
Automatic External Defibrillator (AED) Policy and Procedure 

 
St Raphael’s Catholic Church 

5779 Seville Rd 

Duluth MN 55811 

218-729-7537 

In an Emergency 
1. Ensure the area is safe 

2. Check for responsiveness 

3. Call 911 

4. Get AED and bring to victim 

5. Turn on AED 

6.  Follow verbal commands from AED 

 

This policy and procedure is specific to the Phillips Heart Start Onsite AED 

 

Definitions: 
Automatic External Defibrillator (AED): An AED is a device that is used during a sudden 

cardiac arrest (SCA) that delivers an electric shock through the chest wall into the heart. The 

AED has the ability to analyze a person’s heart rhythm and to determine if the victim needs an 

electric shock. 

Sudden Cardiac Arrest (SCA): Normal function of the heart is caused by an electrical signal 

that causes the heart muscle to contract, thus pumping blood through the body. In an SCA, these 

electrical signals malfunction and blood no longer pumps effectively through the body. 

This is called Ventricular Fibrillation (VF) and can be treated with an AED when used soon after 

onset of the SCA. 

 

Purpose of AED: 
An AED is a temporary lifesaving device that is intended for use prior to the arrival of 

Emergency Medical Services (EMS). The purpose of this policy and procedure is to help assure 

that church members understand: 

a. When to use the AED 

b. What their role is in an emergency situation 

c. How and whom is to check and maintain the AED 

 

When to use the AED: 
a. Witnessed sudden collapse 

b. Encountering an unconscious individual 

c. In either of these situations, bring the AED to the person. You may end up not using it, but the 

AED will analyze the heart rhythm and provide the operator of the AED verbal instruction if a 

shock is needed. 

 

 



 

When Not to use the AED: 
a. If the victim is submersed or lying in standing water (remove the victim from water then use). 

b. If the blue “i” button on the middle right of the machine is flashing and/or a series of beeps or 

chirps is coming from the machine.   Press this button and follow the commands.  During an 

emergency if you hear a repeating series of 3 beeps or chirps you may temporarily remove the 

battery once.  If this clears the malfunction, proceed with use, follow the voice prompts. 

 

Location of the AED: 
The AED is located in vestibule of the church on the wall near the main entrance. 

 

Location of the AED Policy and Procedure 
A copy will be left in the AED case, as well as with the church secretary and will be 

electronically available on the St Raphael’s web site:  StRaphaelandStRose.com. 

 

Roles and Responsibilities: 
The following guideline should be followed in order to ensure that a person who has experienced 

an SCA, collapsed, or is found unconscious receives prompt emergency services. 

 

a. One person must call 911 to make sure that EMS is on the way as soon as possible. This 

person will provide 911 dispatch with the accurate address and phone number for the 

church, found at the top of page 1 of this policy. This person will stay on the phone with 

911 dispatch until the dispatcher tells you to hang up. The person on the phone can stay 

near the person receiving aid, if possible, but take care NOT to get in the way of persons 

rendering aid. 

 

b. While the second person gets the AED, the third person will check for responsiveness 

and start CPR as indicated, if comfortable and trained to do so.  Next turn on the AED 

and apply the pads to the victim’s bare chest as soon as possible.  Please note you may 

have to shave the chest prior to pad application if significant chest hair is present.  If you 

are alone and encounter an unconscious person in church, call 911, bring the AED to the 

person, turn on and follow commands. 

 

c. A fourth person should provide a perimeter for privacy, clearing a 10 foot perimeter 

around the victim. 

 

d. The fifth person will be responsible for recording (note pad in AED wall case) times and 

major events including the time of each shock, other actions taken, and persons involved 

until EMS arrives. If EMS would like a copy of your notes, please photocopy or take a 

picture of the notes you took. 
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AED Maintenance: 
The AED will be checked monthly by a core group of parish members who are health care 

professionals.  These persons are: Diane Antus, Sara Forest, Jason Lenz, and Nancy Swenson.  

The check includes a battery check (flashing green light visible in the upper right corner of the 

outside of the AED) and ensuring the pads are not outdated. Documentation will be entered on 

the flow sheet located with the AED case.  The check will be no sooner than the 28
th

 of the 

preceding month and no later than the 7
th

 day of the current month. 

 

Following Use of the AED: 
The persons using the AED will wipe the AED down with a Clorox wipe.  The pads are to be 

disposed of in the garbage.  If a razor is used please ask EMS if you can dispose of it in their 

sharps container.  The spare set of pads is then to be loaded into the machine.  Next and 

IMPORTANTLY, please notify Jason Lenz AND the church secretary so that additional pads 

can be ordered. 

 

Training: 
Training will be offered when the AED is installed in the church, every November and also as 

requested by groups or individuals.  The goal is to have as many persons trained as are willing. 
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