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School Administrative Officer

Statement of Duties

First Aid and Administration of
Medication

If you are required to perform First Aid or
Administer Medication you must first be
appropriately trained and be in receipt of the
allowance as per DoE policy. Just because
you can be directed to perform First Aid and
Administer Medications does not mean all
SAS Staff at your school must perform these
duties. If the way that First Aid and
Administration of Medications is working well
at your school, and everyone performing the
duties is in receipt of the allowance, there is
no need for anything to change.

You must always claim your allowance/s if
required to perform First Aid and/or
Administer Medications.

If your school requires more staff to perform
these duties than the allocated allowance/s
per school, a submission can be made to the
Department by your Principal to seek
additional allowances for the school, or
allowances can be paid using school funds.

Administration of Medication Training

While the Administration of Medication
training provided should be based on student
needs the training must include all
compliance aspects of administration of
medication including reporting, recording and
other compliance responsibilities.

No invasive procedures, such as injections,
are required to be undertaken by this role.

Provide care and support for sick or
distressed students

While care and support for sick or distressed
students is an important role that all school
staff undertake it is essential to remember
that this does not include performing first aid.

First Aid should only be provided by a trained
first aid officer who is in receipt of the
allowance.

Health Care Plans

If students require diabetes management or
other more invasive medications, they should
be the subject of a Health Care Plan and
therefore require an SLSO or SLSO SHS to
assist them. These duties are specified in
the SLSO and SLSO SHS Statement of
Duties.

160 Clarence Street, Sydney NSW 2000 GPO Box 3365, Sydney NSW 2001
1300772 679 psa@psa.asn.au @ www.psa.asn.au @) @psansw

Authorised by Stewart Little, General Secretary, the Public Service Association of NSW, 160 Clarence Street, Sydney




UNITY _ §1ReNGTH - RESPES!

Reporting

The SAO Statement of Duties clearly states
a primary purposes of the SAM role is the
“supervision and training of school
administrative officers”. Whether there is a
Business Manager in a school or not
supervision and training of SAOs remains the
responsibility of the SAM.

SAO Science and Food Technology

Provide guidance to students in the use
of laboratory or kitchen equipment.

This does not involve being responsible for
student behaviour or supervision. Teachers
remain responsible for the supervision of
students.

Remember that Teachers have a minimum of
four years of training before they have
responsibility for a class of students.
Recognition of this responsibility is reflected
in their rate of pay.

Testing of experiments and
demonstrating experiments under the
guidance and supervision of a teacher.

Again, this does not involve being
responsible for student behaviour or
supervision. Teachers remain responsible for
the supervision of students.

Other Related Duties

If you are directed to perform other related
duties as listed in Statements of Duties, the
work must directly relate to your other duties.
You cannot be directed to work in areas
outside your Statement of Duties.
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