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Agreement  
Signatures by the appropriate representatives put these policies and procedures into effect. The policies and procedures 
will stay binding until revised, with a new signature page, or the program is terminated, and the policy and procedure 
will be considered null and void. Deviation from policy and procedures may cause the Medical Director or AED Program 
Coordinator to rescind authorization of the departments program.  

The policies and procedures will be initiated and put into effect on the date below. An annual review and revision will be 
conducted if necessary. Any changes to these policies and procedures will be made aware to the Departmental AED 
Coordinator prior to initiation.  

 

 

 

______________________________________   ________________ 

AED Program Coordinator     Date 

 

 

______________________________________   ________________ 

Departmental AED Coordinator     Date 
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Introduction 
Automated External Defibrillators (AEDs) are life-saving medical devices that can be used by trained individuals on those 
suffering from sudden cardiac arrest. An AED attaches to a victim to assess the heart’s rhythm and, if needed, 
automatically determines whether a shock should be delivered to correct the heart’s rhythm. An adult who has just 
gone into sudden cardiac arrest is most likely in urgent need of defibrillation, a metered electrical charge that can often 
restore the heart to a normal function and save a life. It's estimated by the American Heart Association that over 50,000 
lives a year could be saved by the early use of an AED combined with prompt bystander Cardio Pulmonary Resuscitation 
(CPR).  With basic audio and visual commands, AEDs are designed to be simple to use by anyone who has been 
trained.  The University AED program is designed to oversee the placement and maintenance of AED’s on campus and 
ensure all related requirements are followed. 

Scope 
The Colleen O’Sullivan Law, Public Act 093-0910, as amended in Public Act 095-0712, requires at least one AED be 
provided at each Physical Fitness Facilities, both indoor and outdoor, which are owned or operated by the University; 
and have one or more persons supervising physical fitness activities.  Such indoor and outdoor facilities include: 
swimming pools, stadiums, athletic fields, track and field facilities; tennis, basketball, or volleyball courts, including 
hallways and spaces directly adjacent to such facilities.  AED’s may be permanently provided at these locations or may 
be provided during events that qualify for requiring AED’s. University departments or administrative units that choose to 
acquire an AED should contact Environmental Health and Safety (EHS) to be included in the University AED program and 
will be referred to as an AED owner.      

Responsibilities  

Environmental Health and Safety 
Environmental Health and Safety will oversee the University AED Program.  
Responsibilities include:  

 Develop and maintain the written University AED program 
 Identify locations within buildings where AED’s are to be installed 
 Perform annual inspections and spot checks of the public access AED’s on campus 
 Maintain the University database of AED units and inform affected departments, University Police Department 

and METCOM of any public AED units removed from service or relocated 
 Act as the University Liaison with the AED Program Medical Advisor, and the McLean County Emergency Medical 

Services (EMS) office 
 Oversee Emergency Medical Service (EMS) response procedures according to Illinois state law 
 Conduct an annual review of the University’s AED program and departmental AED plans, providing 

recommendations for improvement or remediation 
 Provide and/ or coordinate training to departmental staff in CPR AED   

Student Health Services 
The Medical Director of Student Health Services is responsible for medical direction of the University’s AED program.   
Responsibilities include:  

 Develop and/or approve all medical aspects of the University AED program  
 Conduct a medical review each time an AED unit is deployed at the University 
 In collaboration with Environmental Health and Safety, perform an annual review of the University AED program 

and the efficacy of departmental AED plans 
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Departmental AED Coordinator  
 Develop and maintain a written plan that conforms with the University AED program 
 Ensure that Environmental Health and Safety is notified of any use of the department’s AED  
 Ensure AED is properly registered with EHS, maintained and tested in accordance with manufacturer’s 

recommendations and University AED program requirements, including ancillary equipment that is to be 
maintained, tested and/or replaced at an interval specified by the manufacturer 

 Conduct post incident maintenance check of equipment with University AED Coordinator 
 Ensure department personnel are trained per the training section 
 Participate in annual plan reviews and post use medical reviews 
 Retain maintenance and training records required by this program  

 
An informal binder should be maintained by the Departmental AED Coordinator.  The Binder should include:   

 The University AED Program 
 The Departmental AED Procedure 
 Monthly Inspection Record Forms  
 Post incident AED Utilization Forms 

 
Note:  If an AED has been purchased for use by a Department, applicable information should be incorporated into the 
Department’s Emergency Response Plan.   

Training 
Cardio Pulmonary Resuscitation (CPR) / AED training is mandatory for certain job titles, e.g. University Police, Athletic 
Trainers, Nurses, Electricians, etc. It is up to the department as to how many personnel are trained. Initial and re-
certification CPR AED training is offered on campus to all University faculty, staff, Mennonite College of Nursing 
students, and Communications and Speech Disorder students at a cost of $25 per attendee. The course averages 3 hours 
in length and covers CPR AED training for adult, child, and infant cardiac arrest and choking victims. Class guidelines are 
established by the American Heart Association and a CPR AED card will be issued by Advocate BroMenn Medical Center. 
Classes are offered year-round. For general questions about the course, or to set up a class for your university 
department please contact the AED Program Coordinator.     
 
In addition to the certified CPR AED training, the selected departmental personnel should also be trained on the 
University AED Program elements, which include: 

 Emergency Medical Service activation procedures and University reporting requirements 
 AED Locations (within a given building) 
 Equipment maintenance and recordkeeping  

 
Recertification and training are required every 2 years.  

Equipment Maintenance  
All AED’s and ancillary equipment shall be maintained in a constant state of readiness.  If for some reason, a public 
access AED needs to be taken out of service (e.g. off-site maintenance) Environmental Health and Safety (EHS) shall be 
contacted at 438-8325 and advised.   EHS will assist in sending the unit off-campus for service, ordering replacement 
parts, supplies, etc.  EHS will also replace the AED with another (if available) or expedite getting it back in service.   
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Reporting Requirements 
An AED Utilization Form (Appendix C) must be completed every time an AED unit is deployed during a medical emergency, 
regardless of whether shocks were administered. The Departmental AED Coordinator is responsible for the collection of 
information and completion of the AED Utilization Report.  The Departmental AED coordinator should immediately notify 
Environmental Health and Safety (EHS) to inform them of the incident.  The AED Utilization Report is to be forwarded to 
EHS within 24 hours of the equipment use. EHS will contact the AED Program Medical Advisor and McLean County 
Emergency Medical Services. With the assistance of the University AED Coordinator, the Departmental AED Coordinator 
will inspect the equipment after use and when satisfied that the equipment has been decontaminated, and appropriately 
re-stocked per the manufacturer’s recommendations, shall return it back to service.   
 
Within 24 hours of the incident, the AED Program Coordinator will conduct a Critical Incident Debriefing to identify any 
concerns or problems associated with the response or the use of the AED. If deemed warranted by the AED Program 
Coordinator, changes to University AED Program or departmental plans will be made.   

Records Retention 
Employee training records should be maintained until the next training cycle is completed. All other records, including 
those associated with AED use or post event debriefings, should be maintained indefinitely. 

Annual Program Review 
Environmental Health and Safety will annually conduct a review of the University’s AED program and make appropriate 
recommendations for improvement or remediation. The annual review will include at least the following components: 

 Review of the Illinois laws and legislations related to AED use 
 Review of AED Utilization Reports 
 Review of Critical Incident Debriefing documents 
 Review of written communications with EMS office  
 Review of any documentation deficiencies associated with the University AED program 
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References: 
Illinois Automated External Defibrillator Act (410 ILCS 4/, effective Jan. 1, 2000) 

The American College of Occupational and Environmental Medicine (ACOEM) Guidelines for the Use of Automated 
External Defibrillators (AEDs) in Workplace Setting,  

Physical Fitness Facility Medical Emergency Preparedness Act (210 ILCS 74/5.25) 

Cardiac Arrest Survival Act of 2000 (Public Law 106-505, Title IV) 

AED Amendment to Good Samaritan Act (Illinois HB1773) 

Automated External Defibrillator Code (77 Ill. Adm. Code 525) 

Guidelines for Public Access Defibrillation Programs in Federal Facilities (January 18, 2001). 66 Federal Register 2001. 

Appendices  
 
Appendix A  Automated External Defibrillator Response Plan Template (Departmental Plan) 

Appendix B AED Utilization Form 

Appendix C  Departmental Monthly Checklist 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix A 

  

Scope 
The plan serves as a guide for handling medical emergencies involving cardiac arrest through the proper 
placement and the effective use of trained personnel and emergency medical resources. 

Purpose 
An Automated External Defibrillator (AED) is used to treat victims who experience sudden cardiac arrest. The 
AED is only for use on victims that are unconscious, have no pulse or any signs of breathing. The AED will 
analyze the heart rhythm and advise the operator if a shockable rhythm is detected. Rapid treatment of 
ventricular fibrillation, through the application of a controlled electrical shock, is essential to the victim’s survival. 
Defibrillation is an electric “shock” delivered to the heart to correct certain life-threatening heart rhythms. 

AED Owner Responsibilities 
1. Selection of employees for AED training 

2. Provide training and updates, as necessary 

3. Communication with Environmental Health & Safety office on any issues or concerns that may 

present 

Location of AED’s 
These locations shall be specific to each department but allow the device to be easily identified. The locations 
also enable staff members to retrieve the AED unit outside regular business hours.  

1.)   
2.)   
3.)   
4.)  

Training Requirements 
Employees designated to provide emergency assistance shall be trained in CPR AED. This training must comply 
with the requirements from the American Heart Association (AHA) or the American Red Cross for Heart Saver 
CPR AED standards. 

AED Trained Employee Responsibilities 
1. Activating internal emergency response system and providing prompt basic life support including CPR AED 

and First Aid according to level of training and experience. 

2. Assigning someone to meet responding Emergency Services and direct them to the victim. 

Equipment Maintenance  
All equipment and accessories necessary for an emergency response shall be maintained in a state of readiness. 
Follow manufacturer’s guidelines for proper maintenance of the equipment. 
 
1. The departmental AED coordinator or designee shall be responsible for conducting regular equipment 

inspections and having required maintenance performed and documented.  

2. Each AED unit is located within protective boxes with local alarms. When the door is opened an alarm sounds 

(note: this alarm does not alert anyone outside the local vicinity of the AED box). 



 

 

3. Most AED units perform a self-test every 24 hours. If the automatic self-test detects a low battery condition 

or a condition that requires service, the AED activates a beeping alarm.  

Emergency Medical Response  
If a person is unresponsive and is not breathing immediately take the following actions: 
 
1. Dial 911  

2. Initiate CPR 

3. Send for AED unit, if available bystanders are present 

4. The following information should be given to Dispatch: 

 Type of emergency (Cardiac arrest/AED deployed) 

 Exact location, building address, room number, if possible 

 Phone number you are calling from 

 Further information requested by 911 Operator 

Post Incident Procedures 
The following steps should be completed immediately or within 24 hours: 

1. Contact Environmental Health and Safety for retrieval of rescue data 

2. Fill out AED Utilization Form (Appendix C), and forward promptly to Environmental Health & Safety 

Following deployment of an AED, the AED Utilization form must be filled out.  



Appendix B 

 

 
Automated External Defibrillator (AED) 

Utilization Form 
Use this form to report any event, incident or situation that resulted in use or possible use of an AED. 

 
 
Organization: ILLINOIS STATE UNIVERSITY 
 
Department:        

 
Location of victim:     

 
Date of incident:      Time of incident: _____________ 
 
Name and contact information for person(s) who found the victim:    
 
Name and contact information for person(s) who determined victim was unresponsive:    
 
Name and contact information for person(s) who operated the AED:    
 
Did the victim have a pulse?  Yes   No How was the pulse checked?    
 
Was the victim breathing?  Yes   No How was breathing checked?    
 
Was EMS (911) called?  Yes   No If yes, what time did that happen?    
 
Briefly describe the event, incident, or situation that resulted in the AED being brought to this 
victim: 
 
             
 
             
 
             
 
Was the AED applied to the victim?  Yes   No 

 
If yes, describe what actions the AED advised and how many times the patient was defibrillated: 

 
             
 
 
Status of patient at the time EMS personnel arrived: 

 
Did the victim have a pulse?  Yes   No How was the pulse checked?    

 
Was the victim breathing?  Yes   No How was breathing checked?    

 
Name of person completing this form:    

 
Date completed:    

 
Contact information:    

 
Signature:   Date signed:    

 
 
Return this form to:  ISU AED Program Coordinator – Environmental Health & Safety



Appendix C 

 

Automated External Defibrillator (AED) 
Monthly Checklist 

 
Purchased Year:      Unit Location:        

 

Check Following Items Monthly and Initial (Notify EHS at (309) 438-8380 with any problems related to the unit). 

 Status Indicator on top right Shows Green (red “X” if bad) 
 In place and secure 
 Clean, no dirt or contamination 
 Check for signs of damage or tampering for both the AED and the cabinet 
 Pads and battery are up to date  
 Ready Kit should contain:     Razor Gloves  CPR Barrier/Mask Scissors Gauze Pads 

Month 
Green 

indicator 
or Red "X" 

AED 
Secure 

AED 
Undamaged 

Pads/Batteries 
are up to date 

Damage/ 
Tampering 

Ready Kit 
(Razor, gloves 

CPR mask, 
Gauze Pads) 

Date Initials 

January 
  
  

              

February 
  
  

              

March 
  
  

              

April 
  
  

              

May        
  
  

        

June 
 
   

              

July 
  
  

              

August 
 
   

              

September 
 
   

              

October 
 
   

              

November 
 
   

              

December 
 
   

              

 

 

 
Supervisor’s Signature at the end of year:        
 

Manufacturer:  _______________________     ISU Tag Number: _____________________ 
 

Serial Number: ____________________________   Model Number: ______________________ 
 

Remarks, Problems, Corrective Actions: ________________________________________________________ 

________________________________________________________________________________________ 

 


