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About this book
The beauty and wellness industry in India is growing at a CAGR (Compound annual growth rate) of 18.6 % and is

About this book

likely to reach the 100,000 crore mark soon. The sector is thriving on the increasing section of affluent and middleThis Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
class population that has started considering beauty and wellness as a necessity. Increased emphasis on a holistic
National Occupational (NOS) is covered across Unit/s.
wellbeing with people’s desire to look good and young are other motivators for the beauty and wellness industry.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
Employment
the beauty
sector
expected to
grow at a CAGR of 20%, with 23% in the organised and 15% in the
symbolsinused
in this book
areis described
below.
unorganised segments with a shortage of over 600,000 skilled personnel by the end of 2016. With a shift in focus
…..
towards quality of service, the industry has been looking to hire skilled workforce to sustain growth.
…..
This Participant Handbook has been designed to enable theoretical and practical training to become an Pedicurist and
Manicurist. The following National Occupational Standards, which have been covered in this Participant Handbook,
are what comprise the qualification pack of a Pedicurist and Manicurist.
1. Prepare and maintain work area
2. Perform manicure and pedicure services
3. Provide specialized hand and foot spa treatments
4. Maintain health and safety at the workplace
5. Create a positive impression at the workplace
This participant handbook has been designed keeping in mind the minimum education qualification of beauticians
to be preferably Class V pass. The key learning objectives and corresponding skills acquired thereby are defined in
each unit.
We would like to thank Ms. Vandana Luthra, Chairman of Beauty and Wellness Sector Skills Council for her constant
guidance and support. We would also like to acknowledge the efforts put in by the BWSSC team, master trainer,
consultants and our Industry Partners who give their valuable inputs in making this participant handbook.
We hope that this participant handbook will be able to provide a sound learning support to our young friends to
aspire to build their career in the beauty and wellness industry.
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1. Introduction to the
Program
Unit 1.1 – Objectives of the Program
Unit 1.2 – Beauty and Wellness Industry
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Symbols Used

Key Learning Outcomes

Key Learning
Outcomes

Notes

Steps

At the end of this module, you will be able to:
Practical

1. Talk about the beauty and wellness industry

Summarize

Exercise

2. Prepare and maintain work area for pedicure / manicure
vi

3. Perform manicure and pedicure services
4. Perform the spa manicure and pedicure services
5. Maintain health and safety at the workplace
6. Create a positive impression at the workplace
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Unit
Objectives

symbols used in this book are described below.
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UNIT 1.1: Objectives of the Program
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. List the roles and responsibilities of a Pedicurist and Manicurist.
Summarize

Exercise

vi

1.1.1 Introduction
The beauty and wellness sector is a growing sector in India. It has shown
consistent growth in the last few years and has contributed significantly
to the economic growth of the country. It has created huge employment
opportunities across the country and can easily be termed as a leading
employer. There are many factors which contribute to this phenomenal
growth including rising consumerism globalisation and the changing lifestyle
of the Indian consumer as well as an increasing rate of wellness tourism.

Fig. 1.1.1 Pedicurist and Manicurist

The rapid growth of the beauty and wellness industry has created a large demand for trained beauty operators
both nationally and globally.
Currently a talent gap exists between the growth and expansion and the existing skilled personnel.

1.1.2 Pedicurist and Manicurist
A Pedicurist and Manicurist in the Beauty and Wellness Sector is a critical operational job-role providing various
types of beauty services in salons and spas.
A Pedicurist and Manicurist should be well-versed with the beauty services and therapy operations and have
basic service aptitude. Proficiency in communication and keen service orientation will help in providing world
class services to the customers.
Roles and Responsibilities of a Pedicurist and Manicurist
A Pedicurist and Manicurist needs to be aware of the basics of Manicure and Pedicure, health and hygiene,
safety and needs to be knowledgeable about various beauty products. A Pedicurist and Manicurist is expected to
perform basic manicure and pedicure and provide spa manicure, pedicure services too.
The person also assists in salon ambience maintenance and also does various other odd jobs in the salon including
sell salon retail products after obtaining knowledge on them.
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Attributes of a Pedicurist and Manicurist
•

Make the customer comfortable.

•

Understand what the customer needs even when he/she is unable to express.

•

Keep the workplace clean as it is the first attribute which convinces the customer to take your services.

•

Clean Personal Appearance - Maintain a clean personal appearance. Customers may not like to take your
services if you have a shabby or messy demeanour. Beware of body odour, bad breath and over all hygiene.

•

Make suitable suggestions – If you catch your customer confused and indecisive, use the opportunity to
suggest the best for him/her. Customers may like it and appreciate. You are not at a loss anyway.

•

Do not be in a hurry – Do not rush the customer out. If you are attending to the customer, make sure you give
him/her proper time.

•

Keep your knowledge updated – You must be abreast of all the important updates in your field so that if the
client has any questions, you are be able to answer appropriately.

•

Respect your customer – Respect the decision of your customers and do not force your opinion. Ultimately,
it is their decision about the services they wish to take from you and you must respect that.

Participant Handbook

•

Have knowledge about products – A Pedicurist and Manicurist must be able to tell what products are suitable
for the customer. For instance if a customer having dry skin ask for a face cream then a Pedicurist and
Manicurist must recommend the most suitable product keeping the skin type in mind. This can happen only

About this book

if she has knowledge about available products.

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.
…..

•

…..

Proficiency in communication – As much as a Pedicurist and Manicurist needs to be efficient in her skills, she
needs to have good communication skills as well. Pedicurist and Manicurist first deals with customer with her
communication skills and later with beauty skills. Therefore, she has to be warm and welcoming, should give
details, must not fumble and be clear with what she says.

•

Good body language – A Pedicurist and Manicurist must not be stressed over handling customers. Her body
language should be easy yet active, she should seem happy to work and give her services, must smile and be
quick at her work.

Symbols Used

Key Learning
Outcomes

Notes
Steps

Notes

Unit
Objectives

___________________________________________________________________________________________
Practical

Summarize

Exercise

___________________________________________________________________________________________
vi

___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
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UNIT 1.2: Beauty and Wellness Industry
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Explain the trends in the Beauty and Wellness Industry in India
Summarize

Exercise

vi

1.2.1 The Beauty Industry in India
Though the beauty and wellness industry is new in India, there is increasing awareness about health and wellbeing. The beauty and grooming industry in the country is booming, thanks to the growing desire among, both,
men and women to look stylish and feel good.
The urban beauty parlour market in India is growing rapidly. A KPMG Wellness sector report projects that the size
of India's beauty and wellness market will nearly double by 2018.
The beauty business is blooming so much that many private equally firms are now investing in it. Specialised hair
care is one segment that is doing particularly well.

Fig. 1.2.1 The business of Beauty and Wellness in India

One segment of the beauty business that is doing particularly well is specialised haircare. An AC Nielsen report
estimates the haircare market in India at Rs 3,630 crore, with average annual growth of 20 per cent.
Bridal make up is another expanding segment. With the wedding market in India growing by leaps and bounds
not only does the bride but also friends and relatives visit a beauty parlour to get ready for a wedding. Most
beauty parlours of special packages for the bride and her family.
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Specialised knowledge is needed for quality beauty treatment. Thus, many beauty training schools have come up
across the country. Many leading salon brands have their own academies. For example, VLCC, Shahnaz Hussein
and Javed Habib run specialised courses.
The government's Beauty and Wellness Sector Skill Council also runs various training schemes. Naturally,
employment opportunities in the sector are booming, too. The KPMG Wellness Report estimates that workforce
requirements in the beauty and salon segment will grow from 3.4 million in 2013 to 12.1 million in 2022. Salaries
of makeup and beauty professionals vary between Rs 15,000 and Rs 65,000 per month.
Reasons for growth
1. Growing consumerism, rapid urbanisation and rising disposable income
2. Young consumer population is characterised by increased exposure to media, resulting in increased aspiration
for beauty
3. Obsession with looking young has put the sector on a high growth trajectory as more and more consumers
ask for cosmetic treatments and anti-ageing products
4. Product innovation and an increased demand for looking good

2.1.2 Industry Classification
Beauty Centres and Hair Salons- The beauty and salon
segment includes skin, hair and nail care services. Services are
given in order to meet customer’s requirement of mending
or fixing personal physical image or look.
Product and Counter Sales - This includes counter sales of
beauty and salon products, including cosmetics and toiletries
that address age-related health and appearance issues. The
products are bought for different beauty requirements.
Fitness and Slimming - Includes service providers involved
in the fields of physical exercises, yoga, other mind-body
practices and weight-loss and slimming.
Rejuvenation Centres - This includes the core spa industry Fig. 1.2.2 Beauty and Wellness Industry Classification
services, including spa operations, spa education, products and events. The sector primarily offers proactive
services aimed at relaxing the body and the mind.
Alternate Therapy Centres - Alternative therapy centres provide clinical diagnosis and treatments under alternative
therapy.
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National Occupational (NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
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…..
…..

Emerging Unisex Services – Many organised segments offer such services and many Unisex beauty and wellness
centers are emerging and gaining acceptance.
Expansion in different areas/regions – Apart from urban areas and metro cities, rising awareness is causing the
expansion of industry in other areas as well. Low rental and manpower costs also play an important role.
International
beauty brands – Growing number of customers is causing international brands to penetrate the
Symbols Used
Indian market.
Key Learning
Outcomes

Notes

Steps

Exercise
Practical

Unit
Objectives

Summarize

Exercise

1. Which of the following are not the characteristics of a Pedicurist and Manicurist?
a. Have knowledge about products
vi

b. Good body language
c. Clean personal appearance
d. Being in hurry

Participant Handbook

2. What are the current Beauty & Wellness Industry trends?

About this book

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

c. Changed Consumer Psyche

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

d. Emerging Unisex Salons

…..
…..

e. International Beauty Brands
f.

All of these

3. List different classifications of beauty and wellness industry?
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------Symbols Used

Key Learning
Outcomes

Notes
Steps

Notes

Unit
Objectives

___________________________________________________________________________________________
Practical

Summarize

Exercise

___________________________________________________________________________________________
___________________________________________________________________________________________
vi

___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
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2. Prepare and Maintain
Work Area
Unit 2.1 - Prepare and Maintain the Treatment Work Area

BWS/N9001
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Symbols Used

Key Learning Outcomes

Key Learning
Outcomes

Notes

Steps

At the end of this module, you will be able to:
1. Prepare and maintain the treatment area
Practical

Summarize

Exercise

2. Know how to prepare client record cards

vi

3. Know how to prepare a client for treatment
4. Know about sterilisation and disinfection methods
5. Understand about personal presentation and ideal behaviour
6. Identify ways to dispose of waste correctly
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UNIT 2.1: Prepare and Maintain the Treatment Work Area
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Prepare and maintain the treatment area
Summarize

Exercise

2. Know how to fill client record cards
vi

3. Know how to prepare a client for treatment
4. Know about sterilisation and disinfection methods
5. Understand about personal presentation and ideal behaviour
6. Dispose of waste correctly

2.1.1 Introduction
The work area of a beauty salon should be clean, hygienic and inviting. In this chapter we will focus on how to prepare
and maintain the work area for beauty services like makeup, facials, and manicure pedicure. Preparing the work area
includes setting up the equipment and the tools needed to carry out the treatment, preparing the seating for the
client and yourself.
It also includes understanding how to dispose off waste material after treatments, how to maintain client records and
the importance of the personal hygiene and appearance of the therapist.
One of your main duties as a beauty professional will be to assist the senior beauty professional by setting up trolleys
and work areas making sure that the materials and equipment needed for a treatment or service are there and by
preparing the client for treatment. To be effective, you should know what products, tools and equipment are needed
for each treatment.

2.1.2 Record Cards
A client’s record card is a document that the salon maintains to keep a record of treatments or services that the client
has taken. A Pedicurist and Manicurist can put down comments or suggestions for future treatment of the client and
also. Getting information from a client’s record card will be one of your first duties as a Pedicurist and Manicurist.


The card will tell you the treatment the client is booked in for, this enables you to set up the required materials.



The record card also gives information about the client’s skin type, previous products used, likes and dislikes. This
will clearly tell you which products to keep ready.



When collecting a record for a client check the client’s name and address carefully to ensure that you have the
correct card.



Hand the card to the Pedicurist and Manicurist before she begins the treatment.
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2.1.3 The Treatment Room
A treatment room should be well equipped to handle different treatments. Here are some guidelines for the adequate
equipping of a treatment room.

Well ventilated and clean

Should be quiet and away from
Well lit

noise. Music can be used to
create atmosphere

Should be equipped with
Have place to keep the
client's clothes

needed tretment material

The Treatment Room
Be spacious enough to

Have the required space for

allowed movement for the

placing products and towels

therapy

Fig. 2.1.1 The treatment room
Setting up for treatment
You need to set up the trolley with the necessary products and equipment and organise the work area so that everything
is hygienic and within reach.
A checklist for setting up a treatment room:
1. The client’s record card with a pen
2. The gown the client will wear during the treatment and some hooks for the client's clothes
3. Clean towels laid out
4. The treatment couch should be clean
5. The trolley and other work surfaces should be disinfected
6. The trolley should have the products and tools which will be used during the treatment
7. The trolley should have an adequate amount of cotton wool and tissues
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2.1.4 Equipment, Tools and Products Needed for Various Treatments
Treatment

Equipment, Tools and Products Needed
Client record card, pen, bed, disposables such as cotton wool, tissues, stool, trolley,
facial tools, products and materials like cleansers, toners, moisturisers, massage
cream or oil, exfoliants, steamer, towels and spatulas, orange wood sticks, dustbin,
disinfectant solution in a jar, head band, client gown, mirror, bowls, comedone
extractor and mask ingredients.

Facial
Record Card, client gown, waxing chair, wax station with tools, equipment and material
like tweezers, talcum powder, cotton, skin-cleanser towels, scissors,different sized
wax strips, wax, after-wax lotion, hand mirror, apron, disposable surgical gloves.

Waxing
Client record card, chair, stool, trolley, towels, tissues, orange wood sticks, dustbin,
head band, antiseptic cleansing solution, hand mirror, damp cotton wool, dry
cotton wool, scissors, tweezers, disposable surgical gloves, eyebrow pencil, lotion,
disinfectant solution, magnifying lamp.

Makeup
Client card, manicure station, stool, trolley, towels, tissues, hand mirror, cotton wool
wet and dry, orange wood sticks, head band, antiseptic cleansing solution, lotion,
manicure tools, nail paint.

Manicure
Client card, pedicure station, stool, trolley, towels, tissues, hand mirror, cotton wool
wet and dry, orange wood sticks, head band, antiseptic cleansing solution, lotion,
pedicure tools and nail paint.

Pedicure
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2.1.5 Sterilisation and Disinfection Methods
Maintaining high standards of hygiene when you are setting up for treatment is as important as carrying out a treatment
well. Infections and diseases can be controlled through cleaning, disinfecting or sterilizing. Provide clean towels for
each client. Clean dirty linen in hot water. Dispense cream, lotions and sprays from spray bottles where possible, else
distribute products with a disposable spatula.
Cleaning is done to remove soil, dust, dirt and also removes a large part of micro-organisms from an object. Cleaning
must be done before disinfection or sterilisation of any instrument or equipment. Both the client and the therapist
must wash their hands before any service. Use disposable paper towels to dry hands. Disinfect all reusable metal
implements and other work surfaces between two treatments to destroy most micro-organisms except for some
spores and viruses.
Disinfection kills most bacteria, fungi and viruses. Change the disinfectant solution regularly in line with manufacturer’s
instructions.
Sterilisation is mostly done using an autoclave and completely destroys all living organisms. Only metal tools like
scissors and tweezers can be sterilised. To minimise the risk of infection use disposable equipment, sterilise the rest.
Sanitising completely destroys all living organisms, including spores, it is done by using a autoclave. It should be done
only on metal implements, e.g. scissors and tweezers.
Sanitising helps to reduce micro-organisms from the surface of the skin using antibacterial agents, e.g. pre-wax lotions
and hand cleansers.
Note: Read through annexure 1 for more details.
Sterilising and disinfecting equipments


Pumic stone



Metal scrapper



Wooden loofa



Cuticle cutter



Cuticle nipper



Cuticle trimmer



Cuticle pusher



Toe separator



Comedone extractor



Facial sponge



Tweezer



Face-pack brush
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2.1.6 Personal Protective Equipments (PPE)
Personal Protective Equipments (PPE) means clothing or other equipment used during treatment which can reduce the
risk of infection or injury.
For example, wearing a new pair of disposable gloves and an apron before each treatment protects clothing during the
treatment. Dispose these of after treatment. To protect the client’s clothing during the services it is advisable for the
client to wear a gown and disposable thongs during intimate waxing.

2.1.7 Prepare the Treatment Work Area
Environmental Conditions
In the treatment room make sure that the environmental conditions are suitable for the client and the treatment. This
will leave a positive impression on both the client and the therapist.
Lighting
Lighting can have a powerful effect on making the client feel positive, relaxed and satisfied. Thus, lighting should be
given importance in a salon. Make sure the lighting is adequate and appropriate to the treatment.
Lighting should be bright for makeup, at the same time be relaxing and soft for facial treatments. For close work and
skin analysis a magnifying lamp should be available.
Therefore, it is recommended that the lighting:


be bright enough so you can se clearly.



not be too bright to make the client and you squint



should have dimmers so that client's can relax



does not have any faulty or flickering parts for repair

Heating
It is important to keep the salon temperature controlled so that the client's are be comfortable. Sometimes during
treatments the body temperature can drop, so it may be required to keep the salon warm and also a warm salon
is comfortable when undressing for treatments. Avoid making it hot as it leads to breeding of germs and is quite
uncomfortable to be in. A comfortable temperature for beauty work is between 20 and 24°C.
Ventilation
Circulation of fresh air is a must in salons.


For fresh air open the doors and windows or have an air-conditioning system in the salon.



In steam and sauna areas, good ventilation is essential to prevent damp and humid air. Lack of fresh air leads to:
»

illnesses because of germs and bacteria circulating

»

unpleasant smelly atmosphere

»

build-up of fumes from beauty products which can lead to headaches and sickness.

Some ways of ventilation are fans, windows, air vents and doors.

15

Participant Handbook

2.1.8 Preparing a Client for Treatment
Meet the client with a friendly and confident expression.


Make eye contact and smile



Greet the client introduce yourself and explain that you will be preparing her for the treatment.



Build a good relationship with the client by making polite conversation before the treatment begins. This will also
help to put the client at ease.

Do’s and Don'ts of polite conversation
DO


Ask her if she has regular treatments, if yes, enquire about her treatments in the past and her satisfaction with
them



If she has come to your salon before



Ask her the reason for this treatment



Ask about her family or recent holidays



Discussion on neutral and light topics such as weather, movies etc

Don't


Don't ignore the client and start talking to other people around you



Don't gossip about the salon or team members with the client



Don't talk about your personal problems to the client



Don't complain about your last job or the current one.



Don't discuss culturally sensitive topics like religion or politics.

2.1.9 Client Care
After you meet and greet a client, guide the client to the waiting or treatment room as per the situation. Offer to hang
the client's coat and see that she is comfortable. Be ready to help where necessary.
Some things you can make sure of are:


Comfortable seating



Polite and respectful staff



Clean and quiet space



Pleasant aromas



Relaxing Music

Client protection
To protect the client’s clothes ask the client to change into a gown and hang the client's clothes on a hook. You can also
give a towel, if needed.
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Manicure: Protect the client from varnish or other products that might stain her clothes. You can tuck tissues
around her sleeves after rolling the sleeves to the elbow .



Makeup: Use a cape to protect the client’s clothing and a hair band to protect her hair.



Facial treatments: Use a gown, towel and couch roll. Also use a head band to protect her hair.

Just before you start
Ask the client if she is comfortable to remove her jewellery and place it in a box and keep that safely. She could, also,
put the jewellery in her handbag.
Cleaning your hands
Wash your hands before the treatment and you can tell the client about it so that she feels confidence in your
cleanliness. Dry your hands well before beginning.

2.1.10 Personal Presentation and Behaviour
Always be a professional in all aspects of the client’s visit. Make sure your personal presentation and behaviour is
appropriate at all times. Wear your salon uniform and look sharp as this will increase the client’s confidence in you.
As a beauty professional, you will work quite closely with client's, so maintain good standards of personal hygiene.
Follow the checklist:
Appearance:


Wear clean, neat and ironed clothes or uniform. Make sure there is no odour.



Your dress should fit you well. It should neither be too short or too tight. It must allow for easy movement as you
perform the treatment.



Your hair should be clean and neatly tied.



Do not wear heavy makeup. A subtle light kind of make up is needed.



Keep your nails clean short and manicured.



Make sure your breath is fresh and is not smelling of food or tobacco.



Keep your jewellery minimal and simple.
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Maintenance
of
equipment

Indoor
temperatures

Maintenance
of workplace

Ventilation

Safe and Healthy
Environment
in a Salon
Includes

Moving
walkways and
escalators

Windows,
gates, doors
and walls

Cleanliness and
the handling of
waste
materials

Room
dimensions
Conditions of
floor and
traffic routes

Falls or falling
objects

Fig. 2.1.2 Safe and healthy environment in a salon

2.1.11 Maintain the Treatment Work Areas
After preparing the work area, you should maintain it to keep it clean, hygienic at all times. To ensure this keep things
tidy and clean, dispose of waste after each treatment and leave the area in a suitable state for the next treatment. You
can things tidy up as you go along and remember a different person could be using it after you.
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2.1.12 Safe Disposal of Waste


Put all disposables like cotton, tissues etc. in the waste bin immediately after using.



There may be body/skin fluids like blood in waxing, in such cases make sure you dispose of the tissues and cotton
used in a clinical waste bin.



To save time, tidy up as you move along putting things such as lotions or cremes back in their places.



Replace all bottle tops immediately.



After a manicure or a pedicure, use the time the nail paint is drying to clear away dirty towels and water.



During facials tidy the towels and trolley when you put the mask for the client.



Clean the tools used and put them in the steriliser.



Put all the waste generated into dustbins. This helps in maintaining health and safety because:



»

certain products like nail polish give off strong fumes

»

used cotton, towels, gowns and tissues contain germs.

However, you must do this very quietly so as to not disturb the client.

2.1.13 Checking and Cleaning Equipment
If you follow the manufacturer's instruction on usage, storage and cleaning then the life and efficiency of an equipment
increases manifold. Each piece of new equipment comes with instructions on how to clean and maintain it so that it
lasts a long time.
You must report immediately if you see any problems any equipment, for example:


Dirty attachments



Broken parts



Faulty Plugs



Broken or training wires

Make sure all equipment is checked regularly. After being checked it should have a label that gives the date of testing
and pronounces it safe to use and also gives the date of the next due test.

2.1.14 Leaving Work Areas Clean and Hygienic
To make sure that you leave the workspace clean and hygienic the following things need to be done:

 Wash all bedding and towels
 Keep all the products and equipment in their place.
 Disinfect worktops and trolleys
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7. Sterilisation is a process of:
h. Destroying bacteria
i.

Beautifying the equipment

j.

Storing the equipment

k. Ordering equipment
8. All tools and equipment must be cleaned, disinfected and sterilised to:
i.

Prevent infections

j.

Cross contamination

k. Maintain hygiene
l.

All of the above

9. As a beauty professional, you will make sure your reception area is:
j.

Participant Handbook

Always tidy

k. Magazines are available for customers
About this book

l.

Empty cups are removed as soon as possible

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.
…..
…..

m. All of the above

10. Circulation of fresh air is needed to make sure that client's and staff do not become:
k. Drowsy and lacking in energy
l.

Loud and talkative

m. Relaxed and chilled
n. Grumpy and irritated
Symbols Used

Key Learning
Outcomes

Notes
Steps

Notes

Unit
Objectives

_______________________________________________________________________________________________
Practical

Summarize

Exercise

_______________________________________________________________________________________________
vi

_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
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3. Provide Manicure and
Pedicure Services
Unit 3.1 - Manicure Treatment
Unit 3.2 - Pedicure Treatment
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Symbols Used

Key Learning Outcomes

Key Learning
Outcomes

Notes

Steps

Unit
Objectives

At the end of this module, you will be able to:
Practical

1. Understand nail growth and structure

Summarize

Exercise

2. Identify, select and arrange tools and equipment for Manicure and Pedicure treatments
vi

3. Demonstrate the correct procedure for carrying out a manicure service for a client
4. Demonstrate the correct procedure for carrying out a pedicure service for a client
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UNIT 3.1: Manicure Treatment
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Discuss nail growth and structure
Summarize

Exercise

2. Identify, select and arrange tools and equipment for manicure
vi

3. Perform manicure services effectively

3.1.1 Introduction
Manicure is a treatment that helps to improve the appearance of the hands and nail. In this unit we will learn about
the treatment hands and their nails and cuticles.
Smooth hands and well-shaped well polished nails promote a well- groomed appearance, hence Manicure is a popular
service in salons today.
It is extremely popular amongst both men and women and most salons have seperate areas to cater to the needs of
both the sexes.
If professional attention is given to the nails and surrounding skin it leads to nail growth, keeps cuticles pushed back
and prevents minor skin conditions.
A manicure has several benefits for both the client and the salon. They are listed below.
Benefits for the client:


Improves the appearance of the hands, nails and cuticles



Enhances overall grooming



Softens the hands

Benefits for the salon:


It is a popular service



A number of treatments can be done and products sold with it that help to increase revenue

3.1.2 Nail Growth and Structure
Nail Growth
Nails grow all the time, but due to poor circulation and age their rate of growth slows down. Finger nails grow at the
rate of 3mm per month which is faster than the rate of growth of toe nails. The time period which is required for a nail
to grow from the root to the free edge is 6 months. The rate of growth of toe nail is 1mm per month and it takes about
12-18 month to get replaced completely.
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Nail Structure
The six parts of nail structure are - the root, nail bed,
nail plate, eponychium (cuticle), perionychium and
hyponychium. A specific function is performed by
each of these structures, its disruption can lead to
finger nails appearing abnormal.
Nail Root
The root of the finger nail can also be called as
germinal matrix. This part of nail is located beneath
the skin behind the fingernail and is extended several
millimeters into the finger. Most of the volume of the

Fig. 3.1.1 Nail Structure

nail is produced by fingernail root. This portion of nail
does not include any melanocytes, or melanin producing cells. The edge of the germinal matrix is seen as a white,
crescent shaped structure called the lunula.
Nail Bed
Nail matrix consists of nail bed called sterile matrix. It is extended from the edge of the germinal matrix, or
lunula, to the hyponychium. The blood vessels, nerves and melanocytes, or melanin-producing cells are contained
in the nail bed. As the nail is produced by the root, it streams down along the nail bed, which adds material to the
undersurface of the nail, making it thicker. A smooth nail bed is important for normal nail growth.
Nail Plate
The actual fingernail which is made of translucent keratin is the nail plate. The blood vessels underneath the nail give
the nail a pink appearance. The underneath surface of the nail plate comprises of grooves along the length of the nail
which helps anchoring it to the nail bed.
Cuticle
The cuticle of the fingernail is also known as eponychium. In The cuticle lies between the nail plate and the skin of the
finger. It provides a waterproof barrier by fusing these structures together.
Perionychium
The skin that overlies the nail plate on its sides is called perioncyhium. It can also be called as the paronychial edge. The
perionychium is the site of hangnails, ingrown nails and an infection of the skin called paronychia.
Hyponychium
The area between the nail plate and the fingertip is known as the hyponychium. It is the junction between the free
edge of the nail and the skin of the fingertip, also providing a waterproof barrier.

3.1.3 Preparation and Maintaining Hygiene
As a Pedicurist and Manicurist, you must be well prepared before the treatment starts. Ensure that all the materials,
equipments and products are placed properly and are within easy reach.
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Maintaining Hygiene


Wipe trolleys with surgical spirit.



Wipe down work surfaces prior to use.



Use clean warm towels and bedroll for each client.



Use disposable products.



Use spatula to remove products from containers.



Clean enamel bottle neck prior to putting lid on.



Maintain a clean tidy work area.



The Pedicurist and Manicurist should wash their hands before and after each treatment.



Sterilise all tools before and after use, or dispose them of depending on the type of tool used.

The area required for manicure and pedicure varies greatly, with more versatility in manicure than pedicure.
Manicure

Pedicure

Manicure can be done if the client sits across the couch

Pedicure can be done if the client is sitting on a chair- it
can be combined with manicure.

Manicure can be done if the client sits across a table
At a manicure station
Manicure can be done even when the client is having his
hair done.
Client lying on a beauty couch while having a facial

3.1.4 Selecting Equipment and Materials for Manicure and Pedicure
Treatments
The manicurist must ensure that everything is clean in order to avoid cross- infection or contamination.
Emery board
It consists of two sides, one side is coarse side which is used for shortening
nails, and the other side is the fine side which is used for shaping and bevelling.
Emery boards cannot be easily cleaned.
You must dispose of the file if it cannot be cleaned or give it to the client.
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Orange stick
There are two ends to the orange stick, each has a different purpose. The
purpose of the pointed side is to apply cuticle or buffing cream. The other
side can be used to clean under the free edges, remove excess enamel and
ease back the cuticle, when tipped with cotton wool.
It should be disposed of after use.

Cuticle knife
It helps in molding back the cuticle and removing any excess attached to the
nail plate.

Cuticle nipper
It helps in removing the dead skin and hangnails around the cuticles.

Nail scissors
Its main purpose is to cut nails.
Toe nail clippers
It is used to cut and shorten the nail before filing it.

Nail buffer
It is pad which is covered with chamois leather and with a handle. It is used
with buffing paste for conjunction. Buffing helps in circulation and growth of
matrix and adds sheen.
In order to clean it wipe it with a suitable cleaning solution.

3-way buffer
Its purpose is to remove any longitudinal and horizontal lines and smoothen
the nail.
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Nail brush
In order to brush the nail and clean them a nail brush is used. It must be
sterilised in a chemical solution or washed in a hot soapy water. It is usually
plastic with a rubber end in order to ease back the cuticle. It is tipped with
cotton wool to clean under free edges. Clean with a sterilizer when using from
nail to nail.
Sterilise in a cold sterilising solution after the completion of the treatment.
Hoof stick
It has a rubber end which is used to ease back the cuticle. It is tipped under
cotton wool in order to clean under free edge. Clean with steriliser when used
from nail to nail.
Sterilise in a cold sterilising solution after the completion of the treatment.
Hard skin rasp/grater
It is used to remove the hard skin after the feet has been soaked. Remove
debris by washing in hot soapy water after use; sterilise in chemical solution.

Pumice stone
As with hard skin rasp.

3.1.4 Contra-Indications
The reason, situation or a symptom which prevents all or parts of the treatment being carried out safely is known as
contraindication.
Classifications of contra-indications are:


Contra-indications that prevent the treatment (Cannot treat)



Contra-indications that restrict the treatment (Work around)

Contra-indications that prevent the treatment


Haemophilia - is a rare bleeding disorder in which the blood does not clot normally



Arthritis - is the swelling of one or more joints in the body



Acute rheumatism



Nervous conditions



Recent hand surgery



Diabetes/Inflamed nerve/Undiagnosed pain
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Contra-Indications that may restrict the Service
There are other conditions that do not stop the treatment but may require an amendment.
Nail Separation
It is disorder which leads to the separation of nail from the nail bed. It is due to accumulation of debris which causes
bacterial and fungal infection or can also turn the nail plate dark green or black in colour. It is found in moist warm
space between the digits.
Ingrowing Nails
It is a disorder in which the nail grows into the sides of the flesh and causes infection. It can effect either the finger or
toe. It is caused due to filing the nails too much in the corner or cutting it over vigorously.
The treatment cannot take place if the area is open or infectious.
Split Nails, Brittle Nails
Use of harsh detergents cleaners etc. can lead to split and brittle nails.
When working with such drying agents it is best to use cotton lined gloves for protection. Sometimes injury to the
finger or conditions like arthritis can also lead to split nails.
Split nails basically mean poor circulation. They are often accompanied by
dryness of skin and hair.
Split nails are best treated by increasing the circulation to help the skin
regenerate.
Applying a cuticle cream or oil is effective and the nail plate and surrounding
skin should be hydrated with hot oil or paraffin wax.

Fig. 3.1.2 Paronychia due to in-growing toe nail

3.1.5 Identification of Nail Conditions
Break Nails - Break nails are soft. They get split and peeled. When
they break – they tear and leave a jagged edge. One of the main
contributors to nails of this type is soaking them in water. This usually
happens when a person does dishes or has a soak in the bath. The
water soaks into your nail, expanding it. When water dries out, the
nail contracts. The constant expanding and contracting eventually
Fig. 3.1.3 Nail Conditons

weakens nails.

Brittle Nails - They snap leaving a straight edge that is smooth. They are hard to bend. They tend to crack. A common
reason is lack of moisture in your nails. Unlike weak nails that suffer from having too much moisture, this nail type does
not have enough.
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Ridged nails – Vertical lines on one's nails are a common phenomenon that often gets more pronounced with age. It
is associated with normal ageing and nail's increasing inability to retain moisture. Horizontal ridges are more likely to
signal a problem. One condition, Beau's lines, characterised by indentations across the nail bed, is a sign of disrupted
growth due to illness.
Overgrown Cuticles - Cuticle covers the inappropriate surface area of the nail as it grows wildly. It can lead to bacterial
infection, hangnails, split cuticles etc.

3.1.6 Manicure
It is treatment which is done for beautification of hands and fingernails, it can be performed either in salon or at home.
It is derived from the French word which means "care of the hands". This in turn originated from Latin word "manus".
Participant Handbook

About this book
3.1.7 Suggested Manicure
Procedure

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

The process of manicure involves filing,
shaping
ofthethe
ofNOS.the
Key Learning
Objectives for
specific free
NOS markedge,
the beginningmassage
of the Unit/s for that
The hands, and application of the polish.
symbols used in this book are described below.

…..
For the hand soaking is a softening substance
and application of lotion is a common specialty.
…..

The basic principles for manicure and pedicure are the same.
Carry out the steps given below before starting the treatment:


Sterilise all the equipments and keep the products in a place where it can be easily accessible.



Fill the consultation form, check for any contraindication, and discuss with the client about the service that would
satisfy their needs.



In order to carry out the treatment properly, ask the client to remove their jewelery and keep it in a safe place.
Symbols Used

3.1.8 Step-by-Step Manicure
Key Learning
Outcomes

Steps

Practical

Exercise

Notes

Unit
Objectives

The manicure process has many steps of cleaning, massage, exfoliating and hydrating. Let us see the sequence of the
various steps:

Summarize

STEP 1: Discuss with the client about their needs, during the
consultation. It should cover the preferred nail length, shape
vi

and type of nail polish. You can begin the service if there are
no contraindications present.
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STEP 2: Ask the client to select varnish of their choice – dark,
plain, frosted or French manicure. You must recommend a
nail finish suitable for the client.

STEP 3: Check the nails for ridges and problems by removing
the old varnish. Nail plate will be examined in a natural
condition by removing the polish. In order to avoid cross
infection sanitise the hand.

STEP 4: Use the sterilising scissors to cut the nails. Dispose of
the nail clippings by rapping it up in a tissue.

STEP 5: Use emery board to file the nails. Avoid using a
sawing action.

STEP 6: In order to prevent the water loss and damage seal
the free edge layer.

STEP 7: Apply cuticle cream around the cuticle with the help
of an orange stick.
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STEP 8: Massage the cream into the cuticle, gently. It helps in
softening the skin and makes the removal easier. This softens
the skin, making removal easier.

STEP 9: Keep your hands soaked in warm water so that the
cuticles absorb the cream and soften them.

STEP 10: Don't remove both the hands, remove one at a
time and dry the hands thoroughly.

STEP 11: Use cotton wool bud to apply cuticle remover.
Apply it carefully as it is caustic.

STEP 12: Using a hoof stick flat to the nail plate and by using
circular motions push the cuticles back.

STEP 13: In order to ease the excess cuticle away from the
nail plate using cuticle knife. The nail plate must be damp so
that it is not scratched.
Keep the knife flat in order to avoid cutting the cuticle.
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STEP 14: In order to trim off the excess cuticle use cuticle
nipper.

STEP 15: To give a smooth finish to the free edge, bevel again.

STEP 16: Massage the hands with light effleurage movements.
Hand and effleurage must be supported right up to the elbow.

STEP 17: Get rid of tension in the flexors and extensors of the
forearm by performing circular thumb frictions.

STEP 18: Circular friction at the back of the hand must not
be done.

STEP 19: Give a gentle circular manipulation to each finger
in order to free the tension in the knuckles. Avoid pulling the
fingers or making big circles.
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STEP 20: Hold the client's finger between your bent first and
middle finger and pull and twist gently down the length of
the finger.

3.1.9 Applying Nail Polish
Base Coat: The base coat must be applied starting at the cuticle. When you brush towards the tip, allow the brush to
fan out over the nail. If you work from left to the right of the nail, you will not miss any spot.
Choose your color
Prep the Brush: Dip the brush in the bottle and drag it out. Wipe it on the rim of the bottle. Slowly wipe the other side
of the brush on the opposite side of the rim without re-dipping it. Pull the brush out of the bottle while wiping the
paint off the rim.
The purpose is to push the paint towards the tip on one side of the brush. The brush will have a slightly crescent shape.


First Coat: Apply the tip of the brush to the nail. Allow the brush to fan out by pressing down and draw it to the
tip of the nail, moving from left to right to get an even coat.



Second Coat: Begin applying the second coat after you have finished applying the first coat on both the hands.



Sealing the Tips: In order to seal the paint off on the tip, go back to the left most tip and drag your brush along the
edge. It also prolongs the life of the manicure.



Top Coat: Do exactly as you did when applying the base coat.

Fig. 3.1.4 Appyling nail polish

3.1.10 After Care Advice
Follow the guidelines given below in order to make the take care of your manicured hands.


Let your nails dry properly



When during any household work or gardening, wear protective gloves



After washing your hands, dry them thoroughly



Hand cream must be used regularly
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Use pads of fingers instead of your fingernails



In order to prevent staining use a base coat under polish and to prevent chipping use a good quality top coat



Nail paint remover must be acetone- free



Do not use metal files



Nails must be kept at a workable length



In order to moisturise dry cuticles, use cuticle cream



Eat well and drink plenty of water



In order to keep joints supple, do simple hand exercises



Do not use soaps which are harsh or dry. Visit your manicurist atleast 2-4 weeks for maintenance of your nails and
for any further treatments

3.1.11 Additional Reading - Nail Shapes
Yo can shape the nails into five kinds. They are:
1. Oval
2. Square
3. Round
4. Squoval
5. Pointed
Fig. 3.1.5 Nail Shapes

The Oval
Oval nail shape is the one which helps in bringing out femininity and
gracefulness. The oval can add length to a nail as well as retain the
soft curves of round shape.

How to File

Fig. 3.1.6 The oval nail

To achieve the oval shape,


Sidewalls must be straightened, ensure that they are even.



Use a smooth, arching motions with the file while filing from the side of the nail toward the top.



In order to smooth into the oval shape work on the angles on both the sides and around the free edges.



There should be a nice balance between the cuticle shape and free edge.
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The Square
Square nails are used for nail art designs and are of acrylic shape- straight side walls, sharp points on the tip and
C-curved.
How to File
To file into the classic square shape,


Use a medium-grade file (150 grit) in order to shape the free edge and
side walls.



Straighten the free edge by turning the hand around. Keep the file
perpendicular to the nail in order to achieve the hard square.



Change the angle to blend by first filing the side wall straight up. This
must be repeated on the other side as well.



Use angles to lightly feather and bevel the nail and to sharpen the
corners, once both the sides are done.

Fig. 3.1.7 The square nail

The Squoval

It has qualities of both square and oval shaped nails. Its length is like square
shaped nails and soft edges like the oval shaped nails, therefore it is named
as squoval shape.

Fig. 3.1.8 The squoval nail

How to File
To file the squoval,


Begin filing with the square so that one can make sure that sidewalls are straight.



Tilt the file underneath the corner and file back and forth from underneath up, once the side walls are straight.
This will help in taking the corners off.



In order to avoid taking anything away from the side walls, you need to keep in mind that you only want to round
the part of the tip that is past the free edge.

The Round
This shape gives a natural look to the nail, which is softer but less noticeable. Round nails help in softening the features
of hand by providing a subtle nail outline.
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How to File
To get the round shape,


Side walls must be filed straight out and then the edges must be rounded out into a nice
curved shape.



Avoid taking too much of one side or else it will not look balanced.



A good way to keep in mind is to imagine making a square, filing the side walls straight out and
Participant Handbook
then rounding
the corners with moderate angles in order to complete the shape.



The finished round nail must be slightly tapered and extend just past the tip of the finger.
About this book

The Pointed

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

Fig. 3.1.9 The
round nail

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

The pointed nail….. is rarely seen in anyone's hand. Pointed nails can create a subtle
…..

appearance of length in smaller hands whereas long hands with slender nail beds
give it a noticeable effect.
Participant Handbook

How to File

About this book



The technique is based on the letter “I”, where the center of the “I” shape is

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

the upper arch that forms a line running down the nail bed. The top of the “I”

…..

is bending the cuticle flush with the natural nail and the bottom of the “I” is

…..

looking down the barrel of the nail to make sure the C-curve is even.


Symbols Used

Take the top of the "I" to a point that meets the center of the apex.
Key Learning
Outcomes

Steps

Practical

Exercise

Practical

Notes

Unit
Objectives

Summarize

Practical 1- Doing manicure
Symbols Used

Perform the steps involved in manicure service.
vi

Key Learning
Outcomes

Exercise
Practical

Notes

Steps

Unit
Objectives

Summarize

Exercise

1. What from the following is not a part of the nail structure?
b. Nail plate

vi

c. Nail bed
d. Cuticle
e. All of these
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2. Which of the following is not a nail shape?
c. Oval
d. Square
e. Pointed
f.

Triangle

3. While removing nail paint, remember to:
d. Choose good quality remover
e. Moisturise nails after removing nail paint
f.

Change cotton once it is fully used

g. All of these
4. .......................... is the area between the nail plate and the finger tip e. Nail bed
f.

Cuticle

g. Perionychium
h. Hyporionychium
5. Manicure is the art of:
f.

The care of hands and fingernails

g. The care of skin
h. The care of hair
i.

The care of leg

6. The first step in a manicure is:
g. Removing the old nail paint
h. Soaking the hands
i.

Massage

j.

Cuticle massage

7. When cutting and filing the nails remember to:
h. Remove all the dirt from the underside
i.

Cut to the desired length

j.

Use appropriate scissors

k. All of the above
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8. To avoid nails from breaking and injury, the nails should be:
i.

Shaped to conform with finger shape and lifestyle

j.

Round

k. Square
l.

Oval

9. Nails should be filed from:
j.
Participant Handbook

Corner to center

k. Center to left
l.

About this book

Center to right

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

m. Top to bottom

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.
…..
…..

10. During a basic manicure, the hand is immersed into warm water after:
k. The nail has been shaped
l.

Before the nail has been shaped

m. After the hand massage
n. After applying nail polish
Symbols Used

Key Learning
Outcomes

Notes
Steps

Notes

Unit
Objectives

_______________________________________________________________________________________________
Practical

Summarize

Exercise

_______________________________________________________________________________________________
_______________________________________________________________________________________________
vi

_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
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UNIT 3.2: Pedicure Treatment
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Identify, select and arrange tools and equipment for pedicure
Summarize

Exercise

2. Perform pedicure services for client's
vi

3.2.1 Introduction
A pedicure is one of the most popular services in a salon. It improves the look of the feet and the nails, it is similar
to a manicure. Pedicure means foot and cure refers to the cosmetic treatment of the feet and toenails. Nail diseases
and nail disorders can be prevented by a Pedicure. Pedicures are popluar primarily among women and are done for
cosmetic and therapeutic reasons.
Pedicures include removal of dead skin cells of the feet using a pumice stone (a rough stone) along with nail work.
Additionally, leg care including depilation (waxing or shaving) below the knee, followed by exfoliation and a creme
massage is commonly included in pedicures.
Purpose of the Pedicure:


Improve the appearance of the feet and nails



Relax aching and tired feet



Reduce hard skin on the feet



Offer advice on care of the feet and referral, as necessary, to the chiropodist

The Pedicure will include:


Shaping the nails



Cuticle treatment



Removal of hard skin



Specialised foot treatment



Foot and leg massage



Nail varnish application as required
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Much of the routine for Manicure applies to Pedicure, the major differences are:


The positioning of the client



The treatment of hard skin



Foot and leg massage routine

3.2.2 Tools and Equipment
Nail Cosmetics

Tools
Acetone
Cotton balls
Cuticle cream
Cuticle pusher or Cuticle nipper
Foot bath
Lotion
Nail file
Nail polish
Orangewood sticks
Toenail clippers
Towels
Pedicure Spa Station
Pumice stone (a rough stone to remove dead skin)
Toe separators

Base coat
Cuticle creams
Cuticle oil
Cuticle remover
Dry nail polish
Liquid nail polish
Nail bleach
Nail conditioner
Nail dryer
Nail polish remover
Nail polish thinner

A Contra-Indication


This is a condition that either prevents or restricts treatment, eg. Treatment may be restricted due to a bruised nail
but there will be no treatment if there is a bacterial or fungal infection on a nail to avoid a cross-infection.

Contra-Indications that Prevent Treatment


Multiple warts



Fungal infections



Bacterial infections

Contra-indications that restrict treatment


Bruised nail



Cut and abrasions to one hand or finger



Wash your hands
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3.2.3 Pedicure Routine


Check client for contra-indications



Soak both feet in Pedi antiseptic soaking solution



Choose nail enamel colour and check texture



Dry both feet thoroughly and rest on a clean towel



Remove old enamel from both feet and examine the nails



Shorten with clippers if required (straight across to avoid ingrowing nails)



File the first foot and smooth free edge with emery board



Apply cuticle cream, massage and place foot to soak. Repeat steps on second foot



Use the callus file/a scrub or exfoliator on hard skin



Dry the first foot, paying particular attention between the toes



Apply cuticle remover, push back, lift and clean around the cuticle and free edge



Use a cuticle knife or dual tool and nippers if required. Repeat on the second foot



Scrub nails clean, rinse and dry



File away any rough edges on the nails



Massage alternate legs



Ensure that the nail plate is squeaky clean so that all the grease is removed



Separate toes with dividers or tissue



Apply base coat, nail enamel and top coat if required



Advise the client about products which they may purchase for home care and record details of treatment



Give home care advice

Fig. 3.2.1 The pedicure routine
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3.2.4 Pedicure Massage Routine


Support the ankle with one hand and effleurage 6 times till the knee with each hand separately. Cover the front,
sides and back of the lower leg



Perform circular finger kneading till the knee



Perform palm kneading till the calf and circular thumb kneading upward on the front of the leg from ankle to knee



Effleurage till the knee three times and Circular finger kneading around the ankle



Knead the Achilles tendon (back of ankle) 6 times and thumb frictions to top of the foot from toes to ankle



Perform deep palm stroking to dorsal (top) and plantar (bottom) aspect of foot (together)



Perform palm kneading the toes (both hands together) and Palm kneading the sole of foot 6 times



Perform deep thumb frictions to sole of foot (sawing action), from toes to heel and back



Perform friction circles to individual toes and whip toes 10 times



Effleurage foot to knee 6 times and use firm pressure on the foot area to prevent over sensitivity

Home care advice should be given following every pedicure treatment. It should be based on the lifestyle of the client
and on the condition of the feet and nails and reflect the information given by the client during consultation.

Fig. 3.2.2 The pedicure massage routine

3.2.5 After Care Advice
Pedicure after care advice


Give time to your nails to dry after your treatment
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Keep you feet clean by changing your socks daily



Apply moisturizer on the feet and in between toes daily after bathing and cleaning the feet



To absorb the moisture you can also apply powder between the toes.



Get a pedicure done regularly



Do not cut your cuticles deep or forcefully push them back, this can lead to infections



Do not shave your legs at least 24 hours before a pedicure as any cut could lead to an infection



Massage your feet and nails regularly using a cream or oil



For long term improvements, use a non-acetone nail polish remover

3.2.6 Additional Reading - Nail Disease and Nail Disorder
Participant Handbook

It is very important to determine a nail disease and a nail disorder before the treatment. The basic manicure or pedicure
rule - If the nail or skin is infected, inflamed, broken or swollen, do not work on it, especially if the cause is unknown.
About this book

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
There will be pus
and
inflammation
if a disease or infection is present.
National
Occupational
(NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

Do not manicure/pedicure
nails if an infection is present.
…..
…..

Common Nail Diseases and Disorders


Tinea or Ringworm - This disorder causes different kinds of nail deformities. Specifically, the nail plate may become
soft with parts of the nail actually breaking away, or the nail becoming thick and irregular. Suggested Action Consult a doctor.



Infection of the Cuticle - Common among hands which are constantly exposed to moisture. This condition often
results in inflammation, pus and pain in or around the cuticle. Suggested Action - Keep hands dry. Consult a doctor.



Blue Nails - Blue nails are bluish in colour often indicating circulatory or heart trouble. Suggested Action - Consult
a doctor.

Practical

Symbols Used

Key Learning
Outcomes

Steps

Practical

Exercise

Notes

Unit
Objectives

Summarize

Practical 1- Doing pedicure
Perform the steps involved in pedicure service.
vi
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Key Learning
Outcomes

Notes

Steps

Exercise
Practical

Unit
Objectives

Summarize

Exercise

1. What is the purpose of pedicure?
vi

b. Improve the appearance of the feet and nail
c. Relax aching and tired feet
d. Reduced hard skin on the feet
e. All of these
2. The disorder which makes the nail plate soft with parts of nail breaking away or the nail becoming thick and
irregular c. Tinea or ringworn
d. Infection of the cuticle
e. Blue nail
f.

None of the these

3. ....................... disorder is common among hands which are constantly exposed to moisture:
d. Tinea or ringworn
e. Infection of the cuticle
f.

Blue nail

g. None of the these
4. ....................... disorder indicates circulatory or heart disorder:
e. Tinea or ringworn
f.

Blue nail

g. Infection of the cuticle
h. None of the these
5. What condition would a nail have if it flaked and broke easily?
f.

Ridges

g. Overgrown cuticles
h. Dry brittle nails
i.

None of the above

6. How should you cut toenails:
g. Straight across to prevent ingrowing toenails
h. Rounded
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i.

All of the above

j.

None of the above

7. The main purpose of metal nipper is to:
h. Remove excess cuticle
i.

Cut nails

j.

File nails

k. Massage hands
8. What is the correct way to mix the polish in the bottle?
i.

Roll the bottle gently between palms

j.

Shake the bottle vigorously

k. Throw the bottle on a cushion
l.

Heat the bottle slightly

9. Nail polish color should be applied in:
j.

Participant Handbook

Only 1 stroke

k. 3 quick strokes
About this book

l.

2 strokes

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

m. 5 strokes

…..
…..

10. Some of the common equipment for manicure and pedicure include:
k. Nail brush
l.

Nail scissor

m. Cuticle cleaner
n. All of the above
Symbols Used

Key Learning
Outcomes

Notes
Steps

Notes

Unit
Objectives

_______________________________________________________________________________________________
Practical

Summarize

Exercise

_______________________________________________________________________________________________
_______________________________________________________________________________________________
vi

_______________________________________________________________________________________________
_______________________________________________________________________________________________
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4. Spa Manicure and
Pedicure Services
Unit 4.1 – Spa Manicure and Pedicure Services

47
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Symbols Used

Key Learning Outcomes

Key Learning
Outcomes

Notes

Steps

At the end of this module, you will be able to:
Practical

1. Provide spa manicure and pedicure services

Summarize

Exercise

vi
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UNIT 4.1: Spa Manicure and Pedicure Services
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Tell the overall difference between a standard manicure/pedicure and a spa manicure/pedicure; and the
Summarize

Exercise

client benefits of a spa manicure/pedicure as well.
2. List the step-by-step spa manicure/pedicure procedure and to incorporate “spa factors” which include vi

atmosphere, aromatherapy, time, paraffin, soaks/scrubs/masks, hand manipulation, and heel treatments.
3. Perform the post service, clean up, and sanitation procedures after the spa Manicure and Pedicure.

4.1.1 Introduction
The manicure and pedicure service is highly in demand in salon and spa environment. Both young teens and
senior adults opt for this service as it is relaxing and keeps the hands, nails, feet, toes and toenails healthy.

4.1.2 Difference Between Routine and Spa Treatment

The International spa Association defines a spa as "a place devoted to enhancing the overall well-being through
a variety of professional services that encourage the renewal of mind body and spirit."
A spa type manicure and pedicure tries to enhance the services of a normal manicure and pedicure and appeal
to the client more deeply. It means there is more exfoliation better massage and masks to pamper the client's.
The atmosphere is also very relaxed, special and cutomised to cater to the wants to the client by using premium
quality products and well qualified Pedicurist and Manicurist.
Many themes are used in spa type manicure and pedicure. For example are peaches and cream pedicure, a fish
pedicure, hot stone therapy, etc.
The two types of treatment differ on the following four factors.
1. The Cost Differential
2. The Atmosphere Differential
3. The Products Differential - One of the reasons that a Manicure and Pedicure may cost more is because of the
products that are used for the treatment.
4.

The Time frame Differential
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Spa Manicure and Pedicure Benefit to the Client:
•

It relaxes the client's and boosts up their self esteem.

•

It will give the client a special feeling which will make them feel special as they will be receiving "upper level"
service.

•

Spa manicure and pedicure is different from the normal manicure and pedicure in a way that it makes the
client feel pampered, relaxed. This service exfoliates and moisturizes the hand thus adding on to the overall
grooming of the client.

4.1.3 Tools and Equipment
The items mentioned below are required for spa manicure and pedicure set up.

Equipment/Tools
Manicure

Tools

Table/ Orange-wood Stick

Pedicure station with
Adjustable Lamp
Disinfection Container

Cosmetics

Materials (usable one

Toenail clipper

[1] time only)
Disposable towels or

Polish Remover

cloth towels

Cuticle Cream

Cotton Balls/Cotton Pads Cuticle Oil
Cuticle Remover

Client’s Foot Cushion

Paraffin Warmer
Supply Tray

Metal Nail File

Plastic Spatulas

Nail Whitener
Nail Polish

Foot File

Plastic Bags

Nail Hardener

Nail Brush
Emery Board

Paraffin Wax
Trash Containers

Cream and/or Lotion
Aromatherapy

Cuticle Nipper

Safety Kit

Essential Oils
Massage Oil
Scrubs
Mask
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4.1.4 The Spa Factors
Let us look at the factors which create a spa like treatment.
The factors which come together to create a spa like environment are:
•

Aromatherapy

•

Atmosphere

•

Paraffin

•

Time

•

Massage

•

Hand Manipulation/Foot

•

Soaks, Scrubs & Masks

•

Ambience of spa

1. Atmosphere, Time, and Introduction to Aromatherapy
It is important to offer a good atmosphere to the client at the time of service. Given below are the quality
aspects of the atmosphere:
Manicure and Pedicure Area Privacy - Divide the multiple stations of manicure and pedicure with the help of
a privacy curtain, in order to provide a private space to the client. If there is separate manicure and pedicure
room it will give space for spa as well.
Relaxing Music - Soft music can be very relaxing and adds a special touch to the experience of spa manicure
and pedicure.
Beverage - Offer a bottle of water; a cool beverage like juice, soda to the client before the service begins , this
will make the client feel welcomed and special and will escalate the "service aspect" of the spa manicure and
pedicure.
Reading Materials - Provide a magazine to the client, so that they stay occupied and do not feel bored. If the
client chooses to relax instead of reading the magazine, allow him/her to relax.
Time – The standard manicure and pedicure lasts for 30 minutes whereas spa manicure and pedicure lasts
for 45-60 minutes. The price range may differ due to the time taken to complete the service and the product
used.
Aromatherapy - It refers to therapy received from aromas. The aromas derived from essential oil which are
distilled from life of plants including- leaves, bark, stems, roots. Aromatherapy improves the physical, mental
health as essential oils which are used on the skin, in paraffin wax, in a water bath gives a very relaxing and
refreshing feeling.
According to Cunningham (2004), some of the most popular essentials oils include:
1. Lavender - good for first aid, and has a relaxing aroma;
2. Chamomile - good anti-depressant, and has a fruity fragrance;
3. Marjoram - herbaceous (having herbal characteristics), helps with headaches and menstrual cramps;
4. Rosemary - a wood-based oil deriving from the Camphor tree, helps circulation, and is a decongestant;
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5. Tea Tree - well known as an antiseptic and also is camphoraceous
6. Cypress - stimulating antiseptic, and derives from evergreen trees such as pine;
7. Peppermint - promotes energy, aids sinus congestion, and has a mint-like smell;
8. Eucalyptus - Camphoraceous essential oil that serves as a stimulant and is antibacterial;
9. Bergamot - Antibacterial and antiviral, with a citrus aroma;
10. Geranium - Has a floral aroma that helps to relax and promotes a tranquil atmosphere.
Aromatherapy in the context of a spa manicure and pedicure can be used in all stages of the treatment including
soaking, scrubbing, massage and masks.

4.1.5 Spa Manicure and Pedicure: Pre-Service
The Pre-Service
1. Keep the table sanitized.
2. Use sanitized equipment, tools and implements for the service.
3. The hands of Pedicurists and Manicurists must be washed properly with antibacterial soap and sanitised.
4. Always greet your client with a smile, so that they feel welcomed at your spa or salon.
5. Request the client to remove his/her jewelery and keep it in a safe place before you begin the service.
6. Ask the client to wash his/her with an antibacterial soap and then sanitise it. Guide them through the process
and do the same for yourself. This helps in maintaining the hygiene of the salon and spa.
Client Consultation
7. It is one of the most important aspects of pre-service. Use a health record form for this process where you can
note down the health related issues of the client like skin condition, recent surgeries, etc. The form must also
contain information like the contact number, email, and the kind of service which the client expects.
8. Check if the client has any skin or nail disorder before beginning the service. You must document the
consultation.

4.1.6 Special Hand and Foot Spa Treatments
Let us now discuss some special hand and foot spa treatments
1. Hydrating Pedicure and Manicure or paraffin Pedicure and
Manicure
What is hydrating or paraffin manicure/pedicure?
A spa treatment in which paraffin wax is applied to both
hand and feet in order to moisturise it is known as paraffin
manicure/ pedicure. Apply paraffin after washing, buffing
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Fig. 4.1.1 Hydrating pedicure and manicure or
paraffin pedicure and manicure

Pedicurist and Manicurist

the hand/feet and cleaning the nails. The nail paint can only be applied after the paraffin wax has been
removed.
Benefits
Cosmetic benefits of paraffin treatment

•

There are many benefits of a paraffin treatment.

•

It helps to improve the appearance of the skin and makes it smooth by opening the pores and removing
dead cells.

•

Paraffin is a natural emollient. Using it moisturises the skin and also helps to retain moisture in the skin
after the treatment.

•

It creates a kind of barrier on the skin that helps retain the body oils.

•

Paraffin treatments have many benefits for internal elements too.

•

Paraffin treatment is the heat treatment and this helps conditions like arthritis and fibromyalgia by
increasing the blood flow relaxing muscles and reducing the stiffness in joints.

•

It is used to treat sprains and pulled muscles as well as it minimises inflammation and muscle spasms.

•

Paraffin wax treatments can be used regularly for people suffering from rheumatoid arthritis. It can help
relax joints and relieve pain in the hands and feet by lowering fluid retention and flushing toxins.

2. Aroma Pedicure and Manicure
Aroma Therapy
Aromatherapy means using essential oils in order to relax the client psychologically and emotionally.
Ingredient
Jasmine Oil, Soap in Paper, Isopropyl Palmitate, Sodium Bicarbonate, Glycerin, Sodium Carbonate, Chromium
Oxide Green, White Sugar, Sodium Chloride.
3. Oil Manicure and Pedicure
Oil Manicure
Hot oil manicure/pedicure is considered to be one of the most luxurious methods. It is the best way to pamper
your nails as it nourishes both the cuticles and nails. It works best for those whose cuticles are damaged.
Benefits
•

It prevents the nail from aging fast.

•

It improves blood circulation and improves the health of the skin.

•

It takes care of skin problems in the long run.

•

It improves the textures of cuticles and exfoliates and cleanses the nails.

•

It removes the hangnails.
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•

It also helps in improving the flexibility of the wrist and hands

4. Hot stone Pedicure and Manicure
The combination of acupressure and hot stone massage gives rise to this relaxing hand and foot treatment.
Massaging of heated stones on hands, feet and calves leads to the soothing of joints and muscles while stress
and tension is released with the help of acupressure.
Hot stone Pedicure Benefits

•

Relaxes Foot Muscles
Heat is generated in the feet muscles with the help of hot stone pedicure so that they can relax and
rejuvenate.

•

Pressure Points:
The pressure point under the feet can stimulate the
senses of the complete body. The main benefit of hot
stone pedicure is that it leaves the person refreshed.

•

Chinese Medicine:
It contains goodness and wisdom of Chinese medicine.

Fig. 4.1.2 Hot stone pedicure and manicure

•

The Aromatic Oils:
The feet is not only pampered with hot stones but with moisturising and energising oils which relaxes
the tired muscles.

•

Detoxifying Stones:
The cramps and toxins in the muscles are released with the help of these warm stones.

•

A Great Stress-buster:.
It acts as one of the stress busters.

5. Fish manicure and pedicure
In this type of manicure/pedicure the hands and feet are
dipped in a tank containing water and doctor fishes, who
remove the dead skin from feet and hand. The regular
manicure and pedicure procedure is followed after this which
results in soft hands and feet.
Benefits

•

Removes dead skin:
It brings back the glowing skin by removing the dead skin.
Fig. 4.1.3 Fish manicure and pedicure
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•

Improves blood circulation:
It stimulates the flow of blood all over the body.

•

Reduces Itching:
It reduces blemishes and itching and softens the hand and feet.

•

Tension Reliever:
This kind of massage helps release endorphins by working on the acupuncture points. As the fish take
quick bites of the dead skin you feel relieved of all stress and tension even though it can be ticklish. It is
very soothing and can relax the whole body.

•

Smoothen the skin:
A spa treatment is a long treatment for almost 1 hour in which the feet of the client up till mid cough or
dipped into a tank filled with fish.

•

Swelling removal:
A fish pedicure has an anti septic effect and helps to remove fatigue and swelling.

•

Glowing skin:
It brings back the glowing skin by removing the dead skin.

•

Treat of Psoriasis:
Problems such as psoriasis, warts and calluses can be treated with the help of Garra Rufa fish spa.

6. Fruit Pedicure and manicure
The only difference between normal pedicure and manicure and fruit pedicure and manicure is that in fruit
pedicure and manicure various fruits are used which help in smoothening of skin.
Some of the fruits used in fruit manicure and pedicure are strawberries, mangos, papaya, pineapple and
various other citrus fruits.

Fig. 4.1.4 Fruit Pedicure and manicure

55

Participant Handbook

For example: In a pineapple manicure and pedicure. The customer’s feet/hand is soaked in an energising
pineapple soak for five minutes or so and then it is massaged with fresh pineapple and its juices. After this
the customer’s feet/hand is washed in warm water and then a lotion is applied to it.
Benefits

•

Helps in exfoliation

•

The treatment leaves feet and legs glowing and moisturized

•

Buffs away aging skin cells and calms the skin

7. Anti-Tan pedicure and manicure
When the skin turns golden brownish due to the exposure to
sun it is known as tanning.
In order to remove tan from their skin people use various
methods one of them being pedicure and manicure.
Anti –Tan pedicure and manicure helps in lightening the skin
tone and brings back the normal glow of the skin.
Benefits
Fig. 4.1.5 Anti-Tan Pedicure and Manicure

•

Remove tanning

•

Helps in restoring the natural glow of the skin

Crystal manicure and Pedicure
Crystal Manicure and pedicure basically includes crystal nails and crystal nail file.
Crystal Nail
It is the process of applying crystals on acrylic gel nails

Fig. 4.1.6 Crystal nail
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Crystal nail file
It is a nail care tool which grins down and shapes
the edges of fingernails. It is used in the process of
manicure and pedicure after trimming the nails.
Let us look at the procedure or steps to understand
about it in a better way:
1. Apply polish and gel to the client’s hand/leg
Participant Handbook

2. Allow the polish to dry
3. Apply brush on nail adhesive

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

4. Apply the brush on adhesive in a thin, even layer

Key Learning
Objectivesnail
for thefile/glass
specific NOS marknail
the beginning
Fig. 4.1.7
Crystal
file of the Unit/s for that NOS. The
symbols used in this book are described below.

5. Apply the applique

…..
…..

6. Align the first row of the stones with the free edge
7. Apply even pressure and adhere to each side of toe
8. Pull the applique across the nail
9. Gently press along wall area
10. Apply gentle pressure to avoid misaligned stones
11. When stones have set remove adhesive film
Symbols Used

4.1.6 The Spa Manicure Service - Step-by-Step
Key Learning
Outcomes

Steps

Notes

The Spa Manicure Service

Unit
Objectives

After the consultation has been done and the client has been seated in spa manicure chair, you must ask the client
Practical

Exercise

Summarize

to sanitise his/her hand and sanitise your hands as well.
Spa manicure provides a long lasting benefit to the client, leaving him/her relaxed and rejuvenated.
vi

STEP 1: Cleanse and Shape
•

Ask the client to wash their hands and dry them.

•

Sanatise the client's hand by massaging the sanitiser into the client's hand.

•

Use nail paint remover to remove the exisiting nail paint.

•

Trim the nails using nail chipper, if required.

•

Use filer to shape and smooth the nail's free edge.

STEP 2: Bathe and Moisturise
•

A smaller bowl with a larger bowl must be place on the table, along with the towel.

•

Fill the larger (outer) bowl with approximately 1 inch of very warm water – should fill half way up the side
of the smaller (inner) bowl.
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•

The fingertips must be immersed completely by adding good amount of almond milk bath in the smaller
bowl.

•

Keep the fingertips soaked for 2 minutes.

•

In order to create a milky solution, pour an equal amount of warm water in the inner bowl. Swirl the
fingers gently in order to mix.

•

Remove the hand and dry it with towel.

STEP 3: Cuticle Care
•

A small of cuticle must be applied around each nail.

•

In order to loosen dead tissue from the nail plate.

•

Use a curate to remove dead tissue up to the lateral edge of the nail.

•

Remove the loosened non-living tissue, and hangnails with the help of manicure nipper.

STEP 4: Exfoliate and Moisturise
In order to gently exfoliate the skin, massage a scoop of scrub into the hands for 2 minutes. Use slow effleurage
massage strokes on the hand:
•

Hold the client’s hand with one hand and perform effleurage with your other hand, with firm pressure
moving up the back of the hand, and back down using light pressure.

•

Exfoliate by moving the hands in brisk circular motion.

•

Place your fingers on the client’s palm and your thumb on client's hand. Petrissage down to the sides with
your thumbs by spreading apart the top of the client’s hand.

Repeat 2-3 times.
•

Rinse the hand with water or use sponge to remove scrub.

•

Use a clean towel to dry the hands.

STEP 5: Moisturise Massage
•

Wrap hands in warm towels or heated manicure mitts after applying a thin layer of Almond Illuminating
Masque to the top of both hands and fingers.

•

Use a soft sponge to remove the remaining mask after 3-5 minutes.

•

Use clean towel to dry your hand.

STEP 6: Massage
Use effleurage and petrissage techniques to massage a dollop of lotion into each hand and arm.
•

Make quick circular movements on top of the client’s hand from the knuckles to the elbow, with flat
fingers, then back down to the ends of the fingers. Repeat.

•

Make quick circular movements to all planes of arm, with flat fingers, starting at the wrist and working
up to the elbow.
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•

Massage across the heel of the hand using the tip of the thumb or the knuckle, in a straight line and
circles.

•

Bottom of palm. Perform the “spreading technique” as detailed in Step 4 (Exfoliate section). Massage the
lower area of the palm with “thumb over thumb” motion in large circular movements.

•

Top of palm. Slide the pinkie and ring finger of your hand between the client’s pinkie and ring finger.
Slide your other pinkie and ring finger between the client’s thumb and index finger. Use your thumbs to
massage the palm.

•

Like a reverse handshake, slide your thumb into the client's thumb. Massage in downward and circular
motions using your thumb, along the outer side of the client's thumb to the heel of the hand.

•

Perform circular movement at the base of client's thumb nail by using thumb pad. Massage the entire
thumb. Massage each finger after gently pulling the thumb.

•

Circle clockwise on the wrist of the client by using the pad of the thumb. Gently pull each finger. Finish
by using effleurage movement.

STEP 7: Meticulous Nail Prep
•

Buff the surface of each nail gently in the direction of the natural nail growth, with the side of buffer. If
nail colour is not applied, buff to a higher shine.

•

Pull back the lateral folds of the nails with your fingers and double check for any debris or stubborn
cuticles. Use curette to remove the cuticles which are remaining.

STEP 8: Nail Colour
•

Oil and debris from the nail plate can be removed with the help of scrub.

•

Put a thin base coat.

•

Allow the nail colour to dry for 5 minutes after applying two coats.

•

In order to quick dry nails and condition the skin, spray each nail with a spray.

Paraffin Hand Spa
In order to soften and smooth the skin of hands and feet petroleum based paraffin wax is used. Submerge
the client's hand in a warm liquid of paraffin wax, it hardens slightly on the client's skin and is removed after
few minutes. Paraffin wax helps in moisturising and conditioning the skin on your nails, hands and cuticles.
Benefits of a Paraffin Hand Spa
•

Moisture Relief: The paraffin wax traps the moisture in the skin. Rough hands and dry cuticles are softened
after peeling off the paraffin wax.

•

Heat Therapy: Paraffin wax is solid at room temperature but melts at temperatures from 116 to 147
degrees Fahrenheit. It heals the aching joints and stimulates blood circulation. The spa's heat calms the
mind and releases the stress of the client and and they go back relaxed and rejuvenate.
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The wax must be heated in the wax bath for at
least 30 minutes before you need to use it. Plan
ahead to ensure the wax is melted properly and
ready for use.

Completed the manicure up to a brief hand
massage. Apply a rich massage cream and gently
massage into the area.

Check the consistency of the wax and test the
temperature by applying to the inside of your wrist.
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Dispense the heated wax into a small bowl and
quickly brush the wax onto the client’s hands using
a small paintbrush.

Cover with a towel or thermal mitts. The wax can
be left on for up to 20 minutes but 10 minutes is
adequate.

Remove the wax . It should peel off in one piece
and be disposed of.

A full massage of 10 minutes should now be given
to ensure the client receives the full benefit of the
treatment.
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Continue with the application of polish, taking
extra care when wiping over the nails with polish
remover to ensure there are no traces of wax left
on the nails, which will prevent the polish adhering
to the nail.

Oil treatment

Evaluation of the manicure
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Symbols Used

4.1.7 The Spa Pedicure Service - Step-by-Step
Key Learning
Outcomes

The Spa Pedicure Service

Notes

Steps

Unit
Objectives

After the consultation has been done and the client has been seated in spa pedicure chair, you must ask the client
to sanitise his/her hand and sanitise your hands as well.

Practical

Summarize

Exercise

STEP 1: Cleanse
vi

•

Wash your hands with soap and dry them with towel.

•

The client's feet must be washed with liquid soap and hot water
and dried with towel.

•

In a foot bath add 1 scoop of mineral bath.

•

Mix with hands to dissolve it and keep the feet soaked for 3-5
minutes in order to cleanse and soothe it.

•

Remove one foot and towel dry.

STEP 2: Perform a Pedicure
•

Use acetone to remove the existing nail polish.

•

Use nail chipper to trim the length. Trim the corner of the toenails
and double check for any hidden areas of growth.

•

Use the file to refine the natural shape of the nail.

•

Use the cuticle pusher or orange would stick to loosen dead
tissue from the nail plate. Excess cuticle oil from the nail should
be removed.

•

Use a curette to remove dead tissues up to the lateral folds of
the nail plate.

•

Use soap and damp brush to scrub nails thoroughly, then remove
the cuticle remover and soap by rinsing with warm water.

•

Carefully remove any loosened, non-living tissue, and loose
pieces of skin or hangnails with the help of pedicure nipper.
During cuticle removal, use a gentle touch, in order to protect
the seals. Do not cut living tissues or else it will lead to infections.

•

Repeat the process on the other foot as well.
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STEP 3: Exfoliate
•

Take salt scrub and put it on the foot and the calf right up to the
knee. Massage the foot and the calf using both hands. This will
remove the dead skin and also polish the skin.

•

Massage the scrub on the leg and foot with long effleurage strokes
while holding the ankle with one hand. Move your hand up from
the front of the calf and bring it down from the back of the leg. as
you massage apply pressure evenly to help exfoliate. Repeat this
procedure three times alternating hands.

•

Rinse off any excess salt scrub by placing the foot into the foot
bath. The exfoliation process must be repeated on the other foot
and leg.

STEP 4: Extra Exfoliation
•

Smooth a scoop of Scrub along the
sole and heel of the foot for extra
exfoliation on the bottom of feet.

•

Massage for about 2-3 minutes.

•

Rinse in foot-bath repeat on other
foot.
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STEP 5: Intense Callus Treatment
•

Use plastic-backed cotton pad or spatula to apply Serum carefully to
calluses on the foot.

•

After applying rinse fingers.

•

Use clean towel to wrap the foot and leave it for 5 minutes.

•

Use a clean to wrap the foot and leave it for a few minutes.

•

Use a foot file to unwrap the foot and exfoliate callus area of foot.
Foot file must be used in a circular motion in order to reduce and
smooth calluses.

•

Rinse and towel dry the foot.

STEP 6: Condition & Moisturise
•

Dry the foot after removing it from the bath. Cuticle must be applied
onto each eponychium and rubbed thoroughly into the skin.

•

Spread I think even layer of the mask on the foot and ankle to moisturise
and stimulate the skin.

•

Repeat on the other foot by wrapping the first foot in a clean towel.

•

After five minutes put the feed back into the footbath for about 30
seconds to soft in the mask. Gently remove the mask using a towel. Now
wrap the feet in a clean worm towel.

STEP 7: Massage
•

Unwrap one foot and rest the heel on your lap.

•

With warm oil massage the feet and the legs right up to the knee
thoroughly.

•

Do long, effleurage strokes with your hand up the front of the calf
and down the back of the leg and applying even pressure. Allow your
working hand to finish at the back of the ankle. Repeat the same
process with alternate hand.
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•

Now next is, start at the ankle and with your thumbs on
the top of the calf and your fingers on the back of the leg,
work toward the knee, alternating hands with deep friction
or squeezing movements to stimulate the customer senses.
Repeat this three times.

•

Move from the ankle to the knee thrice, with quick circular
vibration movements.

•

Support the heel with one hand, and with the other hand
slide up the bottom of the foot. Place your index finger
between the big and second toe. Slide your index finger
downwards between the toe slowly, Repeat this step thrice
between all toes.

•

In order to support the foot, slide one hand on the top of the
foot. and form a fist with the other and use circle movement
action to do on the entire heel and arch. Repeat this steps
three times.

•

Slide your thumb across the ball of the foot many times
using the same hand. Massage from the ball of the foot to
the heel with little pressure. Repeat this process three times.

•

Slide your hand to the big one toe and continue supporting
the foot . Squeeze the toe toward the tip, with a downward
motion. Repeat this thrice on all the toes. Complete the
massage with a feather-light fingertip stroke up the top of
the foot and leg to the knee and then down the back of the
leg. Repeat this three times.

•

Use a clean towel to wipe away any excess Marine Hydrating
Oil and wrap the foot to keep it warm. Massage on the other
foot aswell.
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STEP 8: Moisturising Treatment For Dry, Cracked Heels
•

Cucumber Heel Therapy must be used in heels and other dry areas.

•

Ask the client to perform Cucumber Heel Therapy at home as it help to
keep heels soft.

STEP 9: Eliminate Surface Contaminants and Purify
Nail Plate Layers
•

Use your fingers to pull back the lateral folds
of the nails. Double check for cuticles by using
pusher and remove any stubborn remains.

•

Use buffer to smooth any deep ridges on the big
toenail. Smooth new nail growth when servicing
the regular client in order to prevent overthinning the nail plate.

•

Use a lint-free, plastic-backed pad in order
cleanse the nail plate layer. To ensure that all areas of the nail are completely clean, do scrub properly
and gently pull lateral folds backScrub.

STEP 10: Finish - For a High Gloss Buff
•

Use Glossing Buffer or Glossing Block for high shine.

•

Apply the thin layers of polish twice and seal the extension edge for long wear.

•

Put a layer of top coat in order to protect it.

•

Condition the nails after five minutes and spray a light mist of spray in order to increase the set time.

67

Participant Handbook

4.1.8 Spa Manicure and Pedicure: Post-Service
Post-Service
•

Ask the client if he was well accommodated, and assist him/her out of the manicure and pedicure chair.

•

Post services is also a way to fix up another appointment with the client.

Participant Handbook

•

You can offer the client to buy the products (if he/she is interested) - such as the polish used during the

spa Manicure and Pedicure, or a moisturising foot lotion that you used as well.

About this book

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

•

Provide answers to the questions your client asks and give them advice on how to take care of their hands

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.
…..
…..

and feet at home.

Sanitation and Clean up:
•

Ensure that the disposable items like cotton balls, plastic spatulas, orange-wood sticks, are thrown away.

•

Send the cotton towel which were used during the service for laundry.

•

Disinfect your implements immediately. Use warm soapy water to wash your implements Ensure that
your disinfection solution is mixed with water as per the manufacturer’s instructions and that metal
pushers, cuticle nippers, toe nail clippers, etc. are properly dipped in the solution.

Symbols
Useddisinfectant to spray and wipe the manicure table, pedicure cart table top, client's chair, foot rest etc.
• Use

Key Learning
Outcomes

Notes

Steps

Exercise
Practical

Unit
Objectives

Summarize

Exercise

1. The area of the skin on which the nail plate rests is the:
b. lunula

vi

c. Nail bed
d. Nail plate
e. Matrix bed
2.

The matrix and nail bed are attached to the underlying bone through:
c. The bed epithelium
d. Muscles
e. Nail grooves
f.

Ligaments

3. Abnormally brittle nails with striations are a disorder which is known as:
d. Onychorrhexis
e. Agnails
f.

Furrows

g. Onychophagy
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4. The only service you may be allowed to do for a customer with nail fungus is to:
e. Refill the new growth
f.

Remove any artificial nails

g. Apply polish
h. Buff to a shine
5. Fresh disinfectant solution for tools and equipments should be prepared:
f.

Every 2 days

g. 3 times a day
h. Weekly
i.

Daily

6. If you are doing a leg massage with a pedicure, do not massage:
g. Below the knee

Participant Handbook

h. Above the ankle

About this book

i.

The side of the shin bone

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

j.

…..
…..

The shin bone

7. While mixing the nail polish:
h. Stir the polish with the brush
i.

Shake the bottle

j.

None of the above

k. Both a and b
Symbols Used

Key Learning
Outcomes

Notes
Steps

Notes

Unit
Objectives

___________________________________________________________________________________________
Practical

Summarize

Exercise

___________________________________________________________________________________________
___________________________________________________________________________________________
vi

___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
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5. Workplace Health
and Safety
Unit 5.1 - Workplace Health and Safety
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Symbols Used

Key Learning Outcomes

Key Learning
Outcomes

Notes

Steps

Unit
Objectives

At the end of this module, you will be able to:
1. Identify risk and threat in the workplace and respond appropriately to them
Practical

Summarize

Exercise

2. Understand and practice correct posture and correct lifting and carrying techniques
vi
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UNIT 5.1: Workplace Health and Safety
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Know how to maintain workplace safety and respond to several threats
Summarize

Exercise

2. Know correct posture for lifting and carrying heavy objects
vi

5.1.1 Introduction

Beauty therapy and hair dressing is an exciting, fast-moving industry, but just as it presents you with some great

opportunities, it also involves responsibilities. You will be working with client's and using certain tools and products
and there are procedures that you must follow in order to ensure that your actions do not create any health and safety
hazards and that you do not ignore hazards that present risks in your workplace.
Your health and safety responsibilities at work include making sure that your actions protect the health and safety of
yourself and others, meeting any legal responsibilities and following workplace instructions.
In this unit, you will learn about:


Maintaining hygiene in the workplace



Identifying hazards and evaluating risks in your workplace



Health and safety laws



Workplace policies

5.1.2 Parlour Health and Safety
Role of a Pedicurist and Manicurist in maintaining parlour’s hygiene is of prime importance. As all the services in a
parlour concern customer’s external body, it is important to be alert and careful about spreading of any infection.
More than denting the image of the salon, it risks the health and safety of the people trusting the parlour and its
employees. Be careful about the following:
Hands and Hygiene
Hands pose a big risk to our health as they come into contact with many things through the day. Consequently, they
should be washed properly and regularly to avoid a risk to our health. The salon offers many opportununities for
contacting germs and cross infection, like, shaking hands with friends and client's, working on the client's skin, etc.
As a Pedicurist and Manicurist remember to wash your hands regularly, especially, in between client's. The wash areas
should be clean and tidy.
Use soap and warm water to wash your hands. A sanitiser can be used too.
Before doing a manicure or pedicure get the client to wash and clean their hands or feet are also thoroughly. Use clean
towels for all treatments.
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Work Surfaces
As you prepare the work area for a treatment you need to make sure that all work surfaces are clean to prevent any
kind of cross infection.
Disinfect all work surfaces including glasses and mirrors.
Remember a clean salon is an attractive salon.
Chair and Couches in a Salon
Clean chair and sofas in the salon regularly. Regular cleaning reduces the risk of infection significantly.
Chair and couches made from PVC or vinyl are easy to clean. When cleaning such chairs avoid disinfectants which have
alcohol (ethanol) as this can react with the PVC/vinyl, to make it brittle, leading to cracks. It is very difficult to disinfect
a cracked surface properly and it can become prone to germs.
Tools and Instruments
Sanitise all tools well before every client and in between client's. This is very important as shortcuts may lead to
infections and dissatisfied client's.
Use a good quality disinfectant to protect the tools and instruments.
Make sure to follow the manufacturers instructions. Your disinfectant solution must have rust inhibitors to protect
metal equipment.
Tools such as nail files should not be immersed in a disinfectant solution.
If using the nail file for two client's make sure that it is adequately sanitised. Follow a simple rule, if the nail file has
come in contact with any body fluids then use a fresh one for the next client.
Floors
Keep close as clean as possible routinely and regularly.
Use a good quality floor disinfectant to clean the hot surface floor. Mop the floor after every treatment if you have client's
walking barefoot. If anything drops on the floor be it a small amount of wax or hair after a cut, clean it immediately.

5.1.3 Risks and Hazards in the Salon
This section covers the health and safety responsibilities for everyone in the hair and beauty therapy industry. You
must always make sure that your actions do not create a health and safety risk. Many things can cause injury or
accidents in the workplace so it is essential to recognise them and make them safe.
Risk assessment and Control
Risk assessment and control are the responsibility of everyone and any health and safety risks you spot should be
reported immediately. For your own safety, you cannot always act upon the risk and in such cases, you will have to
inform a higher authority so that it can be dealt with.
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It is crucial that you understand the terms ‘hazard’, ‘risk’ and ‘control’.


A hazard is something with the potential to cause harm; something that could cause an accident or injury.



A risk is the likelihood that the hazard will actually cause harm; the threat of something dangerous happening
because of the hazard.



Control refers to the measures that you put into place to remove risks or to reduce them to acceptable levels.

Anything can be a hazard but every hazard may not become a risk. Some hazards could be thought of as ‘accidents
waiting to happen’, as they pose such a high risk. Other hazards are less of a risk, but need to be identified and
controlled nevertheless.
For example, in a salon, many deliveries are made. If some boxes of products were delivered and set down on the floor
beside reception, these boxes would be a hazard. The risk would be the chance that someone could trip over the boxes
and hurt themselves. The risk would be high if the boxes were in the middle of the floor, directly in the path of the staff
and client's in the salon, but the risk could be controlled by moving the boxes to a place where they are less likely to
be in the way of people who are moving about in the salon.
You need to be aware of the hazards that may be there in your workplace so that you can recognise the risks they
represent and correct them to make the place safe for everyone.
Hot and Cold Running Water
The salon must have a constant supply of hot and cold running water. For Beauty Therapy, treatment rooms should
have a separate sink with hot and cold running water.
However, if a large treatment room has been separated into treatment bays by curtains, then a central sink will do.
Table 5.1.1 Hazard and risk
Hazard

Risk

Electrical leads trailing on the floor
A light bulb that has blown
Highly polished floors
Badly fitting carpet
Trolleys and desks overloaded with equipment and

Tripping over leads
Accidents because of poor light
Slipping
Tripping up
Tipping over furniture

products
Plugs that have loose or frayed leads
Rushing about too much, without concentrating
Staff carrying tools in the pocket of their uniform
Carrying too much at once

Possible electric shock or risk of fire
Bumping into people and causing an injury
Cuts or wounds if someone bumps into them
Can not see where you are going which results in an

Breakages or spills that are not cleared up instantly
Unsterilised tools

accident or a bad back
Cuts or slipping over
Cross infection
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5.1.4 Health and Safety Rules
The water supply is used for sanitising hands and tools, cleaning the salon and for parts of the treatment, for example,
mask removal or shampooing hair.
Your Responsibilities at Work
Working with Water
Report the following to your supervisor immediately:


Blocked sinks, so that they do not overflow



Water that comes out of the tap of an unusual colour



Any leak, loose tap, or cracked pipe

Do not:


Leave taps running, especially the hot water tap, as this is wasteful and very expensive for the salon



Flush mask products or other semi-solid products down the sink

Staff Areas
Your employer has a duty to provide a space in which employees can rest and eat. A staff room or separate area
is important because it is not acceptable to eat in the reception or client areas. Even drinks in the salon should be
reserved for client's, in order to maintain a professional image.
The staff room should have an area for staff coats and preferably lockers for valuables such as handbags and expensive
tools. A separate toilet and washing facility would also be ideal, but this is not always possible and staff may have to
share the toilet with client's. If this is the case, staff must give their client's preference and make sure that they leave
the room spotless at all times. A staff area with comfortable seating, tea and coffee-making facilities and a microwave
would also benefit the wellbeing of staff .
In the hair and beauty industry, you are there to provide a service to client's, so there is not much time to relax and
unwind. If you work in a successful salon, you will be rushed off your feet. The area that your employer provides for
your rest periods is, therefore, very important.

5.1.5 Common Workplace Threats
Few common workplace security threats and their responses are detailed below:
Table 5.1.2 Threats and Responses
Threats

Responses

Fire: Fire is a significant hazard for most businesses. There 

Safe storage of materials

are three main causes:



Maintain fire exit routes



Routine checks/end of day checks



It is started deliberately



It occurs because people are not alert to fire hazards 



It occurs because people are careless
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Electric shock: There are hazards presented by the 

Routine inspection of equipment

electrical installation (fixed wiring, plug sockets, 
distribution boards, etc.) and portable electrical

equipment (any equipment that plugs into the electrical

Routine inspection of installation

installation).



Inspection, maintenance and testing carried out by
competent person
Effective defect reporting system

Shoplifting: It is the act of stealing products from parlour 

Observe any suspicious behaviour of customers

by customers. The salon may face loss on losing expensive 
beauty care products.


Frequently check CCTV surveillance
Ensure that the guards/salon manager are there in
case such incident comes to notice

Violence: May be either verbal or physical and could 

Provide panic alarms, training etc.

arise during robberies, terrorist activities, or customer 
complaints


Cameras
Immediately report to police/authorities

This is a list of common threats that affects workplace security; there are a number of other situations that might
impact workplace security like theft by staff, aggressive customer, vandalism and even terrorist activities. An employee
has to be vigilant all the time and also report any threats/situations immediately to the supervisors or to authorities.
For instance, in case of fire, the employee should immediately inform the fire department or in case of any violence/
theft/robbery/terrorist activity, the police have to be informed. Also, if the situation involves physical harm to a person,
hospital or emergency, medical services should be informed.

5.1.6 Electrical Equipment
Electrical equipment is safe to use and safely maintained. All electrical appliances must be checked regularly. In a busy
salon, this may be every six months. These checks must be carried out either by a qualified electrician or a skilled
person who is trained and experienced in the use of that particular appliance, for example, a person employed by the
company who supplies the equipment. All electrical checks must be written in a book that is kept specifically for this
reason. The date and signature of the person who carried out the check must be entered along with the reason for the
check, for example, whether it was a repair or just a maintenance check. Information must be given about the nature
of the repair or check. The book must be available for inspection by the health and safety authority.
Report to your supervisor immediately if there are any faulty plugs, frayed wires, or loose connections and any flickering
or faulty lights.
Do:


Switch off and unplug all machines after use



Check that all equipment trolleys are stable and not on uneven floors



Wind up wires and cables neatly.

Do not:


Touch electrical equipment, plugs, or switches with wet hands or place bowls of water nearby
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Leave trailing wires



Plug in or use any equipment that has been reported as faulty.
Symbols Used

5.1.7 Posture, Lifting and Carrying
Key Learning
Outcomes

Notes

Steps

Unit
Objectives

A Pedicurist and Manicurist works on the faces and bodies of the client's. It means that they stand for long hours
cutting hair, applying makeup etc and work with their arms in an elevated position.
Practical

Summarize

Exercise

Working with arms and elbows in an elevated posture can lead to musculoskeletal disorders of the neck and shoulders.
Constant standing and bending over leads to Injury.

vi

It can be caused by:


Wrong lifting methods



Poor posture



Regular and continual strain on the same part of the body



Moving objects by force that may be too heavy

In the salon, you need to be careful about how you lift and carry stock. You also need to take care over the way you
sit, whether at reception or while carrying out a treatment – it is important that the chair or couch is the right height
for you. To enable your body to change positions regularly while working, it is better if you carry out a variety of
treatments. In addition, you need to know how to hold tools correctly and give your hands a chance to rest after a
treatment.
It is a good idea to:


Use height-adjustable couches and cutting stools



Get help when carrying large, heavy, or awkward things



Move and stretch your body regularly if you remain in the same position for a
long time



Do exercises to keep your hands flexible



Maintain good posture.

Safe lifting method
As a member of staff, you will have a lifetime of bending and standing in
one position and it is essential that you look after your back. The safe lifting
method is shown below, make sure that you follow it.
When picking up a large or heavy item:


Bend at the knee



Use both hands to grasp the item



Use the strength in your legs to help lift the weight



Never bend from the waist, as this could damage your lower back.
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Fig 5.1.2 Where is the load to be Fig 5.1.3 With your feet close to
placed?
the load, bend your knees and
Do you need help? Are handling keep your back straight. Tuck in
your chin.
aids available?
Lean slightly forward over the
load to get a good grip.

Fig 5.1.4 When you are sure of your Fig 5.1.5 Carry the load close to
grip on the load, straighten your
your body.
legs and lift smoothly.
Remember to keep your back
straight.

Do's
1. Do lift bulky or heavy loads as a team. Doing so is smart and the safe way to work
2. Do move your legs and feet when turning or lowering the load. Avoid twisting at your waist
3. Do lift the load using your powerful leg and buttocks muscle. Your feet should be wide apart, head and back upright. Keep abdominal muscles tight and the load in close
4. Do use equipment like hand trucks, dolly's or forklifts to do the heavy lifting. It is much less work and less risk
of injury
Don'ts
1. Do not lift bulky or heavy loads alone. Doing so puts great stress on your lower back muscle and spinr
2. Don't twist when lifting, lowering or carrying any load as this increases your risk of back injury
3. Do not lift the load with your rear end high and your head low. Use your leg muscles, not your weaker low back
muscles
4. Don't lift heavy loads when you can use equipment. It is less work and less stress on your lower back

5.1.8 Equipment and Clothing
Your responsibilities at work: equipment and clothing


Never use any equipment for which you have not received training.



Always wear the recommended protective clothing.

All products that could be harmful must be:


Used safely according to the manufacturer’s instructions
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Stored safely



Cleaned up safely when spilt



Thrown away safely.

You must write down all the products you use, how they are used, stored, cleaned up and thrown away (including
cleaning agents). You must do this because the products you use could:


Be inflammable



Be poisonous.



Cause irritation
Participant Handbook



Have strong fumes



About
book
Be dangerous,
ifthis
inhaled
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

Key Learning
Objectives for the
specific NOS mark the beginning
of the Unit/s
for that
NOS. The
The simplest way
to record
information
about
the
different
products used by a salon is in a table, which is clear and
symbols used in this book are described below.

easy to read. An…..
example is given below.
…..
Table 9.1.3 Different products used by a salon
Participant Handbook

Caution

Product

About this book

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

Nail

If spilt, clear up immediately as it can leave an ugly mark on trolleys and other

Varnish

equipment.

Remover

If spilt on clothes, minimise the fumes by sponging with water

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

…..
…..

Symbols Used

Practical

Key Learning
Outcomes

Steps

Practical

Exercise

Notes

Unit
Objectives

Summarize

Practical 1- Correct posture and lifting methods
Symbols Used

Practice correct posture for sitting, standing and lifting
vi

Key Learning
Outcomes

Exercise
Practical

Notes

Steps

Unit
Objectives

Summarize

Exercise

1. Parlour hygiene includes cleaning of:
b. Floors

vi

c. Instruments and tools
d. Chair and furniture
e. All of these
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2. What is the response towards shoplifting?
c. Review CCTV footage
d. Notice suspicious behaviour
e. Make sure guards are on duty
f.

All of these

3. Pedicurist and Manicurist may suffer headache and migraine due to:
d. Muscle tightness
e. Long conversation with client's
f.

Hair-dressing

g. All of these
4. A Pedicurist and Manicurist can suffer injury due to which of the following:
e. Correct lifting methods
f.

Poor posture

g. Moving heavy objects with caution
h. All of these
5. When dealing with a fire at work, do:
f.

Leave all doors unlocked wherever possible

g. Keep flammable products such as aerosols away from heat
h. Report anything that you think may be a fire hazard
i.

All of the above

6. Which out of these are potential hazards in a salon?
g. Electrical leads trailing on the floor
h. Overfilled trolleys
i.

Plugs that have loose or frayed leads

j.

All of the above

7. When dealing with electrical equipment:
h. Switch off and unplug all machines after use
i.

Check that all equipment trolleys are stable and not on uneven floors

j.

Wind up wires and cables neatly

k. All of the above
8. When picking up a large or heavy item:
i.

Bend at the knee

j.

Use both hands to grasp the item

k. Do not bend from the waist, as this could damage your lower back
l.

All of the above

81

Participant
ParticipantHandbook
Handbook

82

viii

Pedicurist and Manicurist

6. Creating a Positive
Impression at
Workplace
Unit 6.1 - Creating a Positive Impression at Workplace
Unit 6.2 - Professional Skills
Unit 6.3 - Language Skills
Unit 6.4 - My Learning Tree
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Symbols Used

Key Learning Outcomes

Key Learning
Outcomes

Notes

Steps

Unit
Objectives

At the end of this module, you will be able to:
1. Maintain good appearance and behaviour
Practical

Summarize

Exercise

2. Understand the code of conduct for a Pedicurist and Manicurist
vi

3. Execute tasks as per organisation’s standards
4. Communicate and record information
5. Work effectively as part of a team
6. Build a professional attitude towards client
7. Understand the importance of professional skills like Decision Making, Problem Solving, Planning, Time
Management and Customer Centricity for your role.
8. Understand the importance of Language skills
9. Practice language skills needed for your role
10. Summarise and integrate your learnings of the training program
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UNIT 6.1: Creating a Positive Impression at Workplace
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Maintain good salon ambience
Summarize

Exercise

2. Maintain good appearance and behaviour
vi

3. Work effectively as part of a team

6.1.1 Introduction
A salon which provides professional service can do so depending on the effectiveness of the Pedicurist and Manicurist
and the efficiency with which it is run. A professional salon maintains consistent standards and good housekeeping.
Effective salon procedures make sure that everyone has clear job responsibilities and routine jobs are done without fail.
This is essential to maintain a good image and health and safety.

6.1.2 Reception Area
The reception area is where the client's come in and make their first impression of the salon. To create a positive
impression make sure that:


The reception area and desk is always clean and tidy.



If there is a flower arrangement it must be fresh.



Magazines are in a good condition or available for the client.



There are no empty cups or other unnecessary things lying around.

6.1.3 Staff Room
The staffroom is the area in the salon which belongs to the working staff. Essentially it is your space. Make sure after
using the staffroom:


You put away all magazines or books in their right places.



Wash the dishes you or your client have used and put them away in the right place.
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6.1.4 Providing a Caring Environment
Many client’s come to a beauty parlour to feel comfortable and relaxed. It is an outlet for many of them and the like
to see you the Pedicurist and Manicurist as their person understanding them and their needs. You need to be genuine
and sincere to make the client feel comfortable with you. A client becomes a regular client depending on how you
communicate your care and competence to them.
A caring environment means:


A positive approach to words work and people.



Being well groomed, stay neat and clean.



Always acknowledge a client even if you are busy. Be courteous and friendly to everyone.



Give full attention to the client once you have taken them on. Do not chat or gossip with others when you are
doing a treatment.



Put the client at ease with your behaviour. Everyone looks forward to an efficient and reliable Pedicurist and
Manicurist. Value your own time and that of the client and ensure you keep the salon updated. Do apologise to
the client if she has been waiting for you.

6.1.5 Making the Client's Comfortable
An important part of customer service is ensuring the client's comfort in every way. At the physical level you can make
sure:


The client has comfortable seating.



The room has the required air conditioning, heated or cooled as per requirement.



Refreshments like tea, coffee are offered to the client.



Some reading material like magzines are there for the client.

6.1.6 Communication
All living beings communicate with each other. Humans are the only living beings who communicate by a variety of
ways. Communication is the process or activity of sharing/conveying information through the help of messages using
methods like speech, writing, visuals, signals or behaviour. This process of conveying a message is considered to be
complete only when the person receiving the message has fully understood the message. The process of communication
has four major components:

Fig. 6.1.1 Communication Process
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Answering the Telephone
The way a salon’s telephone services operate can make or break its image. Thus to ensure excellent customer service
it is important to use good telephone techniques.
Communicating by telephone
Telephonic conversation is very different from one-on-one conversation. In a telephonic conversation you can hear
the voice (tone and volume) but you cannot see the facial expressions and body language. Thus it can be said that
communicating by telephone is approximately 25% words and 75% the way the words are spoken or the tone of voice.
Your Voice:
Your voice and tone is extremely important when you are speaking on the phone.
Remember to:


Speak clearly in an even voice, neither too loud nor too soft.



Smile when you greet on the phone, it can be heard.



Your posture can affect your voice too, so make sure you are sitting straight.



Speak directly into the mouthpiece to make sure that your voice is clear.

Your words:
Words once spoken cannot be taken back. When speaking on the phone choose your words with care. Take messages
with great care too, double checking on names and phone numbers.
Your body language:
Even if your cannot see the caller and vice versa body language can be heard over the phone.


Make sure to smile



Listen for the callers body language, breathing, pauses etc.



Focus on your conversation

Problems with Telephone Communication


Possible background noise



Not being face to face with the caller



Difficulties of language and accent



Being distracted by things around you

Reduce these difficulties


Listen with empathy and attention



Avoid distractions



Use a good telephone set to minimise noise



Concentrate on your conversation



Speak clearly and check for understanding
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Answering the phone - Announce yourself
When you answer the phone, always begin with a greeting, and identifying your salon and yourself. For e.g. “Good
morning/afternoon, this is XYZ salon, Nisha speaking. How may I help you?”
Answering the Call
First impressions are very important especially in the beauty industry.
Try to answer the phone within 3 rings. This gives a feeling of engagement to the caller. It also gives you time to stop
what you were doing and answer the phone with your correct greeting.
Some things you can keep in mind when answering the phone are:


Smile and greet the caller



Say the name of your salon clearly and then your name.



Listen carefully and take notes to understand the callers needs correctly. Also cross check with the caller to ensure
you have the correct information

Remember, you do not know who is on the other side on the phone and first impressions count.
When trying to understand the client's needs over the telephone it is essential that you have good questioning
techniques. Let us see how you can structure and control the conversation using questions.

Open
Closed

Questions

Probing
Reflective

Establishing the purpose
Establishing the nature of the call
To establish or confirm information

Example
"How may I help you?"
“Did you want to cancel your

Understanding the need

booking for today?”
"Can I fix you an appointment for

Checking for and showing

today?"
“So I am writing that you, Mrs

understanding

Sharma is confirming for a treatment
at 4 pm today for a facial and hair
colour with Suman?”

Closed

Closing the call

"Thank you for calling. Please tell me
if i can be of any other help."

Different callers have different needs. As the operator you need to be on the same wavelength as the caller to ensure
best communication.
A caller who:
If the caller is in a hurry then you need to be efficient and quick. If the caller sounds angry and makes a complaint
then you need to be calm,patient and understanding. If the caller sounds worried make sure you are empathetic and
listen actively.
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Taking messages at the reception


You will receive calls for members of the staff who may be busy. Since they are not available the caller may want to
leave a message, in such situations write the message down to ensure that you do not forget.



Make sure that you write all the messages neatly and correctly. When taking a message make sure you write down:


The callers name and number



Name of the person who the message is for



The date and time of the call



The message in brief

Telephone ethics for the staff


You must understand that the reception telephone in the salon is for salon purposes only.



Ask your friends and family to call you only in an emergency.



Make your conversations brief so that you do not cause inconvenience to any customer who may be trying to call
the salon or waiting to make a call.



If you were expecting your telephone message check the same on your own. It will be kept for you at the reception.



Do not use your mobile phone during a treatment. You can keep it on silent mode in the staffroom and check it
during your break.

6.1.7 Code of Conduct for a Pedicurist and Manicurist
A certain degree of professionalism is expected from everyone who works in a salon. As in employee who comes in
direct contact with the client's make sure:


You are respectful and courteous to others. You do not indulge in gossip or criticism of other members of the salon.



You are sincere and honest in your dealings.



You follow the rules of your workplace.



You do not use slang language in front of your client's or the members of the staff.

Tact
In beauty services it is essential to always handle the client and any situation with that and sensitivity. Especially in
cases of contra indications of any treatment. In such situations the client may feel embarrassed about their condition
and will really appreciate your discretion.
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In such a case always remember to:


Have empathy with the client



Not speak loudly about the contraindication



Make the client comfortable and inform the client about treatments that can be done



Be professional and caring so that the client feels reassured and cared for

Tolerance and Respect
Working in a beauty salon will bring you in contact with different people who will have different values and views in life.
Everyone will not always agree with you however you must learn to respect others and recognise different views. Your
client's will be of different religions and faith. It is important that you do not show any prejudice, bias or intolerance.
Confidentiality
As a Pedicurist and Manicurist, you will be privy to a lot of personal information about your client's, their names,
addresses, phone numbers etc. In addition during the treatment client's open discuss their personal lives with a
Pedicurist and Manicurist. Always listen politely when the client's talks, however make sure you are discreet and do
not disclose what the client has said to you to anyone.


Be professional in all your dealings with the client even when exchanging confidences.



If the client is telling you about his or her problems do not think that you can tell the client your problems to
remember the client is here to relax get the treatment done and feel good.

6.1.8 Hygiene and Personal Appearance
In the beauty and wellness sector Pedicurist and Manicurist work very closely with their client's. Pedicurist and
Manicurist with bad breath or bad body odour can be great put off for the client. Having a very high standard of
personal hygiene is essential for a effective Pedicurist and Manicurist.


Have a bath every day.



Groom your hair well. Make sure the hair is tied back neatly.



Pay attention to your dental hygiene. No client wants a Pedicurist and Manicurist whose breath is smelly. Make
sure to brush your teeth before every treatment to avoid bad breath.



Keep away from smoking drinking alcohol or other drugs during work time.



Pay attention to the condition of your hands and nails. Keep your nails short and well groomed.



Pay attention to your hand hygiene. Make sure you wash your hands before attending to a client. Also wash your
hands every time you go to the toilet.



Wear a clean fresh and well ironed uniform.



Maintain your health and hygiene by eating good food and getting exercise.



Be aware of your own personal grooming. Make sure your make up is appropriate and notes to heavy. Male
Pedicurist and Manicurist's should be clean-shaven and have neat facial hair.



Have a separate pair of shoes for the salon which are strong clean and functional.
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6.1.9 Things to Avoid
There are certain habits that have severe ill-effects on one’s health. Such habits should be avoided for a healthy life.
These include:
Alcoholism
It is the tendency in which one consumes alcohol to cope with difficulties or to avoid the feeling of sadness. The ill
effects of alcoholism are:

 Increases risk of heart diseases, cancer, impaired immune system, liver infection (Cirrhosis) etc.
 Reduced work focus and drop in performance.
 Degradation in social and economic status.
 Induces withdrawal symptoms like anxiety, trembling, fatigue, headache, depression etc.
Tobacco
Tobacco is the second largest cause of death in the world. It claims one death in every six seconds. Its effects are:

 It is a major reason for oral cancer which affects mouth, tongue, cheek, gums and lips.
 Chewing tobacco lessens a person’s sense of taste and ability to smell.
 Smokers face a greater risk of suffering from lung cancer.
Ghutka
Each sachet contains 4000 chemicals, including 50 that cause cancer like betal nut and tobacco flavoring.
Impact of Ghutka on health:

 Loss of sensation in tongue
 Disfigured mouth
 Increased sensitivity to heat, cold and spices
 Inability to open the mouth
 Swelling, lumps, rough spots on gums or in other places inside the mouth
 Unexplained bleeding in mouth
 Difficulty in swallowing and finally Mouth Cancer
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6.1.10 Work Effectively as Part of a Team
The goal of any beauty salon is to anticipate and fulfil client's’ needs within a healthy and happy salon environment,
thereby promoting a thriving business. In order to achieve your salon’s objectives, you and your colleagues need to
agree on ways of working together in the salon towards a common goal.
A salon team will always be made up of people with different strengths and weaknesses and it is important to make full
use of everyone’s strengths and try to improve the weaknesses.
A team will also be made up of different personalities and it is important for everyone to get along when working
together as part of a team. The team will only be effective if everyone feels they are working equally and resentment
will build up if some team members are not working as hard as others. Make sure you are an effective team member
by working as hard as you can.
Regular team meetings (ideally weekly) will help to maintain a good working relationship, as any problems can be
sorted out in a business-like forum.
How to be an effective team member
On joining a salon, you will become part of a team and will be expected to work with other team members, your
colleagues, to ensure the smooth running of the salon.
A good team has:

 Clear objectives and a sense of direction
 Good balance of planning and action
 The right number of people
 Good communication
 Flexibility and tolerance
 Clear job roles
 A sense of humour
 The right mix of skills
 Good listening skills and exchange of ideas
 Enthusiastic, committed team members
 A fair but decisive leader
If we act irresponsibly, it may affect the whole team.
Team spirit can be lost:

 if one member of the group works on his or her own, that is, not as part of the team
 if there is a breakdown in communications
 if team member(s) is unwilling to be flexible and tolerant of others’ mistakes
 when there is too much work for too few people
 when job roles become blurred and people encroach upon areas they should not.
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As a team member, it is your responsibility to know:

 Staff members of the salon
 Who is responsible for what
 Who to go to for information and support.
Remember

 If you need help or information, you should ask for it politely. Stating why you require assistance will explain to
other members of staff how they are helping you. Being polite and professional at all times will promote team
spirit.

 When a colleague asks for your help, you should respond willingly and politely to the request.
 Anticipating the needs of others and offering prompt assistance is a must
 Being capable and competent means doing a job as well as you have been trained to do. Do not attempt to bluff
your way through a job, this could put a client or colleague at risk.

 Being responsible for your actions involves taking responsibility for any mistakes you may make and taking the
appropriate action to minimise any further damage.
Remember

 Treat others as you wish to be treated.
 Never attempt to do a job that you have not been trained to do.
 Never try to cover up mistakes, this will only make things worse.
 Never carry out a task if you are unsure.
 Always check with a colleague who has more experience or is in authority so that you get it right.
 Always make sure you understand what is being asked of you. The ability to listen carefully is an important skill.
Show that you understand by nodding your head.

6.1.11 Acting Within the Limits of Your Responsibility
When we are working in a salon, we must execute all tasks as per the organisational standards within the limits of our
authority.
Scenario A
A colleague asks you to start an application of a full head bleach and you agree to do so. You have mixed the product
and are halfway through the application when the stylist tells you that you have used too weak a strength of hydrogen
peroxide and, as a result, the hair will not lift quickly enough. She is going to have to re-mix the product and start the
application again. As she will have to use two lots of product but can only charge the client for one, you will have to
foot the bill for the first wrong application.
- In your group, discuss how this situation might have been avoided.
Scenario B
You cut a teenager’s hair. At the end of the service she tells you that her mum is going to come in later to pay. You allow
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the client to go and the mother never comes into the salon with the money. Your manager is upset because you have
cost the salon money and tells you it will be deducted from your wages!
- In your group, discuss the limits of your authority in this situation.
Appropriate Behaviour with Customers
Handbook
As a PedicuristParticipant
and Manicurist,
your major work and time is invested in dealing with salon client's and customers. Your

business depends solely on the number of customers attracted to take services from you and how happy they are at
this book
the end. When About
dealing
with customers, it is of utmost importance that their interest should be kept in mind. While
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each

dealing with customers,
always
Key Learning Objectives
for the specificremember:
NOS mark the beginning of the Unit/s for that NOS. The
National Occupational (NOS) is covered across Unit/s.

symbols used in this book are described below.

 Customer’s choice and decision should be at the top. Never force any one to take a specific service. You may
…..
…..

suggest but do not force.

 If a customer does not wish to go for a particular service you are suggesting, do not feel bad and that should not
Participant Handbook

affect the service you are giving.
About this book

 Never get too personal with the customer.
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

 Never get indulged in personal conversation with colleagues or on phone while customer is waiting for you to start
…..

the process.
…..

 Be calm if atSymbols
all a Used
customer complains. Do not be too defensive. You can always apologise and give a service free
or discount.

Practical

Key Learning
Outcomes

Steps

Practical

Exercise

Notes

Unit
Objectives

Summarize

Practical 1- Personal self appraisal
Symbols Used
Perform
personal self appraisal in order to understand personal strengths and weaknesses.
vi

Key Learning
Outcomes

Exercise
Practical

Notes

Steps

Unit
Objectives

Summarize

Exercise

1. Personal grooming of a person involves:
vi

a. Bathing and Showering
b. Hair care
c. Nail care
d. All of these
2. Choose the right behaviour attribute with customer:
a. Being warm with customer
b. Not preferring his opinion
c. Getting upset if he does not agree with you
d. None of these
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3. Tobacco is the main reason for
a. Oral Cancer
b. Skin Cancer
c. Malaria
d. None of these
4. A good team member will have which of the following qualities?
a. Clear objectives and sense of direction
b. Bad balance of planning and action
c. Unclear job role
d. Not a good listener
5.

As a Pedicurist and Manicurist, your clothes must be:
a. Too short
b. Too tight
c. Comfortable to allow easy movement
d. Too dressy

6. Data protection activities which are expected of a Pedicurist and Manicurist are:
a. Correct storage of client record cards/details
b. Not sharing client information
c. Disposing of client’s personal details in the correct manner
d. All of the above
7. As part of your professional ethics towards client's, you must:
a. Suggest services and products that meet their needs
b. Treat all client's equal
c. Not abandon your client's
d. All of the above
8. When greeting client's and having consultations, you should:
a. Maintain eye contact
b. Introduce yourself
c. Smile
d. Have a good posture and a good firm handshake
e. All of the above
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9. Elements of Client confidentiality include:
a. Data protection, maintain client's confidence
b. Careful storage of client's personal details, record cards
c. Appropriate methods of destroying sensitive data

Participant Handbook

d. All of the above

About this book

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

10. When dealing with Client complaints:

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.

a. Have a professional manner, be polite, courteous

…..
…..

b. Call senior Pedicurist and Manicurist or manager if needed
c. Resolve situation in a calm manner
d. Record complain
e. All of the above

Symbols Used

Key Learning
Outcomes

Notes
Steps

Notes

Unit
Objectives

_______________________________________________________________________________________________
Practical

Summarize

Exercise

_______________________________________________________________________________________________
_______________________________________________________________________________________________
vi

_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
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UNIT 6.2: Professional Skills
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Describe professional skills necessary for a Pedicurist and Manicurist
Summarize

Exercise

2. Practice the professional skills needed by a Pedicurist and Manicurist
vi

6.2.1 Introduction

It is important to develop professional ethics when you start your career as a Pedicurist and Manicurist. Strong work
ethics plays an important role in the success of a person as it shows that a person is self motivated, carries out work in
a professional manner and is able to self evaluate.
Self motivation is the base of strong work ethics. It means the ability to satisfy a desire, expectation or goal without be
motivated or influenced by another person.
Developing and following a code of ethics for your business helps you set the tone for your employees, reassure your
customers that you have their best interests at heart, and establish your working area as a reputable workplace.

6.2.2 Decision Making and Problem Solving

Problem solving is an essential part of every job role. As a Pedicurist and Manicurist, you will encounter various
problems where you will need to take a decision. For example, unsafe and hazardous working conditions, breakdown
and malfunction of equipment, security breaches etc.
Steps in decision making and problem solving:
1. Recognise that there is a issue.
2. Identify the issue.
3. Check for alternative solutions.
4. Weigh the pros and cons of every solution and decide the best one.
5. Implement the chosen solution.
6. Evaluate the solution.
As a Pedicurist and Manicurist, you should:

 Understand the problem, try to find out the possible solutions and then suggest the solution which is the best.
 Tackle the various problems of customers who lack the technical background to solve the problem on their own.
 Avoid delays by identifying immediate or temporary solutions.

97

Participant Handbook

Imagine the following scenario: an angry client comes into the salon complaining that the perm you carried out over a
month ago has dropped and she has an uneven curl result. She demands her money back. It is not within the limits of
your authority to do this, so here are some guidelines to help you handle this difficult situation:

 Listen carefully to the customer and be sympathetic towards him/her.
 Ask him/her to take a seat and relax while you call the higher authority to speak to him/her.
 Explain the situation in detail to your superior, so that he is able to understand the situation of the customer.
 Be there with the superior so that you are able to understand about the problem and how it must be dealt with.
Provide your inputs only if asked.

 Do not lose your temper.
 Do not be rude with the customer and assure him that his problem will be resolved.
In another situation, a regular client comes into the salon for a treatment without an appointment. You should never
make a client feel unwelcome and should try to be as accommodating as possible. If it really is not possible to fit the
person in at that time, make an appointment. This also applies to a client who is late for an appointment or where a
stylist has been over-booked. Rescheduling appointments can work both ways. It might be as a result of staff sickness;
client's may have to be juggled into other time slots. If you always deal with client's in an open, genuinely apologetic
manner, most will be flexible.
When a client changes a booking, again be flexible. If time permits and the client’s needs can be accommodated, then
do so. The receptionist will need to be made aware, so that the time slot is not double-booked. Flexibility is the way to
encourage new and repeat business.

6.2.3 Planning and Organising
Planning involves setting objectives and to achieve those objectives, you need a course of action. Organising is the
function of management that involves allocating human resources and developing an organisational structure, to
ensure the accomplishment of objectives. For planning of your day tasks, you need to prioritise your every tasks and
finish them all within given time.
Priortising Tasks
For efficient working, we should priortise our work. Let us see what can be the possible steps. The first step is to itemise
the tasks. Then create a ‘TO DO’ list, create a list each day. There will be common tasks that occur daily or weekly and
these will be carried out each day. As new tasks are given to you, add them to the list. When you have completed your
task list, you would be ready to tackle the tasks you need to do in order of importance.

 Dealing with a customer’s enquiry is more important than putting the products on shelves/at their place.
 Getting customers billed is more important than talking to your colleague.
 Some tasks are needed to be completed before specific deadlines, for example, cleaning and setting the work area
at the end of the day for next day.
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This is called prioritising your tasks.
As a Pedicurist and Manicurist, you should:

 Plan and organise documents and files related to service feedback
 Plan and manage work routine according to beauty salon procedure
 Understand the client schedules & bookings and maintain the workplace, tools and product stocks to meet the
schedule with no delay.

 Maintain complete records of treatments, client's and product stock levels with no mistakes.
 In a positive manner, accept feedback and develop on the shortcomings.

6.2.4 Time Management
Manging time effectively in order to allot right time to the right activity is known as time management. An individual is
able to allot proper time slots to activities as per their importance with the help of effective time management. Time is
always limited therefore one must make the best use of it. Effective Time Management includes:


Planning effectively for setting objectives and goals.



Delegating responsibilities and prioritising activities.



Avoiding time robbers such as gossiping, extended breaks and spending the right time on right activity.

Your priorities may be quite clear - serving customers and performing daily routines. So on your list, the highest priority
will be to serve the customer. The worst enemy to personal effectiveness is ‘time-wasters’. They include:


Being disorganised – not doing enough thinking or planning before starting a task.



Not being able to say ‘NO’. Taking on too much can mean nothing gets done.



Making personal telephone calls. You are at work. Calls should be restricted to urgent or emergency calls.



Failing to listen to and understand instructions.



Leaving tasks incomplete, do not feel like doing it or becoming bored.



Being easily distracted, or spending too much time talking about personal topics with other staff members.

In a busy salon, you will be asked or instructed to carry out many different services. Your job list may contain a number
of items and instructions may be fired at you in quick succession.
Here are some guidelines to help you.


Make a list of the jobs you have been asked to do.



Check with the relevant person that you have written them all down.



Ask which ones are priorities, i.e. which ones need to be done first.



Tick off the jobs/services as you carry them out.



If you are unsure of any of the tasks that you are expected to carry out, confirm with another member of the team
before you begin.



If a list has been left for you and you cannot understand the writing, ask a colleague to have a look.
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Urgent and Important Matrix
This matrix will help you plan and organise your targets and schedule to help you meet the company’s expectation from
you. This matrix helps you understand:
1. What should be done?
2. What should be planned?
3. What should be resisted?
4. What should be rejected?
1. The Urgent and the important tasks
DO NOW

2. The Non-Urgent but important tasks
PLAN TO DO THEM

 Customer complaints and emergencies

 Displaying products in the store

 Demands from superiors

 Scheduling daily activities

 Tasks that are planned

 Organising Inventory

 Meetings with superiors/colleagues

 Managing customer’s details

3. The Non-Important but Urgent tasks
REJECT AND EXPLAIN

4. The Non-Important and Non-Urgent tasks
RESIST AND CEASE

 Trivial requests from others

 Comfort activities

 Emergencies that occur apparently

 Computer games and net surfing

 Misunderstanding at the work place

 Too much cigarette breaks

 Pointless routines or activities

 Chat, gossips, use social media apps
 Reading irrelevant and useless material

6.2.5 Customer Centricity
Customer centricity does not mean, simply being there. Being customer-centric means that everything you do from
the environment that you place them in, and the way you serve those customers is centred on and about customers
and their experience, and this approach not only limits to external customers (daily customers, frequent customers,
etc.) but also to the internal customers (other colleagues etc.).
As a Pedicurist and Manicurist, you should be:






Committed to excellence of service, courteousness and have a pleasant personality
Able to handle customers who may be frustrated, stressed, confused, or angry
Able to use customer centric approach and build better customer relationships
Clean, sporting the professional uniform with neat combed hair, closed-in footwear, maintaining personal hygiene
and cleanliness (shower/bath) and oral hygiene like clean teeth and fresh breath



Maintaining a hygienic workplace everytime, according to the beauty salon legal health and safety standards



Sanitising the hands, cleaning all working surfaces and using disposable products and sterilised tools



Able to manage the storage/disposal/cautions of use of products and learn fire occurrences, precautions, hygiene
practices, disposal of waste and environmental protection practices



Using, handling and storing beauty products, tools & equipments safely according to the manufacturer’s instructions
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Key Learning
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Notes

Steps

Key Learning
Outcomes

Practical
Practical
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Unit
Objectives

Notes

Steps

Unit
Objectives

Summarize

Exercise

Practical

Summarize

Exercise

1. Prepare a decision making template on any one decision of your work life.
vi

......................................................................................................................................................................................
vi

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

this book
2. About
Prepare
an urgent important matrix of your own.
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

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

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.
…..

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

…..

......................................................................................................................................................................................
3. Write the “Dos” and “Do nots” of building rapport with the customers.
......................................................................................................................................................................................
......................................................................................................................................................................................
......................................................................................................................................................................................
Symbols Used

Key Learning
Outcomes

Exercise
Practical

Notes

Steps

Unit
Objectives

Summarize

Exercise

1. ………………….refers to managing time effectively so that the right time is used on the right activity?
vi

b. Time management
c. Customer centricity
d. Decision making
e. Planning and organising
2. Which of the following are time wasters?
c. Being disorganised
d. Making personal telephone calls.
e. Failing to listen to and understand instructions.
f.

All of the above

3. Non Urgent but important tasks include:
d. Scheduling daily activities
e. Emergencies and complaints from customers
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c. Misunderstandings appearing in work
d. Excessive cigarette breaks
4. Non-important but urgent tasks include:
e. Meetings with superiors/colleagues
f.

Managing customer’s details

g. Pointless routines or activities
h. Chat, gossips, social communications
5. Non-important and non-urgent tasks include:
f.

Computer games, net surfing

g. Demands from superiors
h. Apparent emergencies
i.

Organising Inventory

6. What are the steps involved in decision making and problem solving skills?
g. Recognising there is a problem
h. Generating alternative solution and weighing its pros and cons
i.

Implementing the chosen solution

j.

All of the above

7. .......................... involves setting objectives and determining a course of action to achieve those objectives.
h. Time management
i.

Customer centricity

j.

Decision making

k. Planning and organising
8. Effective time management includes:
i.

Effective planning for setting goals and objectives

j.

Prioritising activities and delegation of responsibilties

k. Spending the right time on right activities
l.

All of the above

9. Urgent and Important tasks include:
j.

Demand from superiors

k. Organising Inventory
l.

Comfort activities

m. Trivial requests from others
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UNIT 6.3: Language Skills
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

1. Explain the need and importance of language skills
Summarize

Exercise

2. Practice the language skills needed by a Pedicurist and Manicurist
vi

6.3.1 Introduction
As a Pedicurist and Manicurist you have a customer-facing job role. Hence the way you speak, listen and understand
the client's needs is very important. Learn to ask the right kind of questions to get the answers you want and also make
sure you really listen to the answers.
This section focuses on understanding and building listening, speaking, reading and writing skills.
Reading, writing, listening and speaking are essential skills to ensure good communication. If communications break
down it is a problem for everyone.
To be effective you must be able to:
•

Read: information that is critical to carrying out your job effectively

•

Write clearly and concisely in the prescribed manner

•

Speak clearly confidently and accurately

•

Listen carefully with empathy to what is being said

6.3.2 Listening Skills
Listening Skills
Listening is a skill which allows one to understand and make sense out of the words which the other person is speaking.
In other words listening helps to find out the meaning behind the words.
Everything done at the workplace involves the two way process i.e. listening and speaking. In order to perform well one
has to follow this process of two way communication.
Effective communication is about understanding what is being said.
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Importance of Listening Skills
•

It adds to the productivity of workers. The assignment given to the workers can be understood properly if only they
listen carefully, it also help them in understanding what is expected out of them by their management.

•

If your comprehension skills are strong, you will be able to build strong rapport with your managers, co-workers,
and customers. Managers and employers trust those employees who can listen to the instructions carefully and
act accordingly.

•

Problems of customers are easily solved by those who listen carefully.

•

Workers with good listening skills work better in a team based environment. A portion of work is assigned to each
team member which when completed will have to fit with the results of other team members. The work results of
those who were able to listen carefully will fit better then those you were not careful while listening.

Listening is the skill and it must be learnt. Here are a few pointers to help you listen well.
•

Eye contact must be maintained with the speaker, as this will assure the speaker that you are paying attention to
what he/she is saying

•

Let the speaker finish what he/she is saying, do not interrupt him as it might irritate him/her.

•

Body language is very important while listening. If you sit still when listening you give a message that you are
paying full attention to the speaker. When you nod your head it shows that you are listening and agree with what
is being said.

•

Being attentive to what the speaker does not say is as important as being attentive to what is being said by the
speaker.

As a Pedicurist and Manicurist focus on your customer by using your eyes and ears to absorb what they are telling you.
Also, listening to your customers talk about their jobs, activities and personal front will also give you an indication of
what works best for them.
For e.g., if a customer wants a plan to be able to make a call overseas on a regular basis, that too conference with a
group of friends; with the help of effective listening you must be able to understand the exact requirement and suggest
an offer accordingly.
Barriers to effective Listening
Many things get in the way of active listening.
•

The Listener must be aware of biases and prejudices. Most of these
prejudices or based one culture or language differences.

•

Try to adapt to changes, do not let fear worry or anger hamper your
listening skills.

•

One must be very attentive while listening, lack of attention can
create lot of problems.

104

Pedicurist and Manicurist

6.3.3 Body Language
Actions speak louder than words (Refer to Fig. 6.2.1 below). When communicating with customers (and other members
of the team) we use a combination of:
•

Words

•

Tone of voice

•

Body language and non-verbal signs

And the 3 elements are not of equal importance.

Fig. 6.3.1 Research reveals some startling facts

Many times, younger Pedicurist and Manicurist's in particular, assume that because they have to interact with
customers, it is acceptable to use the same body language they do at home or socially. But they are not at home, they
are at work.
As a Pedicurist and Manicurist, you must understand that even when silent, you still communicate your inner feelings
and true thoughts to customers through your posture, services and other non-verbal cues.
Let us look at some positive body language tips:
1. Express interest with eye contact
You must always maintain eye contact while the customer is talking to you, if you do not do so the customer might feel
that you are not interest in listening thus leaving a bad impression about you and your organisation.
Maintaining eye contact shows that you are interest in listening to the problem of customer.
2. Avoid non-verbal barriers
You must not hold any unnecessary object in hand while interacting with the customer. Your hands must be empty so
that you are able to interact properly without any physical barrier.
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3. Demonstrate that you are listening to customers
You must tilt you head, nod and lean forward while interacting with the customer.
These positive non-verbal signs confirm you are engaged and attentive during a customer interaction, and actively
listening when faced by a disgruntled customer.
On the other hand, crossing your arms across your chest, looking around clearly shows a lack of interest and even
disrespect towards the speaker.
4. Your hands and feet reveal true feelings
•

Pointing fingers seems rude therefore you must adopt hand gestures. Avoid crossing your legs and arms as it sends
a “closing down” message when you are dealing with an unhappy customer.

5. Personal space is important
Be professional at all times and respect the personal space of the customer’s.
6. Adopt a Posture of confidence
You must appear confident in front of the customer. Avoid biting your nails, fiddling with your hair and jewelery as
these are the signs of nervousness.

6.3.4 Speaking Skills
Speaking
The ability to convey your thoughts and opinions to the other person through you voice and words is known as speaking.
It is a skill which allows the user to convey his message in a convincing and thoughtful manner.
For a Pedicurist and Manicurist, professional effective speaking helps in convincing customers, informing them about
products and services and ensuring through words about effective and exclusive services.
As a Pedicurist and Manicurist, you need to:
•

Discuss task lists, schedules, and work-loads with co-workers

•

Question customers appropriately in order to understand the nature of the problem and make a diagnosis

•

Keep customers informed about progress

•

Avoid using jargon, slang or acronyms when communicating with a customer, unless it is required

•

Manner and tone, professional, supportive, respectful
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•

Speak clearly and precisely in a courteous manner and develop a professional relationship

•

Ability to listen and understand the local language in dealing with customers and maintain confidentiality

Effective communication is based on trust, and if we do not trust the speaker, we are not going to listen to their words.
To be effective when speaking you must:
1. Be prepared and practice. In order to get better, you need to practice what you want to say.
2. Keep It short and simple. Try to be precise and avoid using complex words while speaking.
3. The main goal is fluency. Do not get bogged down by trying to use jargons or exact grammar.
4. You must also keep in mind that the tone of your voice is perfect while speaking as tone plays a very important role
in speaking
5. Clarity of Speech
Speak with clarity. Do not speak too fast or too slow or else you might lose the client's attention. When you speak
clearly you are able to convey your message properly without any confusion.
6. Speak with compassion
Your compassion is depicted in the way you speak, so speak in such a way that the customer feels that you care for
them and have empathy for them.
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7. Speak with conviction
If you want the customer to believe you then you must speak with full conviction. It might be a change of service
or to purchase products you have recommended to them.
8. Questions
Do not forget to ask questions as they are equally important. In order to engage the customer ask them open
ended questions and be prepared to answer them too.
9. Use appropriate language
Do not speak using slang or any other form of inappropriate language.
Barriers while speaking
There are certain barriers to speaking that you must avoid:
1. Messages which are not clear
2. Inconsistency in the process of communication
3. Sentences that are not complete
4. Inability to understand the receiver
5. Use of words that are negative

6.3.5 Reading Skills
Reading refers to the specific abilities that enable a person to read with independence and interact with the
message.
Importance of reading
1. Reading helps to develop the mind.
2. Through reading we learn new things.
3. Reading helps to develop our imagination and creativity.
4. Reading gives knowledge and thus power to our success in our careers.
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Three Components of Reading are:
1. Decoding: Means to identify what is written
2. Comprehension: It is defined as the level of understanding of a text/message. This understanding comes from the
interaction between the words that are written and how they trigger knowledge outside the text/message
3. Retention: It is the ability to keep something in the memory
Techniques for good reading skills:
There are three techniques for effective reading:
1. Scanning
2. Skimming
3. Reading for Detail
Scanning
In a given text, scanning is used to look for a specific piece of information. In scanning, you don’t pay attention to
every detail, you only look for information that you specifically need. You can stop reading once you find the specific
information.
Skimming
Skimming is used to identify the main points in a document. When you skim read a passage, you should get all the
essential information from the passage.
Reading for Detail
When you read complete passage from the beginning to the end it is called reading for detail. You should read each and
every sentence in the given document if you are reading for detail.
A Pedicurist and Manicurist needs to:
•

Update your knowledge through regular reading of information regarding your field.

•

Read your customer queries sent in written.

•

Use your reading skills to read and analyse the billing during any discrepancy.

109

Participant Handbook

•

Read about new products and services with reference to the organisation and also from external forums such
as websites and blogs.

•

Keep abreast of the latest knowledge by reading brochures, pamphlets, and product information sheets.

•

Reading and writing comprehension to understand, communicate and maintain processes, techniques, records,
policies and procedures.

Some examples where you need to read are:
•

Appointment details

•

Customer records

•

Product labels

•

Treatment Information

•

Promotional materials etc.

Understanding
When the customer finishes sharing about his/her needs and wants summarise what he/she has said. This helps in
confirming whether you have clearly understood what the customer has said. Also help your customers to understand
what you are trying to say; ensure that you speak clearly.
Writing
Representation of language through inscription of symbols and signs is referred to as writing.
•

Its relevance – sticking to the point

•

Its structure – it must be organised

•

Its style – easy to read and suited to the job

As a Pedicurist and Manicurist, you need to:
•

Write clearly, concisely, accurately with a view to promote understanding.

•

Do not use jargon or abbreviation that is known only to you

•

Follow standard organisational procedures while recording information

•

Some areas where you use writing skills are:
»

Writing details in appointment book

»

Filing customer record

»

Billing

»

Writing a report
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Summarize

Exercise

1. .................... is the way of communicating your thoughts and opinions to the other person using your voice and
words.

vi

b. Listening
c. Speaking
d. Reading
e. Writing
2. ....................is a medium of communication that represents language through the inscription of signs and
symbols.
c. Listening
d. Speaking
e. Reading
f.

Writing

3. Rate yourself on a scale of 1-5 with 1 being the lowest and 5 the highest to see if you are a good listener.
•

When the conversation begins, do I make myself comfortable and forget about the clock?

•

Do I make eye contact and notice body language?

•

Do I speak less than 50% of the time if two of us are talking?

•

Do I resist helping others say what they’re trying to say? Do I finish their sentences, or supply words they may
be struggling to find?

•

Do I respond as they speak, using body language in a way that affirms and encourages them to keep talking?
A nod or a smile, or even a laugh when it fits can draw others out and encourage better communication.

•

When I speak, do I ask questions because I really want to know more.

•

When I do not understand something, or have not heard clearly, do I stop and ask for a repeat of what they’ve
said? Or do I “fake it” and let them continue, hoping to catch on later?

4. List 5 components of effective speaking
e. _______________________________
f.

_______________________________

g. _______________________________
h. _______________________________
i.

_______________________________
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This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.
Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.
…..
…..

5. List down the facts that you will keep in mind while talking to a customer
___________________________________________________________________________________________
___________________________________________________________________________________________
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Notes
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Notes

Unit
Objectives

_______________________________________________________________________________________________
Practical

Summarize

Exercise

_______________________________________________________________________________________________
_______________________________________________________________________________________________
vi

_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
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About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational (NOS) is covered across Unit/s.

Pedicurist and Manicurist

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The
symbols used in this book are described below.
…..
…..

UNIT 6.4: My Learning Tree
Symbols Used

Key Learning
Outcomes

Unit Objectives
Notes

Steps

Unit
Objectives

At the end of this unit, you will be able to:
Practical

Symbols Used
1. Summarise
and integrate your learnings of the training program
Summarize

Exercise

Key Learning
Outcomes

Exercise
Practical

Notes

Steps

vi

Unit
Objectives

Summarize

Exercise

vi

I learnt...
...................................................
...................................................
...................................................
...................................................
...................................................
...................................................

I liked...

Things that will help...
...................................................

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

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

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

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

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

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

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

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

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

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

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