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Introduction

About EDI

EDI is one of the largest awarders of accredited vocational qualifications in the UK and has
been involved in providing qualifications for employment for over 100 years. We work with over
1400 centres and we award over 140,000 vocational qualification certificates every year. Our
vocational qualifications are developed in collaboration with industry and are used by students
and employers as a benchmark for practical skills and quality. They include National
Vocational Qualifications (NVQs), Scottish Vocational Qualifications (SVQs), Vocationally
Related Qualifications (VRQs), Technical Certificates, Apprenticeships and Skills for Life
qualifications.

EDI qualifications are accredited on the National Qualifications Framework and are eligible for
government funding. EDI qualifications are also accredited on the Qualifications and Credit
Framework (QCF). EDI offers unrivalled centre support, through online administration,
resources and customer care.

In addition, EDI provides a wide range of services for training providers, colleges, employers
and schools including customised assessments, bespoke training programmes, innovative
interactive online assessments mapped to the national curriculum, an electronic portfolio
system, access to high volume printing and broadband facilities. For more details, please visit
the EDI website: www.ediplc.com.



http://www.ediplc.com/




What is the QCF?

The Qualifications and Credit Framework (QCF) is a unitised qualification framework
underpinned by a system of credit accumulation and transfer. Every unit on the framework will
have a credit value which is based on the notional learning hours for that specific unit (for
further information see the section: What is credit?). The QCF is designed to allow learners to
achieve credit for individual units or qualifications, providing learners with the opportunity to
accumulate credit at their own pace and use it to claim for a qualification when they are ready.

Quialifications within the QCF

There are three sizes of qualifications in the QCF:

A Awards (1-12 credits)

A Certificates (13-36 credits)

A Diplomas (37 credits)

It is possible to have all three of these qualifications at each level, for example, Level 1 Award,
Certificate or Diploma in Business Skills. This is because the classification of the qualification
as an Award, Certificate or Diploma refers to the size of the qualification, not the level of

difficulty.

Each qualification title will contain the level of qualification (e.g. Entry 2), the size
(award/certificate/diploma) and details indicating the content of qualification. For example:

A EDI Level 2 Award in Business Skills
A EDI Level 1 Certificate for IT Users (IT Q)

A EDI Level 3 Diploma in Hospitality Supervision and Leadership Principles

What is C redit?

Every unit and qualification on the QCF has been given a credit value, which denotes the
number of credits that will be awarded to each candidate who successfully completes the unit
or qualification.

A 1 credit represents 10 notional learning hours

Notional learning hours represent the amount of time a learner is expected to take, on average,
to complete the learning outcomes of the unit to the standard required within the assessment
criteria. It is important to note that notional learning hours is not the same as guided learning
hours (GLH). GLH represents the hours during which a tutor or trainer is present and
contributing to the learning process. Notional learning hours represents the hours which are
needed to successfully cover all the learning required to achieve the unit, either guided or
independently.



Rules of Combination

Every qualification on the QCF is structured through rules of combination. Rules of combination
are important because they define the number of credits which need to be achieved and where
these credits must come from in order for a learner to achieve the qualification. Rules of
combination also state what the potential is for learners to transfer credits between
qualifications and awarding bodies.

QCF IT System

QCA have worked in partnership with the agency, Managing Information Across Partners
(MIAP) in order to set up a learner registration system. This service has been designed to
support the QCF and facilitate the process of credit accumulation and transfer. The learner
registration system allows learning providers to request Unique Learner Numbers (ULN) and
individual Learner Achievement Records (LAR) for all candidates who wish to complete a unit
or qualification on the QCF.

The Learner Achievement Record (LAR) is an electronic system which enables learners to
record their achievements in a central location. Learners are able to make their LAR visible to
potential employers and learning providers as required. QCA have developed a guidance
documententitted,Lear ni ng Provider 6s Gui dewhiclois dvalable @
download on the QCA or EDI website.

If you would like further information regarding the QCF IT system please contact MIAP, either
through their website: www.miap.gov.uk/Irs/ or email: Irssupport@miap.gov.uk.
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http://www.miap.gov.uk/lrs/

Appeals Procedure for Learners

If a learner is dissatisfied with an assessment outcome, they have the right of appeal. There
are 3 stages in the appeals procedure and each stage must be exhausted before proceeding to
the next one. Learners are advised to keep their own copies of all the documents used in the
appeals procedure.

The main reasons for an appeal are likely to be:

A learners do not understand why they are not yet regarded as competent, due to lack of or
unclear feedback from the Assessor

A learners believe they are competent and that the Assessor has misjudged them, or has
failed to utilise some vital evidence.

Stage 1

If learners receive a decision they are unsatisfied with, they have the right to appeal directly to
the Assessor who carried out the assessment. The appeal must be in writing and clearly
indicate:

A the points of disagreement

A the evidence in the portfolio that the learners believe meets the requirements for claiming
competence.

Stage 2

Learners who are not satisfied with the outcome of their Stage 1 appeal can next appeal to the
centre Internal Verifier. This appeal must be in writing, but need not repeat the detail provided
at Stage 1 as all the documentation used at Stage 1 will be passed to the Internal Verifier.

Stage 3

Learners who are not satisfied with the outcome of their Stage 2 appeal and who have
exhausted all centre appeals procedures may proceed to Stage 3. This appeal must be in
writing to the EDI Quality Assurance Manager, and must be accompanied by copies of all
documentation from Stages 1 and 2. There must also be evidence that the learner has
exhausted all the centre internal appeals procedures.

An investigation will be undertaken on behalf of EDI and the EDI appeals panel will compile a
report for consideration. This consideration will lead to one of two decisions:
EITHER the appeal will either be upheld or rejected
OR the appeals panel will appoint an independent Assessor and require the
learner to re-submit their portfolio and be available for interview on an agreed

date. The independent Assessor will then report to the appeals panel. The
appeal will either be rejected or upheld.

The decision of the appeals panel will be final.



Fee for A ppeal

A fee is payable for an appeal. The current fee is listed in the Fee Sheet available from EDI
Customer Service. The fee will be refunded if the appeal is upheld.

Summary

The appeals procedure aims to ensure the following:

A the operation of the appeals procedure, and results arising from it, are monitored to
determine future policy

A all learners' complaints are acknowledged and investigated to establish the facts and
evidence supporting the appeal. If a complaint is considered justified, remedial action will
be taken

A all learners who register an appeal will receive a formal reply within 8 weeks. Itis
intended that the response will be to the mutual satisfaction of the learner and EDI.

The appeals procedure must be communicated and available in writing to all learners as well as
the action they need to take to make use of it.

Composition of the Appeals P anel

The appeals panel will comprise the chair and three independent members of the Standing
Committee, the Head of Product Development and the Quality Assurance Manager.



EDI Level 2 Award in Door Supervision

Aims

The EDI Level 2 Award in Door Supervision is a programme designed to meet the needs of
learners who require a qualification which will enable them to apply for a Security Industry
Authority (SIA) licence for door supervisors. The qualification is based on the SIA Specifications
for Learning and Qualifications (2009), which covers the necessary understanding and skills
required by individuals who work to provide a more secure leisure environment.

Aims

A To provide the learner with the basic knowledge and understanding to ensure the
provision of a professional level of service as a door supervisor; and to address the
licensing requirements in the SIA regulated, operational environment.

< —

Objectives

A Devel op the | ear ner 6s nuhe prieate sdcumity iddustrgy of wor Ki

A Devel op the | eargmedkidowledgerofdwerkirg tassardaor sapervisor

A Develop the | earnerbds abilities to recogn

A Develop the | earnerds understanding of ph

A Devel op the | earner 6s Kk n othdwordpipee inolidingh e al t h
awareness of emergency procedures

A Provide the learner with knowledge of the law and legal issues

A Enable the learner to implement effective methods of communication

To enable employment as a door supervisor an individual must be granted an SIA
licence. To apply for a licence he/she must have achieved a door supervisors
qualification approved by the SIA

EDI Level 2 Award in Door Supervision contains four mandatory units.

Opportunities for further learning and / or qualifications ¢ ould include:

A EDI Level 2 Award in CCTV Operations (PSS)

A EDI Level 2 NVQ in Providing Security Services

A EDI Level 3 Award for Professional Investigators

A EDI Level 3 Award for Deliverers of Physical Intervention Training in the Private Security

Industry

Previous Learning R equirements

There are no formal entry requirements; this qualification is open to all learners who are
preparing to work, or who already work, in the private security industry and who require an SIA
licence to practise.

What level of key skills will be required?

Learners should be able to work at or above Level 1 Communication, Problem Solving and
Working with Others.

Learners who are not operating at this level may require support with literacy in order to
achieve a successful outcome. Please also see SIA English Language Competency
requirements on page 13.



Guided Learning H ours

We recommend that 38 guided learning hours (GLHs) provide a suitable course length for an
baveraged candidate at this | evel

The SIA stipulate that at least 30 hours must be direct contact hours

SIA Guided
Unit Mandatory | learning
Title contact hours
hours
Unit 1 Working in the Private Security Industry 5 hours 10 hours
Unit 2 Working as a Door Supervisor 10 hours 10 hours
Unit 3 Conflict Management for the Private Security industry 7 Y% hours | 8 hours
_ Physical Intervention Skills for the Private Security 7Y% hours 10 hours
Unit 4 Industry

Contact hours are defined as time in the presence of a tutor or trainer or during an
assessment. These co ntact hours are a SIA requirement and may not be reduced under
any circumstances

Guided learning hours include direct contact hours, as well as other time when candidates are

completing work that has been agreed with teachers or training providers. It is the responsibility

of training centres to decide the appropriate co
and level of existing knowledge. It is possible, therefore, that the number of GLHs can vary

significantly from one training centre to another according to candidates' needs.

Credit

The EDI Level 2 Award in Door Supervision has a credit value of 4.

Learners with Particular R equirements

We recognise that some learners wi | | have particular r &g@neisr ement s.
with particular requirements is stated in the EDI Guide for Centres, which is available via

www.ediplc.com or by contacting Customer Services. Please also see SIA English Language

Competency requirements on page 29.

Age Ranges and Geographical Coverage

This programme is suitable for learners aged 18+, 19+, in England, Wales and Northern
Ireland.

Due to the differences in legislation between Northern Ireland and England and Wales EDI
have developed a separate multiple choice question paper for candidates in Northern Ireland.


http://www.ediplc.com/

Structure of the Quialification

To achieve the EDI Level 2 Award in Door Supervision learners must successfully complete

four mandatory units;

Unit EDI Unit | Unittitle Unit | Mode of
number Ref credit | assessment
1 CT154 Working in the Private Security Industry Externally set and
externally marked
1 Multiple Choice Test
CT160 | Working in the Private Security Industry containing 30
(NI questions
2 CT175 Working as a Door Supervisor Externally set and
externally marked
1 Multiple Choice Test
CT178 | Working as a Door Supervisor (NI) containing 35
questions
3 CT153 Conflict Management for the private Externally set and
Security Industry externally marked
1 Multiple Choice Test
CT162 | Conflict Management for the private containing 24
Security Industry (NI) questions
4 CT653 Test-Externally set,
Physical Intervention Skills for the 'r:t:cggzl;é ?grkégla nd
Private Security Industry y
CU653 1 Practical-Externally

set, internally marked
and moderated by
EDI

Assessment M ethods

The assessment for this qualification is through externally set and externally marked multiple
choice tests for units 1, 2 and 3 and a combination of an externally set written test and practical

for unit 4.

Units 1, 2 and 3 will be tested independently through a Multiple Choice Paper available on line
or paper based. Learners should attempt all of the questions. The multiple-choice test is graded

as Pass or Fail.

Assessment in Northern Ireland

This candidate pack can be used to support the delivery of this qualification in Northern Ireland,
England and Wales. Due to the differences in legislation between Northern Ireland and
England and Wales EDI have developed separate multiple choice question papers for

candidates in Northern Ireland.

If you have candidates in Northern Ireland please ensure that you register them for the
Northern Ireland version of the assessment, Campus code AWDSNZ2.
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Acceptable Proof of Identification as Specified by the SIA (Security Industry Authority)
From 1 January 2010 the identification documents requirements are

e TWO (2) identity documents from GROUP A. Of these, at least ONE (1) document must show your current address and at least ONE (1) document must show your date of
birth.
OR

e ONE (1) identity document from GROUP A and TWO (2) documents from GROUP B. Of these at least ONE (1) document must show your current address and at least ONE
(1) document must show your date of birth.

Acceptable forms of identity documents:-

CODE | GROUP ADOCUMENTS

01 Signed valid passport of any nationality

02 Signed UK photo driving licence (both parts of the full or provisional licence are required)

04 Home Office ID card; identity card for British Citizens, ID card for EU or European Economic Area citizens living in the UK, ID card for foreign nationals

05 UK birth certificate or certified copy issued within 12 months of birth, but not a photocopy

06 UK adoption certificate

CODE | GROUP B DOCUMENTS

03 Valid UK firearms licence with photo

08 Valid EU photo ID card

09 Signed UK paper driving licence

10 Marriage certificate or Civil Partnership certificate, with translation if not in English

11 Certified copy (not a photocopy) of a UK birth certificate issued more than 12 months after date of birth

12 Non-UK birth certificate, with translation if not in English

13 P45 statement of income for tax purposes on leaving a job issued in the last 12 months

14 P60 annual statement of income for tax purposes issued in the last 12 months

15 Bank or building society statement issued to your current address, less than three months old, up to 2 statements from different providers are acceptable

16 Mortgage statement issued in the last 12 months

17 Gas, electric, telephone, water, satellite, cable, mobile phone contract or utility bill issued to your current address within the last three months. You can only send us one
utility bill.

18 TV licence in your name and current address issued in last 12 months

19 Pension, endowment or ISA statement issued in last 12 months

20 Certificate of British nationality

21 British work permit or visa issued in last 12 months

22 Letter from H.M. Revenue & Customs, Department of Work and Pensions, employment service, or local authority. You can use more than one letter as long as each is
issued by different Government department or different local authorities. A local authority is someone you pay council tax to

23 A credit card statement sent to your current address within the last three months. You can use more than one statement as long as each is issued by a different service
provider

24 Court summons issued in last 12 months

25 Child benefit book issued in last 12 months

26 A pay slip, with your address and the employer's name or logo, that is less than three months old

27 Second letter, bank or credit card statement providing it meets the requirements specified in 15, 22 or 23
e Please note that UK firearms licence (3) has been reclassified as a Group B document, HM Forces ID has been removed and Home Office ID (4) has been added in

Group A

e All documents from group A and group B must be ORIGINALS and in your current name unless accompanied by a deed poll document that confirms a change of

name, or a valid adoption certificate.

e Pleaseensurethaton e document shows the candidateds current address and one the tchaeithe dat e b s
candidatebés photograph.

e  Multiple forms of ID are not permitted unless otherwise stated.

11
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SIA Guidance Documents

SIA English Language Competence Requirement of Candidates Achieving the
Licence -linked Qualifications

The SIA, in consultation with Skills for Security, specifies the following:

Communication in English is an integral requirement of the SIA competencies. This is made

explicit in particular competence statements and in relation to the title of the Part, or Session,

which deals with 6Communication and Conflict Man
demonstrate their competence in English in an applied context in relation to other areas of the

specifications and competence needs to be considered holistically, with the aim that the

candidate should be able to demonstrate these same competencies effectively in the

workplace. To not be able to do so could have health and safety implications for the individual,

and for others, in the workplace.

For the above reasons it would not be appropriate for candidates, for who English is their
second language, to be provided with a scribe or reader to assist them in their assessment. To
do so would also provide an unfair advantage to such candidates.

Training centres should be advised to carry out initial assessment of candidates to identify their
particular needs at the earliest stage. In the case of candidates for whom English language
communication skills are a weakness (and other particular needs considerations do not apply) it
would be appropriate to direct them to undertake additional learning to develop these skills.

Due to the recurring nature of queries on this subject, it would be helpful to training centres if
awarding bodies clarified this policy in their guidance to centres.

13
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Unit 1 Working in the Private Security Industry

This unit is intended for people who want to work in the private security industry and who
require an SIA licence to practise. It covers those areas of content that are common across
different sub-sectors: door supervision, security guarding, CCTV operations, vehicle
immobilisation, and cash and valuables in transit.

Credit value 1

Level 2

1. About this unit

Everyone working in the private security industry needs to have a sound understanding of a
range of issues which are the same across all the sectors of the industry. This unit draws those
subjects together in a single unit which can then form the foundation for more specialist units
dealing with each specific sector individually.

The subjects covered in this AWorking in the pri-
understanding of the private security industry itself, how it is regulated and the various pieces of

legislation available to those working within it. Common features of health and safety at work

legislation, practice and procedure are also included, along with dealing with fires and other

emergency situations likely to be encountered. The Unit also covers the basic communication

skills needed by people working within the private security industry, particularly in the context of
customer care.

2. Learning Outcomes
In order to achieve the learning outcomes the learner will:
LO1: Know the purpose and main features of the private security industry

LO2: Understand the legislation that is relevant to people working in the private security
industry

LO3: Understand relevant aspects of health and safety in the workplace
LO4: Know how to apply the principles of fire safety
LO5: Know how to deal with non-fire-related workplace emergencies

LO6: Understand the principles of effective communication and customer care in the private
security industry

15



UNIT 1 Working in the Private Security Industry

Learning outcomes

The learner will

Assessment criteria

The learner can

1.  Know the purpose and main 1.1 Define the main purposes of the private
features of the private security security industry
industry.

1.2 Identify different sectors and career
opportunities within the private security
industry

1.3 State the main aims of the Private Security
Industry Act

1.4 Identify the main functions of the Security
Industry Authority and other key bodies within
the private security industry

1.5 Describe the main qualities required by
security industry operatives

2. Understand the legislation that is 2.1 Identify the differences between civil and
relevant to people working in the criminal law
private security industry

2.2 Identify aspects of human rights legislation
that are relevant to the private security
industry

2.3 State the data protection principles outlined in
data protection legislation

2.4 Describe types of discrimination that can
occur in the workplace

2.5 Identify how equal opportunities legislation

applies in the workplace

16




3. Understand relevant aspects of 3.1 Outline the importance of health and safety in
health and safety in the the workplace
workplace
3.2 Identify the main responsibilities of
employees, employers and the self employed
under health and safety legislation
3.3 Identify ways of minimising risk to personal
safety and security
3.4 Describe safe methods of manual handling
3.5 Identify typical hazards in the workplace
3.6 Ildentify commonly used safety signs
3.7 Describe appropriate reporting procedures for
accidents and injuries
4. Know how to apply the principles | 4.1  Describe how fire can be prevented
of fire safety
4.2 ldentify the three components that must be
present for fire to exist
4.3 ldentify fires by their classification
4.4 Identify the types and uses of fire
extinguishers and fire fighting equipment
4.5 State appropriate responses on discovering a
fire
4.6 Explain the importance of understanding fire
evacuation procedures
5. Know hOW to deal W|th non-fil’e- 51 De f | ne t h e term é e mer
related workplace emergencies workplace
5.2 Identify types of workplace emergencies
5.3 Identify appropriate responses to workplace
emergencies
5.4 Outline the procedures for dealing with bomb
threat warning calls
5.5 Identify appropriate responses to situations

requiring first aid

17




Understand the principles of
effective communication and
customer care in the private
security industry

6.1

6.2

6.3

6.4

6.5

6.6

Describe the elements of the communication
process

Identify methods of verbal and non-verbal
communication

Identify common barriers to communication

State the importance of effective
communication in the workplace

Identify different types of customers and how
their needs can vary

Describe the principles of customer care

18




3. Content
LO 1 Know the purpose and main features of the private security industry

1.1 Main purposes of private security industry, e.g.

Protecting people, premises and property

Part of the Aextended policing
Control of access and exit

Enforcement of rights of private property owners

Assistance to police / law enforcement agencies where appropriate

T I > > D

1.2 Different industry sectors:
Licensed activities:

Security guarding

Key holding

Door supervision

CCTV operatives (Public Space Surveillance)
Cash and Valuables in Transit

Close Protection

Professional investigators

Vehicle Immobilisation

I v I I I

General styles of delivering security services, e.g.:

A Static / Mobile
A Uniformed / Plain clothed

Principle client groups, e.qg.:

Financial institutions
Retail stores
Licensed premises
Offices

Industrial sites
Event venues

I I D

Career opportunities, e.g.:

A Supervisory / management roles
A Training roles

1.3 Main aims of Private Security Industry Act:

Private Security Industry Act 2001 (particularly s.1)
Strategic aims: setting, maintaining and raising standard
Regulation of industry

Introduction of SIA

> I >

19
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1.4 Main functions of SIA and other key bodies:
Functions of SIA, e.g.:

A Licensing process and procedure
A Setting training requirements
A Enforcement / prosecution

Functions of Skills for Security, e.qg.:
A Developing / updating national occupational standards
Functions of Information Commissioner, e.g.:

A Enforcement of Data Protection Act

A Issue of Codes of Practice, etc

A Registration of data controllers

A Monitoring, enforcement and prosecution

Functions of local authorities, e.qg.:

A Licensing role
A Health and safety role
A Monitoring, enforcement and prosecution

Functions of Health and Safety Executive (HSE) / Health and Safety Executive for
Northern Ireland (HSENI), e.g.:

A Enforcement of Health and Safety at Work legislation
A Issue of Codes of Practice, etc.
A Enforcement, investigation and prosecution

Functions of British Standards Institute, e.qg:

A Issuing and updating industry standards
A Relevant British Standards (e.g. BS7690, BS7499, BS7858, BS7958,
BS7872, BS7984, BS8507)

Roles of other representative industry bodies and associations, e.g.:

A National Security Inspectorate (NSI)
A British Security Industry Association (BSIA)
A Joint Security Industries Council (JSIC))

1.5 Main qualities required by security industry operatives, e.g.:

Principles of customer care

Recognising customer needs

Presenting a professional image
Interpersonal skills

Team working skills

Continuous professional development (CPD)

I I I I > D
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Compliance with SIA Code of Conduct:

Personal appearance

Attitudes and skills

General conduct

Company values and standards

T > >

LO 2 Understand the legislation that is relevant to people working in the private security
industry

2.1 Differences between civil and criminal law:

Criminal prosecution -v- civil actions

Purposes

Procedures

Role of state agencies (e.g. police, CPS) and others (e.g. solicitors)
Types of Court and Tribunal

I v > D

Common examples of criminal offences, e.g.:

Theft

Criminal Damage

Assaults

Harassment

Public order offences (e.g. threatening, etc. behaviour)
Fraud

Burglary

Robbery

Weapons and firearms offences
Drug offences

Licensing Act offences

Road traffic offences

T I I T I I T I D D I

Common examples of civil matters:

Trespass

Negligence

Road traffic collisions
Breaches of contract

Employment disputes

I I > > D

Different powers available, e.g.:

A AAny persondo power of arrest (s.24A Polic
as inserted by s.110 Serious Organised Crime and Police Act 2005) / s.26A
Police and Criminal Evidence (Northern Ireland) Order 1989 as inserted by
s.15 Police and Criminal Evidence (Amendment) (Northern Ireland) Order
2007)

Use of force, e.g.:

A Self-defence and defence of others (Common Law)

A Making a lawful arrest (s.3 Criminal Law Act 1967) / s.3 Criminal Law Act
(Northern Ireland) 1967)

A Prevention of crime (s.3 Criminal Law Act 1967) / s.3 Criminal Law Act
(Northern Ireland) 1967

21



T > I D

Ejection of trespassers (Common Law)
Reasonable, necessary and proportionate
Search, etc. as a condition of entry / employment
Powers as agents of private property owner

2.2 Relevant aspects of Human Rights legislation:

A

Human Rights Act 1998

European Convention on Human Rights, e.qg.:

I v I I

Article 2: Right to Life

Article 6: Right to a Fair Trial

Article 8: Right to Privacy

Article 10: Freedom of expression
Article 11: Freedom of assembly
Article 14: Prohibition of discrimination

Types of right:

I I I > D D

Absolute

Qualified

Positive and negative obligations

Public authorities

Princi pl ei pooportiGinglity Aedality, accountability, necessity
Impact on private security industry activities

2.3 Principles of Data Protection Act 1998

I Iy D D

Definition of fAdatao

I nf ormati on Commi ssionerds Code of
The eight principles of data protection

Data controllers

Subject access requests

Security of data

Impact on private security industry activities

2.4 Discrimination in the workplace:

Definitions of discrimination, stereotyping and prejudice

Legislation, e.g.:

P> > >

Sex Discrimination Act 1975 / Sex Discrimination (Northern Ireland) Order
1976 (and related legislation)

Race Relations Act 1976 / Race Relations (Northern Ireland) Order 1997
(and related legislation)

Disability Discrimination Act 1995 (and related legislation)

The Equality Act (Sexual Orientation) Regulations 2007

Single Equality legislation

Equality legislation related to employment

Implications of breach of legislation (for employee and company)

The six principle diversity strands:

22
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T I > I

Age

Disability

Gender

Race / ethnicity
Religion / faith
Sexual orientation

Direct and indirect discrimination

The impact and implications of stereotyping and prejudice
Impact on private security industry activities

2.5 Equal opportunities in the workplace:

Definition of Equal Opportunities Legislation, e.g.:

DD >y P> Dy

Sex Discrimination Act 1975 / Sex Discrimination (Northern Ireland) Order
1976 (and related legislation)

Race Relations Act 1976/ Race Relations (Northern Ireland) Order 1997 (and
related legislation)

Disability Discrimination Act 1995 (and related legislation)

Single Equality legislation

Equality legislation related to terms and conditions of employment
Implications of breach of legislation (for employee and employer)

How unequal opportunities may be created

Direct and indirect inequality

The impact and implications of unequal opportunities

Impact on private security industry activities

LO 3 Understand relevant aspects of health and safety in the workplace

3.1 Health and Safety in the Workplace:

Role of Health and Safety Executive (HSE) Legislation/ Health and Safety
Executive for Northern Ireland (HSENI) e.g.:

A

A
A

I I I > D

Health and Safety at Work Act 1974 / Health and Safety at Work (Northern
Ireland) Order 1978

Management of Health & Safety at Work regulations

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
( A Rl DD OR dRepottiry ®fanjuries, Diseases and Dangerous
Occurrences Regulations (Northern Ireland) Order 1997

Noise regulations

Manual handling regulations

Use of display screen equipment regulations

Working at height regulations

Control of Substances Hazardousto Heal t h regul ations

Guidance issued by HSE/HSENI, e.g.:

I > > D

Guidance related to the above legislation
Working alone guidance

Guidance on dealing with work-related stress
Impact on private security industry activities

3.2 Responsibilities under Health and Safety legislation:

23
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Of employers, e.g.:

Safe working environment

Safe access and egress

Risk assessments and control measures

Personal protective equipment (where appropriate)
Health monitoring checks (where appropriate)
Policies, procedures and standard operating practices
Written record

Consultation with employees

Training, guidance and advice for employees
Supervision and management of employees
Investigation of accidents and near misses

Concept of duty of care

Concept of vicarious liability for actions of employees

T 0 > > T I T I D D D D I

Of employees, e.g.:

To cooperate with employers

To follow appropriate systems of work

Not to take risks with their own safety or that of others

To use personal protective equipment and other equipment (where provided)
Vigilance for, and reporting of, hazards

To report accidents and near misses

T v I I I

Of self-employed, e.g.:

A Relevant responsibilities of both employers and employees
A Conduct of risk assessments for own activity
A Responsibility for own safety

3.3 Minimising risks:
Risk assessment, e.g.:

A Identifying, assessing and minimising threats
A Control measures

A Generic and dynamic risk assessments

A Hazard recognition, reporting and removal

3.4 Manual handling:
HSE/HSE NI guidance, e.g.:

AGetting to Grips wihtolr t M&Gmuu adle 6Handl i ng:
Training

Basic manual handling advice, e.g.:
Avoidance of manual handling

Use of machinery and handling aids
Workplace design

Planning of tasks

Recommended manual handling technique

I 30 v I I

3.5 Typical workplace hazards, e.g.:

A Slips, trips and falls
A Moving traffic and machinery
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Working at height
Hazardous substances
Sharps

Transmittable diseases (e.g. hepatitis, HIV
Display screen equipment
Lifting and carrying
Repetitive strain injuries
Noise

Weather conditions
Working alone
Aggression and violence
Work-related stress

3.6 Safety signs:

Types of safety sign:

I I I D

Mandatory

Prohibition

Warning

Standard colours and designs of safety signs
Meaning of safety signs

3.7 Reporting procedures:

Incidents to be reported:

I I I I I I I D D

Hazards

Accidents

Injuries

Near misses

Typical report books and forms

RIDDOR requirements

Roles of employees, employers, HSE/HSE NI and others
Purpose of report

Investigations

LO 4 Know how to apply the principles of fire safety

4.1 Fire prevention:

T 3 v I D D I

Fire risk assessments

Planning and design of workplace, equipment, etc.

Provision of fire extinguishers and other fire fighting equipment

Use of smoke detectors and other automated protection systems
Policies, procedures and standard operating practices

Fire prevention good practice (e.g. guidance issued by fire authorities)
Fire hazard awareness, vigilance and dealing with identified hazards

4.2 Components required for fire:

—

A
A
A

he Afire triangl eo:

Heat (e.g. sources of ignition)
Fuel (e.g. flammable materials)
Oxygen
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4.3 Classification of fires:
BSI Classification system:

Class A: Flammable solids (e.g. wood, paper, plastics)

Class B: Flammable liquids (e.g. petrol, solvents)

Class C: Flammable gases (e.g. mains gas, butane, propane)
Class D: Flammable metals (e.g. magnesium, sodium)
Electrical: Fires involving electricity (e.g. wiring, appliances)
Class F: Cooking oils and fats (e.g. sunflower oil, lard)
Relevance to use of fire extinguishers and other precautions

I 0 I D

4.4 Types and uses of fire fighting equipment:
Fire extinguishers:
Types of extinguisher, e.g.:

Water

Foam

Carbon dioxide (CO2)

Dry powder

Wet chemicals

Colours and markings

Suitability for different classes of fire
Basic methods of use

I Iy D I I

Other fire fighting equipment available for use, e.g.:

Mains water hoses

Fire blankets

Sand buckets

Fire suppression systems (e.g. sprinklers, inert gas systems)
Personal safety when using fire fighting equipment

T v I >

4.5 Response on discovering a fire:
Immediate actions e.g.:
A Raise the alarm
A Evacuate the immediate area
A Call the fire brigade
Tackling a fire e.qg.:
A Need for training in use of extinguishers, etc.
A Dynamic risk assessment
A Personal safety awareness
4.6 Fire evacuation procedures:

Alarm systems:

A Types of alarm
A Use of public address systems (where appropriate)
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Response to fire alarm:

Standard evacuation practices

Fire evacuation rendezvous points (RVPS)
Fire refuge areas

Awareness of evacuation procedures
Personal evacuation plans

T > > >

Impact on private security industry activities, e.g.:

A Vigilance and immediate action if hazards identified
A Role of security staff in evacuation procedures

A Training and awareness of security staff

Impact of evacuation on operations and communications, etc.

LO 5 Know how to deal with non -fire -related workplace emergencies
51 Def i ni tmeong eonfc yfoe

A Basic definition
A Scales of emergency
A Potential impact on security operations

5.2 Types of workplace emergency:
System failures, e.g.:

Gas leaks

Water leaks

Electrical failures

Lighting failures
Communication system failures

> v > > D

Structural problems, e.g.:

A Unsafe buildings or parts of buildings

A Unsafe fittings and equipment (e.g. lighting, generators)
A Unsafe or collapsed railings and fencing

A lcy footways and external areas

Emergencies related to people, e.g.:

Overcrowding

Disorder / Violence

Serious crime (e.g. homicide, GBH, armed robbery)

Widespread illness or injury (e.g. CS gas release)

Panic and hysteria (e.g. overreaction to a relatively minor incident or a rumour)

2> I I > D

Terrorism-related emergencies, e.g.:
A Bomb threats

A Suspected Improvised Explosive Devices (IEDS)
A Explosions and other large-scale attacks
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5.3 Response to workplace emergencies:

Immediate actions by security staff

Assessment of situation

Awareness of common responses to emergencies (e.g. panic, failure to heed
instructions)

Prioritisation of actions

Implementation of evacuation procedures

| mpl ement ation of Ainvacuationo procedur e
safe refuges within buildings)

Liaison with emergency services

Importance of communication

Dealing with injured and ill people

Subsequent actions (e.g. reports, debriefings, welfare issues)

Impact on private security industry activities, e.g.:

Impact on operations

Impact on communications, etc.

DDy P>y DD D

5.4 Bomb threat procedures:
Dealing with telephone threats:

A Handling bomb threat calls (e.g. Home Office/Northern Ireland Office
) recommended good practice)
A Records of calls (e.g. recommended content and use of forms)

Reporting to the police:
A Dealing with bomb threats made by other means (e.g. letter, e-mail)
A Preservation of evidence

Immediate actions if threat made against own premises, e.g.:
A Report to management
A Responsibilities of management
A Searches of premises (if safe)
A Evacuation procedures
Impact on private security industry activities, e.g.:
A Use of bomb threat as a distraction to facilitate crime
A Impact on operations
A Impact on communications, etc.
5.4 Situations requiring first aid:
A Calling the emergency services

A Awareness of, and calling, trained first aiders
A Awareness of locations of first aid kits and other equipment
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Immediate actions by untrained staff, e.g.:

Dynamic risk assessment

Removal of immediate threats if possible and safe

Assessment of situation / gathering of information

Monitoring and comforting casualty

Clearing immediate area and access routes

Gathering first aid kits and other equipment

Following directions given by emergency service telephone operators
Briefing of trained staff on arrival

I 0 I I > I I

LO 6 Understand the principles of effective communication and customer care in the
private securit y industry

6.1 The communication process:
Basic SMR model:

Sender (S)

Message (M)

Receiver (R)

AfiCodingd and Adecodingd of messages
Feedback loops

Clarity

Active listening

I I D D

6.2 Methods of communication:

A Verbal communication
A Paralanguage (e.g. volume, intonation, pitch)
A Non-ver bal communication (Abody | anguageod)

Using radio equipment, e.g.:

Use of phonetic alphabet

Standard radio procedures

Written communication

Relative importance of different communication types

Issues in using different methods (.e.g cultural variation in non-verbal
communication. language difficulties, variations in skill)

I I > > D

Communication with those with special needs, e.g.:

A Children
A Sight or hearing impaired
A Those with learning difficulties or other mental impairment

6.3 Barriers to communication:
Physical barriers, e.g.:

Consumption of alcohol or drugs

Behaviours (e.g. anger, distress, anxiousness, stress)
Location issues (e.g. noise, distance, lighting, distractions)
Discomfort (e.g. heat, cold, hunger, thirst)

Language difficulties

I I I >
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A

Mental illness or impairment

Psychological, e.g.:

I v I I I

Attitudes (e.g. embarrassment, frustration, fear, resistance)
Beliefs

Cultural issues

Personality clashes

Ego

Power and authority issues

Structural, e.g.:

T T I I > D

Design of organisations

Inadequate communication systems

Lack of training

Misunderstanding of role

Impact of barriers to communication

Tactics for overcoming barriers to communication

6.4 Importance of communication in workplace:

> P>

In teamwork (e.g. briefing and debriefing)

Directions of communication (e.g. up, down, lateral)

Types of communications (e.g. formal reports, setting tasks, performance
appraisal, social)

Communication with customers, other organisations and the general public
Written communication in the workplace (e.g. notes, reports, logs, records)

6.5 Types of customer and their needs:

> > >

External customer groups (e.g. clients, visitors, suppliers, emergency
services)

Internal customer groups (e.g. colleagues, supervisors, other departments)
Range of customer needs (e.g. provision of services, quality of service,
information, safety and security, support and assistance)

Different needs of different customer groups in different situations and
contexts

6.6 The principles of customer care:

> B> D> D> D

Compliance with organisational strategy, policy and procedures
Understanding and display of organisational image

Presenting and maintaining a professional image

Establishing an appropriate relationship with customers (e.g. approachable,
helpful, empathy, rapport)

Responding to customer needs and requests

Communication with customers

Typical benefits of good customer care (e.g. customer loyalty, repeat
business, reduced complaints and conflict, enhanced job satisfaction)
Typical impact of poor customer care (e.g. additional problems and conflict,
lost business, damaged reputation, reduced efficiency, stress)
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Unit 2 Working as a Door Supervisor

This unit is intended for people who want to work in the private security industry and who
require an SIA licence to practise. It covers the knowledge and understanding for areas that are
relevant to the role of a door supervisor.

Credit value 1

Level 2

1. About This Unit

This unit provides an overview of the role of Door Supervisors within the security industry
providing a clear understanding of the diverse range of skills required. It emphasises the
degree of professionalism now expected from door supervisors with particular reference to
customer care.

Learners will explore and apply health and safety responsibilities within their job role. Methods
of communication used by door supervisors are considered, so promoting best practice when
carrying out day to day activities such as using radio equipment or report writing. This unit is
designed to build upon the knowledge gained through the common unit.

The unit will develop the | earnerodos knowl edge an
which they have to function as a door supervisor.

2. Learning Outcomes

In order to achieve the learning outcomes the learner must be able to-:

LO1: Understand the behaviour appropriate for individual door supervisors, as defined by the
Security Industry Authorityds (SI A) Standards

LO2: Understand the elements of civil and criminal law relevant to door supervisors

LO3: Understand search procedures and the reasons for having them

LO4: Understand the powers of arrest and related procedures

LO5: Understand relevant drug legislation and its relevance to the role of the door supervisor
LO6: Understand incident recording and crime scene preservation

LO7: Understand licensing law and social responsibility

LO8: Understand and be able to follow procedures for emergency situations
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Unit 2 Working as a Door Supervisor

Learning outcomes

The learner will

Assessment criteria

The learner can

1. Understand the behaviour 1.1 Identify the key elements of the S| A6 s
appropriate for individual door Standards of Behaviour for door supervisor
supervisors, as defined by the
Security I ndustry 12 Statethereasons why standards of behaviour
Standards of Behaviour are required

1.3 Identify the requirements specifically relating
to SlA licensing

1.4 Define the role and objectives of the door
supervisor

1.5 Identify the key qualities of a door supervisor

2 Understand the elements of civil 2.5 State the law relating to use of force
and criminal law relevant to door
supervisors 2.2 Identify the different types of assault as

defined by law

2.3 List offences against property that a door
supervisor may come across

2.4 State the options available to a door

supervisor when the law is broken
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3 Understand search procedures 3.1 State the importance of an admissions policy
and the reasons for having them

3.2 Identify common areas that can be included in
an admissions policy

3.3 Identify the reasons for searching premises

3.4  State how to search people and their property

3.5 State the differences between general,
random and specific searches

3.6 Identify the hazards involved with conducting
searches and appropriate precautions that
can be taken

3.7 State the definitions of offensive weapons

3.8 Outline the procedures for handling and
recording articles, including drugs, seized
during a search

4 Understand the powers of arrest | 4.1 |dentify indictable offences
and related procedures

4.2 ldentify factors to consider when deciding
whether to make a citizen's arrest

4.3  Outline the procedures for making a citizen's
arrest

4.4  Outline the procedures to be followed after a

citizen's arrest
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5  Understand relevant drug 5.1 Identify aspects of current drugs legislation
legislation and its relevance to that apply to the role of the door supervisor
the role of the door supervisor

5.2  State the common indicators of drug misuse

5.3 Identify common types of illegal drugs

5.4  State how to recognise signs of drug dealing

5.5 Ouitline the procedure for dealing with
customers found to be in possession of drugs

5.6 State how to safely dispose of drug related
litter and waste

6  Understand incident recording 6.1 Identify the types of, and reasons for, records
and crime scene preservation needed to be kept by a door supervisor

6.2 Identify incidents which need to be recorded
and when the police are to be called

6.3 State the procedures for record keeping

6.4 Identify the different types of evidence

6.5 Outline the rules to be followed to

appropriately preserve evidence and crime
scenes
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7 Understand licensing law and 7.1 State the licensing objectives under current
social responsibility alcohol licensing legislation
7.2 State the different types of licences issued
and the activities they allow
7.3 State circumstances under which customers
can be ejected
7.4 State police powers with regard to licensed
premises
7.5 State the powers of entry of authorised
persons
7.6 Outline the rights and duties of licensees and
door supervisors as their representatives
7.7 Outline relevant legislation regarding children
and young people
7.8 ldentify activities considered unlawful under
licensing, gaming and sexual offences
legislation
8 Understand and be able to follow | 8.1 Identify common human responses in an
procedures for emergency emergency situation
situations
8.2 State the reasons for having fire risk
assessments and maximum occupancy
figures
8.3 Identify behaviours that could indicate unusual
and suspicious activity
8.4 Identify current counter terrorism issues and
procedures as they relate to the role of a door
supervisor
8.5 Identify common situations requiring first aid
that occur in licensed premises
8.6 State how to safely dispose of contaminated

waste
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3. Content

LO1 Understand the behaviour appropriate for individual door supervisors, as
defined by the Security Industry Authority (SIA) Standards of Behaviour

1.1 SI Adbs Standards obupdBvsdrsavi our f or door

The SIA Standards of Behaviour for door supervisors

A Reasons for having behavioural standards for door supervisors
Personal appearance

Attitudes and skills:

General conduct:

Company values and standards

> > > >

1.2 Reasons for Standards of Behaviour:
A To set, raise and maintain Standards of Behaviour by door supervisors.

1.3 Specific requirements relating to SIA licensing:
The Private Security Industry Act 2001; requirements for door supervision

A SI A6s requirements for |icensing and enforc
A Types of licence
- Front-line

- Non front-line
- Penalties for operating without a licence
- Licence must be clearly displayed with the photograph facing outwards.

1.4 Role and objectives of the door supervisor:

A The main roles of a door supervisor whilst on duty:

Monitor any enforced Health and Safety procedures

Control access

Provide customer interface

Deter/detect criminal activities

The main objectives of a door supervisor whilst on duty

Carry out work related tasks in accordance with employers instructions
Represent the company in a professional manner

Act lawfully within the confines of authority

Access control

Control of behaviour inside the premises

Comply with Health and Safety procedures which ensures the safety of self and
others

A Searching, evicting and arresting people

DD D D D D B>

1.5 Key gualities of a door supervisor:
A Key qualities a door supervisor should possess
Examples:

A Approachable

Assertive

Friendly

Informative

Knowledgeable

Polite

Smart appearance

Team player

D> D> D> >
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LO 2: Understand the elements of Civil and Criminal law relevant to door
supervisors.

2.1 Law relating to use of force:
A Requirements rel ati-whichkw t he use of O6forcebd
A What is meant by o6éreasonabled and 6neces:s
A Limitations to the use of force
- Defence of yourself and others
- Protection of property / prevention of crime
- Lawful arrest and restraint
- Ejection of trespasser
- O6Proportionalityé in relation to the wu
A Justification of use of force
- To self and others
- In court (criminal / civil)
A Relevant legislation
Examples:
A Common law
A Section 3, Criminal Law Act 1967/Section 3, Criminal Law Act (Northern
Ireland) 1967

2.2 Types of assault:

Examples:

A Actual Bodily Harm

Assault on a Police Officer
Common assault (civil)
Grievous Bodily Harm
Racially Aggravated Assault
Sexual Assault.

I > > >

2.3 Offences against property a door supervisor may come across:

Examples:

A Criminal damage

Possession of offensive weapons
Possession or supplying drugs
Prostitution

Theft

Smoking inside premises

> > > > >

2.4 Options available to door supervisor when law is broken:

Examples:
A Arrest
A Monitor and report to police

A

Call for assistance and ejection
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LO 3: Understand search procedures and the reason for having them.
3.1 Importance of admissions policy.

Examples:

A To set the standard of behaviour

A To set standards of dress

A To manage condition of clientele (e.g. intoxication, aggression)

A To manage numbers and compliance with health and safety/fire regulations

3.2 Common areas in an admissions policy:

Examples:

A Admission fee.
Dress code

Search policy
Times of admission
Size of groups-
Age

> > >

3.3 Reasons for searching premises:

Examples:

A Fire exits clear and unlocked

Lighting operational

Check for obvious hazards

Check for suspicious packages

Ensure no customers are locked in premises when closing.

> > >

3.4 Searching people and their property:

Procedure to be followed, for example:

A Witnesses

Condition of entry / remaining in premises
Need for consent

In presence of CCTV if possible

Same gender search process

> > >

3.5 Differences between general, random and specific searches:
A General T everyone is searched.
A Random i e.g. 1in 5 people.
A Specific i Target an individual on specific grounds

3.6 Hazards involved in searches and precautions:

Examples:

A Sharps and needles

Keeping hands out of bags / pockets
Wearing needle-proof gloves

Potential violence

Working with colleague (to provide cover)
Search technigue to minimise vulnerability
Accusations of planting evidence
Presence of withess / CCTV

D> D> D> >
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3.7 Definition of offensive weapons:

Examples:

A Items to cause injury

A Made offensive weapons

A Adapted offensive weapons
A Intended offensive weapons

3.8 Procedures for handling and recording articles seized:

Examples:

A Knowledge of premises procedures

Records in incident books, etc.

Handing over to police / licensee against signature
Not placing items in own pockets.

Personal notebook entries

Secure storage facilities

> > >

LO 4: Understand the powers o farrest and related procedures
4.1 lIdentify indictable offences:

Definition of indictable offences

Examples of indictable offences for example:

A Murder

Rape

Actual bodily harm / Grievous bodily harm
Possession of Class A / Class B drugs
Possession of firearms and weapons
Criminal damage

Inciting violence.
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42 Factors to be considered when deciding on maki

Examples:

A Alternative courses of action

A Arrestis last resort

A Seriousness of offence

A Availability of relevant power (i.e. s.24A Police and Criminal Evidence Act 1984 (as

amended by s.110 Serious Organised Crime and Police Act 2005) / s.26A Police
and Criminal Evidence (Northern Ireland) Order 1989 (as amended by s.15 Police
and Criminal Evidence (Amendment) (Northern Ireland) Order 2007)).

Dangers to others (injury / damage)

Availability of sufficient assistance

Likelihood of resistance

Availability of police to attend and deal with arrest

Other conditions (e.g. no constable present; prevention of harm to others, etc.)
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43 Procedures for citizenbs arrest
A Compliance with legal requirements
A Compliance with procedures
A Examples:

A Identification as door supervisor

A

A

A

State that arrest is being made
State reason for arrest
Calling police as soon as possible
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A

Detaining person until police arrive

4.4 I?rocedures to be followed after arrest:

LO 5:
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Prevent disposal of 