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Welcome to the International Centre for Security Excellence (ICSE) 

Learner Handbook 

 

This handbook is designed to provide our learners with information and 

details relating to ICSE policies and procedures. This handbook will help 

you, the learner, make the most of the programme you are undertaking 

with ICSE. The handbook is part of our ongoing commitment to quality 

and delivering a quality training experience to our learners. We hope 

you will find it a useful resource as you progress through your training 

experience with us. However if you are unsure of any aspect please 

don’t hesitate to contact our head office on 091 534918 or speak with 
your trainer. Our staff will always be delighted to receive your call or 

assist you with any aspect of your training experience. 

 

ICSE is committed to providing learners with: 

 

• Accessible, quality training programmes 

• A learning environment and resources that supports and 

stimulates learners to realise their full potential 

• Accurate information about programmes and expectations 

• Assessment of learning that is fair, valid and timely 

• A skilled, qualified and supportive staff that will treat all learners 

with dignity and respect and be responsive to all learners needs. 

• A fair and consistent application of all rules and regulations 

• A healthy and safe environment that promotes a positive learning 

experience. 

 

We request that participants on our courses familiarise themselves with 

the content in this hand book. 

 

 
 

Mark Toner 

Managing Director ICSE 
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INTERNATIONAL CENTRE FOR SECURITY EXCELLENCE (ICSE) 

 

ICSE are Ireland's premier security training organisation, having trained 

with thousands participants since our inception in 2007. ICSE is 

comprised of security and training professionals who are dedicated to 

raising qualities within the security industry in Ireland. We seek to raise 

training standards within our sector industry by giving our clients and 

participants a cost effective high quality training experience. 

 

We deliver training that is realistic, practical and based on industry best 

practice. Ensuring our learners not only attain the QQI award they need, 

but they are equipped with the real world skills that equips them to 

work immediately at their chosen level in industry. 

 

To date, we have trained with over ten thousand professionals in 

programmes such as security, health & safety and conflict management. 

This number rises every week with many past students returning to 

complete additional courses and clients requesting additional training 

programmes. 

 

We have also delivered a variety of training solutions to staff in other 

frontline sectors. We have delivered training solutions to employees in: 
 

• County Councils 

• Railway Stations 

• Drug Rehabilitation Centres 

• Homeless & Asylum Centres 

• Catering Companies 

• Job clubs & Employment Services 

• Sea Fisheries Protection Authority 

• 2nd and 3rd Level institution 

faculties, services and student 

unions 

• Light Rail Transport 

• Outdoor Education & Activity 

Centres 

• Parking Companies 

• Housing Organisations 

• Healthcare and Hospital staff 

• Prison Officers 

• Security Companies 

• Pubs, Nightclubs, Hostels & Hotels 

• Community Groups 

• Youth Groups 
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ICSE CHARTER 

 

ICSE will make every effort to: 

 

• Offer a high standard of training from appropriately qualified tutors 

whose work is reviewed and supported. 

 

• Ensure courses delivered on time and in training facilities that are well 

equipped within our remit. 

 

• Assess your learning needs to plan a programme to meet your learning 

goals. 

 

• Publish and make available up to date accurate information on all our 

courses including home study material. 

 

• Offer appropriate information, guidance and advice on your work and 

progress before during and after your course. 

 

• Promote a culture against any discriminatory practice outlined by 

published policies and procedures. 

 

• Deal with enquiries whether by letter, email, phone or in person, 

promptly, courteously and accurately. 
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LEARNERS CHARTER 

 

 

We expect Learners to: 

 

• Respect the rights of all ICSE personnel and participants to be able to 

work in a co-operative manner and treat everyone with respect 

regardless of differences in culture, disability, learning difficulties, 

medical conditions, race, ethnicity, gender, age, sexual orientation, 

religion or social class. 

 

• Play an active part in challenging discriminatory behaviour by : 

 

1. Refusing to take part in any unacceptable activity that 

degrades others, such as bullying, harassment or victimisation 

in any form and on any grounds, whether it relates to learners 

or staff.  Any such behaviour will not be tolerated. 

 

2. Behaving in a way that respects the needs of others to learn, 

teach and work. 

 

• Comply with Health & Safety regulations by : 

 

1. Behaving in a way which does not put yourself or others in 

danger 

2. Not attending programmes when under the influence of 

alcohol or illegal drugs 

3. Informing your tutor of any adverse impact on your behaviour 

resulting from prescribed medication. 

4. Maintain a clean and tidy learning environment. 

 

• Make every effort to be on time for your course and bring all the 

necessary equipment and documentation as directed. 

 

• Keep ICSE informed of any changes in your personal details e.g. address, 

telephone number, etc. 

 

• Help us improve our service by giving us feedback and completing 

evaluation forms. 
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PROGRAMME DEVELOPMENT, DELIVERY & REVIEW POLICY 

 

It is the policy of the International Centre for Security Excellence (ICSE) to 

ensure that programmes are of the very highest calibre. This can only be 

achieved by consulting with all stakeholders regarding course content and 

delivery in the design stages. Our courses are designed and delivered in 

accordance with our mission statement. 

 

Newly developed programmes will go through our approval process prior 

to be submitted to QQI for accreditation. 

 

It is also our policy to ensure that all courses are regularly reviewed and 

evaluated both internally and externally. 

 

ACCESS, TRANSFER & PROGRESSION 

 

It is the policy of the International Centre for Security Excellence (ICSE) 

to ensure learners are at all times informed of courses we have on offer 

and of the content of these courses. The company will ensure that 

learners are facilitated in attending any future course, internally or 

externally. 

 

ICSE will also recognise that prior learning and life experience may 

suffice as entry requirements for our courses, and attempt to remove 

any perceived constraints learners may experience. It is important to us 

that all participants participate successfully in our courses and we shall 

therefore continually seek learner feedback. 

 

The Managing Director will facilitate the transfer of learners to other 

courses offered by the company or other programmes within the 

National Framework of Qualifications. 
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ASSESSMENT POLICY 

 

It is the policy of ICSE to ensure that all course or programme assessments 

are suitable for the purpose, understood by staff and learners, fair in 

terms of access and process, consistent regardless of assessor and always 

consistent with national best practice and our mission statement. 

 

DATA PROTECTION 

 

ICSE is a QQI accredited training centre. Next to its people, information 

is its most important asset. Because of this, ICSE recognises the 

importance of protecting its information assets and, in particular, the 

information relating to its staff, learners and other individuals in 

whatever form that information is held. 
 

ICSE will hold information and will ensure that this information will be 

kept confidentially. Your information however will be shared with the 

appropriate awarding body, QQI. All data, whether held electronically or 

manually, will be kept securely and not disclosed unlawfully. At no time 

will your information be passed to organizations for marketing or sales 

purposes. Once retention of information is no longer required such 

information, or documents, will be destroyed in a secure manner by a 

specialist document shredding company. 
 

BOOKING TERMS & CONDITIONS 

 

• All bookings are made with International Centre for Security Excellence 

(ICSE), Registered Company Number 419712 (hereinafter referred to as 

The Company) whose registered office is Mayoralty House, Flood Street, 

Galway. 

 

• The Company require the course value to be paid in full to secure a place 

on any given course. This can be paid by cheque, postal order, bank draft 

or electronic money transfer, or by credit card or PayPal via our website. 

 

• Once payment has been verified, you will receive confirmation of 

booking and course joining instructions. 

 

• Notice of cancellation must be given in writing, either by e-mail, text or 

post, and made at least 24 hours before the scheduled start time for a 
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short programme (A programme with a scheduled duration of four days 

or less). 

 

• We accept that circumstances beyond individuals’ control happen, and 
every effort will be made to relocate the candidate onto another course 

where possible once sufficient notification has been given. Should a 

candidate miss the second scheduled date, the course payment is 

forfeited to The Company. 

 

 

• Should a person cancel on a long course (A programme with a scheduled 

duration of five days or more), the following scale of charges will apply: 

 

If you cancel 30 days or more before course starts – 10% of total course 

cost will be charged. 

Between 29 and 14 days before course starts – 50% of total course cost 

will be charged. 

Less than 14 days before course starts – 100% of total course cost will be 

charged. 

 

Similar terms are adopted throughout the security industry and cover 

the costs of advance payments made by The Company. 

 

• We reserve the right to postpone any course if there are insufficient 

numbers. If the course you have booked is postponed, you will be 

given the opportunity to transfer to another suitable date at no extra 

charge. We will make a full refund if other course dates are unsuitable. 

 

• It may be necessary to move your booking to another course so that our 

courses have an optimum number of students according to the 

instructor/student ratios stipulated for the courses to be undertaken. 

You will not be charged for such a transfer instigated by us. 

 

• The instructing ratios for any course may be varied at the discretion of 

the Company Director to allow for circumstances such as staff absence 

or illness or for health and safety reasons. 
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• Circumstances may arise where we are forced to alter dates, duration, or 

venue location before a course starts. We will try to inform you of any 

such changes as soon as we know of them. 

 

• A learner leaving a course at any stage, for whatever reason, will not be 

entitled to any refund unless agreed by a Director of The Company. 

 

• Some of our courses involve participation by students in workshop- 

based scenarios. In an effort to ensure that our training courses remain 

realistic and relevant, these scenarios may replicate real life situations 

quite closely. It is accepted by all that the security industry contains 

more hazards to staff than other industries. Every effort at all times will 

be made to ensure the health, safety and welfare of course participants. 

However, participants must at all times act with restraint and in 

accordance with instructors’ requests. 

 

• Neither The Company nor any of its representatives will be responsible 

for any illness or injury sustained on our courses, nor will they be liable 

for any uninsured loss of personal property. 

 

• The Company's agents and representatives, other than a Director of The 

Company, are not entitled to promise refunds for whatever reason, and 

The Company will not be bound by any such promises. 

 

• These booking conditions may only be waived in special circumstances, 

and in writing, by a Director of The Company. 

 

• The terms and conditions of all agreements made with The Company 

shall be subject to, and governed by, Irish law. 
 

• We respect the rights to privacy of all our learners. The use of audio 

visual recording equipment is not permitted by learners except when 

required to do so on company equipment for assessment purposes. All 

other recording or any transmission is prohibited including, without 

limitation, recording of any data, information or audio or audio visual 

footage of or relating to the company, our staff, our course materials 

and our learners. 
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• When making your booking it is implied and accepted that you have read 

and understood all these booking conditions and agree to abide by 

them. 

 

EQUALITY POLICY 

 

ICSE seeks to ensure that the service provided: 

 

• Is free from discrimination, sexual harassment, harassment or 

victimisation. 

 

• Accommodates diversity across the nine grounds covered by the 

equality legislation and meets needs that are specific to particular 

groups of customers. 

 

• Makes reasonable accommodation for customers with disabilities. 

 

• Seeks to benefit all customers from across the nine grounds by 

promoting equality and implementing positive action where necessary. 

 

• ICSE will not tolerate discrimination, sexual harassment, harassment or 

victimisation of customers by employees and non-employees, such as 

other customers and business contacts. Such behaviour may lead to 

disciplinary action (in the case of employees) and to other sanctions 

such as suspension of contracts, exclusion from premises or expulsion 

from courses (in case of non-employees). 

 
 

LEARNERS CODE OF CONDUCT 
 

Learners are expected to behave responsibly at all times, and not to 

engage in any activity that might bring ICSE into disrepute. Learners are 

required to attend regularly and punctually all programmes i.e. classes, 

practical exercises, assessments etc. Learners are expected to conform 

to the directions of the staff member(s) and tutors responsible. 
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Should any learner, during any programme, be responsible for a breach 

of good conduct, or fail to obey instruction from a staff member or 

tutors, the learner may be required to withdraw from the particular 

programme and the matter brought to the notice of the ICSE Managing 

Director. Appropriate action will then be taken. ICSE is committed to the 

promotion of an environment that upholds the dignity and respect of 

the individual and which supports every individual’s right to study 
and/or work in an environment, which is free from any bullying, 

harassment or intimidation. ICSE recognises the right of every individual 

to work/study in such an environment and requires all staff and learners 

to recognise their responsibilities in this regard. Bullying, harassment or 

intimidation of others by learners or staff will NOT be tolerated. 

 

This policy applies to the behaviour of staff and learners of ICSE and 

others engaged in activities or providing services relating to ICSE. 

 

 

 

DAMAGE TO PROPERTY 

 

Learners are required to make good, to the satisfaction of ICSE, any 

damage or loss that they intentionally cause to any property of ICSE or 

whichever venue ICSE are conducting training in or for any such loss or 

damage that occurs as a result of their recklessness or negligence. 

Learners are similarly required to make good any damage or loss that 

they cause to the personal property of any other learner or member of 

staff. 

 

HEALTH AND SAFETY POLICY STATEMENT 

 

The Safety, Health and Welfare at Work Act 2005 impose a statutory 

duty on employers to ensure the health and safety of their employees 

while at work. This duty extends to others who may be affected by that 

work. Learners should be aware that they also have a duty under the 

Safety, Health and Welfare Act to assist ICSE in maintaining a safe place 

to pursue their course and a specific legal duty not to interfere with 

anything that may compromise safety management within ICSE or any of 

our training centres or locations training is being delivered. 
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• Health and Safety affects everyone. Any lapse of care and attention can 

cause injuries and damage property. ICSE will treat any act that may 

compromise health and safety management as a serious offence and 

may be subject to disciplinary action, exclusion from premises or 

expulsion from courses. 
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