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APPENDIX 3: TRACHEOSTOMY PATIENT / CARERS / FAMILY EDUCATION 

 

 

                       
 
 
 
 
 
     
 
    
    
 
 
    

 

 
 
 
 
 
 
 
   

 
    
    

Anatomy and Physiology 

Aspects of care  Actions/Advice Date Initials 

Able to identify the reason for the 

tracheostomy tube, including discussion 

of upper airway patency 

Able to demonstrate understanding of the 

reason for tracheostomy insertion e.g., 

ventilatory support, secretion clearance, 

and an explain upper airway patency 

    

Able to discuss basic anatomy and 

physiology related to tracheostomy 

Able to demonstrate understanding of basic 

anatomy, and impact of tracheostomy 

  

Aware of which tracheostomy tube is 

inserted e.g., model, features 

Discussions with staff to demonstrate 

understanding of tracheostomy tube in use 

and key features 

    

Anatomy education completed with 

patient and carer 

     

 

Signed: ……………………………………...……….…… Date: ………………. 

 
 
 

    
Caring for a Tracheostomy       

Aspects of care  Actions/Advice Date Initials 

Able to identify the need for inner tube 

cleaning and able to undertake as per 

individuals plan 

Able to demonstrate cleaning technique and 

storage 

    

Able to remove and replace inner tube Able to demonstrate to staff member 

Explain importance of keeping inner tube in 

situ and use of correct tubes 

    

Patient, carer and family education is a core element of discharge planning. The purpose of this 

document is to provide a guide to key educational content and competencies for completion. In its 

current format, it may be applicable to most patients being discharged with a tracheostomy. 

However, it may need to be adapted to suit individual patients, their discharge circumstances or the 

available support in the community. The content is based on expert opinion but the discharging 

hospital team have full responsibility for training and competency assessment.  

 

If a care agency is providing support for aspects of tracheostomy care, this document may be used 

to guide patient / family education to their desired level but is unlikely to be essential for discharge. 

 

If patients are going home with equipment, the suction and nebuliser education sessions MUST be 

completed at least 24 hours prior to discharge with all those providing care (see discharge checklist). 

 

If care is being provided by an agency, it is suggested that the carers be invited to meet the patient 

prior to discharge but all tracheostomy training is provided by the agency. Any appropriately trained 

and experienced member of the MDT may complete these education sessions with the patients / 

carers / family. 

 

The assessment of competence must be considered as time specific, and does not confirm ongoing 

competence. As such the healthcare professional is not accountable for the individuals ongoing 

competence. Processes must be in place to re-confirm competence and provision of ongoing training 

as needed.  
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Able to change tracheostomy tapes Demonstrates procedure safely  

  

Able to change tracheostomy dressing Demonstrates procedure safely 

Demonstrates clean technique 

    

Able to assess the tracheostomy stoma Able to assess the skin integrity 

Recognises signs of local infection 

Understands process for escalation 

  

Able to recognise the need for 

humidification and understands method 

being utilised 

Knows importance of humidification and 

can explain method being utilised e.g., heat 

moisture exchanger, heated humidification 

system 

    

Able to identify the need for suction Demonstrates this to health care staff and 

performs this appropriately. 

    

* if patient or family are the primary care 

providers they must be confident and 

competent with this element of training 

  

 

Able to monitor cuff pressure (if 

relevant), including cuff deflation and 

inflation 

Demonstrates use of cuff manometer and 

ability to inflate/deflate cuff to correct 

pressure based on individualised care plan, 

and discuss frequency of monitoring. Able 

to explain any devices used to maintain cuff 

pressure.  

  

Able to identify the appropriate use of, 

and complications associated with use 

of, one-way (speaking) valve (if relevant)  

Can independently place and remove one-

way (speaking valve) valve 

  

Able to identify signs of chest infection. 

e.g., pyrexia, increased sputum 

production, sputum colour change, 

increased work of breathing 

Able to discuss points and happy whom to 

contact 

Takes appropriate action i.e. increases 

nebuliser frequency and contact GP, or 

follows individualised care plan 

  

Show an awareness of hygiene and 

when to change and replace equipment 

Demonstrates knowledge of when to 

change and replace equipment to nursing 

staff  

  

Able to recognise and manage 

tracheostomy related emergencies 

including blocked or displaced 

tracheostomy tube 

Recognises signs of potentially blocked 

tracheostomy tube 

Knows importance of seeking assistance 

Able to utilise emergency algorithm to 

manage emergency 

  

NON-MANDATORY 

Able to undertake routine tracheostomy 

tube changes (if required as part of 

individualised care plan) 

 

Undertakes tracheostomy tube changes as 

per local training 

  

Tracheostomy care completed with 

patient and carer 

       

 

Signed: …………………………………………………. Date: ………………………   

     
    
Equipment education        

Actions Instructions Date Initials 

Suction Machine       

Make of machine supplied   
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Power Sources Explain that both battery and electricity 

can be used as power sources 

  

Battery Life Awareness of battery run time (specific 

for model of suction machine) 

    

Battery charging time Awareness of charging time (specific to 

model of suction machine) 

    

Machine Type Explain the set-up of the machine and if 

able test to ensure it is in working order 

    

Servicing Awareness of need for yearly servicing, 

how to organise and actions in event of 

mechanical fault or failure 

  

Supplies Awareness of how to obtain further 

supplies and stock for machine 

  

Using the Suction Machine for suction via tracheostomy Date Initials 

Hand washing Knows to wash hands pre and post 

suction     

Correct choice of size of suction 

catheter 

Knows correct suction catheter size 

based on individualised care plan or 

tracheostomy tube size   

Able to attach catheter to tubing Able to demonstrate to staff member  
    

Able to switch on machine Able to demonstrate to staff member     

Able to check suction pressure Able to demonstrate to staff member     

Suction technique Able to demonstrate appropriate 

technique 
  

Cleaning of suction equipment Aware tubing needs cleaning with tap 

water after each use. 

Aware how to empty/discard the 

suction bottle as appropriate for the 

suction machine, and frequency of 

changing filters, tubing and other 

components     

Manual for machine Ensure that the patient has a manual 

for their machine.     

Problem Solving Date Initials 

No power Check if battery needs recharging     

  Contact the machine supplier     

No suction 

Check if canister is full and sealed 

tightly     

  Check if tubing is kinked or blocked     

 Check filter and replace as necessary   

Suction machine education 

completed with patient and carer 

 

 

Signed: ……………………………….…………………. Date: …………………… 
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Nebuliser Machine      

Make supplied by the district nursing 

team 

  

Power Sources Check if nebulisers run when 

connected to electricity power source 

and/or battery  

Demonstrate how to recharge the 

device if appropriate.   

Machine Type Explain the set-up of the machine 

and if able test to ensure it is in 

working order     

Servicing Awareness of need for yearly 

servicing and how to organise   

Supplies Awareness of how to obtain further 

supplies and stock for machine   

Using the Nebuliser Machine    Date Initials 

Able to attach tubing to nebuliser 

chamber and mask 

Able to demonstrate to staff member  

    

Able to fill nebuliser chamber Able to demonstrate to staff member     

Able to switch on machine Able to demonstrate to staff member     

Cleaning and assembly of nebuliser 

chamber 

Able to demonstrate to staff member  

    

Able to change filter if required for 

machine and aware of frequency 

Able to demonstrate to staff member  
    

Manual for machine Ensure that the patient has a manual 

for their machine.     

Problem Solving    Date Initials 

No power Check if battery needs charging or is 

connected to power source.     

  Contact the machine supplier     

No nebulisation Check if tubing, chamber and mask 

are connected correctly.     

Nebuliser machine education 

completed with patient and carer 

 

 

Signed: ……………………………. Date: ……………………… 

 
*where task isn’t appropriate for individual, please mark as N/A within date and initial 

box e.g., ‘able to monitor cuff pressure’ 
 

Confirmation of training received and agreement of level of knowledge: 

 

Name of individual receiving training: _________________________________ 

 

Signature of individual receiving training: ______________________________ 

 

Date: _______________________________________ 
 


