Community Defibrillators site Managers brief & FAQs                                   As at December 2025


We work to protect our members, customers and colleagues through the availability of AEDs (automated external defibrillators) in the heart of our communities.  To ensure proper governance, we work closely with the charity; CHT (Community Heartbeat Trust) to make sure that the defibrillators placed on our sites are suitable for community / untrained user situations (where the unit will give clear visual and audio instructions) and to guide us when issues arise. As you know, we undertake to maintain the equipment by checking them weekly so we know they are in an emergency-ready state, should they be needed, and that the equipment is insured in case of theft or loss. The following contents are to provide you with information about our commitment, why weekly checks are so important, contact information and a section on Frequently Asked Questions. 
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1. Society Commitment
When we agree to house a defibrillator on a site, we commit to check this equipment once a week and upload the findings to WebNos, so we know this vital piece of medical equipment is emergency ready if needed in the community. This check takes no more than 15 minutes per week and volunteering time of an hour per month can be claimed.  

Governance is extremely important. Full records of the defibrillator, its installation, history of checks and use, all need to be maintained. All records are kept centrally through the WebNos system (CHT’s own governance system), and are available to all stakeholders.  CHT will inform the relevant ambulance service if the equipment needs to be taken off the ‘active’ list thus ensuring that the Community are not given the site address/door code in the event of an emergency.

2. Process
· When your defibrillator has been installed and is ‘active’, all colleagues designated as checkers will receive notification via email from CHT which will include their own log-in details for WebNos. 
· There should be 3 colleagues who are able to complete checks.  This is important so there is always someone available to check or to ‘train’ other colleagues if need be. 
· If an additional colleague takes over the checks or is appointed due to a colleague leaving, use the WebNos & general enquiries email: defibrillators@communityheartbeat.org.uk to inform CHT of the new information and update the lead for defibrillators on defibrillator@midcounties.coop 
· Once equipment is checked, the information must be uploaded immediately to WebNos
· In the event of any issues, notify CHT via WebNos immediately - or if your issue is not on WebNos then use the email address: defibrillators@communityheartbeat.org.uk or call them from the contact sheet below

3. Weekly checks 
Weekly checks are extremely important so that you can: 
· Ensure that the door continues to be easy to open (the more regularly it is opened the easier it is)
· See there is no damage to the cabinet on the outside or water ingress within and that it is clean.
· Confirm the equipment is still in the cabinet; has not been taken/used. 
· Ensure both electrodes and battery are in date and check contents of rescue kit
· [bookmark: _Hlk153365868]Ensure that the local ambulance service knows whether it is emergency ready or needs to be taken off the ‘active’ list via WebNos.  This means anyone in a medical emergency is only sent to defibrillators that are in an emergency-ready state.  If they can’t use the equipment at the location they have been sent to, time is wasted that could have been used saving a life.

Checking your defibrillator is easy and you can view a video on how to do this on the Society website by following the link below:
https://www.midcounties.coop/our-communities/saving-lives-with-defibrillators/




4. Contact information
[bookmark: _Hlk152147934]
	CHT CONTACT INFORMATION
	EMAIL / TELEPHONE NUMBERS / WEBSITE

	WebNos enquiries / general enquiries
	defibrillators@communityheartbeat.org.uk

	WebNos/ Defib Team at CHT
	07842 040640

	Community Heartbeat Trust main telephone
	0330 124 3067

	Community Heartbeat Trust website
	https://www.communityheartbeat.org.uk/



	SOCIETY CONTACT INFORMATION
	EMAIL / TELEPHONE NUMBERS / WEBSITE

	Barbara Dunne (Society Defibrillator Lead)
	07976 055547

	Dedicated defibrillator email
	defibrillator@midcounties.coop




5. FAQs

You are approached by a member of the Community to house a defibrillator
· Give out the defibrillator email; defibrillator@midcounties.coop and let Barbara.dunne@midcounties.coop know you have been approached
· The defibrillator lead will contact the person who has enquired to ensure that the equipment they want to use is of the standard that the Society demand.  This sometimes results in the store helping to fundraise for the unit / cabinet etc.  The marketing you need to raise funds will be sent to you.
· If the building is Freehold, the Society will make a decision on if they would like to go ahead housing the unit.  If the building is Leasehold then the Property Department must attain written permission from the landlord before the green light is given.

Fundraising
· All sites need to raise money throughout the year in order to pay for the Annual Solution and for when the equipment needs upgrading.

What is the PLU number to put through fundraising money raised?
· PLU 201520

A member of the community requests I give them the code for the door
· Anyone who uses a defibrillator should have called 999 prior to collecting.  The ambulance should, therefore, be on its way?  This is a very important step for two reasons, the caller will be given specific instructions by the ambulance service which may not involve using a defibrillator, but rather doing chest compressions.  The ambulance service will also return the defibrillator, having first contacted WebNos so that CHT know it is back in circulation.  CHT will then notify the store, the store will do a check and put the information on WebNos.  CHT keep the defibrillator team aware of all deployments. 
· You will of course, let a member of the community have the defibrillator should they be in need but they should have called 999 first.  If you give the unit to a member of the community, make sure you then report on WebNos that it has been deployed using the ‘Defibrillator Deployed Report’ which will mean the CHT will review and see if it needs to be taken off the active list.

When I complete my weekly checks, I find the defibrillator is no longer in the cabinet
· Notify WebNos immediately.
· Fill in the ‘Report A Problem’ on WebNos with as much detail as possible

The defibrillator hasn’t been returned to the box since my last check, what should I do? (Last check will have happened no longer than a week before)
· Review any emails from CHT or WebNos
· Review any store CCTV from last point of check
· Post on any local Social Media to ask if anyone has seen what happened to the defibrillator

At what stage do I need to get the police involved?
· If it transpires it’s theft - you will need to liaise with CHT on this matter.
· If you need to contact the police it is for a crime number so that we can claim for a new defibrillator on our insurance which is part of our agreement with CHT.  They may send you a loan AED until the situation is resolved.

The electrodes / battery is out of date.  How do I dispose of them?
· Battery needs to go to the local recycling centre / or your own battery recycling bin because it contains lithium 
· Electrodes just need to be put in the bin

What if I move stores and I am a checker?
· Email the defibrillator email address: WebNos enquiries / general enquiries: defibrillators@communityheartbeat.org.uk
· Speak to your Store Manager who will assign another checker & follow procedures below

I have agreed to become a checker, what are my next steps?
· Email the defibrillator email address: WebNos enquiries / general enquiries: defibrillators@communityheartbeat.org.uk
· Confirm the store, your name and whose place you have taken (or that you’re an extra checker)

I have been approached to house a bleed kit either with a separate cabinet or asked to put it in the defibrillator cabinet, what do I do?
· Do not put bleed kits into your defibrillator cabinet – this is guidance from the ambulance service
· At the moment we do not support bleed kits and this is because the governance around bleed kits has not yet been put in place
· Ask the member of the community to email both defibrillator@midcounties.coop and Barbara.dunne@midcounties.coop 

The light to show the cabinet is connected to the electric is not on, what do I do?
· Upload this information onto WebNos to let them know there’s an issue.  
· You can call CHT using the contact details above and they will talk you though how to reset the electrics really easily
