen to the stomach for an “air rush” (gurgling 

or growling sound).  

 

8. If checking residual was ordered, then aspirate all of stomach contents and note amount; then 

re-instill the entire aspirate. If quantity of residual is greater than noted on physician order, DO 

NOT FEED. Delay 30 minutes; then repeat aspiration. If residual continues to be greater than 

ordered contact parent. This is done to evaluate absorption of last feeding,  

a. i.e., whether or not there is undigested feeding solution remaining from previous feeding 
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GASTROSTOMY TUBE FEEDING SKILLS CHECKLIST  

*Contact the school RN for a performance check and form completion.  

NOTE: This is a student specific procedure and not all steps may apply.  

  

 Name:  School:  

  
SKILL  

Performs skill in 

accordance to 

written 

guidelines  

Requires 

further 

instruction & 

supervision  

  Date  Date  

  

1. Assemble equipment:  

• Feeding solution at room temperature.  

• 20-60 cc syringe with catheter tip.  

• Tubing clamp or plug.  

• Container of water.  

    

  

2. Encourage student to participate as much as    

      possible.  

    

  

3. Position student sitting upright or semi-reclining 

with head of bed or chair at a 45-degree angle.  
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SKILL  
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SKILL  

  
Performs skill in 

accordance to 

written 

guidelines  

  
Requires 

further 

instruction & 

supervision  

  

14. Remove gloves. Wash hands.  

    

  

15. Document procedure.  

    

  

16. Allow student to remain upright or elevated for 30 

minutes after feeding or as directed by physician 

orders. 

    

 

*Initial and date in space beside each skill indicates procedure has been demonstrated in 

a competent manner. 

  

Trainer’s Signature  Initials  Date_     

  

Trainee's Signature  Initials  Date_     
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TUBE FEEDING:  

INSTILLATION OF MEDICATION THROUGH FEEDING TUBE SKILLS CHECKLIST 

  *Contact your school RN for a performance check and form completion.  

  

 Name:  School:      
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TUBE SITE CARE 

(Gastrostomy/Jejunostomy) 

  

             ACTION TO BE PERFORMED BY: Person trained by Registered Nurse 

 

             PURPOSE:  

To prevent skin breakdown and infection around tube insertion site and to keep tube from becoming 

clogged.  

  

EQUIPMENT:  

• Cotton tipped swabs  

• Sterile saline or water  

• 2x2 gauze pads  

• Disposable gloves 

  

PHYSICIANS ORDERS: REQUIRED  

  

STEPS:  

  

1. Assemble equipment in a clean work area.  

2. Talk to student to minimize surprise and to enhance student’s comprehension and 

communication skills.  

3. Position the student on his/her back or right side.  

4. Wash hands. Put on gloves.  

5. Remove the old dressing and discard in a lined waste container  

6. Dampen the tips of the swabs with sterile saline or water.  

7. Clean around the tube in circles, moving outward from the opening. All drainage, wet or dried, 

must be removed.  

8. Observe the site for signs of infection such as redness, swelling, heat, tenderness, oozing and 

report such signs to the parent/guardian.  

9. Dry the area well with a 2x2 gauze.  

10. Apply sterile gauze around the tube site to absorb leakage if appropriate.  

11. Remove gloves and dispose of gloves and other soiled disposable items in a plastic bag or lined 

waste can.  

12. Wash hands  

13. Staff will note date and time of tube care; color, amount, consistency and odor of drainage; other 

pertinent information on Tube Site Care form.  
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TUBE SITE CARE SKILLS CHECKLIST 

              (Gastrostomy/Jejunostomy) 

  

*Contact your school RN for a performance check and form completion.  

  

 Name:  School:      

  

  

  
SKILL  

Performs skill in 

accordance to 

written 

guidelines  

  

Requires 

further 

instruction & 

supervision  

  Date  Date  

  

1.  Assemble equipment in a clean work 

area.  

    

  

2.  Talk to student to minimize surprise 

and to enhance student’s 

comprehension and 

communication skills  

    

  

3.  Position the student on his/her back 

or right side.  

    

  

4.  Wash hands. Put on gloves  

    

  

5.  Remove the old dressing and discard 

in a lined waste container  

    

  

6.  Dampen the tips of the swabs with 

sterile saline or water.  

    

  

7.  Clean around the tube in circles, 

moving outward from the opening. 

All drainage, wet or dried, must be 

removed.  

    

  

8.  Observe the site for signs of 

infection such as redness, 

swelling, heat, tenderness, oozing 

and report such signs to the 

guardian.  
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SKILL  

Performs skill in 

accordance to 

written guidelines  

Requires further 

instruction & 

supervision  

  Date  Date  

  

9.  Dry the area well with 2x2 gauze  

    

  

10. Apply sterile gauze around the tube 

site to absorb leakage if appropriate.  

    

  

11. Remove and dispose of gloves and other 

soiled disposable items in a plastic bag or 

lined waste can.  

    

  

12. Wash hands  

    

  

13. Staff will note date and time of tube care; 

color, amount, consistency and odor of 

drainage; other pertinent information on 

Tube Site Care form.  

    

 *Initial and date in space beside each skill indicates procedure has been demonstrated in a 

competent manner.  

  

Trainer’s Signature ____________________ 

  

Initials _____ Date_     

Trainee's Signature ____________________ Initials _____ Date_ 
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NASAL SUCTIONING SKILLS CHECKLIST 

 
*Contact your school RN for a performance check and form completion.  

  

 Name: School:      
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ORAL SUCTIONING  

  

ACTION TO BE PERFORMED BY: Person trained by a Registered Nurse.  

 

PURPOSE:  To remove sections from the mouth and throat, stimulate the cough reflex, and promote 

optimal respiratory function. 

  

EQUIPMENT:  

  

1. Suctioning unit  

2. Disposable connecting tube  

3. Disposable catheter and glove or clean Yankauer Catheter  

4. Bottle of Saline  

5. Clean rinsing container  

6. Tissues  

7. Paper bag  

8. A second person may be needed to help hold the head/hands  

  
PHYSICIANS ORDERS: REQUIRED  

  

STEPS:  

  

1. Identify Need. Check provider’s orders, observe for respiratory congestion.  

2. Obtain equipment. Use a clean table at a convenient height.  

3. Connect machine. Put adapter into wall outlet if vacuum type is used. Check functioning of 

machine by turning to “on” position.  

4. Wash hands by following hand washing procedure.  

5. Explain procedure to student by using appropriate developmental approach.  

6. Arrange equipment. Open Catheter and have gloves ready. Open and fill rinsing container with 

normal saline. Open connecting tube to suction outlet and place end that will be connected to 

catheter to avoid contamination.  

7. Place glove on dominant hand. This hand will hold the catheter.  

8. Attach suction tube to catheter. Hold catheter in gloved hand, pick up suction tube with ungloved 

hand and attach it by pushing/twisting gently.  

9. Turn on suction machine using ungloved hand.  

10. Moisten tip of catheter by dipping end into saline.  

11. Put catheter into mouth and pinch tube during insertion.  
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12. 
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ORAL SUCTIONING SKILLS CHECKLIST 
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SKILL  

Performs skill 
in  

accordance to 

written 

guidelines  

  
Requires 

further 

instruction & 

supervision  

  Date  Date  

10. Moisten tip of catheter by dipping 

end into saline.  
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SKILL  

Performs skill 
in  

accordance to 

written 

guidelines  

  
Requires 

further 

instruction & 

supervision  

  Date  Date  

20. Cover end of connection tube and 

disconnect from suction machine.  

    

21. Wash hands.     

22. Document procedure by charting 

date, time, type and amount of 

secretions, and student’s response.  
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OXYGEN ADMINISTRATION 

  

ACTION TO BE PERFORMED BY
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OXYGEN SAFETY PRECAUTIONS  

  

• Do not smoke or allow open flames, heaters, or radiators near oxygen.  

  

• Never permit oil, grease or any highly flammable material to come in contact with oxygen 
cylinders, liquid oxygen, valves, regulators or fittings. Do not lubricate with oil or other flammable 
substances. Do not handle equipment with greasy hands or rags.  

  

• Never put anything over gas cylinder.  

  

• Know who the home oxygen supply company contact person is and have phone number posted 

in an obvious place.  

  

• Return any defective equipment to the authorized company for replacement.  

  

• Have spare oxygen readily accessible, based on the student’s needs. This should be stored 

safely in a secure place.  

  

• Extra tubing and tank equipment (wrenches, etc.) must be kept in an easily accessible place.  

  
• If using oxygen gas, be sure that the tank is securely placed in its stand and cannot fall or be 

knocked over.  

  

• Be careful that the oxygen tubing does not become kinked, blocked or disconnected.  

  

• Use only the flow meter setting prescribed by the student’s physician.  
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 PULSE OXIMETRY MONITORING CHECKLIST  
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PERCUSSION AND POSTURAL DRAINAGE  

 

              ACTION TO BE PERFORMED BY:  Person trained by Registered Nurse. 

  

PURPOSE: To prevent respiratory complications by loosening bronchial secretions for easier and 

more effective deep breathing, coughing, and expectoration.  

  

EQUIPMENT:  

• A wedge, pillow or folded blanket  

• Tissues  

• Basin for student to spit into  

• Suction machine if ordered by physician  

           PHYSICIANS ORDERS: REQUIRED  

           STEPS:  

1. Identify need.  

2. Consider timing in relation to other activities such as eating or therapy. Procedure should not 

be done immediately after eating.  

3. Wash hands thoroughly following hand washing procedure, remove all rings.  

4. Explain procedure to student and use measures to relax him/her. Procedure will be more 

effective if student is not anxious.  

5. Position as directed by physician (usually prone, with head down on wedge) with tissue 

available. Wipe up secretions immediately. The spine should be as straight as possible. Use 

wedges or pillows to position.  

6. Observe color and respiratory rate.  If indicated, auscultate before and after the procedure.  

7. Have the student take a few deep breaths. Percuss indicated area. Hand position: cup the hand 

with fingers close together and wrist loose. Use enough force to make a firm air- cushioned 

impact (hollow sound) to help dislodge secretions without causing discomfort. A light shirt may 

be used to make the procedure more comfortable. Do not “slap” the skin. Discontinue if 

reddening occurs. Vibrate the indicated area for three breaths. Tell the student to cough if able.  

8. Leave in position for 10-15 minutes. Student 
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SKILL  

Performs skill in 
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                                                                                  POSITIONING  

                                                                      (Lifting and Transferring)  

 

                       ACTION TO BE PERFORMED BY:  Varies by site. 

 

PURPOSE: To acquaint school personnel with basic techniques to follow when changing 
the position of a student who is unable to sit, stand, or walk without the assistance of an 
adult. Before lifting, carrying or transferring a disabled student, it is recommended that 
the personnel involved participate in a practice session where a professional, such as a 
physical therapist, demonstrates the correct technique and procedure.  
 
EQUIPMENT:  Varies by site. 
 
PHYSICIAN ORDER:  Varies by student.   

  

STEPS/GUIDELINES:  

  

• Never attempt to lift a student who is difficult to manage without assistance.  

  

• If two or more adults are moving a student, always discuss and plan the exact 

movements before beginning.  

  

• The equipment involved must be positioned properly, securely, and as close to 
the student as possible. When a wheelchair is used, the brakes must be 
secured and the footrests lifted or removed.  

  

• Avoid quick movements. This may cause the student’s spastic muscles to tense 

and he/she may be frightened.  

  

• Explain the procedure to the student and encourage him/her to assist as much 

as possible.  
  

• Proper body mechanics are essential as follows:  
  

1. 
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TRACHEOSTOMY SKIN CARE  
  

ACTION TO BE PERFORMED BY: Licensed Nurse 

 

PURPOSE: To prevent skin irritation and breakdown, and to remove secretions from the skin. 
  

EQUIPMENT:  

• Cotton tip applicators  
  

• Cleaning solution as indicated in physician orders 

  

• 4x4 Sponge  
  

PHYSICIANS ORDERS: REQUIRED  
  

STEPS:  
 

1.
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TRACHEOSTOMY SKIN CARE SKILLS CHECKLIST 
*Contact your school RN for a performance check and form completion.  

 

 Name:  School:      

  

  

  
SKILL  

Performs skill in 

accordance to 

written 

guidelines  

Requires 

further 

instruction & 

supervision  

  Date  Date  

1. Identify need. Check Physician’s orders. 

Observe for skin irritation or breakdown.  

    

2. Wash hands.     

3.  Obtain equipment and arrange on clean 

surface.  

    

4.  Explain procedure to student using 

appropriate developmental approach.  

    

 

5. Put on gloves. Remove old trach 

dressing. Observe for skin irritation or 

breakdown. Check with provider if area 



     Duval County School Health Services Manual  

 

L-72  

 

CHANGING VELCRO TRACHEOSTOMY TIES  
  

ACTION TO BE PERFORMED BY:  Licensed Nurse 

 

PURPOSE: To maintain an open airway. 
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TRACHEOSTOMY TIES SKILLS CHECKLIST 
*Contact your school RN for a performance check and form completion.  
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TRACHEOSTOMY SUCTIONING 
  

ACTION TO BE PERFORMED BY:  Licensed Nurse 

 

PURPOSE: To aspirate retained or excessive sections, maintain an open airway, and aid in 

the respiratory efforts of the student. 

  

EQUIPMENT:  

• Portable suction  
  

• Disposable connecting tube  
  

• Sterile disposable catheter (size determined by provider), sterile or clean 
gloves (per order)  

  

• Sterile saline, preferably in single use packets, at room temperature or a jar 
of sterile saline with eye dropper dispenser  

  

• Clean rinsing container  
  

• Tissues or paper towels  
  

• Bandage scissors  
  

PHYSICIANS ORDERS: REQUIRED  

  

STEPS:  

1.1.
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TRACHEOSTOMY SUCTIONING
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SKILL  

Performs skill in 

accordance to 

written 

guidelines  

Requires 

further 

instruction & 

supervision  

  Date  Date  

16. Rinse Catheter. Dip into sterile saline 

basin, intermittently apply pressure, 

rinse frequently  

    

17. Repeat suctioning Repeat as 

necessary until desired results are 

obtained. Allow student to rest 15-20 

seconds and catch breath. If catheter 

becomes blocked rinse with sterile 

saline. If airway blockage is not relieved 

call 9-1-1. Suspect a mucus plug if the 

student continues to be in distress, cut 

ties and remove trach tube. Reinsert a 

clean tracheostomy tube according to 

procedure  

    

18. Clear tubes and rinse with intermittent 

suction applied  

   

. Cl9a
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If too much 
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EMERGENCY TRACHEOSTOMY TUBE REPLACEMENT SKILLS CHECKLIST 
*Contact your school RN for a performance check and form completion.  

  

 Name: 
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SKILL 

 

Performs skill in 

accordance to 

written guidelines 

 

Requires further 

instruction & 

supervision 
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SKILL  

Performs skill in 

accordance to 

written 

guidelines  

Requires 

further 

instruction & 

supervision  

  Date  Date  

13. Remove and discard gloves. Wash 

hands. 

    

14. Document procedure. Chart date, 

time, reason action was indicated, 

action taken, and student’s response. 

    

15.  Notify parent/guardian immediately.     

 

*Initial and date in space beside each skill indicates procedure has been 

demonstrated in a competent manner. 

  

 Trainer’s Signature  Initials  Date_     

  

 Trainee's Signature  Initials  Date_     
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VAGUS NERVE STIMULATOR (VNS) PROCEDURE SKILLS CHECKLIST 
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SKILL 

Performs skill in 

accordance to 

written guidelines  

Requires further 

instruction & 

supervision  

  Date  Date  

6. Return special magnet to its identified 

location.  Keep special magnet at least 

10 inches away from credit cards and 

other magnets.  The magnet will 

damage credit cards. Older 

microwaves or posted “microwave 

danger” areas should be avoided. 

Computer and televisions will not 

affect the generator. 

 

    

7. Document what time magnet was 

swiped over generator, the number of 

swipes, and the outcome.  

Documentation of the episode may be 

done on a seizure observation form. 

 

    

  

 

*Initial and date in space beside each skill indicates procedure has been 

demonstrated in a competent manner. 


