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Communicating effectively 
with clients and colleagues 
is important for many   
reasons, for example: 
Ensuring that people   
understand you 
To accurately pass on 
information 
To update people with 
new information 
For a pleasant salon  
 environment  
To give a professional 
image to people 
To be able to socialise 
with people - this will   
enhance working relation-
ships amongst staff and 
also loyal clients 
 
When dealing with clients 
it is important that you 

present a pro-
fessional image.  
Your are the 
first impression 
that a client will 
get of the salon 
and so it is im-
portant that you 
can present an 
a c c e p t a b l e   
image.   
You should look 
immaculate - 
hair should be 
we l l- g roo me d, 
manicured hands and nails, 
clothes should be respect-
able and clean, no jewellery 
and fresh make-up t hat is 
professionally applied. 
Your body language must 
convey an approachable 

manner - smiling, good   
posture, no frowning etc.   
When speaking to the   
client your voice shoul d be 
well projected without 
shouting, speak slowly, 
clearly and politely. 

A handshake is a polite and formal greeting. 

Why is effective communication important? 

Listening 
skills 

In order to  be able to  
respond in  a compe-
tent manner you need  
to listen to what the 
other per son  i s     
saying.  If you do not 
listen to others they  
will think that you are 
uninterested, do not 
understand and you  
may gi ve incorrect 
advice or opinions. 

Effective communication  

C o r e  U n i t s  

Importance of good questioning techniques  

This is vital in order for 
you to be able to retrieve 
the information that you 
require to carry out the 
treatment or perform a 
task.   
 
 Open questions begin with 
- How? Where? When? 
Why?  Use open question-
ing techniques wherever 
possible as this encourages  
the client to give much 

more information.   
 
Closed questions begin 
with Do? Is?  If you use 
these type of questions 
you will only get a yes or no 
answer which will lead to a 
one sided conversation.  
When your are very busy it 
will sometimes be neces-
sary to use closed ques-
tions as these will enable 
you to get the information 

you require much more 
quickly.  
 
When answering questions 
you shoul d give the person 
the required information 
as concisely as possible.  If 
your answers are very de-
tailed the ot her person will 
become distracted and not 
take in the information 
offered.  

 

 

 

Many regulations and legislation cover you when you are working in a 
salon.  Any person who is working with others or members of the 
public need to work safely and comply with these rules. 
 
The Health and Safety Executive (HSE) i s the body that support and 
enforce the health and safety law. 
 

 
 
Two important points that you need to be aware of are the 
differences between a hazard and a risk. 

 
For example: 
Storing toxic or flammable chemicals in the salon is a 
hazard.  If they are left on a work surface in the salon 
where anyone can mi suse them then that is a risk. 
 
When working in a busy salon environment it is vital that 
you always work to mini mise the risk of any hazards 
occurring.  In the example above if the chemi cal was 
stored in a locked metal cupboard the risk would be 
minimal. 

Hazard – something with the potential to cause harm. 

Health & Safety 

Risk – the chances of the hazards potential being realised.  
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It is commonly ex- 
pected for a salon to 
stock a professional 
range of products in 
order to complement 
the treatments that 
are being offered. 
 
  
In order to make maximum 
impact on your product 
sales you need to be     
effective at displaying 
your stock in a              
professional manner.  
There are 3 main types of 
display techniques for 
products: 
 
Visual displays are  
used to attractively and 
creatively display stock.  
These displays are        
designed to attract the 

attention of the clients, 
however are usually behind 
glass or inaccessible as 
they are not intended to 
be disturbed.  Dummy 
products alongside certain 
‘props’ are often used in 
these type of displays.  
 
Stock displays are the 
products that are to be 
sold.  These should be   
attractive but also very 
accessible to the client.  
The client should feel able 
to walk over and pick up an 
item from the display 
without feeling uncomfort-

able.  This type of display 
is best in rows as it shows 
continuity and is easier for 
the client to find the re-
quired product.   
  
Tester Stand is  
a   specially designed stand 
that holds a selection of 
products that the client 
can test before            
purchasing.  This is       
particularly useful when 
retailing skin/body care 
products and make-up.  
  
   

Display Techniques 

Further Advice 
If you need any     
further advice, you 
could always consult 
your local sales     
representative for 
the company that   
supplies you with your 
stock.  They will be 
more than happy to 
help as the more you 
sell the more you will 
re-order.  

Display and retailing 
techniques 

Core units   

What are the benefits of displaying stock? 

The benefits of displaying 
stock within the salon are 
it promotes the sale of 
your products and services.  
A display area should be 
set aside in a visual area 
such as the window, which 
would promote sales to 

passing customers.  A    
reception area is an ideal 
place to display products 
as it often entices the 
clients to purchase     
products whilst waiting for 
a service.  You should also 
have a display area within 

the treatment room as it 
will give the client some-
thing visual to look at 
which often encourages 
the client to ask questions.  
This can give you an easy 
link into recommending 
products to a client. 

  
  

Remember 
the sale of  

products will 
greatly  

increase the 
profits of the 

salon! 

 

 When you are working 
with other staff, you 
need to support each 
other to ensure that 
the salon runs as 
smoothly as possible.   
Anticipate when oth-
ers may need help, 
for example, recep-
tion is busy and the 
phone is ringing –    
answer the phone as 
you walk past. 
Do not act in a way 
that discriminates 
against others – i.e. 
not telling politically 
incorrect jokes. 
Be assertive – if 
someone is bullying 
you, stand up for 
yourself and your be-

liefs in a positive way. 
Be willing to resolve 
disagreements, make 
the first move to 
apologise. 
Respond in a willing 
manner when others 

ask for help. 
Share the workload – 
it is a common policy 
within salons that all 
staff members stay 
until the whole of the 
salon is tidy. 

Ways of working co-operatively with others 

When working in a 
salon environment 
you will need to be 
able to work with 
others and         
develop positive 
working relation-
ships in order to 
make the salon 
run smoothly and 
to present a     
professional image 
to your clientele. 

Working With Others  

Co r e U n its  

Impo rtance of good  working re lationships 

Harmonious working 
relationships are im-
portant as it ensures 
a good environment 
within the salon.  If 
you do not have a har-
monious working rela-
tionship then col-

leagues, clients and 
people visiting the sa-
lon will notice an at-
mosphere, which will 
make them feel un-
comfortable.  If a 
person does not feel 
comfortable within an 

environment, they will 
not want to return.  
This could lead to loss 
of staff and clients, 
which overall, would 
lead to a profit loss 
within the business. 
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Within this section of your course you will be 
required to have knowledge of: 
 Safe working practices 
 Health and safety legislation 
 How to deal with hazards 
 Who is responsible for health and safety in   
        your workplace 
 Who to report hazards to 
 How to reduce risks to health and safety 
 Correct personal presentation 
 Environmentally friendly working practices  

Health & 
Safety 
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Hazards and Risks 
 

 
Many regulations and legislation cover you when you are working in a salon.  
Any person who is working with others or members of the public need to 
work safely and comply with these rules. The Health and Safety 
Executive (HSE) is the body that support and enforce the health and 
safety law.  

Hazard – something 
with a potential to 

cause harm.

Risk – the chances of 
the hazards potential 

being realised.

 
 

Storing toxic or flammable 
chemicals in the salon is a hazard.  
If they are left on a work surface 

in the salon where anyone can 
misuse them then that is a risk.

When working in a busy salon 
environment it is vital that you 

always work to minimise the risk 
of any hazards occurring.  In the 

example above if the chemical was 
stored in a locked metal cupboard 

the risk would be minimal.

W
W

W
.B

EAUTYPACKAGES.C
O.U

K 

SAMPLE
 P

AGES 20
10



 

Clare Hargreaves-Norris                                                        Level 2 Core Units 2010 

3

Task 
Can you list the possible hazards that you may come across in a busy salon 
and explain how to minimise their risk. 
 
 
 
Hazard How to minimise risk 
Trailing wires Avoid and keep along the side of a 

wall or work surface. 
 

Slippery surface 
 
 

Warn others and place a sign over. 

Faulty electrical equipment Stop using and report straight away 
to get them repaired. 
 

Overloaded sockets Re-organise and obtain an extension 
lead until new sockets can be 
fitted. 

Barbicide jar next to electrical 
equipment 

Move away so that if there is a 
spillage no liquid will be near the 
electrical equipment. 

Split wires on a wax pot Remove from work area and place a 
sign on the equipment to warn 
others that it is out of order. 

Lit candles  Ensure candles are not near any 
flammables, towels, wooden shelving 
etc. 

Obstructions Chairs, bags, trolleys etc in front 
of doors or in walk ways. 
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Dealing With Hazards 
 
When working in a salon environment there are a variety of hazards that 
you need to be aware of and respond to appropriately.   
 
Task 
Please complete the relevant questions on the importance of dealing with 
hazards. 
 
Damaged products 
 Damaged products should be handled with care.   
 If the packaging is broken then gloves should be applied before 

handling the products, the product should be safely disposed of into a 
sealed bin liner.   

 If any glass is involved it should be placed in a secure container 
marked ‘broken glass’.   

 If the product arrives from the supplier damaged it should be sent 
back to the supplier by placing in a secure package with a note 
explaining the problem.   

 If broken glass or dangerous chemicals etc. are involved the 
manufacturer should be contacted first, to check what procedure you 
should follow.   

 
Why should you not use damaged products? 
 
Broken packaging may be hidden within the product and therefore may 
cause injury during the treatment.  Cross infection may occur due to 
inadequate sealing of the product.  The product will not have its usual 
shelf life due to inadequate sealing of the product. 
 
 
Damaged tools or equipment 
 If you notice that tools or equipment are damaged in any way you 

should not use them.   
 A sign should be placed over the item to identify to the rest of the 

staff that the tools or equipment should not be used.   
 If it is a manufacturing fault or if the item is covered by a warranty 

then you should contact the manufacturer.   
 The tools or equipment should be sent away for repair or a 

professional brought in to repair the equipment. 
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Why should you not use damaged equipment? 
Damaged equipment may cause an accident or injury if it is not working 
correctly. 
 
 
Damaged fixtures or fittings 
 A notice or sign should be placed over the damaged fixture or fitting 

to ensure that all staff and clients are aware of the danger.   
 If the item can be moved, it should be placed in an area that is safe.   
 The item should be repaired immediately; often you will need to 

contact a supplier or manufacturer for a professional repair service.   
 If the items are still under warranty or it is a manufacturing fault you 

should again contact the supplier or the manufacturer to report the 
fault. 

 
Why should a sign be placed over damaged fixtures or fittings? 
 
You need to warn others of the damaged equipment or fittings as they 
may not notice and it may then cause an accident or injury. 
 
  
Spillages 
 Any spillage should be wiped up immediately.   
 If there is any broken glass then gloves should be worn prior to 

attempting the removal.   
 The glass should be placed in a suitable container marked ‘broken 

glass’. Disposable paper towels should firstly be used to remove the 
bulk of the spillage.   

 A mop or cloth with detergent and hot water should then be used to 
remove the remaining product.   

 The floor should be left to dry and a sign put up to inform people of 
the wet floor. 

 If the spillage is a sticky substance surgical spirit can be used as an 
effective method of removing the product residue. 

 
Why is it important that a spillage be wiped up immediately? 
 
Someone may slip and injure themselves or others. 
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Chemical spillage 
 If the product spilt is a chemical, you should refer to your COSHH 

risk assessment manual for advice on how to deal with the spillage.   
 Quite often, the product would be poured down a sink whilst running 

cold water at the same time to dilute the chemical. 
 
 
Why must you check how to deal with a chemical spillage correctly? 
 
To prevent any skin or breathing reactions occurring due to the product 
coming into contact with people. If the chemical is flammable and it is not 
properly removed or a residue remains, this could fuel a fire.  
 
 
Slippery surfaces 
 If a floor surface is slippery then a sign should be placed over or close 

to the area to inform people of the potential hazard.   
 The sign should contain words and a picture.   
 The correct procedure should then be followed to correct the 

surface; this would depend on what was causing the slippery surface.   
 If it was a spillage then the procedures that were outlined previously 

for dealing with a spillage should be followed.   
 Quite often, the cause of a slippery surface is water due to the 

weather or the nature of the floor surface.  A permanent sign should 
then be put up to inform people of the danger. 

 
Why should the sign contain words and pictures? 
 
To enable a non-English speaking person or a person who cannot read to 
understand the meaning of the sign.   
 
 
Obstruction of access and egress 
 This is the obstruction of the entrance (access) and exit (egress) of a 

building or room.   
 The obstruction should be removed immediately to comply with Health 

& Safety and Fire Regulations.   
 If you cannot safely remove the obstruction then ask for assistance.   
 Signs could also be displayed to inform people that the access or 

egress should not be obstructed. 
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What could be the consequences of an obstruction blocking the 
entrance or exit? 
 
It is vital that this obstruction is dealt with urgently as it could block the 
only exit from the building in the case of an emergency therefore leading 
to accidents and possibly fatalities.   
 
 
Importance of remaining alert in the presence of hazards 
It is vital that you remain alert to the presence of hazards in your 
workplace to ensure that accidents do not occur.  By following all the 
procedures mentioned previously you should minimise the risk of any 
accident or problems occurring. 
 
 
Limits of your own authority when dealing with hazards 
If for any reason, you feel that you have limitations in dealing with the 
hazard you should request assistance.  If an additional pair of hands is all 
that is required, request the help of the nearest able person.  If you 
require specialist assistance or advice on how to deal with the hazard, you 
should request assistance, stating the nature of the hazard.  People that 
you may contact in this instance could be: 
 Salon manager 
 Tutor 
 Assistant (for example if you are very busy) 
 Care taker 
 Cleaner 
 Security 
 Maintenance 
 Emergency services (in extreme cases such as a fallen tree, or cables 

etc.) 
 Salon owner 
 
 
Emergency shutdown of equipment 
It is possible that accidents or emergencies could occur which relate to 
fumes, electrical problems or flooding, and require immediate action.  In 
these circumstances, you need to be aware of the location of the cut off 
points for these services.   
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 To cut off the gas supply you should be aware of the location of the 
mains gas switch. 

 For shutting off water, you need to be aware of the location of the 
stopcock.  

 If any electrical problems occur, you need to be aware of the location 
of the mains electricity switch. 

 
 
Minimising security risks 
In order to maintain a secure working environment certain procedures 
should be followed to minimise the risks of any incidents occurring.  The 
level of security will depend on the presence of risk and the budget 
available. 
 
Task 
What principles would you put in place to help prevent incidents from 
occurring? 
 Always lock windows and doors. 
 Stock displays should always be locked. 
 Stock cupboards should be locked when not in use. 
 Not leaving valuables on show when there is nobody on the premises 

such as computers, televisions etc. 
 It is preferable that clients and employees are provided with a locker 

for their belongings. 
 If a client removes jewellery for their treatment, place it so that it is 

visible to the client or ask them to put it into their bag or pocket. 
 Check any suspicious packages. 
 Display signs to reinforce to clients that the management do not 

accept responsibility for any items left at reception etc. 
 Time switches on lights can be used to make the premises look like 

they are occupied. 
 Fit external lights to illuminate the premises in darkness. 
 Use common sense when dealing with cash transactions. 
 
More advanced methods of security that could be implemented are: 
 Alarm systems. 
 Surveillance cameras. 
 Security guards. 
If there is a breach in security you should report the incident straight 
away.  Who you report to will depend on the severity of the breach. 
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Health and Safety at Work Act 1974 
This is the main piece of legislation under which nearly all other 
regulations are made.  This piece of legislation covers all persons whether 
employers, employees or self-employed. 
 
Employers must provide: 
 Access to a health and safety policy. 
 Proper safety procedures e.g. first aid procedures, fire exits and 

evacuation procedure. 
 Safe equipment that is serviced regularly. 
 Adequate training to all staff in safety procedures. 
 A workplace that is both safe and meets health requirements.   
 
Employees (you the therapist) must: 
 Follow health and safety procedures that your employer provides you 

with. 
 Act to protect yourself and others, such as clients and work 

colleagues. 
 Treat all equipment properly and report any faults that you notice to 

your manager.  You must not misuse or interfere with any equipment. 
 
All salons should display a health and safety poster and ensure that staff 
are trained in health and safety procedures.  If a salon employees 5 or 
more staff they must have a written health and safety policy 
 
 
The Workplace (Health, Safety and Welfare) Regulations 1992 
This act covers things such as toilet facilities, minimum working 
temperature, adequate lighting, adequate ventilation, appropriate floor 
covering, drinking water and staff area.   
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Electricity at Work Regulations Act 1992 
These regulations cover the installation, maintenance and use of electrical 
systems and equipment.  If an electrical fault was to occur, it could result 
in the following: 
 Electrical burns 
 Electric shock 
 Electrical fire 
 Death or injury 
 Loss of business 
 
These regulations states that: 
 You should always check any equipment before use. 
 A qualified electrician should check all pieces of electrical equipment 

in the workplace annually.   
 Any equipment that is broken or damaged should not be used.  This 

includes things such as exposed wires, cracked sockets etc.  
 Sockets should never be overloaded. 
 You should have a procedure in place for checking hand held tools to 

make sure that they are not re-used if faulty. 
 You should keep records of the electrical testing.  
 
 
Task 
What precautions should you follow when using electrical equipment? 
 
 Equipment must comply with British Standard of Safety. 
 The equipment must be wired correctly and checked by a qualified 

electrician every 12 months - a sticker would indicate this. 
 Electrical equipment should be placed on a solid, stable trolley. 
 The equipment should be within easy reach of the operator to prevent 

over stretching of wires. 
 No liquids should be near the electrical equipment. 
 Leads should not be dangling. 
 Equipment must be cleaned regularly. 
 Always check the equipment is working properly before use – 

remember it is your responsibility to check the equipment every time.  
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Control of Substances Hazardous to Health Regulations (COSHH) 2002 
These regulations explain how hazardous substances should be used, 
stored and disposed of.  A hazardous substance includes things such as 
chemicals, substances, biological agents and dust. 
 
In order to comply with COSHH the employer should carry out a COSHH 
risk assessment by firstly obtaining a copy of the Material Safety Data 
Sheets (MSDS) sheets off the suppliers.  This will provide all safety 
information on each product and will list if any precautions need to be 
taken such as wearing gloves when handling a substance. The employer 
must ensure that employees are properly informed, trained and 
supervised. 
 
Storage instructions must be followed to ensure that the products are 
stored correctly in order to ensure that maximum quality is maintained. 
If products are stored incorrectly, it causes them to deteriorate and 
therefore making them less effective. Products can also be dangerous if 
they are flammable and stored incorrectly.   
 
When storing products manufacturers instructions should be followed, 
however below is a general list of storage instructions that should be 
followed: 
 Store in an upright position 

 All lids must be secured, as often the products are highly volatile 

 In a dark, cool  cupboard 

 Away from direct sunlight 

 Dry environment 

 Chemicals should be stored in a lockable, metal cupboard/container 
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Task 
 
1. As a therapist, to comply with COSHH what should you do when 

working with any hazardous substances? 
 

1. Store in the correct place. 

2. Follow any precautions needed when using the substance. 

3. Use the substance correctly. 

4. Dispose of the substance correctly. 

 
 
2. Research the different symbols that can be found to show the types 

of hazards and insert an image of each in the space below: 
 
 
 

 
 
 

3.  Where would you find instruction regarding any products considered 
hazardous and what is this information called? 

 
 
This is known as a COSHH risk assessment manual and contains the risk 
assessment of all products used on the premises.  The manual will instruct 
you on the correct handling procedures and give any guidelines for 
protection.  This information is normally kept in the dispensary. 
 

 
 
Oxidising agent 
 
 
 
Corrosive 
 
 
 
Irritant 

 
 

Flammable 
 
 
 

Toxic 
 
 
 

Explosive 
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The Personal Protective Equipment (PPE) at Work Regulations 1992 
This regulation ensures that PPE is provided and used in all situations 
where required.  PPE is equipment which is to be worn or held by a person 
at work, and which protects against risks to health or safety. Employers 
must ensure that anyone who uses the protective equipment has received 
proper training. The employer must ensure that the PPE is: 
 properly constructed 
 suitable for the purpose 
 kept in good repair  
 available for use 
 

Protective 
eye 

glasses 
Gloves Apron Barrier 

cream
Protective 

mask

 
 

The Manual Handling Operations Regulations 1992 
These regulations consider the risks involved when employees carry out 
lifting and moving.   
 
It is the employer’s responsibility to: 
 Avoid the need of hazardous manual handling as far is as reasonably 

viable. 
 Assess the risk of injury from any hazardous manual handling that 

cannot be avoided. 
 Reduce the risk of injury as far as is reasonably practicable. 
 
Employees have the duty to: 
 Follow appropriate systems of work laid down for their safety. 
 Make proper use of equipment provided for their safety. 
 Co-operate with their employer on health and safety issues. 
 Take care to ensure that their activities do not put others at risk. 

Types of PPE 
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Good handling techniques 
Task 
List good handling techniques you should use to minimise the risk of injury 
to yourself or others when moving and lifting. 
 Plan the lift before you begin.  Where are you going to place the load? 

Do you need help? Do you need to remove any obstructions? 
 Position your feet apart, giving a balanced and stable base for lifting.   
 Place the leading leg as far forward as is comfortable. 
 When lifting from a low level bend the knees, and keep the back 

straight (tucking in your chin helps).  Keep the shoulders level and 
facing in the same direction as the hips. 

 Get a firm grip and keep the arms within a boundary formed by the 
legs. 

 Keep the load as close to the body as possible. 
 Always lift the load smoothly, do not jerk.   
 Do not twist the trunk, move the feet instead. 
 Never stretch. 
 If an item is too high, use a stepladder or stool to help you. 
 If precise position of the load is necessary, put down the load first 

and then readjust. 
 If the load is too heavy, ask someone to help you. 
 

Diagram to illustrate good handling techniques 

Bend your knees and 
keep your back straight, 
lean forward a little to 
get a good grip.  Keep 

your shoulders level and 
facing the same 

direction as your hips.

Keep your arms in the 
boundary formed by 

your legs.  Using a hook 
grip is less tiring than 
keeping your fingers 

straight.

Keep the load as close 
to the body as possible.  

Be aware of your 
surroundings as you 

move.
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The Regulatory Reform (Fire Safety) Order 2005 
Under this regulation, a responsible person has to perform a fire risk 
assessment and produce a fire management plan.  There are guidelines on 
the HSE website to help with this.  
 
The general guidelines are: 
 Appropriate fire extinguishers must be placed at suitable sites, these 

must be maintained and serviced by a qualified contractor. 
 All staff must be trained in the use of fire safety equipment and 

procedures, this should be re-assessed at regular intervals. 
 Fire exits must be clearly identified and kept clear at all times. 
 Ideally, the evacuation procedure is visible to everyone on the 

premises – usually a poster is placed on all exits. 
 
Task 
List below the sensible fire precautions that all premises should follow: 
 All staff must be trained and be aware of the fire and emergency 

evacuation procedure for their place of work.   
 Use safety precautions when working with electrical equipment, 

candles and flammable substances.  
 Establish an emergency exit for the easiest route by which staff and 

clients can leave the building in the safest way possible. 
 Make sure that everyone is aware of the assembly point. 
 A smoke alarm should be fitted to give a warning of a fire. 
 Fire doors should be fitted to secure the fire and provide help to 

control the spread of the fire. 
 Fire fighting equipment must be available and placed in a specified 

location for easy access.  This equipment includes fire blankets, fire 
extinguishers, sand buckets and water hoses.   

 Fire fighting equipment should only be used once the nature of the 
fire has been established, as using the incorrect piece of fire fighting 
equipment could make the fire worse.  

 Be sensible and do not panic. 
 Make sure everyone is aware of the location of the fire fighting 

equipment and fire alarm. 
 Always close windows and doors behind you. 
 Never use the lift in an evacuation procedure. 
 Have a procedure for checking who is on the premises. 
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Wet Chemical
Red with a 
yellow label

Used on 
cooking oil,

Replaced fire 
blanket

Dry Powder
Red with a blue 

label
Used on all 

fires
Particularly 

liquids & gases

Carbon Dioxide 
Red with a 
black label
Used on all 

fires,
Particularly 

electrical fires

Foam 
Red with a 
cream label

Used  on solids 
and liquids

Not used on 
electrical fires

Water 
Red with red 

label
Used on  solids 

and liquids
Not used on 

electrical fires

Fire 
Extinguishers

 
There are five classes of fires: 
Class A – Solids such as paper and wood 
Class B – Liquids such as solvents 
Class C – Gases 
Class D – Metals 
Class F – Hot oils   
 

There are a variety of fire extinguishers 
available for use and you must be aware that 
not every extinguisher is suitable for every 
type of fire.  

Only use a fire extinguisher if you have been 
specifically trained to do so.  

It is important that you do not put yourself 
or others at risk, only ever attempt to deal 
with a small fire if you feel competent.

 

 
Fire 

Extinguishers 
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How to use a fire extinguisher  
 

PASS

Pull out the pin

Aim the nozzle low

Squeeze the lever

Sweep the nozzle towards the base of 
the fire

 
 
 
Task 
In the space below, list your salon/college evacuation procedure.  You may 
wish to present this like a poster to develop your communication skills. 
 
An example procedure is outlined below: 
1. Shut down any equipment. 
2. Close all windows and doors as you leave to contain the fire. 
3. Escort your client and less able colleagues out with you. (You may need 

to wrap the client in a dressing gown or blanket) 
4. When evacuating use the designated evacuation route without 

panicking (remember do not use the lift, it is not safe to do so). 
5. Proceed to your assembly point. 
6. Do not re-enter the building until you have been told it is safe to do 

so. 
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Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (RIDDOR)  
These regulations cover the reporting and recording of any serious 
accidents and conditions to the Local Environmental Health Officer. You 
need to report: 

 deaths 
 major injuries 
 accidents resulting in over 3 days injury  
 diseases 
 dangerous occurrences 
 gas incidents  

 
It states that the steps outlined below should be followed when someone 
is ill, injured or if an accident occurs at work: 
 Write a record of the accident in the record book that is kept for 

this purpose.  The information must include the name of the person 
involved in the accident, accident details, injuries incurred, date of 
accident, action taken and signature of all those concerned including 
the injured person. 

 If the accident is serious or results in an absence of more than three 
days a report must be made to the Local Environmental Health Officer 
within 10 days of the accident.  An accident form F2508 should be 
completed for this purpose. Alternatively, you can report the accident 
or occurrence over the internet by visiting www.riddor.gov.uk.  This 
website provides detailed information regarding the correct 
procedures to follow. 
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The Health and Safety (First Aid) Regulations 1981  
 

These regulations state that the workplace must have a provision for 
adequate first aid equipment.  It is recommended that there is a 
designated first-aider who would help in the case of an accident.  If 
needed the workplace must then summon an ambulance or other 
professional help. It does not include the administering of tablets or 
other medicines. 
 
The first aid facilities will depend on the size of the workforce, type of 
work hazards and history of accidents in the workplace.   
 
First aid kits 

The minimum level of first 
aid equipment is required and 
this should be regularly re-

stocked, easily visible, 
accessible and all employees 
aware of its location. There 
is no compulsory list of what 
a first aid kit should contain.

The following items would be useful: 
 Advice leaflet 
 Individually wrapped triangular bandages (6) 
 Individually wrapped moist cleaning wipes 
 Assorted sterile adhesive dressings (20) 
 Sterile eye pads with attachments (2) 
 Medium individually wrapped sterile wound dressings (6) 
 Large individually wrapped sterile, non-medicated wound dressings (2) 
 Extra large individually wrapped sterile, non-medicated wound 

dressings (3) 
 Safety pins (6) 
 Antiseptic cream 
 Gauze 
 Eye bath 
 Disposable gloves 
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Task 
Please research and answer the following questions to demonstrate your 
knowledge of first aid procedures. 
 
1.  What procedure would you follow when dealing with an accident? 
 
When dealing with an accident you should: 
1. Notify the designated first-aider or administer first aid yourself if 

you hold an up to date first aid certificate. 
2. If any blood is present, it is recommended that disposable rubber 

gloves should be worn. 
3. If the accident is severe, you should dial 999 and ask for an 

Ambulance.  You will be required to give the address, nature of the 
accident, number of casualties, details and the severity of the 
injuries.  The operator may also give you instructions on how to deal 
with the injured person. 

4. The site of the accident should be cleaned and made safe once you 
have been given permission to do so by the emergency personnel. 

5. The accident details will need to be recorded in the accident book. 
 
 
2.  What details should be recorded in the accident book or accident 
report form? 
 
 Date, time and place of incident. 
 Name and signature of injured person. 
 Details of the injury and any first aid given. 
 Immediate action taken afterwards. 
 Name and signature of first-aider. 
 
3.  Why is it important, that all accidents, even minor ones should be 
recorded? 
 
It is important that a record be kept to monitor frequently occurring 
accidents, even minor ones, so that they can be prevented in the future. 
 
Also for legal reasons, if a person was to try and make a claim against the 
salon there would be evidence that appropriate action had been taken at 
the time of the accident and also what injuries were incurred.   
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Task 
Answer the following multiple-choice questions to demonstrate your 
knowledge on health and safety issues. 
 
1. Fire extinguishers for electrical fires have 
a blue markings 
b black marking 
c green markings 
d red markings 
 
 
2. If a spillage occurs 
a jump over it 
b shout for help 
c throw a towel over it 
d identify the spillage to everyone and clear up appropriately 
 
 
3. The proper storage of equipment and tools helps 
a to keep the treatment area tidy 
b to prevent them from getting broken 
c prevent other people from using it 
d to prevent it getting dusty 
 
 
4.  If you are carrying out a treatment and the alarm sounds you should 
a ignore it – it is probably a false alarm   
b leave the client and run 
c make the client safe and assist to the nearest exit 
d leave the client to relax whilst you go out to the assembly point 
 
 
5.  A COSHH risk assessment is carried out to 
a make the salon look professional 
b assess the risks of using equipment 
c assess the risk of using substances 
d so that you do not get into trouble with the police 
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 Work Place Policies 
 
 

Within every salon there will be a variety of policies or rules that the 
salon owner, employees and customers are expected to follow.  These are 
designed to ensure that the salon runs in line with regulations, minimises 
the risk of accidents, presents a professional manner and complies with 
health and safety requirements. 
 
Task 
Please complete your salon/training environment rules that you are 
required to follow.   
Policies Rules 

 
Using electrical equipment 
 
 

 

Smoking  
 
 

 

Eating  and drinking 
 
 

 

Mobile phones 
 
 

 

Conduct 
 
 

 

Personal presentation code 
 
 

 

Absence 
 
 

 

Working with hazardous 
substances 
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Industry Codes Of Practice 

 
 
Hygiene and personal presentation is very important not only to prevent 
infection and offensive odours but also to give a professional image to the 
client. Your presentation is also important from a safety aspect; you must 
present yourself in a manner that prevents the risk of any accidents to 
yourself or others. 
 
Personal appearance of the therapist 
As a therapist, you are required to present a professional image at all 
times.   
 
Task  
How should you present yourself as a hygienic therapist in a professional 
industry? 
 
 Have clean teeth and avoid eating strong smelling foods and smoking. 
 Bathe daily. 
 Wear deodorant. 
 Wear a subtle perfume and avoid strong smelling aromas.  
 Wear a subtle and professionally applied make-up. 
 Eyebrows should be shaped and tidy.  
 Ensure you have a clean, pressed uniform daily. 
 Secure your hair away from the face if it is long.  If hair is shorter, it 

should be presented in a way that does not interfere with the 
treatment. Remember if you touch your hair at any time during the 
treatment, you are required to wash your hands each time. 

 Have clean nails that are short and free from enamel, so as not to 
interfere with the treatment. 

 Cover any cuts on the hands with a waterproof plaster 
 Wear only minimal jewellery. Only a plain wedding band or stud 

earrings are allowed.  (No facial piercing). 
 Wear shoes that are clean, low heeled and fit securely around your 

feet. 
 Wear tights to protect legs/feet and to prevent offensive odours. 
 Do not attend work/college if you have an infectious disease such as 

impetigo. 
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Task 
Please complete the table – explain the safety reasons for specific 
guidelines in relation to your appearance 
Appearance Safety Reason 
Hair tied back To ensure it doesn’t fall onto the client 

or into products. It could also hinder 
your vision or get caught in equipment 
such as magnifying light.  
 

Short nails So that you don’t scratch the client. 
 
 

No necklaces  They could get caught in equipment or 
catch the client. 
 
 

Full, secure, low heeled shoe  You may drop items on your foot, a full 
shoe would protect against sharp items 
or hot wax for example.  Secure and  
correct height – to protect against 
injuries and prevent you from developing 
a bad back. 
 

 
Posture and deportment 
Your posture and deportment are important factors that affect your 
health, safety and overall well-being.  If you have bad posture then every 
day tasks will become much more difficult to carry out and eventually 
lead to constant aches and pains.  In severe cases, it may prevent you 
from carrying out your job. Consider the following: 
 Your back is straight 
 Your shoulders are pushed back slightly, do not stoop 
 Your weight is evenly distributed between both feet 
 Chest is pulled upwards and outwards 
 Hips should be level 
 Feet should be positioned shoulder distance apart 
 You are not overextending the joints in your knees when standing 
 When sitting your legs should not be crossed 
 Never stretch to reach items 
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Environmentally Friendly Working Practices 
 
 

For a business to be run in an environmentally friendly manner all staff 
need to be aware of the following: 
 Use the minimal amount of product to produce the desired outcome. 
 Split tissues, bedroll and cotton wool. 
 Use minimal amount of towels. 
 Place tops back on products to prevent spillage. 
 Always turn off taps and don’t run the water excessively. 
 Store products in the correct environment - usually dark, cool, dry and 

upright. 
 Turn out lights when not in use. 
 Switch electrical equipment off when not in use. 
 Re-cycle waste where ever possible – use separate bins to collect 

different types of rubbish. 
 Hang dry towels where possible to avoid the use of the dryer. 
 Sterilise as many tools at the same time to save electricity.  
 If your client doesn’t arrive for a treatment that you have set up for, 

don’t throw away tissues and cotton wool that you have prepared. 
 Try to order stock from local suppliers so that less petrol is used 

when items are delivered to your salon. 
 Use glasses that can be washed rather plastic cups. 
 Encourage clients to re-use their appointment cards for more than one 

visit. 
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This part of your course involves you  
understanding the following: 
 
 

 Roles different people carry out in 
the salon 

 Salon procedures 
 Appeals and grievance procedure 
 Target setting 
 Identifying your strengths and 

weaknesses 
 Continuous professional development 
 Updating your personal development 

plan 
 How to work effectively with your 

work colleagues 
 How to communicate appropriately  
 Managing your time effectively 
 Work related Legislation 

Develop & Maintain Your 
Effectiveness At Work 
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Equal Opportunity Legislation 
 
 

The laws below aim to provide protection against discrimination. The 
discrimination could be direct i.e. Advertising for female only staff. It 
could be indirect i.e. advertising for staff that are a certain height – over 
6ft tall. 

 
 
The Sex Discrimination Act 1975/1986 
This protects men, women and married couples from any employment 
related sex discrimination. People who are gay, lesbian and transsexual 
have recently used this legislation to protect themselves against 
discrimination.  
 
 
The Race Relations Act 1976 
This law covers all racial groups and protects against discrimination on 
the grounds of colour, race, ethnicity or nationality. 
 
 
The Equal Pay Act 1970 
This act gives the right to men and women to be paid equally for doing the 
same job, equal pay for work of equal value. 
 
 
The Disability Discrimination Act 1995 
This aims to prevent discrimination against people with disabilities.  All 
employers are expected to make reasonable adjustments to their 
premises to enable a person with a disability to work there, or for a client 
to access the premises.  A disability is defined as:  
 A person with a physical or mental impairment. 
 A person with an impairment that has an adverse effect on a person’s 

ability to perform normal activities. 
 An impairment that has a long-term effect. 
 
A disability can include diabetes, epilepsy, multiple sclerosis, cancer, 
depression and heart disease.  
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Complaints And Grievance Procedure 
 
 

It is recommended that you have a complaints procedure in order to 
provide a professional service, as you will therefore know what procedure 
to follow.  This will ensure that similar situations are dealt with in the 
same manner.  Therefore, clients will be dealt with fairly and equally and 
staff will be clear about the correct procedure to follow.  When dealing 
with complaints you should remember, the different types of legislation 
designed to protect the customer, which you must comply with. 
 
If a member of staff has a grievance then they also need to know the 
correct procedure to follow. 
 
Task 
In the space below, explain what you should do when dealing with a 
complaint. 
 
 
 
 
 
 
 
 
Task 
Explain your salon’s grievance procedure that you would follow if you had 
a grievance.  
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Job Roles And Responsibilities 
 
 
In order for any person to be able to carry out their job role effectively, 
they must know what is expected of them.  When in employment you 
should be given a list of the responsibilities you are employed to carry 
out.  This list will be included in either your employment contract or your 
job description.  The information that should be included would be: 
 

Job title.

Areas of responsibility.

Tasks that you are required to carry out.

Persons you are responsible for.

Procedures you will be expected to follow.

Who you should report to i.e. your supervisor.
     

 
If you are unsure of your job role then you should ask your employer or 
training provider for a copy.  In a training environment, you should 
approach your personal tutor who will supply you with a written code of 
conduct.  In addition, your assessment book will also explain the criteria 
that you need to meet in order to pass the assessment. 
 
Importance of job roles and responsibilities 
It is important that all members of the team are aware of their own 
responsibilities and that of others.  The job role will give you guidelines to 
work within and prevents too many people from trying to carry out the 
same task.  When job roles and responsibilities are being set it will ensure 
an even distribution of the workload. 
 
A positive aspect of the use of job roles and responsibilities is that it 
develops expertise, from which other members of the team can seek 
advice.  If a person is performing a task regularly then they will soon 
become familiar with that role and develop the most effective way to 
carry it out. 
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Example of an employee’s job role  
 
Natalie Hesca 
 
Beauty Therapist - perform all beauty treatments within the salon. 
 
Responsible for cleaning, hygiene and safety of treatment room. 
 
Responsible for ensuring that tools, equipment and products used are safe 
and hygienic. 
 
To maintain satisfactory stock levels - order all beauty stock, both retail 
and professional. 
 
Attend any identified training courses as part of the continuous 
professional development programme. 
 
To actively take part in any promotional events. 
 
Deal with enquiries at reception as required. 
 
Liaise with salon managers. 
 
Attend weekly staff meetings. 
 
 
 
Importance of the knowledge of other team members’ job roles 
All members of the team need to be aware of the other team members’ 
responsibilities so that: 
 They know who to approach when a task has not been carried out. 
 They know who to praise when a job has been performed well. 
 They know who to seek advice from in a particular area of expertise. 
 Tasks are not overlooked or repeated unnecessarily, as everyone knows 

that all the tasks are being covered. 
 
It is good practice for a rota or list of responsibilities to be displayed, 
usually in the staff area, as this ensures that if anyone is unsure they 
know where and how to check. 
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What would happen if job roles and responsibilities were not followed? 
 

Firstly, 
affect the 

organisation 
of the 

working 
environment.  

This can lead 
to conflict 
within the 

workplace as 
team 

members will 
be unhappy 
that the 

tasks are not 
being 

performed.  

The salon 
image will 

also be 
affected, as 
the salon will 

not run 
smoothly and 
the conflict 

between 
staff will be 

evident.  

Customers 
will begin to 
notice if the 

salon is 
starting to 
look untidy 

etc. and may 
decide to 
take their 
business 

elsewhere.

 
 
Disciplinary procedure 
If job roles are not followed, the first step your manager will take to 
rectify the problem will be to discuss the problem with you.  An action 
would normally be agreed, such as a time limit for improvement or 
reduction of responsibilities.  If this does not correct the problem a 
procedure, similar to the one outlined below, will be followed: 

Failure to comply will result in dismissal.

Lastly, a final written warning will be issued.

A formal written warning is the next stage of the 
procedure.

A formal oral warning will be issued.

You will receive an informal oral warning on the 
issue.

 
 

W
W

W
.B

EAUTYPACKAGES.C
O.U

K 

SAMPLE
 P

AGES 20
10




