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Nursing Handover
A how-to guide for completing the Nursing Handover Form, generating a report, and
printing the report on the nursing handover report template.

Completing the Nursing Handover Form

1 There are two ways to access the individual client's handover form

The first and easiest way is to click 'Dashboard' click, 'Locations' and click
"Allowah"
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2 The occupancy page will display, locate your first client, and click 'Perform
Handover' from the drop-down box next to 'Move'.

3 The second way is by clicking 'Assessments' in the client dashboard, locating the
Nursing Handover Form and selecting 'Perform' from the drop down box
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Tip! The Nursing Handover Form has been created in line with the ISBAR
handover tool

4 Introduction- the client's DOB will automatically display

Situation- Type in the client's current issues summary

Keep this concise!
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5 Background- The client's diagnosis, relevant medical and surgical history and
infection status will automatically transfer to this space from the care plan

6 Background- Any allergies and adverse drug reactions will also automatically
populate in this space from 'Alerts and allergies'
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7 Background- All advanced care planning and resuscitation plans will be
represented in this space from the care plan

8 Background- A risk assessment summary will transfer across to this space from
the care plan
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9 Assessments and interventions- type in current assessment data and
interventions for abnormal assessment findings

Keep concise and relevant!

10 Recommendations/ Plan- Provide details on plan for the day.

Keep this concise and current! Any changes to plan of care, need to be
updated in the care plan and removed from the nursing handover form on a
shift-by-shift basis.



Made with Scribe - https://scribehow.com 7

11 Click "Approve" to submit entry

Generating and Printing a Nursing Handover Report

12 Click 'Dashboard' to navigate to the global dashboard and click "Reports".
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13 Click "Nursing Handover Report - Current"

14 Scroll down the report and select 'Today' as the start and end dates.
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15 Confirm the 'Current Admission State' is selected as 'Admitted.'

16 'Current Admission State' will be preselected as 'Admitted'. Report format will
be pre-selected as 'Excel Worksheet' and report orientation set as 'Landscape'.

Click 'Run' to generate the report.**
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17 The following message will display once the report is generated and click
'Download'

18 Highlight the client handover information on the handover report and right
click, 'copy' or 'Ctrl C'.

TIP! Ensure the writing in the 'green box' is NOT highlighted to copy
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19 Once the data has been copied, select 'New' and click 'Nursing Handover Report
Dec 2025' template

20 This will open the 'ISBAR' template. Click the first white box under 'Patient' and
right click paste
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21 Select the 'paste values' option
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22 This will now display the 'Nursing Handover Form' in ISBAR format. Save onto
the 'S' drive and print for oncoming staff members


