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References: 

The Occupational Health & Safety Act, 1993  

The Occupational Health & Safety 

Regulations, 1996 – Regulation, 1996 Part V – 

First Aid  

Heart and Stroke Foundation of Canada 

Canadian Red Cross 

National AED Registry Maintenance Log 

Saskatchewan Heath Authority 

Policy 12 – Role of the Director 

Status: Operational 

 

 

Preamble 

 

Sudden Cardiac Arrest (SCA) is a condition that occurs when the electrical impulses of the hu-

man heart malfunction causing a disturbance in the heart’s electrical rhythm called ventricular 

fibrillation (VF).  This erratic and ineffective electrical heart rhythm causes complete cessation of 

the heart’s normal function of pumping blood resulting in sudden death.  The most effective 

treatment for this condition is the administration of an electrical current to the heart by a defibril-

lator, delivered within a short time of the onset of VF. 

 

An Automatic External Defibrillator (AED) is a portable device used to treat victims who experi-

ence SCA. It is only to be applied to victims who are unresponsive and not breathing or with no 

normal breathing (gasping).  The AED will analyze the heart rhythm and advise the operator if a 

shockable rhythm is detected.  If a shockable rhythm is detected, the AED will charge to the ap-

propriate energy level and advise the operator to deliver a shock. 

 

Early access defibrillation has been recognized as a significant factor in survival from incidents of 

sudden cardiac arrest.  Adequate preparation for responding to a life-threatening emergency 

can save lives. 

 

The purpose of this application is: 

 

1. To ensure the proper response to any incident that may require the use of the AED. 

 

2. To outline the responsibilities of those involved in the AED program at the schools. 

 

3. To establish a clear line of communication between the responder and the Regina EMS. 

 

4. To maintain the proper operation of the AED and accessory equipment. 

 

5. To provide the necessary information and/or forms - Monthly Checklist, Event Report 

Form. 

 

  

http://www.qp.gov.sk.ca/
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System Owner and/or Users 

 

AEDs are the property of the Regina Catholic School Division (RCSD).  The following individuals 

have responsibilities for the care and use of the AED.  

 

1. On-Site AED Inspector (e.g. School Based Administrator, In School Occupational Health 

and Safety Personnel trained in Standard First Aid, CPR & AED). 

 

2. CEC Designated Personnel (Human Resources Training and Accommodations Officer, 

School Superintendent of Education Services). 

 

3. Bystander/First Responder (The first person to come across the victim). 

 

4. On-site AED Trained Personnel (Those individuals who have had OH&S STFA, CPR & AED, 

as well as those who have other SFA with AED training).  

 

5. School Office or CEC Receptionist (Office Managers, CEC Receptionist).  

 

 

Application 

 

1. Responsibilities of the On-Site AED Inspector: 

 

a. Maintain their level of AED training.  

 

Coordinate the review of the training video on a regular basis with all trained staff. 

Training Videos include: “How to use an AED”, Hands-Only CPR, and Child CPR 

found on the SHA website. . 

 

b. Provide in-service to all employees so they know the location of AED and what 

action to take if they are the first responder. 

 

c. Display the public access defibrillation door stickers. 

 

d. Maintain and post a list in the school of employees who have CPR and AED-train-

ing. 

 

e. Maintain and post activation plan for the use of the AED.  

 

f. Complete necessary documentation after an incident and provide paperwork to 

appropriate Facilities Personnel and/or Superintendent of Education Services and 

Public Access Defibrillator (PAD) Coordinator. 

 

g. Coordinate equipment and accessory maintenance. 

 

h. Monitor the effectiveness of the system by doing monthly monitor checks. 

  

i. Order supplies when necessary. 

 

https://www.saskhealthauthority.ca/your-health/conditions-diseases-services/public-access-defibrillation
https://www.saskhealthauthority.ca/your-health/conditions-diseases-services/healthline-online/sid44428
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j. Update AED National Registry Log monthly, when pads or batteries are replaced 

or other information is changed. 

 

2. Responsibilities of the CEC Designated Personnel 

 

a. Maintain on file the serial numbers of all AED models. 

  

b. Maintain a list of all AED Inspectors, site location and phone numbers. 

 

c. Provide PAD Coordinator with serial numbers, site – location of AED and Inspec-

tor’s name and phone number, expiry dates of equipment (annual basis or as 

necessary when personnel change and AED has been activated). 

 

d. Communicate with PAD Coordinator on issues related to medical emergency re-

sponse program including post event. 

 

e. Maintain adequate number of trained responders for each school. 

 

f. Organize training programs and regular re-training programs. 

 

g. Order batteries and pads two (2) months prior to expiration date. 

 

3. Responsibilities of the Bystander/First Responder 

 

a. Ensure the scene is safe – victim and responder out of harm’s way. 

 

b. Identify medical emergency – check the victim for responsiveness. 

 

c. Call 911 (cellular phone) or 9-911 (in-school phone) immediately.  

 

i. Be prepared to give dispatcher the following information: 

 

(1) Address of emergency; phone number you are calling from; 

 

(2) Exactly what happened;  

 

(3) Approximate age of patient; sex; 

 

(4) Conscious or unconscious; 

 

(5) Breathing normally or not;  

 

(6) Notify them that an AED is being deployed;  

 

(7) Do not hang up until the dispatcher hangs up. 

 

d. Notify internal Emergency Response Team (On-site CPR & AED trained personnel,  

Office Manager or Front Desk). 
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e. Designate one (1) person, if possible, to wait at the front entry and lead the EMS 

personnel to the victim or have that person contact School Office Manager or 

front desk (CEC). 

 

4. Responsibilities of the On-Site AED Trained Individual 

 

 Note:  BLS (Basic Life Support) is the new term for CPR (Cardiopulmonary Resuscitation) 

 

a. The On-Site AED trained individual should follow the “Simplified Adult BLS Algo-

rithm” and the “Summary of Key BLS Components for Adults, Children, and In-

fants” found at the end of this application. 

 

b. When the EMS team arrives communicate the following: 

 

i. Victim’s name. 

 

ii. Any known medical problems, allergies or medical history. 

 

iii. Time the victim was found. 

 

iv. Number of shocks delivered. 

 

v. Length of time defibrillator has been used. 

 

5. Responsibilities of School Office Manager and Catholic Education Centre Receptionist 

 

a. Receive emergency medical calls from internal locations or 

 

b. Deploy AED-trained employees to emergency location; 

 

c. Take direction from AED-trained individuals as to what to do;  

 

d. Assign someone to meet responding EMS aid vehicle;  

 

e. Direct EMS personnel to site of medical emergency; 

 

f. Review this application and be aware of responsibilities. 

 

6. Equipment Maintenance 

 

a. Monthly 

 

i. On-site AED Inspector will complete the AED Monthly Checklist. 

 

ii. Update National Registry and update expiration dates of the batteries 

and pads. 

 

iii. Ensure that phone numbers and names are on the checklist. 
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b. After Use of the AED 

The following procedures need to be completed in conjunction with the Adminis-

trator of the School and the Superintendent of Education Services or designate 

responsible for Emergency Response. 

 

i. Notify the PAD Coordinator @ 306-766-6265. 

 

ii. Conduct employee incident debriefing. 

 

iii. Within five (5) business days after an incident, complete and disseminate 

an incident report to the PAD Coordinator. 

 

iv. Replace all used equipment (pad, barrier, gloves etc.). 

 

v. Ready AED for use. 

 

7. Forms 

 

a. Monthly Checklist 

File the monthly checklist with the internal Occupational Health and Safety meet-

ing minutes and update National AED Registry Maintenance Log recording date 

of the monthly inspection. 

 

b. Event Report Form 

 

i. To be completed and sent immediately after an incident to: 

PAD Coordinator 

EMS Central 1350 Albert Street 

Regina, SK S4P 3R8 

Email:   pad@saskhealthauthority.ca  

Fax:  306-766-7021 
 

mailto:pad@saskhealthauthority.ca
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Note:  Instead of check ABCs it is now C-A-B which stands for Compression, Airway, and Breathing 

HCP stands for Health Care Provider or if there is a second person trained at a site to take over  

compressions.  

 

This summary is from the American Heart Association (AHA) which works collaboratively with the 

Heart & Stroke Foundation of Canada.  
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From the Canadian Red Cross textbook “Comprehensive Guide for First Aid & CPR”. 


