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STANDARD OPERATING PROCEDURE 
 
No: 2-2-1  
 
Title: SLSA Advanced Awards Procedures  
 
Date: 16 September 2008  
 

 

Scope Clubs, Chief Training Officers, Facilitators 

Purpose 
Award Types 
Defibrillation  
Spinal Management 
Silver Medallion Basic Beach Management 
Silver Medallion Advanced Emergency Care 
Training Officer Certificate  
Assessor Certificate 
 

Introduction The following steps are to be taken when submitting 
any of your club’s candidates for the above awards.  

Review The BOL will review this policy annually for re issue 
prior to each season. 

Change History Reviewed 16/9/2008 by PA 

Reviewed 20/8/2007 by MB 

Created 16/7/2006 by MB 

 
 

Course Dates 
Course dates for advance awards are set annually and distributed on the Lifesaving 
and Education Calendar. The calendar lists the course type, date and venue. Most 
courses are held over several nights or weekends.  
 
No courses outside the scope of the calendar will be conducted without the approval 
of the Advance Awards Co-ordinator and then only in exceptional circumstances.  
 
The Branch Office will issue to Clubs, Secretaries, CTO’s and Captains an official 
circular prior to a scheduled course outlining: 

 The course title and description 

 Date, venue and time 

 Pre-requisites 

 Competency standards and course content 

 Prior preparation required by the candidate 

 Course duration 

 Registration process and close date 
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Figure 1 Sample section of course circular 
 
 
Registration for the course 
Those members who are interested in attending a course should advise their club 
Chief Training Officer or Club Administrator. (Members should not register direct with 
the Branch Office. The club Chief Training Officer should also be proactive in 
selecting candidates to attend upcoming courses.  
 
Step 1 
Clubs are to enter interested members into Surfguard by creating an Assessment 
Request for the course / date – this will ensure that eligible members with the 
appropriate pre-requisites are selected for the course. Do not submit the request at 
this stage.  
 
Step 2 
Once you have created an Assessment Request in Surfguard with eligible members 
you should email the names and total number to the Branch Office 
(award@surflifesavingsydney.com.au) 
 
If the registration is after the close date or if the course is full the Branch Office will 
advise the club of the situation.  
 
Step 3  
Once the Branch Office confirms that your names/numbers have been accepted 
press the submit button in Surfguard. 
 
Step 4 
The club should send the course circular (Figure 1) to registered candidates so that 
they have details of the course. 
 
 
Course attendance 
Candidates will be required to attend all scheduled dates of the course.  
 
All candidates and facilitators must sign the ‘sign on sheet’ at the course. The 
facilitator will send the sign on sheet, participant evaluation of course forms and any 
other documentation the SLSS Branch Office the next day following of the course.  
 
 
 

mailto:award@surflifesavingsydney.com.au


SLSS 2-2-1 SOP SLSA Advance Awards Procedures  2008.doc8 

 
 
Course Assessment 
Assessment for the following awards will be conducted within the course and no post 
course assessment will necessarily be carried out (unless deemed necessary by the 
course facilitator):  

 Defibrillation  

 Spinal Management 

 Silver Medallion Basic Beach Management 

 Silver Medallion Advanced Emergency Care 
 
For the Training Officer Award and the Assessor Award post course assessment will 
be required. This will mean that candidates will need to submit to the Branch Office 
by the due date any assessment activity tasks required by the course. Both courses 
require on the job assessment by a workplace supervisor.  
 
If the assessment activity is not submitted by the due date the course will lapse.  
 
It will be the responsibility of the facilitator conducting the course to mark any post 
course assessment.  
 
Post Course Administration 
At the completion of assessment/course the Form 14 is to be returned to the Branch 
Office by the Facilitator for processing in Surfguard. One signed copy of the Form 14 
is to be sent back to the Club with the Candidates and the other copy is returned to 
SLSS Branch Office by the Facilitator with all other paperwork. 
 
Branch office will advise the Clubs of their members who were successful and/or 
unsuccessful and will complete the award assessment process in Surfguard for the 
Club and the member. 
 
Assessor and Trainer Awards 
The process above outlines the requirements to gain the Training Officer units of 
competency and the Assessors units of competency (and relevant awards). It should 
be noted that other requirements will need to be completed to gain the Assessor 
Certificate or TO Certificate in a particular award (e.g. Training Officer IRB Driver or 
Assessor ARC). These requirements include the need to hold the award; complete 
the appropriate application form, be mentored/assessed for 2 courses/assessments; 
and final sign off by the Assessor assessing your squad (for TO’s) or the Branch 
Education Manager (for Assessors).  
 
 
More Information  

 Advanced Awards Co-ordinator 

 SLSS Manager Education 
 
Forms 

 Course Circular 

 Form 14/Surfguard Assessment Process 

 Attendance Sign on Sheets 
 

 
 


