HAILSHAM HOUSE
REGISTERED NURSE SIGN–OFF INSTRUCTIONS FOR END OF SHIFT REPORT

1. Print End of Shift Report to screen as follows:

a) Click on the END OF SHIFT button
b) Under “Select Location”, select the appropriate unit
c) Select “List by Name-Type-date/Time” (2nd one down)
d) Click on “OK”
e) Click on “Yes”
f) Click on “Screen”
g) Maximise the screen by clicking on q on the top right hand corner of the screen.

h) Select screen magnification of 100%, using the drop-down arrow
2. Read all daily care reports on screen and check that they have been satisfactorily completed for all residents.

3. Make a hand written note of anything you disagree with.

4. Click on “x” at the top right of the “End of Shift“ report screen
5. Enter a “Care Note(s)” in Residata for anything you’ve disagreed with, using your hand written notes as reference.

6. Destroy your hand written notes, once you’ve entered them in Residata.

7. Print the End of Shift Report on paper as follows:

a) Click on the END OF SHIFT button

b) Under “Select Location”, select the appropriate unit 
c) Select “List by Name-Type-date/Time” (2nd one down)
d) Click on OK
e) Click on Yes (to “Print End of Shift Report for the Home”)

f) Click on “Printer”

g) Click on “Yes” (to “Reset End of Shift to Current Time for Room in Home”)
h) Click on “Close

8. Enter a Care Note confirming that you are now happy with all the entries as follows:

a) Click on the “Daily Reports” tab

b) Click on the button to “add a new Report/Event note”

c) Double click on Care Notes

d) Select the “Select from list” option

e) Tick only the residents who appear on the paper End of Shift Report (DO NOT CLICK ON “SELECT ALL”)
f) Click on Next
g) Type “End of Shift Report dd/mm/yyyy hh:mm – dd/mm/yyyy hh:mm read and approved”.  (NOTE: you should type in the exact dates/times shown at the top of the paper End of Shift report).

h) Click on Finish
i) Click on Yes
9. Use the End of Shift report for your handover to the next RN and then file it in the “End of Shift Reports” file!
