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Welcome to the International Centre for Security Excellence (ICSE) 

Quality Qualifications Ireland (QQI) Learner Handbook 

 

This handbook contains information and details relating to Quality Qualifications 

Ireland (QQI) and our procedures and assessment guidelines with QQI. 

 

It also outlines information relating to submission of course work, and the guidelines 

set by QQI in this regard, as well as learner progression. 

 

As part of our ongoing commitment to delivering a quality training experience 

participants on our QQI courses are required to familiarise themselves with this 

handbook. 
 

 

 

 

 

 

 

 

Mark Toner 

Managing Director ICSE 
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INTRODUCTION TO QUALITY & QUALIFICATIONS IRELAND (QQI) 

 

On 6 November 2012, Quality and Qualifications Ireland (QQI) was established as a 

new integrated agency replacing FETAC (Further Education and Training Awards 

Council), HETAC (Higher Education and Training Awards Council) and the NQAI 

(National Qualifications Authority of Ireland) and incorporating the functions of the 

Irish Universities Quality Board. 

 

QQI is responsible for the external quality assurance of further and higher education 

and training (including English language provision) and validates programmes and 

makes awards for certain providers in these sectors. 

 

QQI is also responsible for the maintenance, development and review of the 

National Framework of Qualifications (NFQ). 
 

Since its establishment, QQI has been progressing the development of its 

qualifications and quality assurance services. 

 

 

QQI functions include: 

 

• Making and promoting awards 

• Validating programmes 

• Monitoring and ensuring the quality of programmes 

• Determining standards 

 

PLACING QQI AWARDS IN THE NATIONAL FRAMEWORK OF 

QUALIFICATIONS 
 

QQI are responsible for developing a new system of qualifications for the 

further education and training sector. 

 

This system is part of the overall development of the new 10-level National 

Framework of Qualifications that will, in time include all awards available in the state 

from the basic level (Level 1) to the most advanced (Level 10) levels of learning. QQI 

has specific responsibility for providing a range of awards at levels 1-6 in the new 

framework. 

 

For further information please go to the QQI website, www.QQI.ie 
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ASSESSMENT PROCESS 

 

In order to attain QQI certification most courses must have a form of assessment. 

This means work must be submitted to by you, the learner, to your tutor for 

assessment. All of our tutors are excellent and will fully explain the assessment 

process for the course you are about to complete at the start of every course. It is 

important to us that learners feel comfortable with the assessment process. It’s also 
important to say that the delivery of education has changed and developed over the 

years. Assessments or the process of assessment should not be feared, they are 

merely a validation of the skills and knowledge learned on our training programs. 

They allow you, the learner, to measure how much new knowledge, skills and 

competencies you are learning and retaining on the training program you are 

completing. 

 

Assessment can take different forms, depending on the course. For the majority of 

our programs the assessments tend to take place in several ways. There may be an 

exam at the end of the course but very often there is also some form of skill 

demonstration or assignment as well. Your tutor will make you fully aware of the 

assessment type you will undertake and a breakdown of how it will be marked. 

 

An Assessment Brief will be provided to learners regarding each assessment. It is 

the set of instructions given to you by your tutor telling you: 

 

• What you are required to do for the assessment of the module 

• How the assessment will be marked and 

• When it must be submitted 

 

 

There are six possible QQI module assessment techniques: 

 

• Collection of work 

 

• Assignment 

 

• Learner Record 

 

• Examination 

 

• Project 

 

• Skills demonstration 
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The following explains each of the assessment techniques listed above in more 

detail. 

 

COLLECTION OF WORK 

 

A collection of work is a portfolio of some or all of the work a learner has produced. 

This collection of work is evidence which proves learners have achieved Specific 

Learning Outcomes (SLOs). 

 

A portfolio is a collection of work you have done during the module. Your tutor will 

give you a checklist of what is to be included if this is part of your assessment 

requirement. 

 

 
ASSIGNMENT 

 

An assignment can take a number of forms; it can be research based, a practical task 

or an evaluation of a particular subject. Learners are issued with a brief from their 

tutor, stating the specific guidelines and deadlines. Your tutor will explain this to you 

fully if an Assignment is part of the assessment process for your particular course. 

 

 

LEARNER RECORD 
 

A learner record is a learner’s review of their learning experiences, tasks they have 
completed and the new skills gained over a specific amount of time. There are 

different types of learner records. Your tutor will explain this to you fully if a Learner 

Record is part of the assessment process for your particular course. 

 

 

EXAMINATION 

 

An exam is used to test a learner’s ability to remember information, to prove they 
have knowledge of the topic. 

 

An exam also shows that learners understand the information and have the ability to 

discuss a topic in detail, for example the advantages or disadvantages of a topic or 

comparing and contrasting information. Exams can be written or oral in format. Your 

tutor will explain this to you fully if an Exam is part of the assessment process for 

your particular course. 
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PROJECT 

 

Projects may involve research, investigating a topic, performing an activity or 

organising an event. (In the case of an event, a number of learners may be involved 

in an event and each learner must clearly state what they are responsible for.) 

 

When learners are undertaking a project they may be required to keep a personal 

diary as it will record learning gained and achievements of specific learning 

outcomes. (SLOs) Your tutor will explain this to you fully if a Project is part of the 

assessment process for your particular course. 

 

SKILLS DEMONSTRATION 

 

Skills Demonstration allows the learner to show their ability to achieve a wide range 

of practical skills. A skills demonstration may be assessed while learners are on work 

placement. 

 

There are different types of skills demonstration: 

 

• Practical 

• Observation 

• Oral 

 

Your tutor will explain this to you fully if Skill Demonstrations are part of the 

assessment process for your particular course. We may also have to produce 

evidence that you have demonstrated the skill so we are required to record some 

skill demonstrations, however this will always be done with the permission of the 

learner. 

 

QQI ASSESSMENT REGULATIONS 

 

It is the learners duty to familiarise themselves with the ICSE regulations relating to 

written examinations, assignments and practical assessments and the consequences 

of infringing these regulations. These regulations are that; 

 

1. All course paperwork must be signed and dated by participants and tutors. 

 

2. All participants on QQI programmes must complete a course 

registration form. 

 

3. All participants on QQI programme must complete a sign in sheet. This may 

be necessary for each day of the classroom days and assessment days. 
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4. Wherever necessary or applicable, learners must observe deadlines for 

submission of written coursework for assessment. 

 

5. Wherever necessary or applicable, learners must sign a declaration that all 

coursework (assignments, projects, records, collection of work, portfolios, 

etc) submitted for assessment is their own original work. Material direct from 

the Internet or other sources, is not your own work, and will be deemed as 

plagiarism. 

 

 

DEADLINE POLICY 

 

For certain programmes, it may be necessary to work to a deadline set out by a tutor 

to complete a particular assessment. In such circumstance, ICSE policy is to ensure 

that all tutors operate fair and consistent assessment methods in keeping with QQI 

Quality Assurance procedures. To ensure the correct implementation of this policy, 

tutors will (if applicable): 

 

i. Issue all assignments/projects with a completion /submission date and it is 

vital this date is adhered to. 

 

EXTENSION REQUESTS 

 

Request for extension must be lodged with your tutor in writing. N.B. The granting of 

extensions will only be considered in the event of exceptional circumstances on the 

basis of compassionate consideration. 

 

Tutors can refuse to accept assessment material after the deadline has passed 

subject to compassionate consideration being granted. 

 

 
SUBMISSION OF ASSESSMENT 

 

All assignments/projects should be submitted before the end of the course, its 

assessment day or its deadline date to the relevant tutor. You may be asked to 

declare that it is your own work and that it has not been plagiarised. You will have to 

sign off on all work submitted. 

 

Learners should keep a back up copy of completed work, as submitted assessments 

will not be returned. 

 

RESULT APPROVAL 
 

One the course tutors or verified assessor corrects the assessments and produces 

results, an external authenticator (a qualified person from outside ICSE) and an 

internal verifier (Qualified person from inside ICSE) review assessments. They check 
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accuracy, consistency of marking and reliability of data before submitting results to 

QQI for certification. 

 

Results are therefore fully quality assured. Learners are informed of results and are 

given a deadline for making appeals. 

 

ASSESSMENT PROCEDURE 

 

Once your work has been corrected and internally verified, ICSE can issue you with a 

Notification of Completion of QQI Award letter also called a TRF letter. 

 

(This is a letter that outlines your results and may be used by candidates who 

complete the Door Security Procedures or Guarding skills programs to apply for their 

licence with the Private Security Authority (PSA)). 

 

The centre will hold all assessed work until the official statement of results arrives 

from the course evaluator. Form TRF’s are issued every week by ICSE. QQI 
Certificates are currently issued by QQI every 8 – 16 weeks. 

 

APPEALS 

 

Learners can appeal the assessment process or result up to 14 days after receiving 

results. Appeals are made to the ICSE centre directly. In some cases once lodging a 

verbal appeal you may be requested to reproduce this appeal in writing. 

 

The appeals procedure involves review of the assessment process including where 

appropriate review of the learner evidence and the results. A different tutor will be 

assigned to review. 

 

Results of the investigation are forwarded to the learner. The whole process will be 

over seen by ICSE’s Managing Director. 

 

 

 

LEARNER PROGRESSION 
 

It is the policy of ICSE to inform, facilitate and accommodate all learners undertaking 

training and education programmes in line with best practice in order to progress on 

to future programmes, either immediately on attainment of the award or at a later 

date. 

 

ICSE undertakes to enable learners to: 

 

• Make informed choices regarding the programme(s) on offer 

• Enter into a programme with recognition of prior learning and without 

unnecessary barriers 
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• Successfully participate in a programme 

• Transfer and/or progress to another programme offered by ICSE or 

another provider leading to an award within the National Framework of 

Qualifications 

 

 

REFERENCING 

 
Throughout your assessments, you may be required to collect details, information or 

articles from third party sources. 

 

These sources include: 

 

• Anything from a magazine, book, newspaper, song, film/television 

programme, website, letter, advertisement. 

• Information you get from interviewing someone. 

• Exact words or phrases that you have copied. 

• Diagrams, pictures, charts etc. which you have not produced yourself. 

• Audio or visual evidence which you did not produce yourself. 

 

It is key that when use any of the above sources for information, you must 

reference where that piece of information came from to avoid plagiarism. Note - 

you do not need to reference the following: 

 

• Things that are “common knowledge” such as historical events – Eamon De 

Valera was President of Ireland, or items which are generally accepted e.g. 

Global Warming is a serious issue. 

• Photos, pictures, videos etc. which you produced yourself. 

• Your own life experience, thoughts and findings. 

• Results of experiments which you carried out yourself. 

 

 

PLAGIARISM 

 

Plagiarism is when a learner presents other people’s writing, words or ideas as their 
own. ICSE request that learner’s do not: 

 

• Quote material without crediting the source. The source of material could be 

books, magazines, websites, newspapers, television programmes, films, 

photos and drawings, charts and graphs. 

• Copying or using work done by another student. 

• Buy completed work on the internet or downloading a paper from a free site. 

• Get someone to do the work for you. 

 

Sometimes students don’t acknowledge sources because they think that they are not 

supposed to depend on other people’s work. In fact the opposite is actually the case. 
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It is hard to write a successful essay/assignment without doing some research. 

Referencing research shows analytical and research capabilities in a learner which 

are an important aspect of your skill set so the key thing is to reference your work. 

 

 

QQI CERTIFICATION FEES 

 

On 16th June 2014 QQI introduced additional certification fees for learners of €20 per 
certificate. These certification fees are included in our programme prices for all QQI 

certified courses. 

Learners may be exempt from the certification fee if they are in receipt of a social 

welfare payment or are a medical card holder. Learners must submit a copy of a 

medical card, proof of social welfare payment or a referral letter from the 

Department of Social Protection/FAS on the first day of training to be refunded the 

certification fee. 

Please note that learners completing programmes with TESG funding or similar 

through the Department of Social Protection will automatically be exempt from this 

fee and it will not be included in quotes or invoices. 

Refunds will only refer to learners to pay ICSE privately the full amount and provide 

ICSE with proof of exemption on the day of training. 
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