PAGE  
1
[image: image2.jpg]FssexWorks.

For a better quality of life






Learner Handbook

Hairdressing and Barbering
Dear Learner

We are delighted to welcome you to our Hairdressing and Barbering training centres at  Colchester, Harwich and Witham.

This handbook will give you information that you will find useful throughout your course and help you to not only succeed, but to have fun as well.

All our centres provide learners with a realistic working environment. As such, you are expected to participate just as fully as you would if you were a member of staff in a workplace setting.

Your tutor will introduce you to the centre facilities at your first session and will be your main point of contact. Tutor Coordinators and Curriculum Managers can be contacted via the centre reception if you are experiencing a difficulty that cannot be resolved with your tutor.

The Adult Community Learning Hair and Barbering  team in Essex wishes you a happy, successful year and that you enjoy your time with us.

Please keep this Handbook with you at all times.

Thank you.
Attendance
It is important that you aim to attend 100% of the course in order to successfully obtain your award.

If you are unexpectedly absent, please telephone or email your Centre reception advising them of the reason and length of time you expect to be away.

	
	
	

	
	
	

	Colchester
	01206 798488
	Lifelong.learningnortheast@essex.gov.uk

	Harwich
	01255 502467
	Lifelong.learningnortheast@essex.gov.uk

	
	
	

	
	
	

	Witham
	01376 516533
	Lifelong.learningcentral@essex.gov.uk


If you miss four sessions without contacting us then you may be removed/withdrawn from the register.

Appearance and Behaviour

Where learners are working in practical areas, their appearance, hygiene and behaviour must conform to the highest professional standard.  The appropriate correct, full clean uniform and shoes must be worn. Professional appearance means that: Rings and other jewellery cannot be worn in the salons, unless it is a wedding band and discreet earrings (studs); body art must be covered and make-up discreet, hair accessories should be black.
To ensure health & safety compliance and adherence to professional practice please ensure you read the following thoroughly, and sign where indicated to confirm your understanding:
Eating, drinking or chewing is not allowed in the learning environment at any time
Cuts/Abrasions must be covered.

Nails to be clean and short.  Clear or neutral colour nail varnish may be worn.  
Plain low heeled, closed toe shoes to be worn, no trainers, stiletto heels, open toe, backless or canvas shoes please – this is for your own safety.
Hands to be cleansed before and after client contact.

Actions by individuals or groups that involve the practice or incitement of discrimination on grounds of gender, race, age, disability, sexual orientation or faith are not permitted.
Any learner found to be conducting themselves in such a way as to constitute harassment of any kind will be subject to disciplinary measures, possibly including exclusion from the Centre. This includes harassment or bullying behaviour carried out against another learner by way of social networking sites, such as Facebook. This ruling extends to the external premises of the college, in addition to the whole of the indoor area.
Please ensure that you return any books or materials borrowed from the Centre or a tutor in the agreed time, normally 2 weeks.
Please respect each other and your tutor at all times.
No mobile phones are allowed in the salon except by prior arrangement with your tutor.
Learners are not permitted to work with products / equipment that they are not familiar with.
Uniform to be worn at all times.
Learners must only use approved products, and always use in accordance with the manufacturers guidelines.
When using products such as Colourants, Peroxides and Bleach Powders,  please use sparingly, and always ensure the products are stored correctly after use.
ACL operate a stock monitoring system within the salons, and it is the responsibility of all Learners to log usage during each session as directed by the tutor.

For learners own well being the appropriate posture must be maintained for the relevant salon service.
Learners should immediately raise any concerns with heat, light, ventilation the environment or equipment with the Tutor.
You will be advised by your tutor about appropriate student insurance requirements.
If you leave the course for any reason and have not made full payment for your kit then you will be sent an invoice from Essex County Council for the full cost.

24 plus loans for Learners  - Level 3 courses:

If you decide to withdraw from a course for which you have an approved or applied for a 24 plus loan,  please note that you will be personally liable to pay the balance of any fees owing for the full course and you will receive an invoice from Essex County Council.
PLEASE SIGN HERE TO CONFIRM YOUR UNDERSTANDING AND ACCEPTANCE OF THE ABOVE:
I have read and agree to abide by the above Terms and Conditions__________________________________ date________________

Now please read the forms in Appendices 1 and 2 and complete the form in Appendix 2. Hand in to your tutor at your first session.

Uniform

This should be ordered following the first session of your course.  An order form will be given to you on day one of your course.  PLEASE DO NOT ORDER YOUR UNIFORM PRIOR TO STARTING THE COURSE.  You may wear black trousers and plain black t-shirt until your uniform arrives.  Uniform promotes a professional image and complies with Health and Safety criteria; please see below for the appropriate uniform.

Hair and Barbering Courses

· Long length black tunic with leggings OR shorter tunic with black trousers.  Please note leggings are only permitted to be worn with long length tunics.
· Black flat closed toe shoes

Please note for  hair and barbering courses if you choose to wear the shorter length tunic with black trousers, the trouser length should just cover the back of your shoes.  Learners will not be allowed to undertake salon treatments if trousers are trailing on the floor, for Health and Safety reasons.
All uniforms must be freshly laundered and pressed.
Health

To ensure your health and safety and that of your fellow learners and clients it is imperative that you notify your course tutor of any ill health no matter how minor.

Allergies/Sensitisation: If you suspect sensitisation, inform the tutor immediately.

Reactions: Seek advice from the tutor who may be able to suggest alternatives to the products/equipment being used

Latex: Please supply your own non-latex protective clothing.

Pregnancy: Please inform your tutor immediately so we can provide you with specific guidance, and carry out a pregnancy risk assessment to ensure a safe learning environment is maintained at all times.
Security

Security storage is not available for your bags or jewellery. It is your responsibility to take appropriate care of your personal belongings.

Learner kits
Full learner basic starter kits appropriate for your chosen subject are included with the course, and will be supplied to you by the college at the start of the programme.  We are unable to provide additional equipment; therefore you will be unable to work if you do not bring your kit to your sessions. Please label the contents of your kit. Adult Community Learning is not able to accept liability for any loss or damage.  

**Please see above for terms and conditions regarding kits in the event of withdrawal from the course.
ITEC VRQ Diploma in Hairdressing and Barbering  L2, Barbering  VRQ Diploma L2 and  Hairdressing  VRQ Diploma  L3
Please ensure you read through the Course Information Sheet  and the Learner Guidance sheet for your chosen subject, to familiarise yourself with any additional requirements of the course.  Course Information Sheets are available on enrolment, with further copies available from any ACL centre.
Please contact our Salon Technician to discuss any issues surrounding resources:

Colchester/ Witham/ Harwich
 Rebecca Mann

01206 225630

Books and Resources

At the beginning of your course you will have the opportunity to review and discuss the books and study aids that will assist you in completing the course successfully.

All courses require learners to ‘self direct’ their learning and as such research and use a wide range of resources to acquire information outside of the class, including Internet research.
Working and Studying in the Salons
Items to bring to your first session:

· Pen, Pencil and Paper

· This Handbook

· Copies of certificates necessary for your course and/or letters of unit exemption from Awarding Organisation (please see course information sheet).
· Copies of Literacy and Numeracy qualifications
Salon Manager and Etiquette

Members of the public use our facilities; this creates a realistic working environment.

All learners should be in the learning environment before clients arrive and prepared to work, i.e. with a full uniform, full clean kit and necessary paperwork. You will be expected to perform any salon treatments on clients as requested by your tutor.
Your tutor will provide you with centre specific instructions for client sessions. All learners will also experience a reception session and be expected to book clients in, make future appointments and deal with telephone enquiries.
A Salon Manager/s will be nominated for each practical session and will be responsible for completion of the session checklist that includes laundry duties and stock control when clients have been receiving treatments. They may delegate tasks to other learners but will remain responsible for ensuring that the learning environment is tidy and equipment is clean. No learner may leave the Salon until the checklist has been completed.

All learners need to participate in this activity whenever asked to do so, thereby demonstrating their competence in the workplace.  Successful Learners show a keenness and enthusiasm throughout their course – if you don’t understand something always ask your tutor to help you – if you have ideas don’t be afraid to voice them – they may be beneficial to the whole group!
Remember – be professional at all times – your reputation and therefore future business is dependent on client satisfaction!

Cost of Treatments for Courses That Require Clients in the Salon.
A price list is issued each year. Everyone is expected to pay for salon services unless otherwise directed by the tutor.  As an ITEC learner, you can receive some salon services, such as cut and blow dry, free for the year you are enrolled subject to availability.  If products are used in any salon services you may elect to have, a nominal charge will be made to cover costs.
The Centre does not guarantee to supply clients, therefore please promote the salon services to your family and friends to maximise the supply of clients.   
 It is your responsibility to ensure that you have a client for each practical assessment
Learners should ensure that clients are asked to turn off mobile phones to prevent salon services being interrupted and learners and other clients being distracted.




ITEC COURSES

Practical Assessments

The number of assessments by observation will depend on your chosen course.  You are expected to achieve full competence on each assessment; if you don’t, you will be required to do the assessment again, but this would have to be timetabled and may involve you attending at a different centre in order to complete the assessment within the timeframe of the course.
Verification

Your chosen qualification is dependent on your course being internally verified by an Internal Verifier and externally verified by the ITEC EV.

For external verification and exam purposes, you may be asked to attend college on a different day to usual, or to attend at a different venue for your exam. Failure to attend as directed could affect the achievement of your qualification.
Internal verification

Internal verifiers check portfolios, evidence and records Termly throughout your course.

Internal assessments and/or practical assessments
You will be notified of internal assessment dates, which will take place during your lesson time.  On line assessments will be booked in advance, and it is vitally important that these are attended on the allocated date.  Every endeavour will be made for on line assessments to take place within your allocated session time.
Please note the L2 and L3 VRQ ITEC Hairdressing and Barbering courses require on line tests to be completed for specific units in order for you to achieve the full qualification. 
Re sit fees may apply to on line tests.  Please check with your tutor at the start of the course for details of the fees payable.
Please note that early completion of the course content does not exempt learners from attendance during the remainder of the course.  Learners are expected to attend 100% of the course, unless exceptional circumstances prevent them from doing so.

Learners who have completed all work and assessments prior to the end of the course will be expected to continue to build their skills in preparation for entry into their chosen industry, and to act as mentors for those learners who have not yet completed all the required work.
TRADES TEST:
All VRQ courses for Hairdressing and Barbering will require a Trades Test to complete the Diploma.  Learners are required to supply their own models for this purpose.
International Therapy Examination Council

ITEC WEBSITE – www.itecworld.co.uk
Email: info@itecworld.co.uk

ITEC is the largest international examination board offering a variety of qualifications worldwide.

Guidance Notes for Candidates for each qualification are available from the website which gives general advice;

1. Requirements for undertaking the qualification

2. The guided learning hours for each unit/qualification

3. Structure of the qualification

4. Assessment procedure

5. Registration

6. Theory and Practical tuition

7. Grading of qualifications

ITEC provide online FREE student membership

ITEC accredited courses Completion Regulations;

(See appendix)

These should be read and understood, then signed.

The signed document will be held in your candidate file.

Hairdressing and Barbering Services at the Centres
The realistic working environment co-exists harmoniously with other learning areas. To maintain an enjoyable and productive learning environment we would like you to be aware of the following.

Learners are not:

· permitted to perform salon services other than in your dedicated learning environment;

· permitted to offer salon services to other learners engaged in learning or members of staff, unless pre-booked outside of study and work times;

· Permitted to conduct commercial activities.

Photocopying

Learners can request photocopies from reception but must be aware that this service carries a charge of 10p per A4 sheet.

Refreshments

Facilities vary at each centre and you will have an opportunity to tour your centre at an induction session or on your first session. Working in a realistic salon environment can be thirsty work, we recommend that you bring a bottle of water to each session.  Please note food and drink other than plain water is not permitted in the salon environment.
Study Skills

Committing to a new programme of study and/or returning to study can often be a stressful experience for adults and a lack of confidence can lead to learners feeling disadvantaged or leaving their course, if you feel that you need additional support please do not hesitate to discuss this with your tutor who will contact a tutor co-ordinator.

There are a number of courses and packages to help you with your studies:

If you feel that you would like to brush up your English or Maths skills to make the most of your course  we have Skills for Life English and Maths short courses in which you can improve your skills and gain a qualification.

There is also the opportunity to speak with the Skills for Life Curriculum Manager
Please note internet access together with Microsoft Office Word will be required outside of the classroom, in order for you to be able to successfully complete your coursework.  

Summary

Please familiarise yourself with the following summary, as it forms an important part of the agreement between you and your learning provider:

· Learners to behave in a highly professional way at all times, both in the learning environment and throughout the college premises.  This expectation extends to the use of social networking sites such as Facebook.
· Clean, ironed uniform to be worn at all times whilst in college.  Jewellery to be kept to a minimum (small stud earrings and a wedding band only).  Learners who do not wear the full required uniform will not be permitted to take part in practical sessions.  
· All assignments to be submitted by the due date, in a professionally presented format.

· All pre booked on line test dates/times  to be adhered to, or additional fees may become payable.
· Constructive and developmental feedback will be given by your tutor following practical assessments, which will form the basis of your agreement to follow an action plan, if appropriate.

· Learners will make every endeavour to attend 100% of the course sessions.  A GP note must be supplied in the event of two consecutive weeks’ missed classes.

· Learners will respect each other and their tutor at all times, and no unprofessional behaviour or bad language will be tolerated, without exception.  Offenders will be asked to leave the session immediately!

· Learners will bring all necessary equipment with them to each session.  Learners without a resource kit (where appropriate) will not be permitted to take part in the practical part of the session.

I the undersigned confirm that I have read and understood the above information relating to my course, have signed the Learner Agreement, Health Questionnaire and Summary statements:

Course…………………………………………………………………………….

Tutor………………………………………………………………………………..

Candidates Name (BLOCK CAPITALS).......................……………………….

Signature………………………………..  Date…………………………………..

**PLEASE KEEP THIS SIGNED DOCUMENT IN YOUR CANDIDATE FILE**
Learner Support Fund

Whether or not you are in receipt of benefits, you may be entitled to help from the Learner Support Fund.    Contact your Centre reception for more details or an application form. If you are eligible to apply, we can assist you to complete the form if needed.

Appendices

1 Equal Opportunities/Health and Safety/Appeals

Procedure

2 ITEC advised accredited courses Completion

Regulations

3 Statement of understanding

4 Health questionnaire

Appendix 1

EQUAL OPPORTUNITIES POLICY

1) The Centre is committed to ensuring equal opportunity to all candidates on all courses, all the clients of the establishment and to the staff of the Centre regardless of their role.  There is a commitment to encourage individuals to realise their full potential.  Training or access to assessments will not be affected by gender, ethnic origin, nationality, religious belief, social circumstances, marital status, age or physical and intellectual ability or other relevant state.

2) The requirements of the Sex Discrimination Act 1975, the Race Relations Act 1976 and the Employment (Disabled Persons) Acts of 1944 and 1958 will be respected and any amendments or extensions thereto.

3) Equal opportunities will be integrated into all planning, procedures and course resourcing.  All promotional material, course schemes and display items will not re-enforce stereotypes and will reflect the diversity of society.

4) All staff and candidates will be advised of the policy to be pursued with clients and visitors to the Centre.

5) There will be positive reinforcement of the requirements of the policy statement and equal opportunity of provision will be monitored and reviewed at regular intervals among staff and candidates and action taken if required.

6) Encouragement will, be given to discuss any concerns over these issues when they occur.  A process is in place to allow these concerns to be fully and confidentially discussed.  Support and advice is available to help those concerned to understand the problems and to take steps to resolve them.

7) In the first instance any problems should be brought to the attention of your tutor.

If the matter is not resolved then it must be brought immediately to the

attention of Vocational Training Charitable Trust in writing by the Centre

management.  Failure to do this may incur suspension of the Centre.

8) There will be an ongoing action plan to reinforce the stated policy and this will be monitored on visits by the External Verifier where applicable.

APPROVED ASSESSMENT CENTRE - HEALTH AND SAFETY POLICY

STATEMENT TO CANDIDATE

The Health and Safety at Work Act 1974, and subsequent additional legislations. places a duty upon the management of an establishment to secure and maintain a safe working environment for all employees and those affected by the services provided.

Essex ACL undertakes to:

1. Provide a consistently safe environment in the centre

2. Provide guidance on safe working practises for staff and learners

3. Incorporate health and safety knowledge into all learner activities.

4. Provide information and procedures for fire and emergencies.

5. Provide information and procedures for accidents.

6. Provide training up-to-date information on health and safety to all concerned.

7. Promote a responsible attitude to health and safety throughout the Centre.

8. Provide monitoring processes for the above.

And will ensure its candidates:

1. Observe the Centres health and safety regulations.

2. Co-operate with others in keeping the environment safe.

3. Take care to avoid injury to themselves or others, by being appropriately dressed and not misusing or damaging equipment, materials or the premises.

4. Report any hazard immediately to the Lecturer in charge.

Appendix 2   ITEC advised accredited course Completion Regulations

· Practical and on line assessments are timetabled in to the course structure and should be completed to meet the deadlines set by the tutor.

· Extensions to assignment deadlines are not normally provided, except in cases of illness. If you are unable to meet an assignment/practical deadline during the course, you need to apply to the tutor in writing before the assignment/practical is due, to request an extension. You should outline the reasons for your request. 


· In the case of illness, a doctor’s note should be provided.
· Please note it is not possible to extend courses  beyond their  programmed end date, and it is therefore your responsibility to ensure all practical and on line assessments are completed when requested by your tutor.  Your course Portfolio must be completed by the penultimate week of the course.

· If you do not complete the course or submit satisfactory assignment/practical work, by the final assessment date, you should note that you might incur further costs.

· Additional costs may be incurred if:

>You miss a practical assignment and one has to be arranged specially to meet the course criteria

>   You submit assignments for assessment after the final course assessment date

>   You submit your portfolio after the final course assessment date

>   Additional tuition is required after the final course completion date.

· Additional costs may be charged, dependent of the additional assessment/practical work/tuition required.

SIGNED………………………………………………………………

Appendix 3                  Statement of Understanding

Appendix 3
I, the undersigned, confirm that I have read and understood the above statements of Equal Opportunities, Health and Safety Policy and ITEC Completion Regulations.
Course…………………………………………………………………………….

Tutor………………………………………………………………………………..

Candidates Name (BLOCK CAPITALS).......................……………………….

Signature………………………………..  Date…………………………………..

THIS SIGNED DOCUMENT SHOULD BE HELD IN YOUR CANDIDATE FILE.

Health & Safety
To ensure your health and safety and that of your fellow students and clients it is imperative that you notify your course tutor of any ill health no matter how minor.

Please complete and sign the following Health Questionnaire;

NAME:……………………………………………………….

COURSE………………………………………………………CODE………………

Telephone Number :……………………………….(day)……………………..(eve)

E mail:…………………………………………………..
Do you have/have you recently suffered with:   (please give dates and details)

Unless a systemic condition, the following will apply mainly to upper body/head
Skin infections



Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Recent head or neck injury

Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Recent surgery



Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Circulatory disorders


Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Heart Condition



Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Thrombosis




Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Low Blood Pressure


Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

High Blood pressure


Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Epilepsy




Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Diabetes




Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Cancer




Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Recent scar tissue to scalp, neck, shoulders,

Upper arms or face



Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Severe bruising, open cuts or abrasions
Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Undiagnosed lumps, bumps or swellings
Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Osteoporosis



Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Allergies




Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Migraine or headaches


Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Scalp infections



Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Insomnia




Y  FORMCHECKBOX 

N  FORMCHECKBOX 

………………………………

Mental Health Issues


Y  FORMCHECKBOX 

N  FORMCHECKBOX 
    ……………………………...
Other conditions not listed


Y  FORMCHECKBOX 

N  FORMCHECKBOX 
    ………………………………
FEMALE CLIENTS: Is it possible that you may be pregnant?
       Y    FORMCHECKBOX 
   
N   FORMCHECKBOX 

If Yes - please indicate to your tutor if you are in the first trimester.

If you are suffering from any condition, please detail treatments/medication with possible side effects currently being received.  If unsure please discuss with your tutor. ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Signature ……………………………………….   Date  ………………………..
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