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Introduction 
 
NOCN has been providing a qualification and accreditation service to providers across the UK 
for over 25 years and is justifiably proud of its reputation as, “…a provider of fully accessible, 
trusted and flexible qualification and accreditation services”. 
  
Over the years, NOCN has worked effectively with our centres for the benefit of learners across 
the country; with a mutual interest in providing a continuously improving service.  NOCN, whilst 
retaining all the advantage of being a national body, has always provided a personal, bespoke 
service to its customers and prides itself on its local presence and expertise within communities. 
 
This handbook is a resource for NOCN centres who wish to offer the NOCN Level 2 Certificate 
in Principles of Providing Security Services. It details the qualification specification and provides 
guidance to the training provider on assessment criteria and evidence requirements. 
 
NOCN has a history of providing accreditation for security qualifications. Since the introduction 
of licensing for the private security industry under the terms of the Private Security Industry Act 
2001, NOCN has provided the largest number of accredited qualifications in the Guarding, Door 
Supervision, CCTV and Cash and Valuables in Transit sectors. Approved Centres in England, 
Wales, Northern Ireland and Scotland have included the majority of the UK’s largest security 
companies.  
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1.  About the qualification 
 

The NOCN Level 2 Certificate in Principles of Providing Security Services provides 
opportunities for a learner to develop knowledge which can be applied in a variety of work 
environments within the security industry.  This includes a mix of generic skills such as 
customer care, problem solving and team work, as well as specialist security knowledge 
relevant to a wide range of security sectors. These skills are a solid framework for progression 
to supervisory roles.  The qualification encourages flexible methods of learning, gaining 
experience and assessing achievement.   
 
The NOCN Level 2 Certificate in Principles of Providing Security Services is also approved 
as a component qualification of the apprenticeship framework for Providing Security Services.  
Further explanation of this is included within this qualification specification. 
 
1.1  Guided learning hours and use of flexible and/or distance learning 
 
In the development of the units that make up the qualification, a calculation has to be made of the 
number of hours of teacher-supervised or directed study time required for a typical learner to 
complete the learning for a unit. This time is known as the guided learning hours (GLH).  Guided 
learning hours are a minimum figure and exclude learner initiated private study.  Some learners 
will be able to achieve these units in a shorter time, other learners, particularly those with 
additional support requirements will take much longer. 
 
The total recommended guided learning hours for this qualification range from 131 to 148 
dependent on the choice of units taken.  Further information on guided learning hours is included 
at Section 3. Qualification Structure (page 9). 
 
For the SIA licence-linked units (units 1, 2, 5, 6 and 7), the SIA and the SIA-endorsed awarding 
organisations recognise that there is some learning that contributes to the achievement of the 
licence-linked qualifications that can be delivered by flexible and/or distance learning. 
 

 The learning (NOT assessment) for the unit Working within the Private Security Industry  

 Thirty minutes of learning for preparation for training for the Conflict Management unit 
 
Suitable methods of flexible/distance learning include: 

 Prepared, high quality on-line learning materials or courses that the learner must 
navigate 

 Prepared, high-quality work-books/learning materials issued to the learner for them to 
work through and complete 

 Prepared, high quality learning materials that the learner can use to cover specified areas 
of content 
 

Where a centre wishes to use flexible/distance learning in this way, they must notify NOCN and 
have robust procedures detailed within their quality management processes covering the 
following: 
 

 Which areas of learning are to be delivered by flexible/distance learning 

 The method of flexible/distance learning to be used 
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 A robust and auditable method for determining that learners have undertaken the 
flexible/distance learning. 

 The number of hours to be covered by the flexible/distance learning method 
 

It is important that flexible/distance learning material clearly show learners how many hours 
learning they are expected to undertake and that they are given sufficient time to allow them to 
complete it before their course begins.  It is also the requirement of the centre to establish that 
appropriate learning has occurred. 
. 
This will be quality assured through NOCN’s external quality assurance processes. 
 
 
1.2  Total Qualification Time (TQT) 
 

The Total qualification Time (TQT) for this qualification is 150 hours. 

Through consultation with users, TQT has been agreed by considering the total number of 
learning hours required for the average learner to achieve this qualification. 

TQT is split into two areas:  

 Guided Learning Hours (GLH): 
o learning activity under the immediate guidance or supervision of a lecturer, 

supervisor, tutor or other appropriate provider of education or training 
o includes the activity of being assessed if the assessment takes place under the 

immediate guidance or supervision of a lecturer, supervisor, tutor or other 
appropriate provider of education or training. 

 Other Learning Hours (OLH): 
o an estimate of the number of hours a learner will spend, as directed by (but not 

under the immediate guidance or supervision of) a lecturer, supervisor, tutor or 
other appropriate provider of education or training, including: 

 preparatory work 
 self-study 
 or any other form of education or training, including assessment.  

Examples of GLH activities include:  

 Classroom-based learning supervised by a teacher  

 Work-based learning supervised by a teacher  

 Live webinar or telephone tutorial with a teach in real time  

 E-learning supervised by a teacher in real time  

 All forms of assessment which take place under the immediate guidance or supervision 
of an appropriate provider of training  

 Exam time   
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It should be noted that: 
 

 GLH does not include  
o breaks in the delivery of the course (eg. lunch/refreshment breaks) 
o Course administration activities, eg. checking learner’s identification documents 

 

 Each training day should not exceed eight hours of learning 

Examples of OLH activities include:  

 Independent and unsupervised research/learning  

 Unsupervised compilation of a portfolio of work experience  

 Unsupervised e-learning  

 Unsupervised e-assessment   

 Unsupervised coursework  

 Watching a pre-recorded podcast or webinar  

 Unsupervised work-based learning  

The agreed Total Qualification Time has been used to identify the qualification’s Credit Value. 
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2. Who the qualification is for 
 

The NOCN Level 2 Certificate in Principles of Providing Security Services is particularly 
suitable for those who are currently employed within the security sector including: 
 

 Static and Patrol Guarding 

 Door Supervision 

 CCTV operation 

 Retail Security 

 Reception Security 

 Events Security 

 Key Holding and Alarm Response. 
 
The minimum age for access to the qualification is 16 years old.  
  
2.1 Restrictions on Learner Entry 
 
Only those aged 18 or over may hold an SIA licence. Due to the nature of the work and training, 
only those aged 18 or over should be enrolled to SIA licenced-linked units for Door Supervision. 
However, 16-17 year olds may enrol on Security Guarding and CCTV units, providing it is made 
clear to them, that they cannot possess an SIA licence until the age of 18. 
 
There are no other specific restrictions on learner entry; however learners will need to 
demonstrate competence in the use of the English language (both oral and written). Centres 
offering the qualification should have procedures in place for providing additional support where 
it is identified that this is required. 
 
2.2  Entry Requirements 
 
No specific prior learning, experience and/or qualification is required for learners undertaking the 
NOCN Level 2 Certificate in Principles of Providing Security Services. 
 
However, learners will need to: 
 

 Read and/or interpret given tasks 

 Produce answers that are clear, logical and understandable 

 Organise relevant information clearly and coherently 

 Make decisions based on underpinning knowledge 

 Carry out activities to a required standard. 
 
NOCN’s approval and quality assurance arrangements for Centres delivering the qualification 
establish that learners have access to appropriate literacy and/or numeracy support where this is 
identified as an individual skills need, ensuring that the knowledge and skills requirement for the 
qualification are met. 
 
The following QCF level descriptors, shown in table format on the next page, give an indication 
of requirements for delivery and study at Levels 2 and 3. 



 

 

 8 

NOCN Level 2 Certificate in Principles of Providing Security Services 
 

 
 
2.3 QCF Level Descriptors 
 
Level Summary Knowledge and understanding Application and action Autonomy and 

accountability 

Level 2 Achievement at Level 2 reflects the 
ability to select and use relevant 
knowledge, ideas, skills and 
procedures to complete well-defined 
tasks and address straightforward 
problems. It includes taking 
responsibility for completing tasks 
and procedures and exercising 
autonomy and judgment subject to 
overall direction or guidance. 

Use understanding of facts, procedures 
and ideas to complete well-defined tasks 
and address straightforward problems. 
 
Interpret relevant information and ideas.  
 
Be aware of the types of information that 
are relevant to the area of study or work. 

Complete well-defined, generally 
routine tasks and address 
straightforward problems. 
 
Select and use relevant skills and 
procedures. 
 
Identify, gather and use relevant 
information to inform actions. 
 
Identify how effective actions have 
been. 

Take responsibility 
for completing tasks 
and procedures. 
 
Exercise autonomy 
and judgment subject 
to overall direction or 
guidance. 
 

Level 3 Achievement at level 3 reflects the 
ability to identify and use relevant 
understanding, methods and skills to 
complete tasks and address 
problems that, while well defined, 
have a measure of complexity.  It 
includes taking responsibility for 
initiating and completing tasks and 
procedures as well as exercising 
autonomy and judgment within 
limited parameters.  It also reflects 
awareness of different perspectives 
or approaches within an area of study 
or work. 

Use factual, procedural and theoretical 
understanding to complete tasks and 
address problems that, while well defined, 
may be complex and non-routine. 
 
Interpret and evaluate relevant information 
and ideas. 
 
Be aware of the nature of the area of study 
or work. 
 
Have awareness of different perspectives 
or approaches within the area of study or 
work. 

Address problems that, while well 
defined, may be complex and non-
routine. 
 
Identify, select and use 
appropriate skills, methods and 
procedures. 
 
Use appropriate investigation to 
inform actions. 
 
Review how effective methods 
and actions have been. 
 

Take responsibility 
for initiating and 
completing tasks and 
procedures, 
including, where 
relevant, 
responsibility for 
supervising or 
guiding others. 
 
Exercise autonomy 
and judgment within 
limited parameters. 
 

 
Extracted from QCF level descriptor’s document on QCDA’s website October 2008 
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2.4  Progression Opportunities 
 
The NOCN Level 2 Certificate in Principles of Providing Security Services enables 
progression to employment, further learning opportunities within employment, or further study. 
This qualification also forms part of the apprenticeship framework for Providing Security 
Services. 
 
2.5  Learners with Particular Requirements/Reasonable Adjustments and Special 

Considerations 
 
Assessment within the NOCN Level 2 Certificate in Principles of Providing Security Services 
is designed to be accessible and inclusive.  The unit based approach allows flexibility through 
enabling learners to achieve the qualification in stages.  The assessment methodology is 
appropriate and rigorous for individuals or groups of learners. 
 
If you have learners with particular requirements you should refer to the Reasonable Adjustments 
and Special Considerations policy, which can be found on the NOCN website: www.nocn.org.uk  
 
This section gives clear guidance on the reasonable adjustments and arrangements that can be 
made to take account of disability or learning difficulty without compromising the achievement of 
the assessment criteria. 
 
The NOCN Centre Approval process requires policy statements on Equal Opportunities and 
Diversity and Disability Discrimination.  These policy statements are then checked and confirmed 
through the Quality Review and Risk Assessment processes. 

http://www.nocn.org.uk/
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3. Qualification structure and rules of combination 
 
A minimum of 15 credits in total are required to achieve the NOCN Level 2 Certificate in Principles of 
Providing Security Services.  Total qualification Time (TQT) is 150 hours. 
 
6 credits must be achieved from the 4 units in Mandatory Group A.  The remaining 9 credits must be 
achieved from the Optional Groups B and C, with a minimum of 1 credit from Optional Group B.   
 
Mandatory Group A: All the units included in the mandatory group must be achieved. 
 

Unit Unit Reference Unit Title Level Credit 
Value 

GLH 

1 K/506/7176 Working within the private security industry Two 1 10 

2 
Y/506/7125 

Conflict management within the private security 
industry 

Two 1 8 

3 A/501/6295 Solving work related problems Two 2 20 

4 F/501/6413 Building working relationships with customers Two 2 20 

 
Optional Group B: A minimum of 1 credit must be achieved from this group. 
 

Unit Unit Reference Unit Title Level Credit 
Value 

GLH 

5 
Y/506/7108 

Working as a security officer within the private 
security industry 

Two 1 10 

6 
T/506/7147 

Working as a CCTV operator (public space 
surveillance) within the private security industry 

Two 1 14 

7 
L/506/7140 

Working as a door supervisor within the private 
security industry 

Two 1 12 

 

Optional Group C 
 

Unit Unit Reference Unit Title Level Credit 
Value 

GLH 

8 
K/502/5817 

Understanding security and loss prevention in a 
retail business 

Two 2 15 

9 Y/501/5915 Learning with colleagues and other learners Two 2 20 

10 R/501/5895 Communicating solutions to others Two 2 20 

11 J/501/5912 Effectiveness at work Two 1 10 

12 R/501/6058 Working in a team Two 3 30 

13 L/501/6107 Building working relationships with colleagues Two 2 20 

14 K/501/5904 Developing personal skills for leadership Two 2 20 

15 D/501/5916 Practising leadership skills with others Two 2 20 

16 
K/601/6223 

Assist with the implementation of safety and 
security at a live event 

Three 3 24 

17 D/501/6113 Setting and meeting targets at work Two 2 20 

18 H/503/5066 Terrorism awareness Two 1 9 

19 Y/501/5896 Contributing to meetings Two 1 10 

20 J/502/4206 IT user fundamentals One 3 20 
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4. Assessment Requirements 
 

4.1 How the qualification is assessed 
 

The qualification requires achievement of the specified units with no further requirements 
for additional/summative assessment. Achievement is therefore determined by successful 
completion of unit assessment. Units of the qualification can be separately assessed.   
 

4.2 Assessment of internally assessed units 
 
For the following units:  
 
Mandatory Group A 
 

3 A/501/6295 Solving work related problems 
4 F/501/6413 Building working relationships with customers 

 

Optional Group C 
 

8 K/502/5817 Understanding security and loss prevention in a retail business 

9 Y/501/5915 Learning with colleagues and other learners 

10 R/501/5895 Communicating solutions to others 

11 J/501/5912 Effectiveness at work 

12 R/501/6058 Working in a team 

13 L/501/6107 Building working relationships with colleagues 

14 K/501/5904 Developing personal skills for leadership 

15 D/501/5916 Practising leadership skills with others 

16 K/601/6223 Assist with the implementation of safety and security at a live 
event 

17 D/501/6113 Setting and meeting targets at work 

18 H/503/5066 Terrorism awareness 

19 Y/501/5896 Contributing to meetings 

20 J/502/4206 IT user fundamentals 
 

The assessment process is as follows:   
 

 Assessment tasks are internally set at the Centre by assessors, against the 
requirements detailed in the assessment criteria of the unit 

 The learners are assessed internally at the Centre, using the assessments set 

 The resulting portfolios of assessed evidence are internally verified by an internal 
quality assurer at the Centre  

 The portfolios of assessed evidence are externally verified by an External quality 
assurer appointed by NOCN. 

 
4.3  Who can assess? 
 
 Centres approved to offer this qualification must identify a suitably qualified person or 

person(s) to undertake the role of Assessor. Details of the qualification and competency 
requirements for Assessors are included at Appendix 1. The word Assessor is used 
throughout this specification but it is accepted that the role of Tutor/Assessor may be 
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undertaken by the same person or the role of Tutor may be separate from the role of 
Assessor. Tutors must also be suitably qualified as detailed at Appendix 1. 

 

4.4 Unit Assessment 
 

 Achievement of units is through internally set, internally marked, internally verified and 
externally verified tasks. Centres devise assessment activities to meet the specified 
assessment criteria detailed in each unit. The activity or activities set must enable the 
learners to meet the standards detailed in the assessment criteria. Centre devised 
assessments should be scrutinised by the Internal quality assurer before use to ensure that 
they are fit for purpose. Centre devised assessments will be scrutinised by the External 
quality assurer to ensure reliability and validity of assessment.   

   
 
4.5 How are assessment decisions recorded? 
 
 Evidence of achievement must be recorded for each learner against assessment criteria for 

each unit that they achieved. Exemplar Evidence Recording Forms are available for each of 
the internally assessed units from page 16 onwards. The evidence recording form details 
the learning outcomes and assessment criteria for the unit with information to be completed 
by the Assessor regarding the type of assessment activity undertaken, the portfolio 
reference and the date completed. An example of a completed form is available at Appendix 
2. The Centre may use its own evidence recording forms provided that the same information 
is recorded. 

 
 Once a unit is completed these recording forms are signed by the learner to confirm that this 

is their own work. The Assessor will sign against each unit to confirm that the evidence is 
valid, authentic, current and sufficient to support the achievement of the unit. If the evidence 
has been sampled by the Internal quality assurer then this will also be signed to confirm the 
Assessor’s decision. 

 
 Evidence recording forms must be completed fully and accurately and kept securely as they 

form an essential part of the assessment audit trail required for quality assurance 
requirements. They must be made available to representatives from NOCN. 

  



 

 13 

NOCN Level 2 Certificate in Principles of Providing Security Services 
 

4.6 Assessment of externally assessed units 
 
 For the following units: 
 
 Mandatory Group A 
 

1 K/506/7176 Working within the private security industry 

2 Y/506/7125 Conflict management within the private security industry 

 
 Optional Group B 
 

5 Y/506/7108 Working as a security officer within the private security industry 

6 
T/506/7147 

Working as a CCTV operator (public space surveillance) within the 
private security industry 

7 L/506/7140 Working as a door supervisor within the private security industry 

 
 The assessment process is as follows: 
 

 Assessment tasks are externally set by NOCN, against the requirements detailed in the 
assessment criteria for each unit and are assessed using externally marked multiple 
choice examination papers.  

 Assessment will take place at a venue that meets the requirements of ‘examination 
venue criteria’ detailed in section 6, using the assessments set by NOCN.  

 Assessment will be carried out in accordance with the policy, standards and regulations 
specified by: the SIA, in their document ‘Introduction to Learning Leading Towards 
Licence-Linked Qualifications’; NOCN assessment requirements (this information can 
also be found on the NOCN website www.nocn.org.uk); the relevant qualification 
regulatory authority.  

 Completed assessments (for externally set examinations) are submitted by the Centre 
for external marking.  Assessment results are issued by NOCN to the Approved Centre.  

 
4.7 Who can invigilate?  
 

 Approved Centres must ensure that invigilation is carried out by a person who has not 
prepared the candidates for the examination. This means that the tutor/trainer cannot act 
as the exam invigilator, and should not be present in the examination room.  
 
It is the responsibility of the Centres to:  
 

 Appoint exam invigilators, to make sure that the examination is conducted according to 
regulatory requirements.  
 

 Make sure that all invigilators are responsible adults, appropriately trained in their duties.  
 

It is not appropriate for invigilation to be carried out by a person related to a candidate sitting 
the examination.  
 

 At least one invigilator must be present for groups of up to 30 candidates. When only one 
invigilator is present, they must be able to summon help easily, without leaving the 
examination room, and without disturbing candidates.  

http://www.nocn.org.uk/
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4.8  Role of invigilators  
 

 The exam invigilator is the person in the examination room with responsibility for conducting 
a particular examination session in the presence of candidates. Invigilators have a key role 
in upholding the integrity of the examination process.  
 

 The role of the invigilator is to ensure that examinations are conducted in accordance with 
laid down instructions, in order to:  
 

 Ensure that all candidates have an equal opportunity to demonstrate their abilities.  

 Ensure the security of the examination papers and completed response sheets, 
before, during and after the examination.  

 Prevent possible candidate malpractice.  

 Prevent possible administrative failures.  

 Ensure that the SIA identity requirements are adhered to.  
 
Invigilators must:  
 

 Be appropriately trained in their duties.  

 Give all their attention to conducting the examination properly.  

 Be able to observe each candidate in the examination room at all times.  

 Be fully conversant with the SIA requirements for confirming candidate identity.  

 Inform the head of the Centre if they are suspicious about the security of examination 
papers, completed response sheets or any other issue that threatens the integrity of 
the examination process. (In such cases, the head of the Centre must inform NOCN 
immediately, and send a full written report within five working days of the suspicion 
arising).  

 
Invigilators must not:  
 

 Carry out any other task (for example doing other work, using a mobile phone) in the 
examination room.  
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4.9  Examination Management:  
 

The NOCN Guidance for Invigilators available on the NOCN website: 
https://www.nocn.org.uk/support/useful-information-and-resources/ 
provides detailed guidance for Centres on the following areas of examination 
management:  
 

 Keeping examination papers secure 

 Invigilation requirements 

 Examination room layout 

 Starting the examination 

 During the examination 

 Summoning help during an examination 

 Candidates who arrive late 

 Leaving the examination room 

 Ending the examination 
 
4.10  Exemptions 
  

 Where a candidate has completed a unit within a relevant Licence Linked qualification 
listed within the QCF then the unit will be recognised as an equivalent and therefore 
the candidate will not have to undergo further training or assessment. The Centre 
must have evidence of this achievement. The Centre will require the candidate to 
produce evidence of this in the form of an original certificate, which will then be copied 
and verified by the tutor as acceptable equivalence.  This copy will be retained by the 
centre and will be available alongside/within the learner’s portfolio.   

 
A certificate can be verified as a listed qualification within the QCF by searching the 
Qualification Title or Number on Ofqual’s Register of Regulated Qualifications 
website www.register.ofqual.gov.uk.  Information regarding the unit within that 

qualification can also be checked within this register. 
 

 Where a candidate has completed a unit within a relevant Licence Linked qualification 
listed within the NQF and holds a valid SIA licence the candidate will not have to 
undergo further training provided that the employer can evidence to the awarding 
organisation that a system of development is in place that keep the knowledge and 
skills of the candidate up to date.  This system should identify gaps in knowledge 
between the old and new units, and the centre should keep evidence that this learning 
has been delivered.  Centres must keep evidence that the learner falls into this 
category. The candidate will need to sit the relevant examination. 

 

 Where a candidate has completed a unit within a relevant Licence Linked qualification 
listed within the NQF does not hold a valid SIA licence and the achievement is within 
three years of registering for the Principles of Providing Security Services course then 
the candidate will not be required to undergo further training but will be required to 
complete the assessment requirements for the specific unit in accordance with the 
QCF.  Tutors must ensure that any gaps of knowledge between NQF and QCF unit 
specifications are covered with further training if required before assessment.  The 
Centre will require the candidate to produce evidence of this in the form of an original 

https://www.nocn.org.uk/support/useful-information-and-resources/
http://www.register.ofqual.gov.uk/
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certificate, which will then be copied and verified by the tutor as an acceptable 
equivalence.  This copy will be retained by the centre and will be available 
alongside/within the learner’s portfolio. 

 

 Where a candidate has completed a unit within a relevant Licence Linked qualification 
listed within the NQF and the achievement is older than three years at the time of 
registering for the Principles of Providing Security Services course then the candidate 
will be required to undergo further learning and assessment for the specific unit in 
accordance with the QCF unit requirements.  This includes the relevant GLH and 
contact hours as prescribed for the unit. 

 
 

4.11 Recognition of Prior Learning 

Recognition of prior learning is an assessment method leading to the award of credit.  The 
process involves considering if a learner can meet the specified assessment requirements 
for a unit through knowledge, understanding or skills that they possess already as a 
consequence of which they do not need to undertake a course of learning. 

Centres are encouraged to recognise the previous achievements and experiences, both 
formal, for example through accredited units or qualifications or informal, for example 
through continuous learning.  This involves the recognition of achievement from a range of 
activities that will have been assessed through any valid method of assessment.  When 
using the process of the recognition of prior learning, it is essential that the assessment 
requirements of a specific unit or, more exceptionally, a qualification have been met.  The 
evidence of learning provided must be sufficient, reliable, authentic and valid.  Evidence is 
not time-limited. 
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5.  Evidence Recording Forms for Internally Assessed units 
 

 The following pages are copies of Evidence Recording Forms for Internally Assessed 
 units, which are as follows: 
 

Mandatory Group A 
 

Unit Unit Reference Unit Title 

3 A/501/6295 Solving work related problems 
4 F/501/6413 Building working relationships with customers 

 
 
 

Optional Group C 
 

Unit Unit Reference Unit Title 

8 
K/502/5817 

Understanding security and loss prevention in a 
retail business 

9 Y/501/5915 Learning with colleagues and other learners 

10 R/501/5895 Communicating solutions to others 

11 J/501/5912 Effectiveness at work 

12 R/501/6058 Working in a team 

13 L/501/6107 Building working relationships with colleagues 

14 K/501/5904 Developing personal skills for leadership 

15 D/501/5916 Practising leadership skills with others 

16 
K/601/6223 

Assist with the implementation of safety and 
security at a live event 

17 D/501/6113 Setting and meeting targets at work 

18 H/503/5066 Terrorism awareness 

19 Y/501/5896 Contributing to meetings 

20 J/502/4206 IT user fundamentals 
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Unit Title: Solving work related problems 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: A/501/6295 

 

Learning Outcomes 
 

Assessment Criteria Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand that both 
individuals and organisations 
encounter workplace problems. 

1.1. Explain the main reasons that individuals encounter problems 
in the workplace. 

   

1.2. Describe some of the common types of problem that an 
organisation or company might need to solve. 

   

2. Use sources of help effectively. 
 

2.1. Explain how sources of help available to both individuals and 
to organisations can help in solving work- related problems. 

   

2.2. Extract relevant information or advice from several different 
sources to help solve workplace problems. 

   

3. Consider possible solutions to 
workplace problems. 

3.1. Describe possible solutions to different work-place problems.    

3.2. Rank the solutions to problems according to their likely 
effectiveness, providing explanations for the rank order 

   

4. Apply appropriate strategies to 
solve workplace problems. 

4.1. Plan how to execute the solutions they consider most likely to 
work. 
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Unit Title: Building working relationships with customers 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: F/501/6413 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand how a customer’s or 
client’s interactions with 
employees influence their 
opinion of the organisation as a 
whole. 

1.1 Explain how an employee’s self-presentation can affect a 
customer’s opinion of the individual and their organisation. 

 

   

1.2 Explain why keeping customers satisfied is important to 
organisations. 

   

2. Understand why organisations 
normally have protocols for 
dealing with customers. 

 

2.1 Describe the key areas likely to be contained in a customer 
service protocol. 

 

   

2.2 Explain why it is important for employees to follow customer 
service protocols. 

   

3. Interact positively with 
customers in line with given 
protocols. 

3.1 Follow an organisation’s protocols to provide answers to 
commonly occurring customer queries or meet commonly 
occurring customer requests. 

   

3.2 Communicate appropriately with customers. 
 

   

3.3 Explain the procedures within an organisation for dealing with 
customer problems and complaints. 

 

   

3.4 Describe when it would be necessary to involve colleagues in 
assisting the customer. 
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Unit Title: Understanding security and loss prevention in a retail business 

Unit Level: Two GLH: 15 

Unit Credit Value: 2 Unique Reference Number: K/502/5817 

 

Learning Outcomes 
The learner will: 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Know the range of security risks 
faced by a retail business 

1.1. Describe the types of criminal activity which commonly occur in 
retail businesses 

 

   

1.2. Identify the types of merchandise at greatest risk of theft and 
the reason for this. 

 

   

2. Understand the effect which 
crime has on a retail business 
and its staff. 

2.1 Describe how crime can affect the profits of a retail business. 
 

   

2.2 Describe how crime can affect people working in retail. 
 

   

3. Know what actions can be taken 
to prevent crime in a retail 
business. 

3.1 Outline actions and precautions typically taken to secure: 

 stock 

 premises 

 cash 

 people 

 information 
 

   

3.2 Outline actions and precautions that can be taken to reduce 
staff theft and the resulting loss of stock. 

 

   

4. Know how security incidents 
should be dealt with.  

4.1 Describe what action should be undertaken in the event of an 
observed or suspected theft. 
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Learning Outcomes 
The learner will: 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

4.2 Describe the steps employees should take to safeguard their 
own personal security. 

 

   

4.3 State when security incidents should be referred to senior staff. 
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Unit Title: Learning with colleagues and other learners 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: Y/501/5915 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 

 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1.  Understand the importance of 
learning with colleagues or other 
learners. 

1.1. Explain why learning with their colleagues or other learners is 
important for their own development. 

   

2. Plan the learning they will 
undertake with colleagues or 
other learners. 

 

2.1. Describe a learning goal which they will be able to undertake 
with colleagues or other learners. 

   

2.2. Explain how they will work towards achieving the learning goal    

3. Be able to interact appropriately 
with colleagues or other learners 
in a learning situation. 

3.1. Respond appropriately to advice from others. 
 

   

3.2. Express beliefs and opinions to others appropriately. 
 

   

3.3. Give helpful feedback to others.    

4. Review the learning they have 
undertaken with colleagues or 
other learners. 

4.1. Give examples of how they have learned with colleagues or 
other learners. 

   

4.2. Reflect on their experience of learning with a group of other 
colleagues or other learners. 
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Unit Title: Communicating solutions to others 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: R/501/5895 
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Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand why they need to 
solve a problem. 

1.1. Describe a possible problem to solve. 
 

   

1.2. Explain why the problem requires a solution. 
. 

   

1.3. Describe a way to solve the problem. 
 

   

2. Communicate the solution 
effectively to others. 

 

2.1. Using appropriate communication methods, explain to others 
how the problem was solved. 

   

2.2. Use appropriate information to support their explanation.    

3. Provide appropriate responses 
to questions or objections. 

3.1. Identify possible questions or objections to their solutions to a 
problem. 

   

3.2. Plan how to deal with feedback and questions from others in 
the group. 

   

3.3. Respond appropriately to questions or objections from others    

4. Evaluate their performance. 4.1. Evaluate how effective their performance was.    

4.2. Suggest areas for improvement.    
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Unit Title: Effectiveness at work 

Unit Level: Two GLH: 10 

Unit Credit Value: 1 Unique Reference Number: J/501/5912 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 

 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand effective 
workplace behaviour. 

1.1. Explain different ways in which employees can behave 
effectively within the workplace or when representing their 
employer outside of the workplace. 

   

2. Demonstrate effective working 
practice  

2.1 Interact appropriately with a wide range of colleagues in the 
workplace 

   

2.2 Represent the workplace positively when dealing with 
customers or others outside of the workplace. 

   

2.3 Apply organisational procedures appropriately 
 

   

3 Evaluate their own practice. 3.1 Describe what went well and what did not 
 

   

3.2 Suggest areas for improvement of their performance 
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Unit Title:  Working in a team 

Unit Level: Two GLH: 30 

Unit Credit Value: 3 Unique Reference Number: R/501/6058 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand the advantages and 
disadvantages of having a team 
complete a task 

1.1. Explain the advantages and disadvantages of having a team 
complete a task 

   

2 Understand the need for a team 
to work to an agreed code of 
conduct. 

 

2.1 Identify a code of conduct for effective team work. 
 

   

2.2 Explain the likely consequences of team members not following 
a code of conduct. 

   

3 Be able to recognise the 
different strengths, skills and 
experiences different people 
bring to a team. 

3.1 Explain their own strengths, skills and experiences, as relevant 
to a task being undertaken by a team. 

   

3.2 Identify some relevant strengths, skills and experiences that 
other members bring to a particular team 

   

4 Understand how to allocate 
roles and responsibilities within 
the team in relation to a given 
task. 

4.1 Agree with other team members the roles and responsibilities 
of each member of the team. 

 

   

4.2 Explain how each role contributes to the team’s objectives and 
the completion of the team task. 

   

5 Work positively as a member of 
a team. 

5.1 Describe ways in which respect was shown for the ideas and 
suggestions of others. 

 

   

5.2 Identify relevant ideas and suggestions which were given which 
helped the team to complete their task. 
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Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

5.3 Describe ways in which help, support or advice was given to 
team members where appropriate. 

 

   

5.4 Explain why it is important to respond positively to advice or 
constructive criticism. 

 

   

5.5 Complete tasks allocated to the required standard and on time. 
 

   

6 Reflect on the performance of a 
team. 

6.1 Discuss how their individual performance contributed to the 
overall performance of the team. 

 

   

6.2 Outline ways in which the team as a whole performed 
effectively. 

 

   

6.3 Outline areas in which the team could improve its team work 
skills. 
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Unit Title: Building working relationships with colleagues 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: L/501/6107 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand how people in the 
workplace depend on one 
another. 

1.1. Explain the interdependencies between different people in a 
workplace 

   

2 Understand how an individual’s 
behaviour affects other people at 
work. 

 

2.1 Describe how the positive behaviour of one person can affect 
others in the workplace. 

   

2.2 Describe how the negative behaviour of one person can affect 
others in the workplace. 

   

3 Be able to demonstrate positive 
behaviours that promote 
effective working with others. 

3.1 Communicate clearly with colleagues. 
 

   

3.2. Resolve differences with colleagues amicably    

3.3 Offer help and guidance to colleagues and accept their help 
and guidance. 

   

3.4 Offer ideas, suggestions and opinions to colleagues.    

3.5 Consider the ideas, suggestions and opinions of colleagues 
and respond appropriately. 
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Unit Title: Developing Personal Skills for Leadership 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: K/501/5904 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand the main features of 
leadership. 

1.1 Describe the main features of leadership. 
 

   

1.2 Explain how their own skills and qualities relate to the main 
features of leadership. 
 

   

2. Plan how to demonstrate 
leadership skills. 

2.1 Describe the range of skills they will use to lead others.    

2.2 Explain how they will put these skills into practice in order to lead 
others. 

   

3. Prepare for a leadership activity. 3.1 Select a suitable activity to demonstrate their leadership skills. 
 

   

3.2 Explain why they selected that activity and how it will enable 
them to demonstrate an appropriate range of skills. 
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Unit Title: Practising Leadership Skills with Others 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: D/501/5916 

 

Learning Outcomes 
The learner will: 
 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand how to lead a group 
activity. 

1.1 Explain how their leadership skills will contribute to a given 
group activity. 

   

2. Demonstrate effective leadership 
skills with others. 

2.1 Give support to other members of the group.    

2.1 Allocate tasks and activities appropriately to other members of 
the group. 

   

2.2 Give and receive appropriate feedback.    

2.3 Make decisions about tasks and activities appropriately.    

3. Evaluate their leadership 
performance. 

3.1 Carry out an evaluation of their leadership performance.    

3.2 Suggest areas for improvement of their leadership performance.    
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Unit Title: Assist with the implementation of safety and security at a live event 

Unit Level: Three GLH: 24 

Unit Credit Value: 3 Unique Reference Number: K/601/6223 

 

Learning Outcomes 
The learner will: 
 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Be able to contribute to carrying 
out risk assessments in relation to 
security and safety at a live event. 

1.1 Liaise with others to identify at least two potential security 
threats/risks for a given event. 

   

1.2 Identify at least two special requirements or instructions and 
communicate them to the appropriate people in line with 
organizational procedures. 

   

1.3 Identify and locate appropriate visual security notices as 
directed. 

   

1.4 Describe the types of insurance that would be needed for the 
given live event. 

   

1.5 Describe the organisation’s procedures for dealing with security 
at live events. 

   

2. Be able to evaluate security 
arrangements. 

2.1 Carry out an evaluation of the security for a live event based on 
risk assessments and licensing objectives. 

   

2.2 Evaluate the layout of safety equipment and notices.    

2. Be able to make 
recommendations about the 
potential for crime and disorder. 

3.1 Assess the potential for crime and disorder relating to a given 
live event. 

   

3.2 Make recommendations and report these to an appropriate 
person in an agreed format. 

   

3.3 Implement recommendations within the limits of responsibility.    
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Unit Title: Setting and Meeting Targets at Work 

Unit Level: Two GLH: 20 

Unit Credit Value: 2 Unique Reference Number: D/501/6113 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand how to develop and 
confirm personal targets. 

1.1 Develop personal targets that are appropriate for a workplace 
situation. 

   

1.2 Identify relevant team or organisational targets which relate to 
own personal targets. 

   

1.3 Confirm own personal targets with an appropriate person. 
 

   

1.4 Present own personal targets in an appropriate format to suit 
organisational requirements. 

   

2. Review progress against own 
targets. 

2.1 Identify an appropriate review point. 
 

   

2.2 Review own progress with an appropriate person. 
 

   

2.3 Discuss and agree with an appropriate person what has been 
achieved and what, if anything, is still to be achieved. 
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Unit Title: Terrorism awareness 

Unit Level: Two GLH: 9 

Unit Credit Value: 1 Unique Reference Number: H/503/5066 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1. Understand the history of 
terrorism. 

2.1. Define the term ‘terrorism’. 
 

   

1.2. Describe the origins of terrorism.    

2 Understand the classifications of 
terrorist groups. 

 

2.1 Explain the term ‘state terrorism’. 
 

   

2.2 Extract relevant information or advice from several different 
sources to help solve workplace problems. 

   

2.3 Explain the term ‘non-state terrorism’. 
 

   

2.4 Identify non-state terrorist groups. 
 

   

2.5 Explain the differences between non-state terrorism and 
religious terrorism 

   

2.6 Identify religious terrorist groups    

3 Understand the current threats to 
the UK. 

3.1 Describe the current threats in the UK from terrorist activities. 
 

   

3.2 Explain the term ‘espionage’ and its impact on commercial 
security 

   

3.3 Explain the term ‘cyber threat’. 
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Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

 3.4 Explain target awareness in relation to: 

 Suspicious activity/persons/objects  

 Public buildings  

 Transport systems  

 Critical national infrastructure (CNI). 

   

4   Understand how to report 
suspicious activity/objects and 
suspected threats. 

4.1 Explain the different reporting options and actions to follow in 
relation to suspicious activity/objects and suspected threats 

   

5 Understand different 
government threat levels 
relevant to the UK. 

5.1 State the current government threat level in the UK    

5.2 Explain the different current threat levels in use in the UK    
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Unit Title: Contributing to meetings 

Unit Level: Two GLH: 10 

Unit Credit Value: 1 Unique Reference Number: Y/501/5896 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1.   Know key aspects of meetings 1.1. Describe key aspects of the meeting process and procedures.    

2 Know solutions to common 
meeting problems  

2.1 Describe appropriate solutions to common meeting problems    

3 Be able to contribute to the 
discussion at a meeting. 

3.1 Record personal notes from meeting. 
 

   

3.2 Contribute relevant ideas and opinions which help move the 
discussion forward and build appropriately on what has already 
been said at the meeting 

   

4 Be able to take responsibility for 
an agenda item at a meeting 

4.1 Present an agenda item at a meeting. 
 

   

4.2 Answer questions to help move the discussion forward and 
reach decisions 
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Unit Title: IT user fundamentals 

Unit Level: One GLH: 20 

Unit Credit Value: 3 Unique Reference Number: J/502/4206 

 

Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1.   Use IT systems to meet needs. 1.1 Use correct procedures to start and shutdown an IT system    

1.2 Use interface features effectively to interact with IT systems.    

1.3 Adjust system settings to meet individual needs. 
 

   

1.4 Use a communication service to access the Internet    

1.5 Use appropriate terminology when describing IT systems. 
 

   

2. Organise, store and retrieve 
information efficiently  

2.1 Work with files and folders so that it is easy to find and retrieve 
information. 

   

2.2 Identify what storage media to use. 
 

   

2.3 Organise and store information, using general and local 
conventions where appropriate. 

   

3. Follow and understand the need 
for safety and security practices. 
 

3.1 Work safely and take steps to minimise physical stress    

3.2  Recognise the danger of computer viruses, and how to 
minimise risk. 

   

3.3  Keep information secure. 
 

   

3.4  Outline why it is important to stay safe and to respect others 
when using ICT-based communication. 
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Learning Outcomes 
The learner will: 
 

Assessment Criteria 
The learner can: 
 

Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

3.5 Follow relevant guidelines and procedures for the safe and 
secure use of IT. 

 

   

4 Carry out routine maintenance 
of IT systems and respond to 
routine IT system problems. 

4.1 Identify why routine maintenance of hardware is important and 
when to carry it out. 
 

   

4.2 Identify where to get expert advice. 
 

   

4.3 Carry out regular routine maintenance of IT systems safely. 
 

   

4.4 Take appropriate action to handle routine IT problems. 
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6     Externally Assessed Units 
 

The following are copies of the Externally Assessed units. These are: 
 

Mandatory Group A 
 

Unit Unit Reference Unit Title Level 
Credit 
Value  

Minimum 
Contact 
Hours 

1 K/506/7176 Working within the private 
security industry 

Two 1 1 

2 
Y/506/7125 

Conflict management within the 
private security industry 

Two 1 7.5 

 

Optional Group B 
 

Unit Unit Reference Unit Title Level 
Credit 
Value  

Minimum 
Contact 
Hours 

5 
Y/506/7108 

Working as a security officer 
within the private security industry 

Two 1 10 

6 
T/506/7147 

Working as a CCTV operator 
(public space surveillance) within 
the private security industry 

Two 1 14 

7 
L/506/7140 

Working as a door supervisor 
within the private security industry 

Two 1 12 

 
 These units are assessed through an externally set and marked on-demand multiple-choice examination  

 
6.1 Assessment of externally assessed units 
 

 The specification for the assessment of each unit is as follows:  

 
Unit Unit Title No of exam 

questions 
Pass mark 
(see note 1) 

Exam 
duration 

1 Working within the Private Security Industry 40 70% 
(28/40) 

60 
minutes 

2 Conflict Management within the Private Security 
Industry 

20 70% 
(14/20) 

30 
minutes 

5 Working as a Security Officer within the Private 
Security Industry 

40 70% 
(28/40) 

60 
minutes 

6 Working as a CCTV operator (public space 
surveillance) within the private security industry 

40 70% 
(28/40) 

60 
minutes 

7 Working as a door supervisor within the private 
security industry 

45 72% 
(32/45) 

70 
minutes 
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Notes: 
 
1. Achievement of each unit is subject to candidates attaining the required pass mark, plus a 

minimum of one question answered correctly for each learning outcome. 
2. Assessment can only be undertaken by candidates who have provided acceptable proof of 

 identification to meet SIA requirements.  It is the Centre’s responsibility to ensure that identity 
checking is carried out before assessment takes place. 

3. Assessments are externally set by NOCN, against the requirements detailed in the assessment 
criteria for each unit. 

4. Assessment must take place at a suitable examination venue, as described on page 9. 
5. Assessment must be carried out in accordance with the policy, standards and regulations 

specified by the SIA in their document “Introduction to Learning Leading Towards Licence Linked 
Qualifications”; NOCN assessment requirements detailed below; Ofqual regulations. 

6. Completed examinations are submitted by Centres to NOCN for external marking. 
7. Assessment results are issued to Centres by NOCN. 
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Unit Title Working within the Private Security Industry 

Ofqual unit reference 
number (code) 

K/506/7176 

Unit Level Two 

GLH 10 

Unit Credit Value 1 

Availability Restricted  

Restricted Organisations BIIAB 
City and Guilds of London Institute 
Highfield Awarding Body for Compliance  
Industry Qualifications 
Laser Learning Awards 
NOCN 
Pearson Education Ltd 
Scottish Qualifications Authority trading as SQA 

Assessment Guidance This unit must be assessed according to the SIA's Introduction 
to Learning Leading Towards Licence-linked Qualifications. 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Know the main characteristics of the 
private security industry. 

1.1. Identify the key purposes of the private security 
industry. 

1.2. State the functions of the Security Industry 
Authority (SIA). 

1.3. Identify standards of behaviour required of a 
security operative.  

1.4. Identify different sectors within the private 
security industry. 

1.5. Identify the benefits of linking with crime reduction 
initiatives. 
 

2. Understand legislation as it applies to 
the individual in carrying out a 
licensable activity. 

2.1. Identify the differences between civil and criminal 
Law. 

2.2. State the main aims of the Private Security 
Industry Act 2001.  

2.3. Identify key legislation relating to promoting 
equality and diversity in the workplace. 
 

3. Understand the importance of safe 
working practices to comply with legal 
requirements. 

3.1. State the importance of health and safety in the 
work environment. 

3.2. State the meaning of 'duty of care'. 
3.3. Identify the responsibilities of employees, 

employers and the self-employed under health 
and safety at work legislation. 

3.4. Identify methods for safe manual handling. 
3.5. Recognise ‘risks’ in relation to health and safety 

at work.   
3.6. State how to minimise risk to personal safety and 

security. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3.7. Identify typical workplace hazards. 
3.8. Identify safety signs and signals. 
3.9. State reporting procedures for health and safety 

accidents and incidents. 
3.10. Identify who to contact in first aid situations. 
 

4. Understand fire procedures in the 
workplace. 

4.1. Identify basic fire safety measures. 
4.2. Identify the elements that must be present for fire 

to exist. 
4.3. Identify classifications of fire.  
4.4. Identify basic fire fighting equipment. 
4.5. State the different types of fire extinguishers and 

their uses. 
4.6. State the actions to be taken upon discovering a 

fire. 
4.7. State the importance of understanding fire control 

panels. 
4.8. State the importance of understanding fire 

evacuation procedures. 
4.9. Identify the role and responsibilities of a fire 

marshal. 
 

5. Understand emergencies and the 
importance of emergency procedures. 

5.1. Identify responses to different types of 
emergencies. 

5.2. State how to make emergency calls. 
5.3. Identify actions to be taken in the event of 

personal injury. 
5.4. Identify factors which may indicate individuals 

could be vulnerable and at risk of harm. 
5.5. State actions to take when individuals have been 

identified as vulnerable and at risk of harm. 
5.6. Identify how to report indicators of child sexual 

exploitation. 
5.7. Identify behaviours that could indicate suspicious 

or terrorist activity. 
5.8. Identify actions to be taken in the event of a 

security threat. 
5.9. State the importance of a business continuity 

plan. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

6. Understand the importance of 
communication skills and customer 
care. 

6.1. State the basic elements of communication. 
6.2. Identify the different types of communication.  
6.3. State the importance of communication in 

delivering customer care. 
6.4. Identify different types of customers and how their 

needs can vary. 
6.5. State the principles of customer care. 
6.6. Identify best practice in relation to telephone 

communications. 
6.7. Identify best practice in relation to radio 

communications. 
6.8. Recognise the call signs of the NATO phonetic 

alphabet. 
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Unit Title Conflict Management within the Private Security Industry 

Ofqual unit reference 
number (code) 

Y/506/7125 

Unit Level Two 

GLH 8 

Unit Credit Value 1 

Availability Restricted  

Restricted Organisations BIIAB 
City and Guilds of London Institute 
Highfield Awarding Body for Compliance  
Industry Qualifications 
Laser Learning Awards 
NOCN 
Pearson Education Ltd 
Scottish Qualifications Authority trading as SQA 

Assessment Guidance This unit must be assessed according to the SIA's Introduction 
to Learning Leading Towards Licence-linked Qualifications - 
Requirements for Awarding Bodies and Training Providers. 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand the principles of conflict 
management appropriate to their role. 

1.1. State the importance of positive and constructive 
communication to avoid conflict. 

1.2. State the importance of employer policies, 
guidance and procedures relating to workplace 
violence. 

1.3. Identify factors that can trigger an angry response 
in others. 

1.4. Identify factors that can inhibit an angry response 
in others. 

1.5. Identify human responses to emotional and 
threatening situations. 
 

2. Understand how to recognise, assess 
and reduce risk in conflict situations. 

2.1. State how managing customer expectations can 
reduce the risk of conflict. 

2.2. Identify the stages of escalation in conflict 
situations. 

2.3. State how the application of dynamic risk 
assessment can reduce the risk of conflict. 

2.4. State the importance of positioning and exit 
routes. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3. Understand how to communicate in 
emotive situations to de-escalate 
conflict. 

3.1. State how to use non-verbal communication in 
emotive situations. 

3.2. State how to overcome communication barriers. 
3.3. Identify the differences between assertiveness 

and aggression. 
3.4. Identify ways of defusing emotive conflict 

situations. 
3.5. Identify approaches to take when addressing 

unacceptable behaviour. 
3.6. State how to work with colleagues to de-escalate 

conflict situations. 
 

4. Understand how to develop and use 
problem solving strategies for resolving 
conflict. 

4.1. State the importance of viewing the situation from 
the customer’s perspective. 

4.2. Identify strategies for solving problems. 
4.3. Identify win-win approaches to conflict situations. 

 

5. Understand good practice to follow 
after conflict situations. 

5.1. State the importance of accessing help and 
support following an incident. 

5.2. State the importance of reflecting on and learning 
from conflict situations. 

5.3. State the benefits of sharing good practice. 
5.4. State why security operatives should contribute to 

solutions to recurring problems. 
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Unit Title Working as a Security Officer within the Private Security Industry 

Ofqual unit reference 
number (code) 

Y/506/7108 

Unit Level Two 

GLH 10 

Unit Credit Value 1 

Availability Restricted  

Restricted Organisations BIIAB 
City and Guilds of London Institute 
Highfield Awarding Body for Compliance  
Industry Qualifications 
Laser Learning Awards 
NOCN 
Pearson EDI 
Pearson Education Ltd 
Scottish Qualifications Authority trading as SQA 

Assessment Guidance This unit is to be assessed according to the SIA's document 
Introduction to Learning Leading Towards Licence-
linked Qualifications - Requirements for Awarding Bodies and 
Training Providers. 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand the role of a security officer 
within the private security industry. 
 

1.1. Identify the duties and responsibilities of a security 
officer. 

1.2. State the purposes of assignment instructions. 
1.3. Identify the purposes of control rooms. 
1.4. Identify items of equipment needed by a security 

officer when on duty. 
1.5. State the meaning of the term “confidentiality” 

within the context of a security officer’s 
responsibility. 

 

2. Understand the law relevant to the role of 
a security officer. 

2.1. Identify common crimes that a security officer may 
encounter. 

2.2. Identify different types of trespass. 
2.3. State actions to take when dealing with 

trespassers. 
2.4. State a security officer’s power of arrest. 
2.5. State arrest procedures to be followed by a security 

officer. 
2.6. Identify different types of evidence. 
2.7. State how to preserve evidence after an incident. 
2.8. State crime reporting procedures. 
2.9. State the law relating to the use of force. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3. Understand the importance of, and 
reasons for, patrolling. 
 

3.1. State the purpose of patrolling. 
3.2. State the importance of different types of patrols. 
3.3. Identify actions to take before starting a patrol. 
3.4. State patrolling procedures and techniques. 
3.5. State the importance of local and site knowledge. 
3.6. State the importance of check calls. 
3.7. Identify common incidents encountered when on 

patrol. 
3.8. State actions to take when incidents are 

encountered on patrol. 
 

4. Understand access and egress control. 
 

4.1. State the purpose of access and egress control. 
4.2. Identify different methods of access and egress 

control. 
4.3. State typical access and egress control duties of a 

security officer. 
4.4. State the powers of entry of authorised persons. 

 

5. Understand searching relevant to a 
security officer. 
 

5.1. Identify a security officer’s right to search. 
5.2. Identify the different types of search. 
5.3. Recognise hazards when conducting a search. 
5.4. State the precautions to take when carrying out a 

search. 
5.5. State how to search people and their property. 
5.6. State how to search vehicles. 
5.7. Identify actions to take in the event of a search 

refusal. 
5.8. Identify search documentation that a security 

officer is required to complete. 
5.9. Identify actions to take if a prohibited or restricted 

item is found during a search. 
5.10. Identify additional considerations to take when 

searching individuals.   

 

6. Understand the purpose and functions of 
different types of electronic and physical 
protection systems. 

6.1. State the types and purposes of electronic and 
physical protection systems. 

6.2. State the features and functions of electronic and 
physical protection systems. 

6.3. Identify how electronic and physical protection 
systems assist a security officer. 

6.4. State actions to take in response to different types 
of alarm activations. 

6.5. State the meaning of the term “false alarm”. 
6.6. Identify potential threats to electronic and physical 

protection systems. 
 

7. Understand reporting and record 
keeping relevant to a security officer. 

7.1. Identify different types of reports. 
7.2. State basic report writing techniques. 
7.3. State the purpose of notebooks. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

7.4. Identify information that should be included in 
notebooks. 

7.5. State the purpose of incident reports. 
7.6. Identity information to include in incident reports. 
7.7. State the importance of hand-over reports and 

briefings. 
7.8. Identify information that should be included in 

hand-over reports and briefings. 
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Unit Title Working as a CCTV Operator within the Private Security 
Industry 

Ofqual unit reference 
number (code) 

T/506/7147 

Unit Level Two 

GLH 14 

Unit Credit Value 1 

Availability Restricted  

Restricted Organisations BIIAB 
City and Guilds of London Institute 
Highfield Awarding Body for Compliance  
Industry Qualifications 
Laser Learning Awards 
NOCN 
Pearson Education Ltd 
Scottish Qualifications Authority trading as SQA 

Assessment Guidance This unit must be assessed according to the SIA's Introduction 
to Learning Leading Towards Licence-linked Qualifications - 
Requirements for Awarding Bodies and Training Providers. 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand the roles and responsibilities 
of the CCTV operator and other CCTV 
staff. 

1.1. Identify the roles and responsibilities of each 
member of the CCTV team. 

1.2. State the meaning of “confidentiality” as it applies 
to the role of a CCTV operator. 

1.3. State the CCTV operators’ responsibilities 
regarding privacy issues.  

1.4. Identify the main types of incidents that a CCTV 
operator may assist with. 

1.5. Identify non-crime incidents and how the operator 
should deal with them. 

1.6. Identify local crime and disorder issues that affect 
CCTV operations. 

1.7. Recognise indicators of a suspected Improvised 
Explosive Device (IED). 
 

2. Understand CCTV codes of practice, 
operational procedures and guidelines 

2.1. Identify the purpose of codes of practice, 
operational procedures and guidelines. 

2.2. Identify the impact of codes of practice, 
operational procedures and guidelines on CCTV 
operations. 

2.3. State why the control room is kept as a secure 
environment. 

2.4. Identify the key features of access control 
systems. 

2.5. State the requirements for dealing with 
authorised and unauthorised visitors to the CCTV 
control room. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

2.6. Identify reasons for targeting suspects and 
vehicles. 

2.7. Identify the methods used when targeting 
suspects and vehicles. 

2.8. State the importance of accurate record keeping.  
 

3. Understand relevant legislation and how 
it impacts on CCTV operations. 

3.1. Identify how Data Protection legislation impacts 
on the role of the CCTV operator. 

3.2. Identify how Freedom of Information legislation 
impacts on the role of the CCTV operator. 

3.3. Identify how Human Rights legislation impacts 
CCTV operations.  

3.4. Identify the main provisions of the Regulation of 
Investigatory Powers and the Protections of 
Freedoms Act.  

3.5. State how main provisions of the Regulation of 
Investigatory Powers and the Protections of 
Freedoms Act impact on CCTV operations. 

3.6. State how to conduct surveillance planning. 
3.7. Identify how the Police and Criminal Evidence Act 

and the Criminal Procedure and Investigations 
Act impact on the role of a CCTV operator when 
collecting and processing evidence.  

3.8. Identify how the Police and Criminal Evidence Act 
and the Criminal Procedure and Investigations 
Act impact on the role of a CCTV operator when 
securing evidence.  

3.9. Identify the responsibilities of the CCTV operator 
to produce statements and give evidence in court. 

3.10. Identify how the Sex Offenders legislation 
impacts on CCTV operations. 

 

4. Understand the importance of 
communication within CCTV operations 

4.1. State how CCTV operators interact with third 
parties during an incident. 

4.2. Identify ways in which the CCTV operator can 
assist statutory enforcement agencies. 

4.3. Identify actions to take on receiving a request for 
assistance from the police and other partners. 

4.4. State the importance of team working.  
4.5. Identify the importance of dedicated 

communication links with third parties. 
4.6. State the importance of accurate and timely 

communication up and down the reporting chain. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

5. Understand emergency procedures in 
the CCTV control room. 

5.1. State the actions to take when an evacuation of 
the control room is ordered. 

5.2. State the procedures to follow on re-occupying 
the CCTV control room after an evacuation. 

5.3. State how to carry out a search of the CCTV 
control room for a suspicious object.   

5.4. Identify actions to take if a suspicious object is 
found in the CCTV control room. 

5.5. State the actions to be taken in the event of a 
systems failure. 

 

6. Understand the characteristics of a 
CCTV system. 

6.1. State the purposes of a CCTV system. 
6.2. Identify the main components of the CCTV 

system. 
6.3. Identify the main types of CCTV cameras.  
6.4. Identify current and emerging CCTV 

technologies.  
 

7. Understand health and safety relevant to 
the CCTV operator.   

7.1. State procedures for lone working. 
7.2. State the guidelines for CCTV operators under 

the Display Screen Regulations. 
7.3. Identify the reasons for operator check call 

systems. 
7.4. State the key indicators of stress and how these 

can be managed.  
7.5. State the purpose of a risk assessment.  
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Unit Title Working as a Door Supervisor within the Private Security 

Industry 

Ofqual unit reference 
number (code) 

L/506/7140 

Unit Level Two 

GLH 12 

Unit Credit Value 1 

Availability Restricted  

Restricted Organisations BIIAB 
City and Guilds of London Institute 
Highfield Awarding Body for Compliance  
Industry Qualifications 
Laser Learning Awards 
NOCN 
Pearson EDI 
Pearson Education Ltd 
Scottish Qualifications Authority trading as SQA 

Assessment Guidance This unit is to be assessed according to the SIA's Introduction 
to Learning Leading Towards Licence-linked Qualifications - 
Requirements for Awarding Bodies and Training Providers. 

 

LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

1. Understand the role and objectives of a 
door supervisor. 

1.1. State the role of a door supervisor. 
1.2. State the objectives of a door supervisor. 
1.3. State the importance of an admissions policy. 

 

2. Understand civil and criminal law 
relevant to a door supervisor. 

2.1. State the law relating to the use of force. 
2.2. Identify different types of crimes against the 

person as defined by law.   
2.3. Identify common crimes against property that a 

door supervisor may come across. 
2.4. State the definition of an ‘offensive weapon’. 

 

3. Understand searching relevant to a 
door supervisor. 

3.1. State the differences between general, random 
and specific searches. 

3.2. Identify a door supervisor’s right to search. 
3.3. Recognise possible hazards when conducting a 

search. 
3.4. State the precautions to take when carrying out a 

search.  
3.5. State how to search people and their property. 
3.6. Identify reasons for carrying out a premises 

search. 
3.7. Identify actions to take in the event of a search 

refusal. 
3.8. Identify search documentation that a door 

supervisor is required to complete. 
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

3.9. Identify actions to take if a prohibited or restricted 
item is found during a search. 

3.10. Identify additional considerations to take when 
searching individuals. 

 

4. Understand powers of arrest relevant to 
a door supervisor. 

4.1. Identify offences for which a door supervisor can 
make an arrest.  

4.2. Identify the limitations to a door supervisor’s 
powers of arrest. 

4.3. State why an arrest should only be made as a last 
resort. 

4.4.  State arrest procedures to be followed by a door 
supervisor. 

4.5. Identify procedures to take following an arrest. 
 

5. Understand drug-misuse issues and 
procedures relevant to the role of a 
door supervisor. 

5.1. Identify key areas of drug-misuse legislation.  
5.2. Recognise the indicators of drug misuse. 
5.3. Identify common types of illegal drugs. 
5.4. Recognise signs of drug dealing. 
5.5. State the procedure for dealing with individuals 

found to be in possession of drugs. 
5.6. State the procedure for handling seized drugs. 
5.7. State how to dispose of drug-related litter and 

contaminated waste. 
 

6. Understand incident recording and 
crime scene preservation relevant to 
the role of a door supervisor. 

6.1. Identify different types of evidence.  
6.2. State how to preserve evidence after an incident. 
6.3. Identify records to complete when an incident has 

occurred. 
6.4. Identify the reasons for recording incidents. 
6.5. Identify the types of incidents which need to be 

recorded.  
6.6. Identify incidents when a door supervisor should 

call the police.  
6.7. Identify the requirements for completing incident 

records. 
 

7. Understand licensing law and social 
responsibility relevant to the role of a 
door supervisor. 

7.1. Identify the licensing objectives.  
7.2. State the rights and duties of licensees and door 

supervisors as their representatives. 
7.3. State the law in relation to refusing entry and 

ejecting customers. 
7.4. Identify police powers regarding licensed 

premises. 
7.5. State the law regarding children and young 

persons on licensed premises. 
7.6. Identify acceptable forms of proof of age.  
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LEARNING OUTCOMES 
 

ASSESSMENT CRITERIA 
 

The learner will: 
 

The learner can: 

7.7. State conduct that is unlawful under licensing, 
gaming and licensing of sex establishments 
legislation. 

7.8. State the powers of entry of authorised persons. 
 

8. Understand emergency procedures 
which should be followed by a door 
supervisor 

8.1. State the importance of knowing the venue’s 
evacuation procedures. 

8.2. State the role of a door supervisor when dealing 
with threats of terrorism. 

8.3. Identify sources of information on terrorism 
awareness.  

8.4. Identify appropriate responses to situations 
requiring first aid. 

 

9. Understand how a door supervisor can 
help to keep vulnerable people safe. 

9.1. Recognise the risks to vulnerable people being 
ejected from, or refused entry to a venue. 

9.2. Identify actions that can be taken by a door 
supervisor to protect vulnerable people.  

9.3. Recognise behaviours that could indicate 
potential sexual predators. 

 

10. Understand queue management and 
venue capacity responsibilities relevant 
to a door supervisor. 

10.1. Recognise the benefits of queue control. 
10.2. Indicate why communication is important 

throughout the queuing process. 
10.3. Identify why managing venue capacity is 

important. 
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7. Internal Quality Assurance for Internally Assessed Units 
 

This section outlines the reasons for internal quality assurance and sets out the minimum 
requirements for a rigorous internal quality assurance process. Also included are suggestions for 
sampling and record keeping. These guidelines should be used to develop an internal quality 
assurance process that is appropriate for each centre. 
 
 
7.1 What is the purpose of Internal quality assurance? 

 
The purpose of internal quality assurance is to ensure that: 
 
(a) Learners are clear about assessment requirements and are given opportunities to 

achieve against the assessment criteria. 
(b) To ensure that Assessors are clear about assessment requirements and the procedures 

and processes for producing and recording evidence. 
(c) Assessment practice is valid, reliable, consistent and standardised. 
(d) Evidence of learner achievement is mapped to the assessment criteria. 
(e) Learners’ portfolios are ready for external quality assurance. 
(f) Award of credit is valid and reliable. 
(g) Assessors receive ongoing support and development. 

 
 
7.2 Who undertakes Internal quality assurance? 
 

 Centres approved to offer this qualification must identify a suitably qualified person or 
person(s) to undertake internal quality assurance. Details of the qualification and 
competency requirements for Internal quality assurers are included at Appendix 1. The 
person(s) nominated must have knowledge, understanding and experience of the quality 
assurance arrangements that support internal quality assurance. As part of their internal 
quality assurance strategy, centres must ensure that the work of all Assessors is subject to 
internal quality assurance. 
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7.3 The Foundation for Internal quality assurance 
  
 The following practices must take place to underpin the internal quality assurance process: 
 

(a) Planning 
A plan of internal quality assurance of activity must be developed, indicating what will 
happen, when it will happen and who will be involved. 

 
(b) Induction of Assessors 

New Assessors must: 
 
- Be supplied with relevant qualification documents, for example the Qualification 

Specification and the Guidelines for Assessment and Internal quality assurance. 
 
- Clearly understand their responsibilities for supporting learners. 
 
- Clearly understand the procedures and requirements for producing and recording 

evidence. 
 
- Have information about accessing NOCN training opportunities and support 

materials. 
 

 (c) Updates for Assessors  
  All Assessors must: 
 
 - Know the name of the person who will manage the internal quality assurance 

process and the name of the internal quality assurer. 
 
 - Know how internal quality assurance will happen. 
 
 - Be informed about issues raised through previous internal and external quality 

assurance activity. 
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7.4 The Internal Quality Assurance Process 
  
 The internal quality assurance process should: 
 

(a) Sample the activity of the Assessors to ensure that:  
- Feedback to learners is clear and constructive 
- Assessment tasks are standard and appropriate 
- Evidence records are clear. 

 (b) Ensure that learners understand assessment requirements. 
 (c) Provide advice and support for Assessors. 
 (d) Identify and share good practice. 
 (e) Record internal quality assurance activities and findings, list action points and report 

to Assessors and External quality assurer. 
 
 
7.5 Sampling  
  
 The internal quality assurance process must ensure that all Assessors are supporting their 

learners to the same standard. It is not usually possible or necessary to internally verify 
every aspect of the work of Assessors at each internal quality assurance event. A properly 
selected represented sample should identify any issues with assessment activity. 

 
 Selecting a Sample 
 To select a representative sample, the internal quality assurance strategy must take account 

of different factors in order to define the sample.  The key factors to consider are: 
 
 - Sites of delivery 
 - Assessors 
 - Methods for generating evidence 
 - Previous internal quality assurance recommendations 
 - Special arrangements 
 - External quality assurer recommendations. 
 
 The sample must be random. It is not necessary to sample across every aspect of the 

programme at each event, but everything must be covered over a period of time e.g. one 
year. 

 
 Using the Selected Sample 
 The internal quality assurance process should check the selected sample in two ways: 
 

(a) By checking that the evidence presented for assessment is appropriate, consistent and 
complete 

(b) By checking specific learning outcomes across a number of Learners and Assessors to 
ensure that evidence presented for assessment is consistent for all learners. 
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7.6 Internal quality assurance Records 
 
It is important that detailed records of internal quality assurance are kept to demonstrate to 
the External quality assurer that the internal quality assurance procedures have been 
carried out and to provide written feedback to Assessors. 
 
What records should be kept? 
Two sets of information should be kept: 
 
(a) Details of the sample taken, usually in the form of matrix. 
(b) The comments and feedback to Assessors following the sample exercise, showing any 

action required and how this was resolved. 
 
 The format for the records can vary. For examples of each form see Appendix 4 and 5. 



 
 
 

 

 
 

59 

NOCN Level 2 Certificate in Principles of Providing Security Services 
 

8.  Quality Assurance and Standardisation 
 

8.1  General Information 
 
 All Centres wishing to deliver the qualification, or units of the qualification, will need to 

demonstrate the ability to manage and deliver the units and/or the qualification, including 
adherence to quality assurance and assessment regulations. 

 
 NOCN will provide guidance and give support in enabling you to use the qualification. 
 
 The NOCN standard quality assurance arrangements and requirements include: 
 

 Internal quality assurance 

 External quality assurance 

 Standardisation. 
 
 

8.2 Audit of Centre Approval  
 
 The NOCN External quality assurer will audit the process of Centre Approval and sample a 

range of Approved Centres to ensure that agreed delivery and assessment procedures are 
in place.  

 
 

8.3 External quality assurance – carried out by an External quality assurer appointed by 
 NOCN 
 
 External quality assurers will be appointed by NOCN and will be fully conversant with the 

subject area and the assessment requirements for the qualification.  
 
 The role of the External quality assurer includes the following:  
 

 Audit of the Centre Approval process 

 Sampling of Centres and their delivery and assessment facilities and practice 

 Monitoring internal quality systems and the sampling of assessment outcomes and 
recording 

 Ensuring that the Assessment Centre processes operate satisfactorily 

 Acting as a source of advice and support 

 Promoting best practice.  
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Key responsibilities of the External quality assurer:  
 

 Ensuring compliance with the qualification specification and assessment requirements.  

 Ensuring approved Centre procedures are followed 

 Assessing the quality of the learner experience  

 Scrutinising internal monitoring activity 

 Reporting to NOCN on the outcomes of external scrutiny in relation to the operation of 
the marking scheme and the maintenance of standards.  

 Verifying achievement for unit and qualification certification. 
 
 
8.4  Standardisation 
 
 Standardisation is a process that promotes consistency in the understanding and application 

of standards, it: 
 

 establishes statements on the standard of evidence required to meet the assessment 
criteria for the units in NOCN qualifications 

 makes recommendations on assessment practice 

 produces advice and guidance for the assessment of units 

 identifies good practice in assessment. 
 

 It is a requirement of the Centre Approval Process that each Centre offering the units from 
the qualification must contribute assessment materials and learners’ evidence for 
Standardisation if requested. 

 
 NOCN will notify Centres of the required sample for Standardisation purposes. Assessment 

materials, learners’ evidence and tutor feedback will be collected by External quality assurer 
on behalf of NOCN.   
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9.  Offering the qualification 
 
9.1 Approval to Offer the qualification or units of the qualification 
 
 Centres who wish to use the qualification, or units of the qualification, should:  
 

 Contact NOCN for information and support.  Please contact the Quality & Compliance 
Team at NOCN for further information on 0114 2270500 or email 
assurace@nocn.org.uk 

 For new centres complete the Centre Approval Application Form and the Qualification 
Approval form. 

 For existing, approved NOCN Centres, complete the Qualification Approval Application 
Form. 

 Send the completed form, the required documents and the approval fee to NOCN. 
 
 After initial checking, you may be asked for further information prior to your application being 

passed to the next stage of the centre approval process. NOCN will:  
 

 Carry out a desk based review of the information provided 

 Undertake a centre verification visit to establish whether minimum requirements to 
operate as an Approved Centre are met 

 When all the approval criteria have been met, NOCN will grant approval and allocate a 
unique Centre Number. 

 
 Once approval has been granted, the centre will receive:  
 

 Confirmation of approval 

 A unique NOCN Centre Number 

 Further information about running the qualification 

 Log on details for the NOCN website.  
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9.2 Supporting information for Centres on approval to offer the qualification or units of 
the qualification 

 
 a) Centres should always seek the assistance of NOCN, who will advise on the use of the 

qualification and units of the qualification, including the requirements for assessment. 
 
 b) The Centre Approval process seeks to establish that centres have in place: 
 

 A clearly defined organisational structure to support the management and 
delivery of security industry qualifications. 

 Robust quality assurance procedures. 

 Suitable teaching and learning resources. 

 Sufficient experienced and qualified tutors. 

 Adequate learner support arrangements. 

 Arrangements for establishing candidate’s competence in the use of the 
English language (oral and written), and procedures for providing additional 
support where it is identified that this is required. 

 Sound administration systems. 

      Appeals procedures.  
 

Guidelines on the minimum requirements for Centre Approval can be found on 
the NOCN website: www.nocn.org.uk.   

 
c) Each Centre should identify a Centre Contact who will be responsible for the 

qualification and/or units of the qualification within the Centre. Where Centres are 
offering more than one qualification the Centre Contact should be the same person.  

d) The Centre Contact is the person responsible for confirming and ensuring that the 
Centre will comply with all requirements for the delivery of NOCN Security Industry 
Qualifications.  

e) Confirmation of approval to offer the qualification/units of the qualification will be 
returned to the Centre Contact. This confirmation should be retained by the Centre.  

f) The Centre Contact is responsible for ensuring that information relating to the 
qualification is distributed as required within the Centre and that the security 
requirements for the external examinations are adhered to.  

   
g) Each Centre should identify a Centre Contact who will be responsible for the 

qualification and/or units of the qualification within the Centre. Where Centres are 
offering more than one qualification the Centre Contact should be the same person.  

h) The Centre Contact is the person responsible for confirming and ensuring that the 
Centre will comply with all requirements for the delivery of NOCN Security Industry 
Qualifications.  

i) Confirmation of approval to offer the qualification/units of the qualification will be 
returned to the Centre Contact. This confirmation should be retained by the Centre.  

http://www.nocn.org.uk/
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j) The Centre Contact is responsible for ensuring that information relating to the 
qualification is distributed as required within the Centre and that the security 
requirements for the external examinations are adhered to.  

 
9.3 Human Resources 
 

Trainers delivering learning leading to licence-linked qualifications must demonstrate that 
they have the necessary experience, knowledge and understanding of the sector in which 
they are delivering training and must have successfully completed a formal teaching or 
training qualification.    
 
This means that trainers must:  
 

 Be fully competent in training/facilitation skills.  
 

 Have achieved, as a minimum, the Level 3 Award in Education and Training (QCF), or 
recognised equivalent such as: 

o PTLLS, CTLLS or DTLLS 
o Certificate in Education 
o Post Graduate Certificate in Education 

 

 Have three years front-line operational experience (relevant to the sector that they are 
delivering training) in the last ten. 
 

 Undertake Continuous Professional Development (CPD) in order to keep their 
occupational expertise up to date.  A minimum of 30 hours CPD activity each year is 
required, with evidence to be made available for external audit.  Suitable activities would 
include: 

o Attendance at relevant training events, conferences and seminars 
o Continuing work experience in the sector 
o Increasing professional knowledge through self-study or other means 

 

In addition, trainers delivering Unit 2:  Conflict Management within the Private Security 
Industry are required to hold a qualification at or above NQF/QCF Level 3 in The Delivery of 
Conflict Management Training. 

 
9.4 Teaching/Learning Resources  
 
 The Centre should have access to an appropriate range of teaching/learning materials, 

including:  
 

 An outline course programme.  

 Tutor briefing notes.  

 Student handouts.  

 Visual aids.  
 
 In addition the Centre should have policies and resources to support:  
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 Learner and learning support.  

 Equal opportunities.  
 
9.5  Course Venues  
 
 The course should be conducted at a location that has dedicated training rooms, suitable 

for scenario based learning. The training rooms should be equipped with suitable visual aid 
equipment (ideally to be compatible with PowerPoint software), tables, chairs etc. Where 
facilities for PowerPoint are not available, OHP slides or acetates are an acceptable option, 
provided they are of an adequate size for visibility. 

 
9.6 Examination Venues  
  
 Centres must ensure that examinations take place in a suitable assessment environment.  
 
 This means that:  
  

  Any room in which an examination is held must provide candidates with appropriate 
conditions for taking the examination. Particular attention should be given to conditions 
such as heating, lighting, ventilation and the level of outside noise.  

 

  Display material, such as posters, wall charts, information leaflets, which might be 
helpful to candidates must not be visible in the examination room.  

 

  A reliable clock (or other suitable time keeping device, for example, time displayed via 
a computer screen) must be visible to each candidate in the examination room. The 
clock/display must be large enough for all candidates to read clearly. 

  

  The following items should be on display in the examination room:  
   

 A poster advising candidates that mobile phones should be switched off.  

 Examination notice for candidates.  

 Centre appeals procedure.  

 Emergency/evacuation procedures.  
 

 There should be a sign, clearly visible to others in the building, that an examination is 
taking place.  

 

 Information must be visible to all candidates showing the Centre number, batch number 
and the start and finish times of the examination.  

 

 Seating arrangements must prevent candidates from overlooking the work of others. 
In particular, the minimum distance in all directions from centre to centre of candidates’ 
chairs must be 1.25 metres. 

 

 All candidates should be seated facing the same direction.  
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 For written examinations, each candidate should have a separate desk or table large 
enough to hold question papers and examination response sheets. Candidates who 
are not seated at individual desks must be far enough apart (minimum 1.25m) so that 
their work cannot be seen by, and contact cannot be made with, other candidates. 
 

 For computer-based examinations: the room layout must be planned to prevent 
screens being read by other candidates; there must be at least 1.5 metres from the 
centre of each screen to the centre of the next screen; the clock is displayed on every 
computer screen in use; a trained administrator must be available during the 
examination to deal with any technical queries that may arise.  

 

 There must be space for the invigilator to sit.  
 
 Centres are required to maintain records of how examination venues meet these criteria, 

which must be made available to NOCN on request.  
 
 False or misleading statements by Centres in respect of examination venues may result in 

immediate suspension or withdrawal of Centre approval, and examination papers may be 
declared void. 

 
 
9.7  Record keeping  
  
 Centres must have robust systems in place for the recording of candidate training, 

examinations and achievements.  For licence-linked units this includes the retention of 
candidate photographs and signatures, for a period of three years, in case of enquiry relating 
to candidate identity during the licence application process. 
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Appendix 1:  Qualification and Competency requirements for Tutors, 
Assessors and Internal quality assurers 
 
The following occupational experience, qualifications and experience of assessment and/or 
internal quality assurance are required: 
 
1. Occupational Experience 
 Assessors should meet the minimum standards of experience in the security industry as 

identified by the Security Industry Authority for the licence to practice qualifications. 
 
2. Qualifications 
 Assessors and Internal quality assurers should possess a recognised assessor and/or 

internal quality assurer qualification, such as D32/33/34 as appropriate to their role or the 
equivalent A and V units obtained as either stand alone units or as part of an N/SVQ in 
Training/Learning and Development at Level 3 for assessors or Level 4 for Internal quality 
assurers. 

 
 Trainers delivering learning leading to SIA licence-linked qualifications must demonstrate 

that they have the necessary experience, knowledge and understanding of the sector in 
which they are delivering training and must have successfully completed a formal teaching 
or training qualification.    
 
This means that trainers must:  
 

 Be fully competent in training/facilitation skills.  
 

 Have achieved, as a minimum, the Level 3 Award in Education and Training (QCF), or 
recognised equivalent such as: 

o PTLLS, CTLLS or DTLLS 
o Certificate in Education 
o Post Graduate Certificate in Education 

 

 Have three years front-line operational experience (relevant to the sector that they are 
delivering training) in the last ten. 
 

 Undertake Continuous Professional Development (CPD) in order to keep their 
occupational expertise up to date.  A minimum of 30 hours CPD activity each year is 
required, with evidence to be made available for external audit.  Suitable activities would 
include: 

o Attendance at relevant training events, conferences and seminars 
o Continuing work experience in the sector 
o Increasing professional knowledge through self-study or other means 

 

In addition, trainers delivering Unit 2:  Conflict Management within the Private Security 
Industry are required to hold a qualification at or above NQF/QCF Level 3 in The Delivery of 
Conflict Management Training. 
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3. Experience 
 Assessors and/or Internal quality assurers should have had recent (i.e. within the past three 

years) experience of assessment or internal quality assurance associated with: 
 
 - An NOCN Qualification 
 - A relevant N/SVQ or 
 - Other relevant security industry qualifications where internal assessment and 

verification are required. 
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Appendix 2:   Example of completed Evidence Recording Form 
 
 

Learning Outcomes 
 

Assessment Criteria Assessment 
Activity  

Portfolio 
reference 

Date 
completed 

1.  Understand how a customer’s or 
client’s interactions with 
employees influence their 
opinion of the organisation as a 
whole. 

 

1.1 Explain how an employee’s self-presentation can affect a 
customer’s opinion of the individual and their organisation. 

 

Personal 
statement 

  

1.2 Explain why keeping customers satisfied is important to 
organisations. 

Personal 
statement 

  

2. Understand why organisations 
normally have protocols for 
dealing with customers. 

 

2.1. Describe the key areas likely to be contained in a customer 
service protocol. 

Personal 
statement 

Pages 
45-65 

10/5/2014 

2.3  Explain why it is important for employees to follow customer 
service protocols. 

Personal 
statement 

  

3. Interact positively with 
customers in line with given 
protocols. 

3.1 Follow an organisation’s protocols to provide answers to 
commonly occurring customer queries or meet commonly 
occurring customer requests. 

Observation 
report 

  

3.2  Communicate appropriately with customers. 
 

Observation 
report 

Pages 
66-68 

14/6/2014 

3.3  Explain the procedures within an organisation for dealing with 
customer problems and complaints. 

Observation 
report/Q&A 

  

3.4  Describe when it would be necessary to involve colleagues in 
assisting the customer. 

Observation 
report/Q&A 

  

 

Learner Name:   ________________ Joanne Bloggs Learner Signature:  J Bloggs 

  I can confirm that this is my own work 

Date:3/7/2014 

Assessor Name:   _________________ Samuel Flint Assessor Signature: Samuel Flint 
  I can confirm that the learner has achieved the full unit 

Date: 3/7/2014 

Internal quality assurer Name:  ___ Jean Jones Internal quality assurer Signature: Jean Jones 
  I can confirm that I am verifying the assessors’ decision 

Date:1/8/2014 
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Appendix 3:  Internal quality assurance Sampling Matrix 
 

Assessor Site Learner Unit Number IV 
Signature 
& Date 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 

 
 

                              

 
 

                               

 
 

                               

 
 

                               

 
 

                               

 
 

                               

 
 

                               

 
 

Comments 
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Appendix 4:  Internal quality assurer Feedback Form 
 

Internal quality assurer: 
 

Assessor: 
 

 

Evidence Reviewed: 
 
 
 
 
 

General Comments: 
 
 
 
 
 

Feedback to Assessor (as appropriate): 
 
 
 
 
 

Action Plan: 
 
 
 
 
 

 

 
Signed: .......................................................................  
Internal quality assurer 

 
Date: ............................................  

 
Signed: .......................................................................  
Assessor 

 
Date: ............................................  

 
Action completed 

 
Signed: .......................................................................  
Internal quality assurer 

 
Date: ............................................  

 
Signed: .......................................................................  
Assessor 

 
Date: ............................................  
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