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How to use this textbook

You will find that your City & Guilds Textbook Level 2 Beauty Therapy for the Technical Certificate is laid out in a similar way to your City & Guilds Level 2 Technical Certificate in Beauty Therapy and Level 2 handbook, to aid your navigation and understanding of both. Each unit in your handbook makes reference to health and safety. Each chapter in this book starts first with the theory and then covers the practical skills for the beauty treatments and services described.

The following chapters cover everything you will need to understand to complete your Level 2 Technical Certificate in Beauty Therapy:


•  Chapter 1: Principles and practice for beauty therapists – covers Unit 202 Principles and practice for beauty therapists

•  Chapter 2: Anatomy and physiology – covers Unit 201 Anatomy and physiology

•  Chapter 3: Hair removal treatments – covers Unit 203 Hair removal treatments

•  Chapter 4: Facial and skin analysis treatments (including male skincare treatments) – covers Units 204 Facial and skin analysis treatments and 210 Male skincare treatments

•  Chapter 5: Manicure and pedicure and foot spa treatments – covers Units 205 Manicure services and 206 Pedicure services

•  Chapter 6: Light-cured gel polish – covers Unit 207 Light-cured gel polish

•  Chapter 7: Lash and brow treatments – covers Unit 208 Lash and brow treatments

•  Chapter 8: Apply make-up – covers Unit 209 Apply make-up

•  Chapter 9: Tanning treatments – covers Unit 211 Tanning treatments

•  Chapter 10: Introduction to the spa industry – covers Unit 212 Introduction to the spa industry



Throughout this textbook you will see the following features:

HANDY HINTS are particularly useful tips that can assist you in your revision or help you remember something important.
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HANDY HINT

The Trading Standards is a local authority service that enforces a range of legislation, including approximately 100 Acts of Parliament and 600 regulations that are enforced by the Trading Standards officers.
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KEY TERMS in bold in the text are explained in the margin to aid your understanding.
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KEY TERMS

Legislation – Laws which are made or passed by Parliament.
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ACTIVITIES are theoretical and practical tasks to help to test your understanding and learn from your colleagues’ experiences.
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ACTIVITY

With your tutor, discuss why legislation is put into place for salons to follow. Why are the Acts legal requirements?
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HEALTH & SAFETY boxes link to sections in the health and safety chapter for you to recap learning.
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HEALTH AND SAFETY

Adopt a positive working attitude and work within the requirements of legislation related to the beauty industry to keep yourself and those around you safe.
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IMPROVE YOUR MATHS items combine improving your understanding of Beauty Therapy with practising or improving your maths skills.


[image: ]


IMPROVE YOUR ENGLISH items combine improving your understanding of Beauty Therapy with practising or improving your English skills.

At the end of each chapter are some ‘Test your Knowledge’ questions and ‘Practical Assignments’. These are designed to identify any areas where you might need further training or revision.


Introduction to the Level 2 Technical Certificate in Beauty Therapy

INTRODUCTION TO YOUR QUALIFICATION

You are completing the City & Guilds Level 2 Technical Certificate in Beauty Therapy (6003-20) qualification.

This qualification aims to provide you with a range of technical knowledge and practical skills, which will equip you to seek employment or further training within the beauty therapy industry. Upon successful completion of your qualification, you will be graded pass, merit or distinction and you can progress on to the City & Guilds Level 3 Advanced Technical Diploma in Beauty Therapy.
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HOW TO ACHIEVE YOUR QUALIFICATION

Your qualification is divided into units. Each unit covers a different area of your work as you train to become a beauty therapist. The qualification structure is made up of mandatory and optional units. Mandatory units are units that you must complete. There are also optional units which can be completed to provide you with additional skills depending on the needs of your salon.

To achieve your qualification, you need to successfully achieve:


1  one synoptic assignment (similar to a trade test)

2  one exam, sat under examination conditions.
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Preparing for your synoptic assignment

What is the synoptic assignment?

A typical synoptic assignment brief could be to carry out a range of treatments on a client in a salon environment, over a period of 4–5 hours. This will require you to use your skills and knowledge of a range of treatments from across the mandatory units of the qualification, such as providing facial and skincare treatments and hair removal services.

To achieve your Level 2 qualification, you will be assessed to make sure you have the necessary breadth of skills, knowledge, values and behaviours and are ready to progress onto the next stage of your career.

How is the synoptic assignment assessed?

The synoptic assignment brief is set externally by City & Guilds. It will be internally assessed and marked by your college and externally moderated by City & Guilds to confirm the grade you achieved.

You will be marked and assessed against assessment objectives (AOs) such as your breadth and accuracy of knowledge, understanding of concepts and the quality of your technical skills, as well as your ability to use what you have learned in an integrated way to demonstrate high standards of professional practice.


[image: ]
A formal salon environment will be used for assessments



What will you have to do?

You will be required to draw from your knowledge and understanding across the range of the qualification content to effectively carry out the services, including client care, promotion and selling, evaluation of service and aftercare advice.

To complete your synoptic assignment you will be required to bring together your knowledge and skills by applying learning from across the scope of the qualification, rather than demonstrating achievement against one specific unit.

For example, the treatments and services you may need to demonstrate may include completing a half leg and underarm wax, eyelash tint and eyebrow shape, a full facial, including a range of treatment techniques and a pedicure within a suitable and agreed timeframe. You will also need to demonstrate professional client care and communication, recommend suitable products and, where necessary, adapt treatments to suit your client.

You will be assessed on your health and safety during the synoptic assignment. This includes following relevant health and safety regulations and codes of practice. Your assignment will be stopped if your working practices are unsafe.

Any written work, such as your treatment plan, will need to be presented clearly and neatly, so that your tutor can read and understand your work.

When will you have to do this?

Before the date of your synoptic assignment, your tutor will provide you with a sample assignment to prepare you for the actual synoptic assignment. The sample assignment will be in the form of a brief that will detail exactly what you will be expected to carry out. The assignment will cover a range of services from across the units in the mandatory content of this qualification.
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Carrying out a tanning treatment



Towards the end of your qualification, you will be prepared for the actual synoptic assignment, carrying out a variety of Beauty Therapy treatments on a number of clients within a commercially set time.

This end ‘trade test’ as part of your synoptic assessment will require you to use consultation techniques to identify client requirements and build a professional rapport. You will draw on the knowledge, understanding and practical skills you have developed during the qualification to deliver a range of personalised beauty therapy treatments and services, adapting to any factors as required.

You will be marked on the quality and accuracy of your practical performance and your ability to communicate effectively and reflect on the treatments carried out. It is therefore important that you carry out your work out to the highest professional standard you can. You should demonstrate how well you know and understand the subject and how you are able to use your knowledge and skills together to complete the tasks.

Preparing for your exam

What will the externally marked exam involve?
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Exam conditions



The external assessment will draw from across the key areas of the qualification, using a range of short answer questions to confirm breadth of recalled knowledge and deeper applied understanding.

Extended response questions are included, giving you the opportunity to demonstrate higher-level understanding and integration through discussion, analysis and evaluation, and ensuring the assessment differentiates between ‘just able’ and higher achieving learners.

Understanding the exam wording or command words

In examinations, certain words, often called command words, are commonly used as prompts to give an indication of the type of response that is expected by the question. These words commonly include describe, explain, state and discuss.

Describe – This command word requires you to give a representation of something in words; a ‘picture in words’.

Explain – This command word requires you to give reasons, or suggest causes and effects.

State – This command word requires you to express or declare something in words.

Discuss – A discuss or evaluate question will usually be marked and graded according to the level of response. You will be required to compose a detailed response, which considers the topic of the question. You will need to compare and contrast and consider any pros and cons; provide a discussion or argument, which is justified and supported.

While these command words give an indication of what is expected, it is important to understand that these words do not stand on their own. In preparation for your exam, you should not focus on simply learning the meanings of these words in isolation of the rest of the question, but focus on interpreting the full question or task. The command words give an indication of what is wanted and in the context of the instruction or question, the full meaning should be clear.

For example, the questions below all use the word ‘describe’, but all require different sorts of answers.




	Question
	Answer required



	Describe a _____.
	(Describe how they look)



	Describe the process for _____.
	(Describe a sequence of events)



	Describe the effect of _____ on _____.
	(Describe the changes following some sort of impact)
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Are you ready for your exams?



Revision tips

These revision tips will help you prepare for your external exam assessment.


•  Regularly check your knowledge and understanding to ensure that you still remember key content from every unit, especially content covered at the start of your qualification.

•  Remember the 3 Rs – Recap, Revise and Recall. Take opportunities to recap, revise and recall, both in the classroom and using a mix of online resources and activities. Take time to find out which learning strategies work best for you - reading, practising hands on or being taught or shown.

•  Use a range of different revision strategies that best meet your learning needs. For example, creating cue or flash cards can help you to remember key knowledge content. You could make use of mobile learning apps to prepare your own revision flash cards to help develop a secure understanding of key terminology, concepts and frameworks. Use a Dictaphone to record key information (most mobile phones have an app) and listen to it to reinforce your learning.

•  Familiarise yourself with how to deal with different command verbs, such as the differences between responses which describe or explain.

•  Always take hand written notes in class and ensure you have developed your note-taking skills. This will prepare you to capture and summarise the most important aspects of the content. These notes will be invaluable when you are preparing for your examination and help identify any gaps in your knowledge and understanding.

•  Don’t just memorise facts and figures, but try to make links and deeper connections. Visualisation and concept mapping techniques involve making links between different information and ideas – they can help you to apply your knowledge and understanding in different contexts and situations.

•  You will need to manage your time effectively as independent learners. Creating a revision timetable or planners is a useful exercise to help you prioritise your learning activities, focusing on areas where there might be gaps in your understanding.

•  Find a colleague to be a revision buddy with. You can ask each other questions and help each other with revision and recall.

•  It’s important to stay fit and healthy in order to be well-prepared physically and mentally to demonstrate your knowledge and understanding. Remember to get enough sleep, drink plenty of water, eat well and get enough downtime in the build-up to the exam. Simple relaxation techniques can help if you are feeling stressed.
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Prepare for your exams and revise
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Preparing yourself for exams can prevent stress



How will the questions be marked?

In your exam paper it will show you the numbers of marks available per question. This will give you an indication of the depth of response expected. Half marks are never used.


•  Questions requiring you to recall knowledge typically require a separate point per mark.

•  Questions requiring you to demonstrate understanding may require a point or limited explanation for 1 mark, with a further mark available for more depth or explanation.

•  Questions requiring you to apply knowledge, understanding and skills would expect a higher quality of response for higher marks, and these are usually marked using level of response marking.



HOW WILL THE QUALIFICATION BE GRADED?

The synoptic assignment (trade test) will be allocated marks holistically.

Once all your assessments are complete, your evidence and the proposed marks from your tutor will be submitted to City & Guilds for moderation.

City & Guilds will set the grade boundaries for each assessment and publish the results. Grade boundaries will be set using technical experts.

Grades from your synoptic assignment and your external assessment make up your overall qualification grade. Your synoptic assignment will contribute 60 per cent to your overall qualification grade, with your external exam grade contributing 40 per cent.
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Sit back and wait for your graded result



What about qualifications with optional units?

If optional units are required as part of the qualification, these must be completed to achieve the qualification, but the individual optional unit grades will not count towards your overall grade, although they will be displayed on your certificate.

WHERE TO GO FOR FURTHER INFORMATION

The most important sources of information you are likely to need are listed below:


•  Your City & Guilds Learner Journal will provide further information about your qualification.

•  Your tutor/assessor will provide you with all the important information you require about your qualification.

•  You can visit the City & Guilds website for more information at www.cityandguilds.com.




FOREWORD
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In choosing to train and qualify as a Beauty Therapist you can now begin to explore the various exciting job roles within this industry area!

I have been working in the beauty and spa therapy industry for over 20 years and have absolutely loved every second. My initial training equipped me with the skills, knowledge and confidence to enable me to have a successful and varied career. This industry has presented exciting opportunities for me, such as working in salons and health spas, presenting on television and moving into Further Education, to both teach and manage a beauty therapy department. I also worked as a consultant for City & Guilds producing and developing qualification content and assessment material for the UK and international markets. I now work as the Hair, Beauty and Retail Industry Manager within City & Guilds and look after all of the national and international qualifications for beauty and spa therapy, nail technology, media, theatrical and special effects make-up, complementary therapies, hairdressing, barbering and retail.

This fantastic textbook will help to support you with your chosen qualification. A career in beauty therapy will provide you with an incredible industry to work in. This textbook has a number of inspirational features and will give you a broad insight into the practical and underpinning knowledge required to complete your qualification. It’s also a great reference tool to use after you are qualified. The images, text and activities all work really well together to give you a comprehensive support resource. The authors and contributors have fantastic breadth and depth of knowledge between them and are well thought of in the education sector and beauty industry, so you are learning from the best!

Beauty therapies are diverse and exciting – whether you choose to work in salons, spas, hotels or cruise ships, your career will be inspirational and challenging. It’s a wonderful and global industry to work in. I would like to take this opportunity to wish you the very best of luck throughout your chosen career.
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Emma Mackay
Hair, Beauty and Retail Industry Manager, Industry and Product Management, City & Guilds
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CHAPTER 1

PRINCIPLES OF PRACTICE FOR BEAUTY THERAPISTS
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INDUSTRY INSIGHT

Katie Wright
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Katie Wright is a Beauty Therapist in Cambridge who has competed in Worldskills, the biggest international skills competition in the world. Competing in the UK in 2013, she won the title against 24 beauty therapists from other countries, winning a Medallion of Excellence and proving herself in the top four in the world: a real achievement at the age of 20 with a lot of hard work, determination and dedication to the skill and trade. After working in Harrods Urban Retreat in London, Katie is now working at Salon at Number 5 in Cambridge, managing the salon and training therapists to ensure clients receive the highest standards in the latest treatments. Juggling a busy schedule, Katie judges for the Worldskills competitions and hopes to inspire students to flourish in the industry.

Sitting on the therapist’s stool, watching my beautiful mum have manicures and pedicures in the local salon is where my ambition to become a successful therapist began. Professionalism in this industry has been vital when developing relationships and providing high-quality treatments to clients both in salons and the competitions I have competed in. I’m still continuing to learn every day of my career, and I would offer this advice to new therapists:


•  Ensure your standards remain consistently high, from the treatment you are offering clients to the standards of the establishment you are working within.

•  Being a perfectionist is not easy, especially in this trade, but always strive to skilfully treat your clients to an experience that is positive and memorable.

•  Having high standards of the treatment environment will always influence the client’s views.

•  Aim high, achieve your goals and challenge yourself!
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INTRODUCTION

This chapter maps to Level 2 Technical Certificate in Beauty Therapy 6003-20, Unit 202 Principles of practice for beauty therapists.

The purpose of this chapter is to provide you with all the information you require to understand the working practices within the beauty industry. It is important to recognise that the way in which you present and conduct yourself represents the values and behaviours not just for the place where you work, but the whole profession. Clients will be placing their health, safety and wellbeing in your hands and will expect to be professionally treated throughout their treatment journey.

In this chapter, you will learn about:


•  legislation relevant to the beauty industry

•  safe working practices

•  professional beauty standards

•  communication processes

•  the client journey




    •  client appointments

    •  client care

    •  creating and promoting retail opportunities.
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UNDERSTAND SAFE WORKING PRACTICES AND RELEVANT LEGISLATION

Legislation relevant to the beauty industry
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INTRODUCTION

In this section you will be introduced to key legislation related to the Beauty Industry.

Legislation refers to laws and includes Acts and regulations that are set and passed by the Government. They consist of a set of rules or guidelines that must be followed for legal reasons. While they apply to all business, we will be looking at how these Acts apply to the Beauty and Nail industry. Failure to adhere to legislation is a criminal offence with serious consequences such as a fine, loss of business and, in some cases, even imprisonment. In the Beauty and Nail industries, you must make sure you follow the relevant legislation to show you are acting professionally and following expected industry standards.

In this section you will learn about:


•  laws relating to health and safety

•  laws relating to consumer protection

•  laws relating to employment.
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ACTIVITY

Use the table below to help you to remember the abbreviations used for the key pieces of legislation you must learn.




	Abbreviation
	Legislation name in full



	HASAWA or HSWA
	Health and Safety at Work Act



	COSHH
	Control of Substances Hazardous to Health Regulations



	PPE
	Personal Protective Equipment at Work Regulations



	RIDDOR
	Reporting of Injuries, Disease and Dangerous Occurrences Regulations



	PUWER
	Provision and Use of Work Equipment Regulations



	EAWR
	Electricity at Work Regulations



	DPA
	Data Protection Act



	DDA
	Disability Discrimination Act



	MHOR
	Manual Handling Operations Regulations



	EPA
	Environmental Protection Act




Legislation abbreviations
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KEY TERMS

Legislation – Laws which are made or passed by Parliament.

Act – A law.

Regulations – The rules of an Act.

Consumer – Someone who pays for goods and services; a customer.
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HANDY HINT

The Trading Standards is a local authority service that enforces a range of legislation, including approximately 100 Acts of Parliament and 600 regulations that are enforced by the Trading Standards officers.
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ACTIVITY

With your tutor, discuss why legislation is put into place for salons to follow. Why are the Acts legal requirements?
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Health and safety legislation

This section will introduce the following pieces of key legislation related to health and safety in the Beauty and Nail industry:


•  Health and Safety at Work Act 1974

•  Workplace Regulations (Health, Safety & Welfare)

•  The Health and Safety (Information for Employees) Regulations

•  Provision and Use of Work Equipment Regulations 1998

•  Control of Substances Hazardous to Health Regulations 2002

•  (Material) Safety Data Sheet Regulation (MSDS)

•  Electricity at Work Regulations 1990

•  Regulatory Reform Order (Fire Safety) 2005

•  Protective Equipment at Work Regulations 2016

•  Manual Handling Operations Regulations 1992

•  Reporting of Injuries, Disease and Dangerous Occurrences Regulations 2013

•  Health and Safety (First Aid) Regulations 1981

•  Environmental Protection Act 1990

•  The Management of Health and Safety at Work Regulations.



Health and Safety at Work Act

The Health and Safety at Work Act regulates the salon to make sure that rules and correct working practices are being followed and maintained. It covers all aspects of health, safety and welfare at work. It identifies the responsibilities that should be followed by both the employer and employee (including people who are self-employed).
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ACTIVITY

With your tutor, discuss how failure to follow the guidelines of HASAWA could affect the salon. What are the potential consequences of poor practices?
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No-one in the salon should knowingly endanger the health, safety and welfare of the employee, employer or client, or interfere with, or misuse equipment or products. The HASAWA aims to make sure that safe working practices are followed and maintained and provides guidelines for the employer, employee and owner/landlord of the salon premises.
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HEALTH AND SAFETY

Who is the person responsible for reporting health and safety matters?

YOU are! If you see a health and safety problem, you must deal with it or report it.

Everyone is responsible for putting it right.
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The main legislation under the umbrella of HASAWA

The HASAWA is an umbrella under which all legislations relating to health and safety in the workplace are included.

Employer’s responsibilities

Under the Health and Safety at Work Act, your employer is not just responsible for the health and safety of clients but also the staff and any visitors, such as product representatives, area managers, or trades people. The employer must:


•  maintain the salon and ensure it is safe to work in

•  give staff appropriate training and supervision

•  keep access and exit points clear and free from hazards at all times

•  provide a suitable working environment and facilities that comply with HASAWA

•  ensure the salon’s health and safety systems are reviewed and updated and that health and safety policies and procedures are in place.
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HANDY HINT

You are the employee.

To help you remember this, the word employ ‘ee’ sounds like employ ‘me’.
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HEALTH AND SAFETY

Adopt a positive working attitude and work within the requirements of legislation related to the beauty industry to keep yourself and those around you safe.
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Employee’s responsibilities

Your responsibilities under this Act are to yourself, your colleagues and your clients. You must:


•  maintain the health and safety of yourself and others who may be affected by your actions

•  cooperate and communicate with your employer about health and safety issues, so your employer can keep within the law.



The management of Health and Safety at Work Regulations 2006

These regulations reinforce the Health and Safety at Work Act. It affects both employees and anyone else that might be affected, such as our clients. The regulations emphasise the importance of assessing risks within health and safety in the work place and risk control.

Employer’s responsibilities

Your employer’s responsibilities under these regulations are to:


•  provide appropriate health and safety management and training

•  establish health and safety procedures, such as emergency evacuation of the premises

•  make sure that all health and safety information is relevant and understandable.



Employee’s responsibilities

Your responsibilities under these regulations are to:


•  report anything that is a risk to health and safety

•  report dangerous situations

•  use equipment safely and only in accordance to how you have been trained and instructed to use it.

•  take responsibility for your own health and safety, and others who may be at risk, or affected by your actions if you don’t.



The Health and Safety (Information for Employees) Regulations 2009

The Government introduced these regulations to increase general awareness of health, safety and wellbeing issues at work. Employers are expected to provide relevant posters and leaflets produced by the Health and Safety Executive (HSE). It is a legal requirement for all employers to display the 2009 HSE Health and Safety Law poster ‘What you need to know’ in an accessible place at work. Employers should also be provided with a copy of the approved leaflet or pocket card.
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ACTIVITY

Find where your nearest Health and Safety Law poster is located. What information does it include?

[image: ]



Workplace (Health, Safety and Welfare) Regulations 1992

These regulations require everyone in the workplace to help maintain a safe and healthy working environment in the salon. You and your employer should follow environmentally friendly working practices.
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ACTIVITY

Compare what your responsibilities are under the Workplace Regulations and HSE Health and Safety Law poster ‘What you need to know’.

Discuss with your tutor why having a copy of the poster was made a legal requirement.
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HEALTH AND SAFETY

Poor visibility due to inadequate lighting in areas such as stock rooms and stairwells can lead to accidents. Take care to ensure they are well lit.
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Employer’s responsibilities

Your employer’s responsibilities under these regulations are to:


•  maintain equipment and the salon

•  regulate temperatures

•  ensure working conditions and environment suit the number of staff employed

•  ensure sufficient lighting and ventilation

•  ensure all walkways are clear of hazards

•  provide sanitary conveniences and washing facilities

•  provide drinking water and facilities for staff to rest, eat meals and change clothing

•  provide secure areas or lockers for employees’ clothing and property

•  ensure they have insurance that covers you in case you get hurt or ill through work.
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KEY TERMS

Sanitary conveniences – Clean toilets and washrooms free from infection.

Environmentally friendly – Safe for or good to the environment.
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HEALTH AND SAFETY

Poor ventilation can lead to a build-up of stale air. This means that there will be an increase in:


•  carbon dioxide which will make you feel more tired

•  pathogens which might increase your risk of being exposed to illness.



Good ventilation should be ensured to protect the health of everyone in the salon environment.
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Employee’s responsibilities

Your responsibilities under these regulations are to:


•  make sure all doors, fire exits and stairways are kept free of obstruction

•  make sure you know the salon evacuation procedure

•  prevent infections by keeping the salon’s workstations, mirrors, floors, gowns, towels, equipment and tools etc. clean and hygienic

•  conduct a risk assessment and remove anything that might cause harm, such as trailing electrical wires that pose a trip hazard

•  report any problems that you are unable to deal with to your employer.
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HEALTH AND SAFETY

Dispose of all unwanted packaging and store stock away to prevent hazards and keep passages clear.
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Provision and Use of Work Equipment Regulations (PUWER) 1998

Provision and use of work equipment regulations require that all equipment in the salon (both new and second hand equipment) must be used for its intended purpose only and kept in good working condition.

Employer’s responsibilities

Your employer’s responsibilities under these regulations are:


•  to provide you with training to use the equipment as it is intended

•  to make sure that equipment is properly built and fit for use.



Employee’s responsibilities

Your responsibilities under these regulations are:


•  to make sure you know how to use the equipment in the salon properly and safely

•  to use equipment only for its intended purpose (e.g. using a warm wax heater for heating paraffin wax).
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COSHH – Control of Substances Hazardous to Health Regulations 2002

The Control of Substances Hazardous (COSHH) Regulations identify hazardous chemicals which would include salon products such as cleaning substances, bleach, tint and nail polishes. Hazardous substances can enter the body through ingestion, absorption and inhalation, so they present a high risk to salon staff. A hazardous substance in the workplace can put a person’s health at risk and cause disease or injury, such as asthma, cancer or dermatitis. If a business is found to be negligent it can result in heavy fines.
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KEY TERMS

Ingestion – To take substances (usually food) in through the mouth and into the stomach to digest.

Absorption – The process of one thing passing into another – in this case, when nutrients enter the bloodstream via the stomach or intestines.

Inhalation – To breathe in.
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Hazardous substances must be identified by specific symbols which you should be able to recognise. All suppliers must legally provide guidelines on how their materials should be stored and used. All products identified as hazardous must by law be assessed, listed and the information accessible.
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Hazard symbols




[image: ]

HANDY HINT

A COSHH sheet can be obtained from the manufacturer.
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Employer’s responsibilities

Your employer’s responsibilities under these regulations are:


•  to make sure COSHH assessment health and safety information sheets are available for substances and chemicals in the workplace

•  ensure any waste chemicals are disposed of responsibly in accordance with local authority guidelines and with respect to the environment.



Employee’s responsibilities

Your responsibilities under these regulations are to:


•  follow correct procedures for storage, handling, usage and disposal of substances and products (SHUD)

•  read manufacturer’s instructions and your salon policy

•  know where to find the COSHH assessment information.
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HEALTH AND SAFETY

You should always follow workplace, supplier’s or manufacturer’s instructions for safe use of products and equipment.
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Material/Product/Chemical Safety Data Sheet Regulation (MSDS/PSDS/CSDS)

Safety data sheets provide information about the properties of hazardous chemicals (including mixtures) and how they should be handled. The sheets are produced by manufacturers to provide safety information on hazards when working in an occupational environment. The safety data sheets will state information and instructions for safe handling, disposal or transport. It will also include first aid, firefighting instructions or what to do in the event of inappropriate exposure. It requires that products be properly labelled, if hazardous, with standardised symbols.

It is the responsibility of the salon owner to obtain a copy of the safety data sheets from the manufacturer where necessary and make them accessible to their employees. It is the responsibility of employees to be familiar with the contents of any MSDS should an emergency occur.

Electricity at Work Regulations 1990

The Electricity at Work Regulations require that all electrical appliances should be used with caution and handled correctly. Electrical appliances must be maintained in a condition suitable for use, checked and tested on a routine basis.

Employer’s responsibilities

Your employer’s responsibilities under these regulations are to ensure:


•  electrical equipment is in a safe working condition

•  electrical equipment is portable appliance tested (PAT) by a qualified person or electrician.

•  anything that has a cable and plug is tested. It is a requirement of insurance companies that electrical equipment is routinely tested. Records must be kept of PAT testing.
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KEY TERM

PAT – An abbreviation for portable appliance testing.
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ACTIVITY

Make a list of the electrical checks that a therapist should routinely carry out for:


a. a facial treatment

b. a pedicure

c. a waxing treatment



Discuss with your tutor or manager.
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Employee’s responsibilities

Your responsibilities under these regulations are to:


•  not use electrical equipment until you have been trained

•  use appliances correctly and switch them off after use

•  carry out routine visual checks of equipment to check for faults or problems such as frayed or loose cables, flexes, broken plugs or damage to the external casing of the appliance

•  not overload plug sockets

•  report any faults immediately to a supervisor or manager and label the item as faulty. The label should be clear and secure, recording what the problem or fault is and the date. Remove the equipment from the working area if possible until it is repaired or disposed of.
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ACTIVITY

Have a look around the salon you’re in – can you see evidence of PAT testing? What is the date this last took place and when is it next due?
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PAT testing stickers
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Equipment PAT tested should be clearly labelled
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Check equipment regularly for any faults



Regulatory Reform Order (Fire Safety) 2005

The Regulatory Reform Order requires all business premises to have a basic standard of fire prevention and control and a safe and useable emergency exit route.

Employer’s responsibilities

Your employer’s (or the premise owner’s) responsibilities under the order are to:


•  carry out a full fire risk assessment to identify any possible risks and dangers. The assessment needs to consider anyone who might be at risk and reduce the risks as far as is reasonably possible. The risk assessment must be documented and accessible

•  make sure all fire exits are unlocked, signposted, and easy to access with a safe escape route

•  train staff in fire evacuation procedures so that they know what is expected if there is an emergency

•  supply suitable firefighting equipment, such as fire extinguishers and fire blankets and make sure that they are serviced or maintained.
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A fire exit sign
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HEALTH AND SAFETY

Record, plan, instruct, inform and train – the key steps to fire safety.
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Using a fire extinguisher



The Personal Protective Equipment (PPE) Directive and the PPE Regulations 2016

Personal protective equipment (PPE) is equipment that will protect employees against health or safety risks at work. Gloves, aprons, masks, eye protection and shoes are all PPE. Note that PPE for the client is not included under these regulations. It is important that you wear appropriate PPE to protect yourself from harm when working with chemicals and to minimise cross-infection.
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HEALTH AND SAFETY

New PPE regulations were adopted in 2016 but will not be applied until 2018.
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KEY TERM

Cross-infection – To pass an infection from one person to another, either directly (skin to skin contact) or indirectly (via tools or equipment).

[image: ]



Employer’s responsibilities

Your employer’s responsibilities under these regulations are to:


•  carry out risk assessments and give recommendations of when to use PPE

•  supply free of charge any PPE required for you to carry out your job

•  maintain supplies of PPE so that they are always accessible

•  train staff in knowing when to use PPE, for example, to use gloves when waxing but not when giving a client a routine manicure.



Employee’s responsibilities

Your responsibilities under these regulations are to:


•  wear PPE in accordance with instructions

•  wear PPE when mixing, handling and using chemicals or substances and when waxing

•  report any shortages of PPE to the relevant person so that additional stock can be ordered.
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Wearing PPE: disposable gloves and apron
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HEALTH AND SAFETY

The following are examples of PPE:


•  Goggles – protect from splashes of chemicals when mixing and pouring; they can also protect from nail clippings when clipping nails and enhancements.

•  Aprons – protect from contact with chemicals.

•  Gloves – protect from chemicals and contact with micro-organisms and body fluids.

•  Shoes – may be required to have nonslip soles to prevent slips in different conditions and environment, such as spas.
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The Manual Handling Operations Regulations 1992

The Manual Handling Operations Regulations define manual handling as ‘any transporting or supporting of a load by hand or by bodily force’. Transporting includes lifting up, lowering down, pushing, pulling and carrying of an object. In the salon, you will likely manually handle equipment and stock frequently. There are correct ways to manual handling so you do not injure yourself.
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ACTIVITY

Discuss all the activities in your salon which might involve staff moving materials and how manual handling might be necessary.
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Employer’s responsibilities

Your employer’s responsibility under these regulations is to carry out risk assessments on all employees for manual lifting to make sure they are able to lift objects without causing injury.
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HANDY HINT


•  Avoid hazardous manual handling operations so far as reasonably practicable.

•  Assess any hazardous manual handling operations that cannot be avoided.

•  Reduce the risk of injury as far as reasonably practicable.
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Information on how to carry out a risk assessment can be found on page 22.

Employee’s responsibilities

Your responsibility under these regulations is to carry out a risk assessment of the situation before moving an object.

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations require the following to be reported immediately by telephone and then in writing within ten days to the HSE:


•  injuries (for example, falls), sustained by you, your colleagues, clients or visitors in the workplace that result in seven or more days off work

•  major injuries such as amputation, dislocation, fractures (not fingers or toes), loss of sight and any other eye injuries

•  any work-related incident where a person has had to spend more than 24 hours in hospital

•  accidents and injuries sustained from violence in the workplace

•  death in the workplace

•  diseases such as occupational dermatitis or work-related asthma

•  dangerous occurrences (for example, a gas leak), even if this occurred outside working hours and no one was injured.



Employer’s responsibilities

Your employer’s responsibility under these regulations is to:


•  report any of the above occurrences and make sure that information about the occurrence has been recorded.



Employee’s responsibilities

Your responsibilities under these regulations are to:


•  report any work-related diseases to the person responsible for health and safety

•  prevent any work-related diseases by wearing PPE such as gloves

•  report any accidents or injuries that happen to you at work

•  prevent any accidents or injuries by maintaining a safe working and tidy environment.
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ACTIVITY

Discuss with your tutor what work-related diseases you think you could be exposed to.

[image: ]




[image: ]

HEALTH AND SAFETY

Know where your business keeps their health and safety policies as these should be accessible to all members of staff.
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Health and Safety First Aid Regulations 1981

Health and Safety First Aid Regulations apply to all workplaces in the United Kingdom. These regulations require that immediate attention is provided in the event of injury or sudden illness of anyone in the workplace. A risk assessment of first aid needs must be carried out and documented. It is advisable that at least one person has undertaken some sort of first aid training.
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ACTIVITY

Find out who the first-aider is in your workplace and how to contact them.
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Employer’s responsibilities

Your employer’s responsibilities under these regulations are to:


•  complete a risk assessment of first aid needs and document it. The HSE recommend that this includes employees and clients

•  take immediate action if employees are injured or taken ill at work

•  consider providing a first-aider

•  nominate an appointed person to be responsible to take charge of the first-aid arrangements

•  provide a well-stocked first-aid container

•  ensure all staff know who the appointed first-aider is.
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HEALTH AND SAFETY

The Health and Safety Regulations Act states that workers are entitled to have an ‘appropriate eye test’ paid for by their employers, if any of their work is reliant on their eyesight. This includes fine work such as nail enamelling and nail art.
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Employee’s responsibilities

Your responsibilities under these regulations are to:


•  avoid taking any unnecessary risks that may put you or others in danger

•  report any first aid supply shortages

•  record any accidents that occur in an accident book, making note of who had the accident, date and time of the accident and what action was taken. You should also record the name of any witnesses or who else was present at the time the accident. The accident book should be kept in a central location in the salon.
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KEY TERMS

Hypoallergenic – Refers to products that do not contain any or limited known allergens.

Contamination – The presence of something unwanted (such as pollution, poison, or bacteria) that might be harmful.

Greenhouse gas emission – The process of gas in the atmosphere absorbing and emitting radiation.
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Environmental Protection Act (EPA) 1990

The Environmental Protection Act deals with waste management, noise, pollution and conserving nature. The Act sets out requirements for the control of emissions into the environment. The three parts relevant to the beauty industry include waste management, nuisances and litter.

Waste management

The owner of the business needs to review best practice for the management of waste to consider the type of waste that will be produced and how best to dispose of it. Waste must be stored in suitable containers so that it does not cause damage to the environment or pose any risk to human health. Commercial waste must be collected by an authorised company with a licence issued by the Environment Agency. These companies charge for the service either by the size of the bin or by weight.
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HANDY HINT

Help the environment and switch off lights when they are not in use. Saving power helps to save money, energy and cuts greenhouse gas emissions.

Avoid leaving taps running – just use the water you need.
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Pollution – Any form of substance released into an environment which is capable of causing harm to any other living organisms.

Nuisances – Something (a person, thing or event) that causes inconvenience or annoyance.
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Nuisances

Part III of the EPA covers statutory nuisances and clean air. The Act empowers local authorities to deal with noise from premises that is loud and intrusive and affects the quality and comfort of everyday life for those affected by it. This part of the Act covers nuisance caused from smoke (bonfires), noise, odour, insects, dogs, light and anti-social behaviour.

Litter

Part IV of the EPA covers litter and makes it an offence to throw, drop or deposit rubbish without consent.
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HANDY HINT

Visit www.gov.uk, the government services and information website, which has information on the disposal of business waste. It outlines a business’s responsibilities and what counts as business waste.

[image: ]



Retail and consumer Acts

Consumer Rights Act 2015

The Act states that all products, both physical and digital, must meet standards. Services, faulty goods and materials provided with those services or treatments (including retail products) are covered within this Act. The Consumers Rights Act states that:


•  goods are of satisfactory quality and free from faults or defects

•  goods are fit for their intended purpose and as described

•  conditions under which goods may be returned after purchase are clear

•  consumers know their delivery rights

•  any goods supplied in the course of the services must be of a satisfactory quality and fit for purpose

•  a consumer has the right to have goods replaced, repaired or compensated if they are of poor quality or are not fit for the purpose for which they have been supplied

•  conditions of sale for either a product or service must be accurate and not misleading

•  digital content rights are adhered to.
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HANDY HINT

The Consumer Rights Act replaced the Sale of Goods Act and Supply of Goods and Services.
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For services, it makes sure that treatments:


•  are carried out with reasonable care and skill

•  are carried out within a reasonable time

•  fulfil what they claim to do/provide

•  are charged at a reasonable rate.



Employer’s responsibilities

Your employer’s responsibilities under this Act are to:


•  check that goods being ordered are of a satisfactory condition and free from faults

•  have a clear conditions of sale policy on display which states when products can be returned

•  make sure staff are adequately trained

•  make prices for products and services clear to clients

•  provide accurate descriptions when promoting or selling a product or treatment. Do not misrepresent or provide false claims about a product

•  charge a reasonable price for a service

•  ensure service times are clear to the client

•  replace products if they are faulty or not fit for the purpose for which they were sold

•  compensate a client if services are of a poor quality.



Employee’s responsibilities

Your responsibilities under this Act are to:


•  check stock being delivered for damage, fault and to make sure it meets expectations

•  check stock before retailing to make sure it is in good condition and has not passed its shelf life

•  accept returns (within the return period) and offer a replacement or refund

•  practise services professionally with skill and care and only offer those treatments which you are trained to provide

•  be clear about prices for products or services so that the client knows exactly how much something costs before the treatment commences

•  charge a reasonable price for a service you have given a client

•  know and work to the service times of the salon

•  only state exactly what a treatments does; do not make false claims

•  only retail products of a good quality that are fit for the purpose that they are being sold

•  refer any complaint regarding faulty goods or services to a manager to action a refund or compensation.
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Therapist retailing a product



Customer rights

A customer has the right to claim a full refund up to 30 days following their purchase or a service if a product or service is faulty or does not meet the service description. After 30 days, there is no legal right to a full refund but the retailer has the opportunity to repair or replace any goods that are not satisfactory or not as described. A business can choose the cheaper option to repair or replace. If a repair is unsuccessful, the consumer has the right to a refund or price reduction.
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HANDY HINT

The Consumer Contracts Regulations Act (2014) covers online purchases, giving similar rights to the Consumer Rights Act. It sets out requirements to ensure that adequate detail is provided for the consumer and also covers who pays for postage and return costs.
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Data Protection Act 1984/1998 (DPA)

Clients will give you their personal information, such as their address, phone number and credit card details. They give you this information because they trust you and the salon to use it correctly. In line with the Data Protection Act (DPA), clients’ personal information and data should be protected.
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ACTIVITY

With your class, discuss and make a list of the different ways product information in a salon can be misleading. Consider pricing incorrectly or advertising misleading information.



The Information Commissioner’s Office is the UK’s independent authority, established to uphold information rights in the public’s interest. It sets the rules for the Data Protection Act, which protects people’s rights to confidentiality and privacy. When completing client record cards and taking contact details at reception, you must ensure you follow this legal requirement. Businesses must register under this Act if they keep client data on a computer. There are eight principles to the Act; simplified, these state that:


1.  Personal information must be processed fairly and lawfully.

2.  Personal data shall only be used for specified purposes and should not be used for anything other than the stated purposes.

3.  Personal information must be relevant and not excessive.

4.  Personal information shall be accurate and kept up to date.

5.  Information should not be kept once it is no longer required for the purpose it was held for.

6.  Personal information must be processed in accordance with the rights of the Data Protection Act.

7.  No unauthorised person should have access to the information and the information should be kept securely.

8.  Personal information should not be transferred to any other country without adequate protection.
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ACTIVITY

With your colleagues, discuss online offers you have been interested in only to discover hidden costs. How did it make you feel?
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Employer’s responsibilities

Your employer’s responsibilities under the Act are to:


•  only keep information that is needed for the business

•  keep records as accurate as possible and up to date

•  dispose of information carefully (for example, shred paper documents) that is no longer required

•  never pass on any information to a third party

•  limit access to records to only those employees that need it for their work.
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KEY TERMS

Gross misconduct – Unacceptable or bad behaviour.

Ethical – Morally correct or acceptable behaviour.

Third party – Another person who is not directly involved but has connections with the business.
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Employee’s responsibilities

The DPA protects you and all data/information stored about you whether it is held on paper or on a computer. This includes doctor/dentist records, bank records and employment and college records. You have a right to access this information if and when you wish to, and you should expect it to be kept confidential. Remember this and be professional with any information you record regarding any individual.

The consequences of failing to keep client confidentiality could mean losing clients and gaining a poor reputation. A client could potentially sue the business, in which case the guilty employee could be given a warning and or even lose their job for gross misconduct.
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HANDY HINT

Never give clients your personal information, such as address and phone number, as this may put you at risk. It is also not ethical to do this. A contract of employment may also prevent staff from encouraging clients to have their treatments done privately in their homes.
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Employment laws and legislation

The Equality Act 2010

This Act lays down laws to prevent discrimination against anyone on the grounds of:


•  race, ethnic origin

•  sexual orientation

•  marriage or civil partnership status

•  pregnancy

•  religion

•  beliefs

•  age

•  disability.



This includes:


•  The Sex Discrimination Act

•  The Race Relations Act

•  Race Regulations

•  Equal Pay Act

•  Disability Discrimination Act

•  The Employment Equality Regulations
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Pregnant therapist



This Act applies to both the employer and the employees within a business, so it is important that everyone understands the consequences of breaking the Equality Act as they could be held liable. The Act includes intimidation and bullying through victimisation and harassment.
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Disabled therapist at work
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Diversity within Beauty Therapy



Employers’ Liability (Compulsory Insurance) Act

If a business has employees, it must have employer’s liability insurance. If an employee becomes injured or ill as a result of their work, they have the right to claim for compensation from you. Employers must provide adequate insurance for the business to cover any possible insurance claims. Most business won’t have this sort of money accessible to pay a claim so the insurance is taken out to cover the payment. The insurance must be with an authorised insurance provider and may be part of a wider insurance package to meet the other liabilities the salon might have, such as professional indemnity and public liability insurance.
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KEY TERMS

Victimisation – When a person is treated less favourably than others.

Harassment – Unwanted behaviour towards someone and includes intimidation, hostility, humiliation, loss of dignity or offensive behaviour.
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Working Time Regulations 1998

Working regulations aim to improve health and safety in the workplace by setting guidelines that a business should follow. These guidelines make sure that both the employer and employee know what they are entitled to and include:


•  holiday or annual leave entitlement

•  regular breaks throughout the working day

•  minimum wage payments.



A young worker under the age of 18 may not normally work more than eight hours a day or 40 hours a week. An adult over the age of 18 cannot be forced to work over 48 hours a week.

Holiday or annual leave entitlement

All workers are entitled to 5.6 weeks’ paid annual leave (28 days) if employed full time. If you work part-time this is calculated pro rata (according to the hours you work). Bank holidays are included in this entitlement. The business may set some restrictions around when the holiday is taken, for example, you may be required to take holiday at certain times of the year when the business is quiet and discouraged from taking leave during busy business periods such as Christmas. If you do not work regular hours, your holiday entitlement is worked out over the last three months you have worked.
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[image: ] ACTIVITY

Calculate the holiday entitlement:


a. If you work two days a week, what is your holiday entitlement?

b. You start work on the first of September and work 2.6 days a week. What is your holiday entitlement from your start date to the end of the year (4 months away)?
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HANDY HINT

You can work out your holiday entitlement by using the Holiday entitlement calculator at www.gov.uk/calculate-your-holiday-entitlement
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Rest breaks at work

Rest breaks include lunch, tea/snack and other short breaks during the day. They may be paid or unpaid breaks. The break must be taken somewhere in the middle of the working day. Each employee is entitled to a 20 minute break for each shift that lasts more than 6 hours. Employees under the age of 18 are entitled to a 30 minute break if they work 4.5 hours or more.

Minimum and National Living Wage

Minimum and National Living Wage (NLW) are the rates of pay set by the Government and reviewed each year. If you are under 25 years of age, your employer is breaking the law if they are paying you less than the National Minimum Wage (NMW). The minimum wage should not include tips or bonuses. There are different levels of NMW depending on your age or if you are an apprentice. There are four pay groups:


•  25 years and over

•  21–24 years

•  18–20 years

•  16–17 years.



There are also apprentice pay rates for apprentices under 19 or 19 and over in the first year of their apprenticeship.

The National Living Wage (NLW) was introduced in 2016 by the Government and is a rebranded name for the NMW. It is primarily aimed at people who are aged 25 and over and not in the first year of an apprenticeship.

You are not entitled to NMW or the NLW if you are self-employed, a volunteer or doing work experience and certain government schemes at pre-apprenticeship level.
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HANDY HINT

Visit www.gov.uk/national-minimum-wage-rates for information on the current minimum wage.
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HEALTH AND SAFETY PRACTICES IN THE SALON

Learning about health and safety is crucial for you to enjoy a successful
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Hazards and risks
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	Hazard
	Causes of accidents
	Risk



	Chemicals
	Exposure during handling


	Burns





	Electricity
	Poorly maintained electrical equipment
	Electric shock





	Manual handling
	Repetitive and/or heavy lifting Bending and twisting




	Fractures





	Slip and trip hazards
	Uneven floors





	Fractures






	Working at height
	Overreaching or overbalancing when using ladders


	Head injury, loss of consciousness
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Risk assessment in the salon
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Hazards that may occur in the salon
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	Potential hazards in the salon
	My responsibilities within my job role and work place policies
	How I would control and reduce the potential risk to safeguard myself, colleagues and my clients
	Who I should report health and safety matters to when they are outside of my authority



	EXAMPLE Faulty electrical equipment
	Label, report and remove item from salon.
	Visually check all electrical items prior to use. Do not use items that are faulty and follow warning signs.
	Inform salon manager.



	Trailing wires
	 
	 
	 



	Spillages
	 
	 
	 



	Chemicals
	 
	 
	 



	Obstructions to access and egress
	 
	 
	 



	Loose floor tiles
	 
	 
	 








[image: ]



[image: ]



Storage and handling of products that contain chemicals in the work place




[image: ]



[image: ]






•  Storage: in a located cupboard at room temperature when not in use. Ideally the cupboard should be fire retardant.

•  Handling: wear appropriate personal protective equipment (PPE) such as gloves, mask and apron.

•  Usage: according to the manufacturer’s instructions or workplace policy.

•  Disposal: make sure you dispose of all hazardous waste appropriately. Don’t pour unwanted chemicals down the sink. Private companies collect business waste and dispose of it. They can be contacted for further guidance on their disposal policies.
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Fire safety risk assessment
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1.  Identify the hazards within the premises, including any sources of ignition such as candle, forms of fuel (such as empty boxes) and any sources of oxygen (such as air conditioning units).

2.  Identify who is at risk.

3.  Evaluate the level of risk. Every effort should be taken to remove, reduce or demonstrate how people will be protected from the risk while on the premises. Protection will include:




    •  a fire-detection/warning system such as a fire alarm

    •  means of fighting a small fire

    •  safe route to exit the premises

    •  suitable fire doors.
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4.  The responsible person must:




    •  record the dangers and people that have been identified in the first step

    •  devise an emergency evacuation plan

    •  instruct, inform and train staff in the emergency plan and provide a written policy.




5.  Review the assessment regularly or if there are any important changes or if an emergency nearly occurs/or is narrowly avoided on the premises.
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•  Draw a plan of the salon where you are working, showing the fixtures, fittings and equipment.

•  Carry out a fire risk assessment and identify any risks on the drawing.

•  Write an explanation of how the risk can be reduced or eliminated.

•  Can you identify any hazardous materials or potential fuels close to a source of ignition?
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Posture and manual handling



Standing posture



•  your back should be straight – try to pull your tummy muscles in to support your back

•  keep your head upright and your chin neutral

•  place your body weight evenly through both feet

•  keep your arms relaxed at your side or in front of you gently held at the hands

•  adjust your couch to suit your height where possible.



Sitting posture



•  keep your back straight, again use your tummy muscles to support your back

•  make sure your weight is even through your sitting bones and your legs are uncrossed

•  keep your knees at the same height as your hips or lower

•  have both your feet on the floor with weight distributed evenly through both feet

•  keep your elbows at 90 degrees and your arms level with your body when working on something in front of you, such as a facial or manicure

•  avoid over stretching or twisting around and down when sitting.



Manual handling




1.  Task – what does the task involve: bending, pushing, pulling, twisting, lifting, lowering? What route and how far do you have to move the object?

2.  Individual – who is involved in the task and do they have any special needs that should be considered? For example, are they pregnant or have any health problems?

3.  Load – what is the weight and shape? Is it heavy, an awkward shape to get a grip on, cold, hot or unstable?

4.  Environment – is the space limited, is the flooring slippery, uneven, what is the room temperature, is there adequate light? What preparation do you need to do before moving the object, such as clearing any hazards out of the way?

5.  Other factors – are there any other factors that might affect the handling of the load such as the need for equipment (for example, steps)?




[image: ]




[image: ]




[image: ]



[image: ]




[image: ]



[image: ]




[image: ]



[image: ]



Principles of correct manual handling



•  check that the object is light enough to lift and stable

•  use a handling aid if the load is heavy, awkward or unstable

•  check that your route is clear of any obstructions and that there is adequate lighting

•  check the final destination of your load – will you be able to put your load down easily?

•  stand as close to the load as you can

•  make a safe wide base of support with your feet (have your feet hip width apart)

•  bend your knees (squat) and keep your back straight

•  get a good hold of the load and lift, hold it close to you, tuck your elbows in

•  stand using your thigh muscles to push you up and not your back

•  carry with the load held close to your waist and avoid twisting

•  keep your head up and look where you are going.
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Hygiene and infection control



•  micro-organisms

•  hygiene control

•  methods of maintaining hygiene

•  infection control

•  methods of sterilisation, disinfection and sanitation

•  salon hygiene

•  PPE.
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Micro-organisms



•  bacterial infections

•  fungal infections

•  viral infections

•  infestations.
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Bacterial infections
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Fungal infections
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Viral infections


Infestations
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How infections and infestations are transmitted



•  Direct contact – micro-organisms are passed on from person to person. This is achieved by having direct contact with an infected person.

•  Indirect contact – micro-organisms can be passed on by contact with contaminated equipment, including towels, spa baths and dirty tools.

•  Inhalation through the nose and mouth into the respiratory system from airborne organisms (such as coughs and colds).

•  Ingestion – micro-organisms are swallowed or eaten on contaminated food. We can also ingest micro-organisms by putting dirty hands into our mouth or having contact with dirty cups or glasses.

•  Injection – when the skin is pierced either accidently (for example, during electrolysis) or intentionally (when the ears are pierced).
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Methods of maintaining high standards of hygiene


Sanitisation


Disinfection


Sterilisation


Hygiene control


Equipment used to maintain hygiene

Autoclave
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Ultraviolet (UV) radiation cabinet (UVC)
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Chemicals used for sterilisation and disinfection
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•  Quaternary ammonium compounds (QACs) – found in disinfectant products used in the workplace where a high standard of hygiene is required.

•  Bleach (for example, sodium hypochlorite such as Milton) – most bleaches contain chlorine and they are not suitable for sterilising equipment. They should be used for cleaning toilets, surfaces, and sinks etc.

•  Glutaradehyde (for example, Cidex) – used as a sterilising agent.

•  Alcohol – available in a number of forms including surgical spirit, isopropyl or ethyl alcohol. Suitable for wiping tools to remove grease and debris.
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Hand hygiene
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Protecting your hands




1.  Wear non-latex, powder-free disposable gloves for waxing, mixing tint, tanning and when using latex products in media make-up.

2.  Dry your hands thoroughly after wetting.

3.  Moisturise your hands regularly.

4.  Check your hands regularly for signs of contact dermatitis. If you notice any signs of dermatitis let your salon manager know and seek further advice from a pharmacist.
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Salon hygiene



•  clean all hard work surfaces (such as trolleys, units and basins) at least once a day using a recommended product. Avoid scouring products as these can cause scratches on the surface which can then hold micro-organisms, dirt and grease

•  dispose of all waste as you produce it, placing it straight into a covered bin protected with a bin liner. Avoid direct contact with any potentially contaminated waste. Tie bin liners when disposing of them into an external waste collection bin

•  sterilise all equipment before and after each use, using an appropriate method

•  wash bowls and dishes with hot soapy water after use

•  change sheets and towels after each client

•  wash towels and linen in a hot wash (at 60 degrees and with a biological washing product)

•  cover couches with couch roll, which should be disposed of and replaced after every client

•  wash drinking cups and glasses thoroughly in hot soapy water

•  make sure all sheets, pillows, blankets and towels are stain free.
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Personal protective equipment (PPE)



•  disposable powder and latex-free gloves

•  aprons

•  particle masks

•  eye protection.



Disposable powder-free and latex-free gloves
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Aprons
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Particle masks


Eye protection – safety glasses


Disposal of salon waste
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•  Left over products such as masks and massage oil should be wiped out of the container with tissues and placed in a refuse bin. These products should not be washed down the sink as they can block the pipes.

•  Any waste food must be placed in the staffroom waste bin with a lid, to avoid smells.

•  Very small quantities of unused chemicals may be rinsed down the sink with plenty of cold water, to dilute the product. Always follow your manufacturer’s instructions and COSHH datasheets to ensure you do not harm the environment or cause a hazard.

•  Fold waxing strips over before placing in the bin.

•  Packaging from products should ideally be recycled (plastics, cardboard and paper). Recycling signs are generally colour coded to help identify where and how you can recycle them
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Maintain safe environmental conditions

Lighting



•  Position lights so that they are not in the line of the client or your focus.

•  Adjustable lighting is ideal so it can be adjusted according to the treatment need – for example, bright light when waxing and subtle lighting for a facial.
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Ventilation



•  natural ventilation (opening doors or windows to allow new air to circulate)

•  controlled ventilation (fans and vents)

•  artificial ventilation (electric extractors or fans).
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•  micro-organisms build up causing an increased risk of cross-infection

•  carbon dioxide builds up making employees feel lethargic and tired

•  a warm stuffy atmosphere

•  condensation collects making the atmosphere damp.



Salon temperature
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Air conditioning



•  maintain humidity by adding moisture to the air or dry out the air as necessary

•  filter out dust and dirt.
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Humidity
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Positioning of equipment



•  adjusting the height of the couch

•  positioning trolleys within easy reach

•  positioning tools, products and equipment on stable surfaces and within easy reach

•  avoiding positioning electrical equipment near water

•  avoiding trailing cables/wires

•  completing a risk assessment of your equipment before use.
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Sustainable working practices



•  manage resources, work economically and minimise any waste of products

•  use environmentally friendly and biodegradable products both to clean and within your treatments

•  turn off electrical equipment and lights when not in use. Don’t leave equipment such as computers in standby mode. This can dramatically save energy

•  conserve water, turn taps off and don’t leave water running unnecessarily

•  save energy and water, for example, when boiling a kettle, just boil the water you need

•  use products made from recycled materials (such as stationery)

•  use electronic marketing (email, SMS messaging) to save on printing inks and paper

•  reduce paper consumption, for example, print double sided, use scrap paper for note/message taking where possible

•  dispose of uncontaminated and contaminated waste responsibly using licensed refuse collectors

•  separate and recycle waste such as packaging and glass.
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PROFESSIONAL BEAUTY STANDARDS
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Standards of personal appearance
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Personal hygiene
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Body odour



•  wash daily

•  wear breathable fabrics that stop the growth of bacteria on the fabric

•  put clean clothes on each day

•  use a deodorant to reduce body odour by inhibiting the growth of bacteria or an antiperspirant which will reduce the size of pores so that the body sweats less

•  avoid wearing strong or heavy perfumes as these can be overpowering

•  avoid strong smelling foods such as garlic that will come out through the pores of your skin when you are working.

•  if you smoke, think about when you smoke. Smoke often clings to clothing and hands and is offensive when working in close proximity with clients.
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Oral hygiene



•  strong foods (such as onion, garlic)

•  smoking

•  digestive problems

•  tooth decay and gum disease.





•  brush teeth regularly at least twice a day (both morning and evening)

•  use dental floss or dental sticks regularly

•  visit the dentist/hygienist regularly

•  avoid eating foods that will make you and your breath smell.
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Hair



•  If your hair is long keep it tied back.

•  Use a hair band or hair clips to stop stray hairs hanging loose, as they may come in contact with the client’s skin, products or worse still, wax – this is not hygienic and will distract the client.

•  Shampoo and condition your hair regularly.
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Hands, feet and nails



•  Keep nails short and well-manicured to prevent scratching the client. It also makes it easier to keep the nails clean.

•  Wash your hands and dry them well before and after each client.

•  Apply hand cream regularly during the day.

•  Remove jewellery and watches when working. Sharp edges can scratch and also products can get caught in the jewellery. It is acceptable to wear small stud earrings and a wedding band.

•  Cover cuts with a waterproof plaster.

•  Be aware of hand odours (such as from smoking and food).

•  If there are any warts on hands these should be treated. Keep covered with a waterproof plaster until they have gone.

•  If you are permitted to wear gel polish at work for promotional reasons, this should be immaculate at all times and only on short nails.
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Uniform
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Shoes



•  enclosed (no open-toed shoes) and secure on your feet to avoid slips, trips and accidents

•  made from leather or any material which allows the feet to breathe

•  low heeled (no higher than 5 cm) to support a comfortable foot posture

•  supportive of the foot arch.
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Make-up
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Standards relating to the work environment


Preparation of the treatment area


Sight
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Sound
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Smell
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Equipment for the treatment



•  plan your treatment schedule for all the pre-booked treatments

•  get as much prepared as possible, as this will save you time during the day

•  make sure that all the equipment to be disinfected or sterilised is prepared

•  prepare fresh disinfecting solution for standing tools in at the start of the day

•  check that any electrical equipment is in working order, check plugs and casings as you turn equipment on

•  wax heaters could be placed on a timer plug to make sure that the wax is adequately prepared for the first client.



Consumables and products for client treatments



•  prepare any consumables – check cotton wool, tissues and couch roll are in good supply in the treatment area

•  check that products on trolleys are in a logical order, organised and easily accessible.





•  check that the stock display is neat and tidy

•  face-up any stock – this means bring all the stock to the front of the shelf to remove any gaps so that the shelves look tidy

•  strip couches and replace with clean covers and towels

•  place clean couch roll on the couches ready for the following day’s first client

•  top up any other supplies that are low, such as wax heaters and distilled water in steamers.
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Uneven lips - use your lip iner to even out the lips and make
them symmetrical both sides. Apply lipstick.

‘Smalllips - extend the lips at the corners of the mouth with your
lip liner and apply lipstick.

Thin lips - use [ip liner to extend the lips slightly all the way
around and apply lipstick. Be very careful and subtle, avoid
light colours and go for brightness.

foundation to the entire
lip area to disguise the natural lip line and use your lip liner to
create a new line and apply lipstick. Avoid bright colours.

Thick upper lip - use the same technique as for thick lower lip.

Lines around the lips ~ apply a lip liner around the lips to
prevent the lipstick from bleeding into the fine lines. Apply
lipstick. Avoid lip gloss as the consistency will bleed very
easily into the fine lines.
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Small eyes — apply a light-coloured shadow all over the eyelid,
do not use dark colours as this will make the eyes look
smaller. Apply a medium-coloured tone to the outer corners
of the eyes and blend upwards and outwards just above the
socket line. Apply liner to the outer corners of the eyes,
highlight the browbone and apply mascara.

Prominent eyes —apply a dark-coloured shadow to the
prominent upper eyelids. Apply a darker shade to the outer
section of the eyelids and blend it upwards and outwards.
Make sure you highlight the browbone as you want to draw
attention to this area. Apply mascara.

Deep set eyes — apply a light-coloured eyeshadow all over
the eyelid, then apply a slightly darker tone to just above the
socketline and blend lightly upwards. Apply eyeliner or fine
shadow underneath the lower lashes and blend. Apply
mascara.

Round eyes — apply a light-coloured shadow all over
the eyelid, then with a darker shade apply to the outer socketline
blending outwards. Apply an eyeliner or shadow to the outer
corners of the upper and lower lids. Apply mascara.

Close set eyes — apply a light-coloured shadow to the
inner corners of the eyes, then use a darker shade on

the outer corners of the eyes to give a lengthening effect.
Apply eyeliner to the outer corners of the upper lid.

Wide set eyes — apply a dark-coloured shadow to the inner
section of the eyelids then use a lighter shade on the outer
corners of the eyes to give the illusion of bringing the eyes
closer together. Apply a dark eyeliner to the inner section of
the eyes and apply mascara.

Overhanging eyelids — apply a light-coloured shadow to the
middle of the eyelids and apply a darker shade to the socket
area and blend it upwards creating a higher crease. Apply
mascara.

Oriental eye shape — apply a light-coloured shadow all over
the eyelids. With a medium-coloured shadow create a half-
moon effect from the top of the lashline up to the socketline.
Apply a darker shadow to the outer corners of the lower
lashes and blend around the lashline. Apply mascara.
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Price list - facial treatments

Intense Pulsed Light skin rejuvenation

Luxury Microdermabrasion (with facial massage)
Microdermabrasion

Intensive eye treatment

Express facial treatment

Express facial massage

Time

1 hour
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30 minutes
30 minutes
30 minutes
15 minutes

Price

£150
£48
£36
£30
£30
£12
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Jo Ann’s Nails
Client consultation record

Name

Email Mobile: Work

Address:

Do you have any of the following conditions that could affect the service?
0 Diabetes

O Allergies (please state)

O Skin sensitivity to any cosmetics
0O Are you pregnant?
How do you feel about the condition of your nails, hands and feet at the moment?

What products do you currently use on them?

What is your occupation?.
Do you carry out any activities, such as sports, that can affect the condition of hands or feet?

Are you preparing for aspecialoccasion?
Are there any particular concerns you would like to discuss with your beauty therapist?

How did you find out about us?
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a deluxe manicure)

6 Massage.
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