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ACADEMY
Dear Candidate

E-Hairdressing Academy welcomes you to this Professional Hairdressing / Beauty Learning Journey.
As you progress through this administration / induction pack, you will quickly become familiar with the requirements and the philosophy, which lies behind our programme.

However, if you have any queries or questions, please do not hesitate to contact your tutor or the Academy Training Co-ordinator:  Mrs. Iris Watts 

Tel: (44) 01803 295195  or  iris.watts@e-hairdressing.co.uk

Wishing you every success on your course.

Richard and Nancy Cherry

E-hairdressing Academy

484 Babbacombe Rd

Torquay 

TQ1 1HN

info@e-hairdressing.co.uk

Office - tel: (44) 01803 295195

Salon - tel: (44) 01803 291000

E-hairdressing International Hairdressing Academy 

ACADE


YBehaviour agreement    (print off for portfolio)
I accept that if I break this agreement I will be subject to the disciplinary procedure.

Signature .......................................................Name ..........................................

Group ........................................................... Tutor .............................................

Date ............................................................. This slip will be held in personal file.

.................................................................................................................................

Behaviour agreement

I have signed to accept that I agree to observe the following rules:

● I will not use bad language whilst I am at college. I understand that tutors have          
   a zero tolerance of this. This means that any bad language will result in me 

   being excluded from my class.

●I will be on time for all my classes. I understand that being late interrupts other  
  students and is disrespectful. Lateness will affect EMA payments. Parents of  

  students under 18 will be notified of lateness.
●The tutor decides on the activity of sessions, I will participate in all activities.

●I will have a professional attitude in all classes, but especially in practical salon.

  This means I will behave in a friendly and courteous manner to all in the class,  

  most importantly to clients.

●When allocated a client by my tutor I will never refuse the task.

●I accept that shouting across the salon or classroom is unprofessional and will 

   not do this.
●I will not distract other students from their tasks.

●It is my responsibility to bring all equipment to each session, this includes 
  equipment to carry out treatments and services as well as pen / pencil and.

  paper for theory classes.
●I will switch off my mobile phone / MP3 player / iPod and will not use it in class.

●I will wear correct, clean uniform for all sessions where it is required.

ACADEMY



DIVERSITY STATEMENT    (print off for portfolio)
E-hairdressing Academy values diversity and believes that people from different backgrounds can bring different ideas, perspectives and experiences to all aspects of learning and development.
E-hairdressing Academy’s Diversity / Equal Opportunities Policy aims to ensure that all candidates and those who have responsibility for the recruitment, teaching and the assessment of these candidates, enjoy a positive learning environment whilst at the same time safeguarding the integrity of the qualifications.
E-hairdressing is committed to providing a supportive, positive and inclusive learning experience.
Equal Opportunity Policy

There should be no barriers to stop candidates with E-hairdressing obtaining the 

hairdressing NVQ standard qualification. 


In essence qualifications should be:

1.
Available to everyone who can achieve the required standards.

2.
Free from barriers, which affect and restrict access and progression.

3.
Free from above board or hidden discriminatory practices with specific

regards to age, sex, colour, ethnic origin, gender, nationality, status, race or sexual orientation.  It must pay due regard to the special needs of the 


individuals, including those with impaired or physical disabilities, which may require the support to undertake the assessment. 


E-hairdressing Academy has a clear commitment to the equality of opportunity by


carrying out the following: 

●
Regular briefings and meetings with staff and candidates.
●
Analyse feedback from all responsible to ensure equal opportunity and

implementation where necessary.

●
Ensure regular checks are carried out on how the policy is implemented.
●
Regular monitoring by senior management to review and update when necessary.

I have read and understood the above

Signed:
............................................................................................................candidate name

Date:

                            R.Cherry
                                                                                                        Academy Principal

ACADEMYGuidelines of Professional Conduct within the Salon and Academy

1.
Appearance.
2.
Punctuality.
3.
Client care and service.
4.
Clear communication.
5.
Salon etiquette (no smoking, eating, drinking, mobile phones.)
6.
Over talking whilst client is speaking.
7.
Attendance.
8.
Adhere to health and safety regulations.
9.
Cost effectiveness.
10.
Correct use and hygiene of equipment.
11.
Security. 

Appearance

Candidates are expected to observe personal hygiene, dress in a manner conducive to the profession and working environment.

Whilst casual wear is allowed, candidates must present an overall smart appearance; no jean wear.

Professional Etiquette

Candidates are expected to conduct themselves professionally during theory classes and demonstrations.

Candidates must observe all rules of professional conduct, when working with clients on the salon floor.  There is no exception to chewing gum, smoking, eating or drinking whilst working with a client.  In case of difficulties please consult with your assessor.

Remember candidates are expected to offer a professional service to their model or client.

The Centre’s Procedures and Practices

Hours 

Candidates attending E-Hair Academy all day and wishing to bring a packed lunch, may consume it in a designated area which must be left clean and tidy afterwards.

Candidates are expected to attend the centre on time to minimise disruption to the class and yourself. (see timetable, detail available from your assessor.)

The timetable is subject to change (adequate notice will be given prior to new timetable being issued.)

Candidates must notify their instructor of their arrival and departure.

Candidates must notify the centre if they are absent, for whatever reason by no later than 830am.

The number to contact (24 hrs) and leave an answer phone message is 01803 295195
or email us on info@e-hairdressing.co.uk
Candidates who do not attend their session at the centre on time will miss their place and will not be allowed in until the beginning of the next session.

ACADEMY
Appeals

If you believe that an assessment decision has been made unfairly you can bring it to the attention of an E-hairdressing academy tutor, which will be discussed in confidence with you.

If you still believe that the appeal has not been conducted in the proper manner then you may inform the academy manager who will then deal with the appeal on your behalf following NVQ appeals procedure.  If necessary they will then contact either VTCT or the Hairdressing Training Board, who will investigate the complaint and undertake the necessary action to begin appeal.

The Appeals Panel will meet to consider the appeal within twenty (20) working days of the internal verifier receiving the appeal.

There are no charges for candidate appeals.  This is to ensure that no unnecessary barriers prevent the candidate from appealing against an assessment decision.

I have read and understood the above: 

Signed:
candidate name

Date:



General

1.
Candidates must inform the centre of any change to their circumstances.

2.
The centre operates a strict no smoking policy.

3.
Candidates are expected to clean their areas and maintain hygienic


standards at all times.

4.
Candidates are required to carry out salon duties during salon day.

5.
Candidates must dispose of all rubbish in the right bins provided.

6.
The use of mobile phones and personal calls must be made in break times 


outside the centre.

7.
Candidates should have their “ hairdressing kit “ available at all times.

ACA
DEMY
Health and Safety (print off for portfolio)
This section contains important information. Your tutor will go through this with you and you should sign the declaration to say that you have received this information.

Health and Safety is all about preventing accidents, the injuries they cause and keeping everyone safe and healthy when at work, encouraging attitudes that promote safe working practices and awareness of safety issues.

The most important piece of Health and Safety Law is the Health & Safety at Work Act 1974. The purpose of this act is to provide a framework by which all companies can secure the health and safety and welfare of all their employees and other people on their premises, including students.

Duties of employer under the Act

●
Make assessments of and eliminate or reduce, all significant risks within the workplace.

●
Supply safe tools, equipment and working practices.

●
Provide information, instruction, training and supervision.

●
Provide a safe working environment.

●
Supply suitable personal protective equipment where necessary.

●
Ensure the safe handling, storage and movement of articles and substances.

●
Provision of adequate welfare facilities.

Duties of employees under the Act - including students .

The employee’s duties under this Act are equally as important as ”re employer”.

Employees have a legal duty to comply with the following:

●
To be responsible for their own safety and to ensure that their actions do not cause accidents to other people.

●
Not to interfere with anything provided in the workplace for safety
 purposes.

●
To report any hazardous situation that comes to their notice immediately.
In other words Health & Safety is everyone’s responsibility.

We all have a duty to look after each other and ourselves and to ensure that each day at work is a safe day.

I have read and received this information

Signed
Candidate .......................................................................................
Date .............................................................................................................




ACADEMY
Need to know requirements

●
Know the fire drill.

●
All accidents must be reported and logged in the accident report book, which is located next to the first aid box.

●
Health and safety guidelines must be observed.

●
Familiarise yourself with notices around the centre.

●
The Staff Room is out of bounds to all candidates.

●
Do not enter the Stock Room without an instructor or authorised person.

●
If you wish to see a member of staff in private - please make an appointment to do so.

●
No practical work must be carried out without an instructor present.

●
Ensure that all spillages / breakages are reported to an instructor.

●
Ensure all gangways are free of coats, bags etc. Please hang up in necessary area.

Preparation of Work Areas

1.         Ensure that all combs, scissors etc are safely set out on the unit you are working on
2.         All brushes and combs must be clean and treated with a relevant antiseptic bath
3.         Under no circumstances must damaged equipment be used.
4.         Salon products to be used must be set out prior to work (setting lotion, tints etc).
5.         For every client, a centre record card must be made out and a chemical one too, if 
             required.

6.
All practical work must be recorded and assessed.
Floor Debris 

Any debris left on the surface of the floor is a potential hazard. Lease ensure that floors are kept clean and clear. This will reduce the risk of infection and avoid slippage for you and your client. Always mop up immediately a spillage of any nature and report to the Instructor.
Hair

Hair can travel and it inevitably appears on equipment, floors and brushes. Ensure that hair is cleaned up regularly; avoid piles of hair on the floor and ensure gowns are brushed and dusted.

Never take off shoes or wear open toe sandals as hair can cause infection.

Skin

Ensure that the skin is protected when using chemicals (ie bleach, perm winding lotion etc).Gowns and gloves are a pre-requisite, so please ensure these are worn.

On clients, ensure barrier cream is applied to the forehead and neck when using perming lotion. Use cotton wool to prevent the lotion from dripping onto facial areas. If you are unsure or unhappy about the complexion or hair of a client, please consult a senior stylist before proceeding with hairdressing.

Dermatitis
An occupational hazard for hairdressers is dermatitis. This is a skin condition usually found on the hands which is irritated by the constant use of water and hairdressing products. Always dry your hands thoroughly after shampooing and regularly protect your skin by using a barrier cream to help prevent dryness occurring. On the first sign of a skin complaint, please inform your tutor and consult your doctor immediately. By wearing gloves you reduce the risk of infection and skin complaints.

Heavy Objects
Please get help if you are unsure of an objects weight. If an object is too heavy or awkward (hair dryers, chairs etc) to carry, do not attempt to carry it yourself as you may cause injury to yourself and others by doing so.
Bins

Although the centre carries a non-smoking policy, never place contents of ashtrays, or sharp objects in a general waste bin. If you see sharp objects or ashtray contents in a bin, please alert staff immediately prior to emptying the bin. 

Sharps have a specific bin, and are easily recognised by their bright yellow appearance.
Scissors

Please ensure that scissors are safely kept either in their hard or soft cases. All scissors must be kept away from small children. 

If you accidentally drop your scissors, please check for damage prior to use.

Chemicals

Always know how to use your chemicals, if you are unsure please seek advice before proceeding. Ensure that all lids are replaced, and chemicals placed in their correct box. This will avoid confusion when selecting products for specific clients.

Only mix the correct ratios for each product together, and ensure that it is the right product you are mixing.

All chemicals should be stored in a dark cool place, and not in direct sunlight.

Trailing leads

Never leave long leads, or wires where they may be tripped over or caught together.

Typical leads are seen from hair dryers, hot brushes, tongs, or lamps.

Always ensure that large items are cleared from the path of walkways, aisles, etc.

Please note that under no circumstances should electrical leads come into contact what so ever with water.

ACADE
Fire Drill

1.
On hearing the alarm please evacuate the building immediately, if there are clients    please instruct them to leave briskly and in an orderly fashion.

2.
The tutor will call the fire brigade.

4.
Do not stop to pick up coats or items.

5.
Exit by the marked fire escape.

6.
Assemble at the rear of the premises - designated sign.
7.
Stay in your group.

8.
Class representative to call the register.

9.
Do not enter the building until you are told it is safe to do so, by the fire


brigade or tutor.

Preventing Fire Accidents
1. Ensure that all flammable liquids are kept safe under lock and key

2. Do not overload electrical circuits by using multi socket plugs

3. Ensure that all cigarettes are safely extinguished in ashtrays

4. All fire fighting equipment must be within easy reach and accessible

5. All fire fighting equipment must be maintained correctly.
All Staff Must Know:
●
Where the fire fighting equipment is kept
●
How to use it in an emergency
●           The correct fire drill in the event of a fire

In the event of a fire evacuate yourself and clients first.

Prevention of Accidents in the Salon
Falling Accidents
●
The Salon must be well lit with no dark areas

●
The floor must be non-slip

●
Any spillage must be wiped or mopped up immediately
●
Ensure that there are no trailing leads

●
Ensure that any sharp angles or projections are removed from furniture or wall units

Electrical Accidents
●
Ensure that all wiring and electrical appliances are maintained or repaired by a qualified


Electrical Contractor. Never attempt to repair equipment yourself.

● 
Ensure all appliances are switched off after use.

●
Check all appliances before use.

●
If an appliance is fused or does not work, please inform your tutor immediately.

●
Under no circumstances should you handle any electrical equipment with wet hands.

Chemical Accidents
●
All containers must be labelled correctly and clearly. If a label on a product is


illegible, then it must be discarded immediately.

●
Dangerous chemicals such as peroxide, acetone and strong alkaline and acids must


be handled with care and kept under lock and key.
●
Excess chemicals must be kept under lock and key.

●
Keep all chemicals away from children

●
Ensure that all lids and stoppers are firmly replaced on their relevant container.

●
Always use the correct safety wear (gloves) when handling or using chemicals.

●
On the first sign of a skin complaint or dermatitis please inform tutor and consult your 


doctor immediately. By wearing gloves you reduce the risk of infection and skin 


complaints.

Hair
Hair is one of the most important assets to the hairdresser stylist. It conveys advertisement for the salon and the individual. Therefore, it is essential that your hair looks and feels good!

It does not mean your hair needs to be fashionable, but simply clean and healthy and good looking.

This can be achieved by:

1. Regular cutting and trimming
2. Use a good choice of hair products related to your hair type

3. Healthy living (diet etc)

Posture
Bad posture can lead to fatigue and possibly ill health. Strain on calf, back and other areas of the body will also be apparent if you do not stand correctly.

Rounding or hunching of shoulders can lead to compression of the chest, which could lead to respiratory and circulation problems.

Appearance will also be affected if posture and composure is not correct.

A good appearance is to stand upright and vertically move by bending your knees slowly whilst keeping your back in flow with your movement.

 Fatigue
Muscle Fatigue:  Caused by prolonged working which results in aching muscles and slow muscle


               reaction.

Posture Fatigue:  Straining of ligaments and cramp feeling due to bad and stayed posture.

Mental Fatigue:    Prolonged mental focus. Result is forgetfulness, mistakes and nausea.

Heat Fatigue:       Due to working in a hot atmosphere. Result – dizziness, faint, feeling nausea 


                and dehydration.

Working Guidelines (summary)

1. Remove chunky jewellery, bulky sweaters etc. Ensure that your client is adequately 


protected with the right protective gowns, capes and towels. Please be aware if you

damage the clients clothing etc, you will be liable for the replacement of the clients


items.

2.       Always read and follow the manufacturers’ guidelines and instructions for product use.

          If products are used inappropriately, you may be liable or even sued by the client or

          manufacturer for negligence.

3.       Communication is essential between you and your client. When making an appointment for

          your client, please ensure that you listen carefully to what he or she is saying. Also when 
          pre consultation takes place try to guide rather than direct and be aware of what the client

          is conveying to you.

4.
Ensure perming re-agents are kept away from the clients’ skin as this can lead to burns.

5.
If a chemical product comes into contact with a clients’ eyes, please immediately flood
         the affected area with clean water.
6.
Prior to using chemicals on the client, please carry out an appropriate test as necessary.

        Do not take unnecessary risks.
7.
Wear rubber gloves for the safety of yourselves and others.
8.
Make sure you keep notes and record cards of your clients – you cannot remember all
            and everything.
9.
Avoid the inhalation of fumes or odours as this can cause irritation and respiratory
           problems.
10.       Ensure you fully inform your clients of aftercare products, treatments etc which will
            maintain their new hairstyle balance, shape and form. By informing the client of good

            aftercare, the life span of their perm, cut and tint will be fully maximised for increased

            longetivity.

11.      Please ensure that all tops are replaced on products and that they are stored in a safe
           and correct place, so they can be re-used at a later time.

Models will be provided when progression suitably achieved and training will take place on male or female models if suitable; however assessment will only take place on correct models for scheme undertaken ie barbering assessment on males only.
Portfolio Layout

For your portfolio you need a ring binder and 4 dividers labelled A, B, C and D
Right at the front of the portfolio.


● 
Section A


Photocopy of yellow registration card.
□

● 
Section B


Student handbook / Locater page.
□

● 
Section C


Log book.
□

● 
Section D


Consultation sheets, written paper front sheets,
□
 

assignments and any other evidence required.
Note to 
jj
How it all Works…
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Flow Procedure for Assessment
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Unit / Outcome

accreditation

All documentation

Complete










Start

Learning Agreement

The statements below form the basis of an agreement between the learner and the training provider to ensure that all learning opportunities are of the highest quality.

The providers will:


Make sure you have an induction programme.


Supply you with information about your vocational course.


Provide a safe learning environment.

Provide teaching and learning activities which will develop your knowledge, skills and potential.


Treat you with respect.


Monitor your attendance and punctuality.


Provide you with regular feedback on your progress and achievement.

Inform your school of any issues which arise and progress and achievements on the course.


Provide termly reports.


Listen to what you have to say about your course.
In return we expect you to:


Be on time for your sessions.


Inform the provider if you are unable to attend.


Behave in a mature and responsible way, showing you respect other people’s rights.


Complete the work set for you.


Respect the property of the provider, its staff, other learners and visitors.


Listen to what your tutor says and act on it - especially if it is about your safety or what to


do in an emergency.


Dress according to the requirements of your course.


Observe the provider’s ’No Smoking’ arrangements.


Keep your mobile phone turned off during your sessions.


Ask for help and support when you need it.
DECLARATION

I have read and agree to comply with this Learning Agreement.

Signature of Learner ...................................................................... Date: ..............................
I acknowledge the need to support my son/daughter (if under 18yrs of age) in complying

with the Learning Agreement.

Signature of parent / carer: ...........................................................Date: ...............................
ACADEMY

If you are unsure about any part, or description contained in this schedule, please do not hesitate to contact the course tutors.

Richard  Cherry - Academy Principal




  wk.01803-295195
Nancy Cherry – Salon Principal





  wk.01803-291000
Lynn Swift  - P.A. to the Principal & Administration 


  wk.01803-295195
info@e-hairdressing.co.uk
Iris Watts – Training Co-ordinator





   wk.01803-295195
iris.watts@e-hairdressing.co.uk
Work Based Assessor






   wk.01803-295195

Karen Radford  Beauty Co-ordinator 




    wk.01803 295195
ACADEMY

Creative   Hairdressing   Academy

ww www.e-hairdressing.co.uk
484 Babbacombe Road Torquay TQ1 1HN

email :  info@e-hairdressing.co.uk
w.e-hairdressing.co.uk




Theory class/lesson








Learn units


individually








Theory pack given —


one per unit











   This will help with knowledge towards:








EKU section 


of Portfolio





Help with knowledge required for mandatory written papers





Help with specific answers to knowledge questions





General knowledge for practical work 





Assessment Plan


agreed with learner








Complete assessment








Progress Review & Action








Is the learner competent?








Progression


(Learner ready for assessment)














