AED CHECKLIST AND PROCEDURES
1. Check installed AED(s) to ensure it is in working order (flashing hour glass in top right corner of unit) and has all the accompanying supplies (2 sets of adult pads, 1 set of pediatric pads, 1 unopened battery, 1 fast response kit with towel, scissors, razor, CPR mask, gloves). For your convenience Emergency Skills Inc. (ESI), the DOE AED vendor, has an AED maintenance checklist available online at http://doe.emergencyskills.com/pdfs/monthlyfr2.pdf. 
2. Visit the ESI web site http://doe.emergencyskills.com/mainpage.php to review your school profile and site response plan to ensure all information is correct. If you are a first time user to the site you will need to complete a simple registration process. If you have forgotten your password follow the steps on ESI’s web site to request your password. 
Please review your school profile and site response plan carefully. The site response plan should be distributed to all staff. If necessary, please update your school profile to reflect any staff changes, and expired certifications. If you do not have adequate trained responders with valid certifications at your school, you will need to secure immediate training for your staff volunteers in order for your school to maintain compliance with Section 917 of the State Education Law. Although some schools share a building, it is imperative that each school in the building maintain adequate AED/CPR certified staff volunteers to respond to medical emergencies should they occur.
Training requests can be made online at ESI’s web site. Please note schools can register staff volunteers into classes with available seats should they not have the required minimum number of participants to schedule a class at their school. The DOE requires all staff members to provide their employee identification number when registering for CPR/AED training programs. The employee identification number can be found on the pay stub. It is the number shown in the box labeled reference number on the top half of the pay stub. If you are scheduling a class at your school, you will need the employee identification numbers of every class participant in order to be able to complete your class request. Please be sure to obtain the employee identification numbers of your participants before attempting to schedule the class. If you experience any difficulty or have questions about scheduling a training program for your school or online staff registration, please contact ESI at (212) 564-6833 or Sherry Fusco, ESI AED Program Manager at (212) 374-2320.

3. The July 18, 2007 amendment to State Education Law Section 917 requires schools to post a list of the locations of each AED unit at their main entrance. Ensure your AED location poster is posted at the school’s main entrance and is easily visible. You may print your AED location poster from ESI’s web site. Please note you will need to be logged in to your school’s profile to do this as each AED poster is customized per school.
4. ESI will continue to conduct two unannounced “code blue” drills at every school during the school year. Certified staff volunteers should be allowed to participate in these mock drills which serve to refresh their skills, reduce response time and help schools to be better prepared for medical emergencies. We cannot over-emphasize the importance of staff participation in these drills. ESI representatives will review staff’s performance, discuss procedures and answer questions at the end of each drill. During each visit they will also inspect AED units, replace pads and batteries as needed. Please remind your staff of the importance of these drills and their participation. 

5. Immediately report any incident requiring the use of an AED to the Office of School Health at (212) 374-6757/55 and ESI at (212) 564-6833

6. Report the loss, theft and/or damage of an AED(s) to the Office of School Health by faxing a copy of the police report to 212-374-9435. A replacement will not be issued until a police report is received. 

7. If you have an AED related inquiry please contact:

Donovan A. Lauther

AED Program Manager 
Bronx, Brooklyn, Queens, and Charter Schools

Tel: 212-374-6757

Email: DLauthe@schools.nyc.gov
Celeste T. McGee

AED Program Manager
Manhattan, Staten Island, Alternative, Citywide and Empowerment Schools

Tel: 212-374-6755

Email: CMcGee3@schools.nyc.gov
