Changing Tracheostomy Inner Cannula
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*THIS PROCEDURE IS TYPICALLY PERFORMED BY A REGISTERED NURSE
The use of this procedure guideline assumes that the registered nurse has the nursing education and skills to perform this task. This procedure guideline does not replace nursing clinical judgment. 

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. Assemble supplies and place on a clean surface
	
	
	
	
	
	

	2. Review student’s individual health plan/health care provider’s order
	
	
	
	
	
	

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

	4. Position student providing as much privacy as possible
	
	
	
	
	
	

	5. Explain the procedure at a level the student will understand
	
	
	
	
	
	

	6. Wash hands
	
	
	
	
	
	

	7. Have the person assisting wash hands and put on clean gloves
	
	
	
	
	
	

	8. Assess student’s respiratory status to ensure it is appropriate to change tracheostomy cannula at this time
	
	
	
	
	
	

	9. Put on clean gloves
	
	
	
	
	
	

	10. Check “GO BAG” (emergency travel bag) for disposable inner cannula
	
	
	
	
	
	

	11. Open the package with the new disposable inner cannula, taking care not to contaminate the cannula or the inside of the package
	
	
	
	
	
	

	12. With your nondominant hand, stabilize the outer cannula and faceplate of the tracheostomy
	
	
	
	
	
	

	13. Grasp the locking mechanism of the inner cannula with your dominant hand remove the inner cannula as indicated per manufacturer’s instructions
	
	
	
	
	
	

	a. If you have difficulty removing the inner cannula, do not force it
	
	
	
	
	
	

	b. Stop and contact the student’s health care provider and parent/guardian
	
	
	
	
	
	

	14. Place the used inner cannula in a disposable bag
	
	
	
	
	
	

	15. Pick up new inner cannula with your dominant hand
	
	
	
	
	
	

	16. Stabilize the faceplate with your nondominant hand and gently insert the new inner cannula into the outer cannula
	
	
	
	
	
	

	17. Lock the inner cannula in place per manufacturer’s instructions
	
	
	
	
	
	

	18. Pull gently to ensure it is firmly in place (may be a “click” when in place)
	
	
	
	
	
	

	19. *See below”: Final Steps for Both Procedures
	
	
	
	
	
	

	If the student does not have a disposable inner cannula in “GO BAG” (emergency travel bag), follow the steps below for cleaning and re-inserting inner cannula

	Procedure for Cleaning and Re-inserting Inner Cannula:

	1. Assemble supplies and place on a clean surface
	
	
	
	
	
	

	2. Review student’s individual health plan/health care provider’s order
	
	
	
	
	
	

	3. Position student providing as much privacy as possible
	
	
	
	
	
	

	4. Explain the procedure at a level the student will understand
	
	
	
	
	
	

	5. Wash hands
	
	
	
	
	
	

	6. Have the person assisting wash hands and put on clean gloves
	
	
	
	
	
	

	7. Assess student’s respiratory status to ensure it is appropriate to change tracheostomy cannula at this time
	
	
	
	
	
	

	8. Put on clean gloves
	
	
	
	
	
	

	9. Check “GO BAG” (emergency travel bag) for disposable inner cannula
	
	
	
	
	
	

	10. Pour prescribed cleaning solution into in a clean basin
	
	
	
	
	
	

	a. Review healthcare provider’s orders for instructions on what cleaning solution to use (i.e. mild, fragrance free dish soap and water or equal parts hydrogen peroxide and water)
	
	
	
	
	
	

	11. With your nondominant hand, stabilize the outer cannula and faceplate of the tracheostomy
	
	
	
	
	
	

	12. Grasp the locking mechanism of the inner cannula with your dominant hand remove the inner cannula as indicated per manufacturer’s instructions
	
	
	
	
	
	

	13. Soak the inner cannula in a basin of the prescribed cleaning solution for the prescribed amount of time 
	
	
	
	
	
	

	14. Using sterile pipe cleaners, remove any dried secretions from inside the cannula
	
	
	
	
	
	

	a. Do not scrub too hard as this may damage the tube
	
	
	
	
	
	

	15. Thoroughly rinse the cannula with sterile water 
	
	
	
	
	
	

	16. Air dry the inner cannula with a gentle shake
	
	
	
	
	
	

	17. Stabilize the faceplate with your nondominant hand and gently insert the clean inner cannula into the outer cannula
	
	
	
	
	
	

	18. Lock the cannula in place per manufacturer’s instructions
	
	
	
	
	
	

	19. Pull gently to ensure it is firmly in place (may be a “click” when in place)
	
	
	
	
	
	

	20. *See below: Final Steps for Both Procedures
	
	
	
	
	
	

	Final Steps for Both Procedures:

	1. Assess student’s respiratory status
	
	
	
	
	
	

	2. Remove gloves
	
	
	
	
	
	

	3. Wash hands
	
	
	
	
	
	

	4. Document assessment, intervention, and outcomes in student’s health care record
	
	
	
	
	
	

	5. 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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