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Step by Step Guide: Approving a Coach’s
CPR/AED Certification in GotSport

Click here to view a short video on how to approve a Coach’s CPR/AED
Certification in GotSport

Step 1: Navigate to “Club Management” > “Coaches” in the left sided menu
on your GotSport club Dashboard
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Step 2: Click on the coach in question
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https://www.loom.com/share/3d18ba4bb18041668e115af58dbe0859
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Step 4: Click on the “CPR/AED Certification” requirement
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Step 5: Click on the Report ID number to view the coach’s submission
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Step 6: Scroll down to click on the file your coach uploaded. Review your coach’s
submission file and verify that their first and last name are correct, the
certification includes both CPR and AED, and the completion date is
current. Pay close attention to the completion date, as it will be important for the
next step.
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Step 7: Return to the previous screen and update the “Report Submitted” date
to match the completion date listed on the coach’s uploaded CPR/AED
certification. Once you have entered the correct date, click “Save.”

Important: Entering the correct completion date ensures the CPR/AED
requirement remains valid for two years from the certification completion date.
23 months after the completion date, GotSport will automatically send the
coach an email reminder notifying them that it is time to renew their CPR/AED
certification.
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Step 8: Go to “Update Decision Status” click “Approved” and click “Update”
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