
AED Usage Procedures 

Introduction 
This document provides detailed procedures for handling an Automated External Defibrillator (AED) 
when it is removed from its cabinet, whether as a precautionary measure or in response to a confirmed 
cardiac arrest. Following these steps will help ensure that the AED remains in optimal working condition, 
minimizes unnecessary disruptions, and guarantees appropriate follow-up actions. These guidelines 
apply in all instances, regardless of whether the AED was used to deliver a shock.  

AED Procedures 
Procedures for an AED Pulled as a Precautionary Measure 

If an AED is removed from the cabinet but the electrode pads remain unopened and no shock is 
delivered, follow these steps: 

1. Verify the AED readiness  
a. Check for a green flashing light or an “OK” symbol followed by three black squares. These 

indicators vary  

  
 

b. If the AED does not display either of these indications, do not return it to the cabinet. 
Instead, keep it in a secure location and contact Risk Management by emailing Frank 
Gonzales for an inspection. 

 
c. If you do not see either of these indications, please contact Risk Management by emailing 

Frank Gonzales. Please do not place the AED back in the cabinet. Keep the device for 
safekeeping until Risk Management can come to inspect device.  

 
2. Returning the AED to the Cabinet 

a. If you do see the green light or “OK” indication, you may place the AED back into the 
cabinet that it came from. Please note that the AED cabinet will sound when opened, this is 
only an audible alarm and will not further notify additional emergency response teams.  
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b. Next, you will need to take the alarm cord attached to the cabinet and place it through the 

AED handle. Once the cord is through the AED handle, please plug the cord into the back of 
the cabinet. This will reset the alarm and show dispatch that the AED is placed back 
correctly. 

  
 

3. Shut the cabinet door completely ensuring the audible alarm turns off.  
 

4. Please notify the office of Risk Management of incident details by emailing Frank Gonzales. The 
following should be included in email: 
 

• Date, time, and location of incident 
• Reason why the AED was pulled as a precaution 
• Did emergency response teams respond to the scene (i.e., fire, police, EMS) 
• Name and contact information of the person who removed the AED. 
• Name(s) and role(s) of responders involved in the incident. 
• Cabinet alarm status (whether it was successfully reset after replacing the AED). 

 

Procedures for an AED Used in a Medical Emergency 

If an AED is removed from the cabinet but the electrode pads remain unopened and no shock is 
delivered, follow these steps: 

• Contact the office of Risk Management by emailing Frank Gonzales. Email details should include: 
a. Date, time, location of incident 
b. Did the AED deliver a shock? 
c. Where is the AED currently being held for safekeeping? 
d. Did emergency response teams respond to the scene (i.e., fire, police, EMS) 
e. Name and contact information of the person who removed the AED. 
f. Name(s) and role(s) of responders involved in the incident. 
g. Patient status and outcome (if applicable, e.g., whether CPR was performed, if the patient 

regained consciousness, or if they were transported to a hospital). 
h. Cabinet alarm status (whether it was successfully reset after replacing the AED). 
i. Any additional equipment used (e.g., gloves, scissors, barrier masks) that may need to be 

replenished in AED cabinets. 
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AED Contacts 
Frank Gonzales 
AED/CPR Program Manager  
 
Office of Risk Management & Insurance 
Colorado State University 
(970) 491-2724 
Frank.Gonzales@colostate.edu  

Janelle Macapagal-Leal 
AED/CPR Program Assistant 
 
Office of Risk Management & Insurance 
Colorado State University 
(970) 491-2654 
j.macapagal-leal@colostate.edu  
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