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[bookmark: _GoBack]Trainee Nurse Associate Placement Handover Document
TNA Name:
Current Clinical Area:
Receiving Clinical Area:  
Date of handover Meeting: 
Ward Manager/ Team Lead/Matron Name of Current Clinical Area:
Ward Manager / Team Lead/Matron Name of Receiving Clinical Area:   
	Handover Content 

	Action
	Managers on current and receiving clinical area to sign & date when completed

	Practice Assessment Documentation and Progress with Practice Based Assessments  
	Ensure assessment documentation is complete handover progress.
Identify named Assessor:
Name: 
	

	Mandatory Training 
University Days/
Other Training 
	Handover all future booked training dates, ensure that University dates are noted on E Roster 
University Day:
Mandatory training up to date Yes/ No
	

	Annual Appraisal
Date:

	Check date and review PDP progress.
Appraisal/ progress review:
New line manager & TNA to review appraisal/PDP 

	

	Annual Leave
	Ensure appropriate A/L is taken in each area, handover all authorised future A/L.  
	

	E-Roster transfer/hours review 
	Ensure transfer has taken place on ERoster and review any +/- hours.
	

	Absence /Sickness
Please ask if any reasonable adjustments are required for any leaning/ health need
	Full handover along with any HR updates, ensure that all information is included in the P File
	

	Performance
	Full handover and ensure that any actions/documentation is in the P file
	

	Personal File 

	Handover to Ward Manager /Team Lead/Matron Receiving Clinical Area 
	

	Induction to receiving clinical area

	Ensure time allocated for induction on receiving clinical area
	


Ensure copy of handover are kept in P-file with copies to TNA/ Ward Managers/ Team leads
Nov 2018 AW/KS
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