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Note  to  the  teacher   

 

Activities  
)  

1. Activities are done in extra class time or given as homework marks are allocated as 

theory 

2. Activities Memorandums are provided 

 

 

Practical  
 

1. There are three practical lessons that done in one term 25% of a practical lesson x 

3 makes up the 75% of the report mark per term.  

 

2. Practical lessons provided in the Teacher Guide.  

 

3. Copies made for the number of learners in class. ( that each learner have their own) 

 

4. The practical lesson done at any given time after the theory completed. 

 

5. Evidence is kept in the learner portfolio of evidence (POE)  

6. Skills test completed end of each term 1,2 and 3 and marks are kept for term 4 

practical mark 
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Chapter 1  

The Nail, Beauty and Hairdressing Industry  
 

Unit 1: Introduction to the Nail, Beauty and Hairdressing industry  

Uni t 2: Services within the, Nail, Beauty and Hairdressing industry  

Unit 3: Career opportunities in the industry  

Unit 4: The layout employees and their responsibilities of a salon  

Unit 5: Industry tools, products and equipment  
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Grade 8 Term 1 

 

Unit  1: Introduction  to  the  Nail,  Beauty  and  Hairdressing  industry  

 

Nail, Beauty and Hairdressing  
 
You could have chosen many different subjects. You have made an excellent choice. Nail, 
Beauty and Hairdressing will give you knowledge and skills that you can use for the rest of 
your life. You will learn to analyse and question many aspects of the current Nail, Beauty 
and Hairdressing profession critically. You will be empowered to become a responsible 
Therapist who is concerned about sustainability and quality of life for all. 
 
This subject differentiate between products ,services, basic knowledge about services 
and entrepreneurship to improve your economic security and wellbeing .It will also teach 
you rights and responsibilities as a Therapist, how to apply these rights in the 
marketplace .You will gain the knowledge and skill how to manage your resources make 
sustainable decisions and marketing services.  
 

Unit  2: Services  within  the,  Nail,  Beauty  and  Hairdressing  industry  

 
Therapist, Hairdressers and Barbers provide many services for their clients and a 
number is increasing all the time. As a trainee, you need to know the range of services 
that are available in your salon and what processes they involve. You will also need to be 
familiar with the technical terms used.  

 
Trainees spend time working in and around reception area. When booking appointments, 
you need to know what happens during each service in order to allow the right time for 
the stylist or therapist to provide the clients service properly and thoroughly. The 
following table looks at the main services 
that you need to know and the things they 
cover. The abbreviations given used in 
the appointment book 
 
 
   

 Client consultation  Client consultation  Client consultation 
 Shampooing  Manicure   Back and neck 
 Conditioning  Pedicure  Facials 
 Cutting  Gel system  Waxing 
 Blow-drying  Fibre and Silk  Make up  
 Heat styling  Acrylic system o  
    o  
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Service 
name  

Abbreviation 
for 

appointments  

What happens in these services  

Consultation Cons A two -way discussion involving the stylist and 
client to find out their requirements followed by an 
examination of their/scalp to find any 
factors/reasons that may affect the planned 
services/treatment. 

Shampooing S/S A cleansing process that prepares the hair for 
further services. 

Conditioning Cond Or Treat A process (normally completed after shampooing) 
that will improve the look feel handling and 
physical properties of the hair. 

Blow-drying B/D A general term for a method of drying and styling 
hair by using a variety of round or flat hairbrushes 
to create directional lift and/or volume and /or 
movement. 

Setting Set/s A general term for a method of positioning and 
fixing various sized rollers in wet or dry hair to 
create directional lift and /or movement. 

Cutting D/C Or W/C A collective name for a variety of techniques and 
methods that use scissors thinners shapers, 
razors and electric clippers to trim, shape, style 
and restyle menôs and womanôs hair. 

Colouring Col A collective name for artificially changing part or all 
of a clientôs hair by using temporary, semi; 
permanent or permanent hair colour. 

Highlights H/L A general term for partial head colouring process 
that may involve lightening or darkening areas of 
the hair to produce dual tonal or multi tonal effects. 

Acrylic/Gel  
Fill/Full Set 
/Overlay 

Ac /F/FS/Over 
Gel/F/FS/Over 

A general term for a variety of techniques coat and 
protect the nails 
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Service 
name  

Abbreviation 
for 

appointments  

What happens in these services  

Perming PW A general term used for permanently changing the 
properties of hair in order to add volume, 
movement or curl or alternatively to change the 
direction of the natural lie of the hair. 

Relaxing Relax A general term used for permanently changing the 
properties of the hair in order to reduce natural 
movement or curl. 

Hair up H/U A collective term that covers a wide range of 
plaiting curling folding and positioning techniques 
for fixing and dressing longer hair into a variety of 
elaborate effects. 

Hair extensions Ext A general term that covers a wide range of 
systems and methods for adding artificial or 
natural hair to a clientós existing hair to add length 
density or colour. 

Make up  Day  
Evening 
Bridal 

Fantasy  

A general term that covers different categories of 
make up  

Shaving Shave A barbering service for men that involves cutting 
the facial hair using a ñcut throatò razor and /or 
electric clippers. 
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Grade 8 Term 2 

U nit  3: Career  opportunities  in  the  industry  

 
Cosmetology is one of the most satisfying careers .Some key factors including job 
satisfaction, creative outlet and using our skills every day. Our job gratifies us on an 
almost daily basis. 
 
Cosmetology can be a hard job as well as an easy and fun job. Some disadvantages 
include taking responsibility of making some one look better and making sure the client is 
happy. Sometimes a client will not be happy with your services.  
 
A wide range of job opportunities in the cosmetology industry with the obvious ones 
being those in salons. There are many other opportunities if you want to do more than 
just work in a salon and even more if you want to use your qualification and travel. 
 
Before any of the opportunities considered, there is a qualification that you need to 
obtain. 
 
Job opportunities in Cosmetology industry.   
 

 Teacher/Lecturer  
 Salon owner 
 Mobile therapist  
 Nail Technician  
 Massage Therapist 
 Make-up Artist 
 Receptionist 
 Manager 
 Image and deportment advisor 
 Retail consultants 
 Store merchandiser 
 Hotels 
 Cruise Liners 
 Airports 
 Field technician 
 Wholesaler Representatives 
 Trichologyôs (hair doctor) 
 Assistant Hairdresser 
 Operator 
 Mobile hairdresser 
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There are many career choices and places of employment for those in the cosmetology 
field. One of the most popular places to look for work is in a hotel salon. Working as a 
hairdresser, hairstylist or cosmetologist in a hotel rather that a regular salon provides a 
slightly higher average wage. 
 
Top hotels around the world are very aware with the needs of their customers and experts 
in providing the best in personal services. They will have lavish spar, health centres and 
beauty salons catering for every need. 
 
Cruising is now becoming an affordable luxury for many people and cruise liners have 
hair salons to cater for the needs of their passengers. 
 
Airports around the world are busier than ever and many offer a one stop-shop approach 
to the provision of services. Alongside shopping malls, coffee shops, bars, restaurants are 
barbershops and hairdressing salons. 
 
Field technician/sales support enable hairdressers to sell additional services and industry 
performs in order to deliver a valuable product or service. 
 
Wholesaler Representatives employed by the salon to encourage customers to buy a 
variety of products and brands. 
 
Hairdressing teachers provides high quality teaching, learning, assessment and internal 
moderation across a range of Hairdressing courses. 
 
Trichologyôs (hair doctor) is a specialist who focuses on the study of diseases or 
problems related to the hair and scalp, as well as their treatments. 
The salon owner is in charge of setting the tone in creating a culture that attracts the best 
employees and customers. 
 
Assistant hairdresser helps a lead stylist with their daily tasks. Responsibilities and 
duties may include gathering supplies, mixing colours, shampooing hair, sterilizing tools, 
and general cleaning. Some assistants also greet clients and schedule appointments. 
 
The salon operator assists in daily operations in a hair salon, including assisting stylists, 
basic treatments and salon etiquette. 
A Mobile hairdresser effectively goes to their clientsô locations and cuts, dyes or styles 
their hair there. This can be for normal routine cutting and styling, or it can be for specific 
occasions such as styling hair for weddings, proms, and other events. 
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Grade 8 Term 3 

Unit  4:  The  layout  employees  and  their  responsibilities  of  a  salon  

 
Thinking of opening a new salon or starting a small business it can be challenging. 
Making the most of your space, getting the layout right and creating the right look all on 
time and within budget can seem as a ñbig taskò.  
 
Areas to consider when planning space: 
 

 Reception 
 Waiting area 
 Nail care area 
 Beauty cubicles  
 Shampooing area 
 The hair stylist work area 
 Laundry area 
 Stock room / kitchen 

 

Reception  
 
Your reception area shouldnôt be an afterthought.ò First and last impressions count ñ 
It is the first thing clients see when they walk through your salon door. 
Use colours effectively it breaks up the salon without reducing the space. 
Avoid putting your main retail behind your reception 
desk. The desk and your receptionist create a barrier. 
Clients must ask to handle products, and this is likely to 
put them off buying. 
 

 

Receptionist  duties:  
 

 Receiving clients  
 Receive payments  
 Sells products/service 
 Orderôs stock 
 Answers the telephone 
 Records appointments 
 Attend to clients in waiting area 
 Serves coffee or tea 

 
 

 

 

 

 

 



 

13 
Personal Care Nail, Beauty and Hairdressing Technology Teacher Guide Grade 8  

 

 

Note to the teacher:  

 

MEMORANDUM 

 

ACTIVITY 2  

Ö Hotels 

Ö Cruise Liners 

Ö Airports 

Ö Field technician 

Ö Wholesaler Representatives 

Ö Teacher 

Ö Trichologist (hair doctor) 

Ö Salon owner 

Ö Assistant Hairdresser 

Ö Operator 

Ö Mobile hairdresser 

 
Waiting area  
Special care given to clients that waits. This means that furniture matches the style of the 
salon and give a sense of comfort with a small coffee table for drinks and magazines 

 

Nail care area  

A manicure table is a workstation, of any variety, at which a manicurist/nail technician 

work. No criteria that make it specifically for professional nail techs, but in general, a 

manicure table should have ample room for a nail technician to work and a client to sit 

comfortably. The table made of a material that easily cleans and sanitized between 

clients. 

Manicure tables/nail tables situated near the reception area, without any partitioning.  

Nail Technician  

Nail Technicians are beauty specialists who maintain and decorate toenails and 

fingernails by undertaking manicures, pedicures, applying artificial nails and extensions, 

removing dead skin and providing massages.  

Nail Technician Duties:  

¶ Performing manicures and pedicures on clients 

¶ Applying decorative gel and acrylic nail enhancements and extensions, in addition to 

applying varnish. 

¶ Ensuring hygiene standards meet current industry standards. 

Nail technicians are creative professionals who have excellent hand eye-coordination 

and who can engage in repetitive activities while sitting down for long periods. 

This is a 

Hairdressers office 

so keep it clean 

and be proud of it  
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 Beauty Cubicles  

A cubicle is an enclosed workspace that is separate from the reception as it offers 

privacy and isolation. Treatments like facials, massage and waxing performed in cubicles 

where it is only therapist and the client present inside. 

Cubicles are usually at the back of the salon to offer privacy and silence. Facials, 

massage and waxing treatments requires silence and privacy. Therapists may not share 

cubicles when occupied by a client. Only one therapist per cubicle. 

Beauty therapist  

Beauty therapist provides various face and body treatments. Their 

responsibilities include conducting skin analysis, giving massage 

treatments and using temporary hair removal techniques. 

Duties of a Beauty therapist  

 Using wax to remove facial and body hair 

 Providing a manicure and pedicure 

 Give various types of facials and body massages, including hot 

stone massage. 

 Conduct skin analysis on the face and body 

 Manage appointments 

 Update client record cards 

 Cross sell beauty products when appropriate 

 

Shampoo area  
Is an extremely functional and organised area, with comfortable basins and friendly staff? 
 

Shampooerõs duties: 
 

 Prepare workstation 
 Prepare the client 
 Analyses the hair and scalp 
 Selects appropriate products for the client 
 Shampoos, conditions and treats scalp and hair 
 Performs scalp massage 
 Assists with removing of rollers, rods, dusting of client and other uncomplicated  
 Rinsing off products i.e. tints relaxers 
 Neutralise perms and relaxers 
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Styling area (Work area)  
. This where hairdresser shows her/his skills and result reflects in the mirror. That is why 
designing this area electrical installation takes careful planning. Direct lighting avoided, 
as it creates unpleasant shadows 
 

 Hairdresser (stylist) duties:   Up styles 
 Colours hair  Finishing off 
 Bleaches hair  Cutting  
 Does highlights and streaks  Tonging 

 Roller setting  Curling 
 Comb outs  

 
Laundry and Stock area  

 
This is where you take care of your towels and capes make sure it is clean and sanitised 
ready for the next client. 
Your stock area should be clean and organised at all time this will ensure a steady and 
good flow of work with stylist in and out the stockroom constantly. 

 

Same examples of a salon layout  

Example  1 
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Example 2  

 
Example 3  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Activity 3  

Draw the following: 

1. Salon floor plan 
2. The eight areas of the salon  
3. Write the correct staff members jobs of the appropriate area of the salon 
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Note to the teacher:  
ACTIVITY 3 MEMORANDUM 
 
 

1. The following criteria is mark in the activity 

Ö Entrance / doorways 

Ö Windows 

Ö If the reception is in front of the salon and there is a waiting area  

Ö That there are ample workstations  

Ö the wash stations are not insight at the reception  

Ö That there are a kitchen /laundry and stock room   
 
2. The eight areas of the salon  

Ö Reception 

Ö Waiting area 

Ö Shampooing area 

Ö The hair stylist work area 

Ö Laundry area 

Ö Stock room / kitchen 
 

3. Write in the relevant staff members of the salon  

Ö Hairdresser 

Ö Receptionist 

Ö Shampooist 

Ö Operator 

Ö Cleaner 
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HAIR TECHNOLOGY                                     Gr 8                               PRACTICAL LESSON  
 
 

Surname and Name: __________________________ Date: _______________________ 

 

DRAW A FLOOR PLAN 

 
 Type of services 
 Type of salon 
 Type of business 
 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
DRAW A FLOOR PLAN  

 Reception 
 Waiting area 
 Shampooing area 
 The hair stylist work area 
 Laundry area 
 Stock room / kitchen 
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TEST 1                                    DRAW A FLOOR PLAN 
 

 

Question 1   Circle following questions True or False  

1. Your reception area shouldnôt be an afterthought.ò First and last impressions count
  
TRUE     FALSE     (1) 
 

2. Clients, who are waiting their turn, should be treated with special care   

TRUE     FALSE      (1) 

3. It is an extremely functional area, for this reason it should be extremely organized, 
and it is necessary to install hair washing basins that are comfortable.  
 
TRUE     FALSE     (1) 

4. That is why when designing this area special attention should be paid to the 
electrical installation system  
TRUE     FALSE     (1) 

5. Your stock area should be clean and organized at all time this will ensure a steady 
and good flow of work with stylist in and out the stockroom constantly. 
 

TRUE     FALSE     (1) 

 

 

 

 

 

            TOTAL: 5 MARKS 
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Rubric Draw floor plan 

LEARNER MUST DESIGN A LAY OUT OF THEIR SALON  

PLAN LAYOUT DRAW LAYOUT DESIGN LAYOUT TOTAL Comments 

 
5 

 
5 

 

10 
 

20 

 

 
 

Doors and 
Windows 

Neat Is it neat   

Reception 
area 

Make sense Is it readable   

Waiting area 
  

Waiting area Colourful   

Stock area Stock area Make sense   

Styling area Styling area Tell you about the 
business 

  

 

Note to the teacher  

Criteria for mark allocation  

0 0-1 Not done 

1 2-3 Poor attempt 

2 4-5 Good attempt 

3 6-7 Good 

4 8-9 Very good 

5 10 Excellent 
 

 

PRACTICAL MARK COMPILATION: 

 POSSIBLE MARK MARKED ACHIEVED 

1. Work achieved 5  

2. Practical  20  

TOTAL 25  

 

Learner signature: _____________________________ Date: __________________ 

 

Teacher signature: _____________________________ Date: _________________ 
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Unit  5: Industry  tools,  products  and  equipment  

 
Manicure service IMPLEMENTS/TOOLS needed: 

 

Implements/Tools  Function  

Orange-wood stick/ ¶ Loosen debris 

¶ Clean under free edge 

¶ To apply cosmetics 

Metal cuticle pusher Push back cuticles 

Cuticle nipper Trims cuticles 

Emery boards 

 

 

NOTE:  

 

¶ Shortens and shapes natural nails and toenails  

¶ Smooth free edge of nail 

ü The higher the number, the softer the grit 

ü The lower the number, the coarser the grit 

ü If two numbers are used on a file, it means 

different sides of the file are different grits 

Toe separators Separate toes during polish technique 

Foot file / Paddle Softens and removes calluses 

Buffer block Smoothens surfaces on the nail plate 

Nail brush ¶ Clean under free edge 

¶ Removes debris before polishing 

Nail clipper To shorten the nail length, if required 

Cosmetic spatula ¶ Removes products from jars in effort to meet infection 

guidelines 

¶ Used to separate toes to examine feet for any 

abnormalities 

Foot bath  Allows comfortable soaking of feet 

Manicure bowl Allows comfortable soaking of hands 
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Manicure Service EQUIPMENT needed: 

 

Equipme nt  Function  

Nail service table On which a manicure is performed 

NOTE:  Must be big enough for products, materials     

                and clientôs hands to rest on 

Nail service stool A chair for the client and manicurist/pedicurist 

Nail service cushion Rest clientôs arm during service 

NOTE:  Towels may be used in the absence of a  

                cushion  

Lamp For clear vision 

Sterilizing jar (wet) To sanitise metal and plastic equipment and tools 

UV cabinet sterilizer 

(dry) 

To sanitise all types of equipment and tools 

Waste bin To hold discarded and used materials 

 

 

Hairdressing Tools 

1.   
Round brush. 

 
 
 

 
Is used to blow dry the hair in a style. 
 

2.   
Hand hair dryer. 

 
 
 
 

 
To Blow dry hair. 

3.   
Hair Grips 

 
 

 
Is use to keep the hair tight when 
styling the hair. 

4.   
Tail comb 

  
 Used to make partings when setting 
or styling the hair. 

5.   
Towels. 
 

 
 

 

 
Is use to dry the hair after shampooing  
 

6.   
Large toothed 
comb 

  
ñRakeò used after the hair is 
shampooed, to comb out the knots. 

7.   
Styling brush.                

  
 Used to spread the hair after a hair set 
or blow-dried. 

http://www.fotosearch.com/CSP056/k0563706/
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8.   
Rollers 

  
Is use to give curl in the hair. 

9.   
Roller Pins 

  
To kept the rollers in position after the 
set. 

10.   
Curling tong. 

  
Use to curl over curly hair and straight 
hair. 

11.   
Cape 

 
 
 

  
Used to protect the clothes of the 
client. 
 
 

12.  All-purpose 
comb / Styling 

comb 

 

 

Used to style hair  
 

13.   
Clipper.                          
 

                
To cut manôs hair. 
 

14.   
Razor 

  
To remove bulk and to shorten the 
hair. 
 

15.   
Hair 
Straightener. 
(Flat iron)   

 
 

 
To straighten over curly hair. 

16.   
Cloves.                     

  
To protects the hands against 
chemicals. 
 

17.   
Hand Mirror  
 

 
 
 

 
To show the style to the client. 
 

18.   
Crimp iron 
 

 
 

 
For special effects 

19.   
Heated rollers 

  
To give curl to dry hair. Rollers must be 
pre-heated. 
Sections larger. 
 

20.   
Styling combs 

  
Used when combing the hair in a style. 

21.   
Neck brush 

  
To remove all the lose hare from the 
client. 
 

http://www.fotosearch.com/UPC004/nio11002/
http://www.fotosearch.com/CSP012/k0126991/
http://www.fotosearch.com/CSP051/k0513993/
http://www.fotosearch.com/BNS391/bn303079/
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22.   
Perm rollers 

  
To chemically curl straight hair. 

 

23.   
Apron 

 

 
To protect your clothes during the tint 
process. 

24.  Scissor.   
To cut hair. 

 

25.  Tint brush and 
bowl.     
  

 
Used to do a colour application 

 

 

  



 

25 
Personal Care Nail, Beauty and Hairdressing Technology Teacher Guide Grade 8  

 

Manicure service  PRODUCTS needed:  
 

Products Function 

Disinfectant Destroys / kills bacteria 

Antiseptic Reduces bacteria, viruses and fungus on the skin 

Cotton balls ¶ Apply liquid nail varnish 

¶ Remove lotions from nail plate 

Soaking solution Softens skin, loosen dirt, aids in pushing back cuticle 

Nail varnish remover Removes nail polish quickly and effectively 

Cuticle oil/cream ¶ Keeps cuticle soft and flexible 

¶ Prevents hangnails 

¶ Promotes growth of nails 

¶ Softens and releases cuticle cells on nail plate 

Cuticle remover cream Loosens dead skin 

Hand and foot 

treatments/lotions  

¶ Soften skin of hands and feet 

¶ Protect skin against chemical and detergents 

¶ Are used as a massage medium 

Scrubs/exfoliators ¶ Soften and remove dry, hard skin, calluses or cuticles  

¶ Improve blood circulation 

¶ Leave skin soft and even-textured 

¶ Smooth out cracks 

Foot powder  Dries and deodorizes  

Liquid nail varnish ¶ Add colour to nails 

¶ Protect the nails 

Base coat ¶ Protects nail plate against colour stains 

¶ Prolongs life of coloured nail varnish 

 

Top coat/sealer ¶ Prolongs life of coloured nail enamel 

Nail varnish thinners Used to reduce thickness of nail varnish 

NOTE: Never use nail varnish remover as a thinner 
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Hairdressing products 

1.  Shampoo   
To clean hair and prepare for the next 

service 

2.  Conditioner   
To soften hair close cuticles and make 

hair manageable 

3.  Blow wave 
lotion 

  
To protect hair from heat and make it 

manageable 

4.  Hair food   
To protect hair from heat and make it 

manageable 

5.  Hairspray   
To keep the style in place 

6.  Spritzer   
To protect hair from heat and make it 

manageable 

7.  Gel   
To style hair 

8.  Silicone   
 

To soften hair 
 
 
 

9.  Wax   
To style hair 

10.  Mousse   
 

To protect hair from heat and hold the 
style 
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Hairdressing Equipment 

1.  Trolley 

 

 
Keep tools in 

2.  Styling Chair 

 

For the client to sit on 

3.  Basin 

 

Wash and prepare hair 

4.  Workstations 

 

Work place with a mirror and shelve 

5.  Hood 
Hairdryer 

 

To dry hair 

 
 
 
 
 
 

 
 
 
 
  

 
NOTE TO THE TEACHER: 

 
Activity 4 The worksheet is provided on the next page 

Activity 4 

Complete identification worksheet on tools products and 

equipment. 
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ACTIVITY 4     Identification     YEAR 2 
 
NAME: ________________________________ DATE: _______________________ 

Hairdressing Tools 

NAME PICTURE USED FOR 

1.  

 
 

  

2.  

   

3.  

   

4.  
   

5.  

  
 

 

 

6.  
   

7.  
 

 

 

8.  

   

9.  
   

10.  
   

11.  

   

12.  

 

 

 

13.  

                 

http://www.fotosearch.com/CSP056/k0563706/
http://www.fotosearch.com/UPC004/nio11002/
http://www.fotosearch.com/CSP012/k0126991/
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14.  

   

15.  
   

16.  
   

17.  

   

18.  
   

19.  

   

20.  
   

21.  

   

22.  

   

23.  

 

 

 

24.  

   

25.  
 

 

 

http://www.fotosearch.com/CSP051/k0513993/
http://www.fotosearch.com/BNS391/bn303079/


 

30 
Personal Care Nail, Beauty and Hairdressing Technology Teacher Guide Grade 8  

 

  

Hairdressing products 

1.   

 

 

2.   

 

 

3.   

 

 

4.   

 

 

5.   

 

 

6.   

 

 

7.   

 

 

8.   

 

 

9.   

 

 

10.   

 

 

Name Picture Used for 
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Hairdressing Equipment 

NAME PICTURE USED FOR 

1.   

 

 

2.   

 

 

3.   

 

 

4.   

 

 

5.   
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Chapter 2  

Safety in the Hairdressing, Nail and 

Beauty Industry  

 

Unit 1: Covid ð 19 
Unit 2: Identify hazards and eva luate the risk in  
Unit 3 a  safe and healthy working environment your work place  
Unit 4: Risks  to health and safety  
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GRADE 8 TERM1 

Introduction to Health and safety  
The ways in which you and your work colleagues go about daily duties have a direct effect 
upon the general health and safety of every one with in the workplace. Poor hygiene or 
preparation not thinking for others or cleaning up properly and not noticing potential hazards 
an all have a disastrous impact on the safety and wellbeing of others 
You should be able to both identify and reduce risks within the working environment. It looks 
at the types of hazards that you might find in your work and the second looks at how you should 
go about eliminating them. 
 

Unit  1 Covid  19  

ñCOò stands foe corona, ñVIò for virus, and ñDò for disease. Formerly, this disease referred to 
as ñ2019 novel corona virusò or ñ2019-nCoVò. 
The COVID-19 virus is a new virus linked to the same family of viruses as Severe Acute 
Respiratory Syndrome (SARS) and some types of common colds. 
 

What is covid?  
The 2019ï20 corona virus pandemic is an ongoing pandemic of corona virus disease 2019 
(COVID-19) caused by severe acute respiratory syndrome corona virus 2 (SARS-CoV-2). 
 

What are the symptoms of the corona virus?  
 Most common symptoms: 
 Fever 
 Dry cough 
 Tiredness 
 Less common symptoms: 
 Aches and pains 
 Sore throat 
 Diarrhoea 
 Conjunctivitis 
 Headache 
 Loss of taste or smell 
 A rash on skin, or discolouration of fingers or toes 

 

How can the corona virus be transmitted?  
 Current evidence suggests that transmission of SARS-CoV-2 occurs primarily between 

people through direct, indirect, or close contact with infected people through infected 
secretions such as saliva expelled when an infected person 
coughs, sneezes, talks or sings. 

 

 Virus prevention.  
 Clean your hands often. Use soap and water, or an alcohol-

based hand rub. 
 Maintain a safe distance from anyone who is coughing or 

sneezing. 
 Wear a mask when physical distancing is not possible. 
 Donôt touch your eyes, nose or mouth. 
 Cover your nose and mouth with your bent elbow  or a tissue when you cough or sneeze. 
 Stay home if you feel unwell. 
 If you have a fever, cough and difficulty breathing, seek medical attention. 
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Unit  2   Identify  hazards  and  evaluate  the  risk  in  your  workplace  

 

Hazard and Risk  
 
Almost anything may be a hazard but may not become a risk. 
For example: 
 

 A trailing electric cable from a piece of equipment is a hazard 
if it is trailing across a passageway as there is a high risk of 
someone tripping over it but if it lies along the wall out of the 
way the risk is much less 

 Poisonous or flammable chemicals are hazards and may 
present a high risk. However, if they are kept in a properly 
designed secure store and handled by properly trained and 
equipped people the risk is much less than if they are left 
about for anyone to use 

 A failed light bulb is a hazard. If it is just one of many in a 
room, it presents very little risk, but if it is the only light on a 
stairwell, it is a very high risk. Changing the bulb may be a 
high risk. If it is up high or if the power has been left on or a 
low risk if it is in a table lamp which has been unplugged 

 A box of heavy materials is a hazard. It presents a higher risk 
to someone who lifts it incorrectly, rather than someone who 
uses the correct manual handling techniques 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note to the teacher : 
 
 

Activity 1 and Activity 2 worksheets and memorandum are provided on the next 
page  
 

 

Keywords 

Hazard 

Something with a potential 

to cause harm 

Risk  

The likelihood of the harm 

occurring  

Control  

The ways risks identified 

eliminated or reduced to 

an acceptable level.  

 

 

Activity 1 

Complete the safety checklist  

Activity 2 

Complete the worksheet of colour allocation for safety signs and the meaning of safety 

signs in a salon  

Activity 3 

Create a poster of the different types of hazards that can occur in a salon  
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ACTIVITY 1    SAFTY CHECLIST      YEAR 2  

 

Name __________________________________ Date ____________________________

                                 

 YES NO 

1. Has your salon have a written health and safety policy   

2.  Check all electrical cords    

3. Check all electrical plugs   

4. Check if any mirrors are broken or chipped   

5.  Check if everybody got there safety gear on (PPE)   

6. Check if all workstations are clean and sterilized   

7. Check if the taps are closed and in a working condition   

8. Check if there is any spills    

9. If there were a spill was it  cleaned and reported    

10. Did you check if the floors are swept and clean   

Leaner signature : 
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You share a responsibility with your work colleagues for the safety of all the people within the 

salon (clients, visitors and staff) so you need to be aware of the types of hazards that could 

exist. You need to be aware: 

 

1. Environmental hazards such as: 

 Wet or slippery floors  
 Cluttered passageways or corridors 
 Hair clipping left on the salon floor  
 Trailing electrical flexes  

 
2. Hazards to do with equipment and materials such as: 

 

 Worn or faulty electrical equipment  
 Incorrectly ladled materials  
 Mishandling or inaccurately measuring chemicals. 

 
3. Hazards connected with people such as:  
 

 Bad posture  
 Handling and moving stock  
 Poor health cross infection diseases  
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Safety signs 

 

RED 

NOT ALLOWED 

  

 

 

 

BLUE 

YOU MUST DO 

 

 

 

 

 

YELLOW 

WARNING 

 

 

 

  

 

GREEN 

SAFTY CONDITIONS 

 

 

 

  

 
  

What is a safety sign? 

 

A safety and health sign defined as information or instruction about health and 

safety at work on a signboard  
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ACTIVITY 2    SAFTY SIGNS      YEAR 2  
 
Surname Name __________________________________ Date __________________ 

 

 

RED 

 

 

 

YELLOW 

 

 

 

 

 

GREEN 

  

 

BLUE 

 

 

1. 1. 2. 2. 

3. 3. 4. 4. 
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NOTE TO THE TEACHER 
 
Activity 3 the following criteria is marked  
 

1. Wet or slippery floors 
  

2. Mishandling or inaccurately measuring 
chemicals. 

3. Cluttered passageways or 
corridors 4. Worn or faulty electrical equipment 

5. Hair clipping left on the salon 
floor  6. Incorrectly ladled materials 

7. Trailing electrical flexes 8. Bad posture  

9. Handling and moving stock  10. Poor health cross infection diseases  
 

 

Working with electricity  
 
Electricity can kill. Although deaths from electric shock are very rare in hairdressing salons, 
even a non-fatal shock can cause severe and permanent injury. An electric shock from faulty or 
damage electrical equipment may lead to a fall for example down a stairwell. 
 
Those using electricity may not be the only ones at risk. Poor electrical installations and faulty 
electrical appliance can lead to fires, which can also result in death or injury to others. 
 
Get into the habit of looking for loose cables and plugs on tongs straighteners and hairdryers 
before plugging them in for use. If you think that a piece of electrical equipment is faulty or 
damaged, tell your supervisor immediately and they will label it, making sure that no one else 
tries to use it. 
 
Because you work in public service, all of your day-to-day routine will have some form of impact 
on someone. You must be aware of things that could harm yourself or others or other people. 
You must stay alert all times when you are working. 

 
Simply being aware of potential hazards is not enough. You have a responsibility to contribute 
to a safe working environment so you must take steps to check and deal with any sources of 
risk 
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You can fulfil your role in two ways:  
 
1. You deal directly with the hazards means that you have taken individual responsibility. 

     This will properly apply to obvious hazards such as: 
 

 Trailing flexes ï roll them up and store them safely  
 Cluttered doorways and corridors ï remove objects 

and store them safely or dispose of them 
appropriately  

 Sweep the floor to remove loose hair clippings  
 
2. You inform a responsible person e.g. your manager or supervisor of the hazard that 
means that it becomes an organisational responsibility. This applies to hazards that are 
beyond your responsibility to deal with such as: 

 
 Faulty equipment such as dryers, tongs, 

straightening irons, kettles, computers. 
 Worn floor covering or broken tiles 
 Loose or damage fittings such as mirrors shelves or 

basins  
 Obstructions too heavy for you to move safely  

 Fire- follow the correct procedures to raise the alarm 
and help with the salonôs evacuation procedure  

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

  

Activity 4 

Find out the following information see your classroom as the place of work then 

complete the details 

1. Who has overall responsibility for health and safety? 
2. What is this personôs role in the workplace? 
3. If you find something that felt was not safe at work that will you report it to.  
4. What sort of unsafe things do you think you might find? (list as many as what you can 

think of) 
5. In relation to product use, why are manufacturerôs instructions important? 
6. What is the salons (school) policy in respect to maintaining a healthy and safe work 

environment? 
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NOTE TO THE TEACHER 
 
 
Activity 4 
Find out the following information see the class room as the place of work then complete 
the details 
 

1. Who has overall responsibility for health and safety? 
a. In the class room it will be the teacherôs responsibility and in the workplace the salon 

manager  
 

2. What is this personôs role in the work place? 
a. You share a responsibility with your work colleagues for the safety of all the people 

within the salon 
b.  

3. If you feel not safe at work, whom will you report it.  
a. To the teacher /salon manager  

 
4. What sort of unsafe things do you think you might find? (list as many as what you 

can think of 
1. Wet or slippery floors 

  
2. Mishandling or inaccurately measuring 

chemicals. 
3. Cluttered passageways or 

corridors 4. Worn or faulty electrical equipment 
5. Hair clipping left on the salon 

floor  6. Incorrectly ladled materials 

7. Trailing electrical flexes 8. Bad posture  

9. Handling and moving stock  10. Poor health cross infection diseases  
 
      5. Why are manufacturerôs instructions important? 

It is important as they develop the product and then give us as consumers the guidelines 
to use the products  
 

6.  What is the salons (school) policy in respect to maintaining a healthy and     
      Safe work environment? 
 Policy states that all persons in the work place (school) have the responsibility of safety 
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Use electrical equipment safely  

 Read the instructions before using any electrical equipment. 

 Disconnect electrical equipment when you are finished using 

them. 

 Never pull the cord, pull the plug when removing from socket. 

 Keep all wires and plugs in a good condition. 

 Inspect all electrical equipment frequently. 

 Repair all worn cords to prevent electrical shock or fire. 

 Do not overload sockets. 

 Do not clean electrical equipment while they still plugged in. 

 Do not wet electrical equipment, as you could get shocked. 

 When using electrical equipment, protect the client at all times. 

 In an emergency turn off the main switch to cut off the electrical current. 

 If you do not know anything about electricity, do not attempt to repair, use an 

electrician. 
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Year 2 Term 2 
 

Unit 3: A safe and healthy working environment  

 
People exposed to all kinds of hazardous substances at work. These can include 
chemicals that people make or work with directly and dust fumes and 
bacteria that is in the workplace. Exposure can happen by breathing 
them in contact with the skin splashing them into the eyes or 
swallowing them. If exposure prevention is not properly controlled it 
can cause serious illness including cancer, asthma, dermatitis and 
even death. 
 

Obstructions  
 
Passageways and corridors are dangerous regardless of whether the obstruction is in 
doorways and corridors on stairs or in a fire exit. In an emergency people might have to 
leave the salon in a hurry perhaps even in the dark if the electricity has gone off. It could 
be disastrous if someone injured. 
 

  Always be on the lookout for any obstructions in these areas  
        If you see something that could present risk tell your teacher  

 

Spillage and breakages  
 
You do need to act quickly in the event of a spillage or breakage but stop and think 
before doing anything  
 

 First, what spilled or dropped? 
 Do you know what it is? 
 Should you report the situation  
 Can you handle the situation yourself? 
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Disposal of waste  
 
General waste like daily salon waste in an enclosed waste bin fitted with suitably plastic 
bin liner.  Remove liner from bin sealed using a wire tie and placed ready for refuse 
collection. If bin liner punchers put the damaged liner into a second bin liner. Wash out 
the inside of the bin with hot water and detergent. 
 
Being environmentally aware requires us to be more responsible in the ways in which we 
dispose of our waste items. Take particular care in the procedures for the safe disposal: 
 

 Aluminium foil and cans, glass bottles, and plastic waste  
 Paper cardboard and other biodegradables  
 Chemical hairdressing products (not down drain and sinks) 
 Aerosol and other pressurised items 

 
 

Have  knowledge of a consistent application of safe work practices and 
emergency procedures  
 

 Maintain a safe and well-organized reception area, cubicles, workstation and 
walkways. 

 Ensure that all routines performed safely, effectively and efficiently. 
 Equipment, tools, materials and products are organised and prepared, as the salon 

requires. 
 The workstation is cleaned and sanitised. 
 Waste is promptly removed and disposed according to occupational health and safety  

Regulations. 
 Spills, waste and other harmful chemicals are removed from floors and cubicles as 

stated  
by the health and safety manual. 

 Equipment, linen and consumable materials maintained and stored properly. 
 Furniture, tools and equipment are arranged, cleaned, disinfected before use. 
 Types of products to be used in the service are arranged and prepared in according 

to  
 Manufacturerôs instructions. 

 
Disposal of sharp items used razor blades into a 
safe container (sharps box) 
If your class or workplace does not have a sharp 
box, wrap the blade in tissue and place in bin. 
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Lifting and handling large objects  
 
As manual handling is an everyday part of the salon possesses is also places here as a 
range of skeletal and muscular disorders can occur if safe lifting processes are not practice  
Bad posture resulting from the incorrect handling of large and / or heavy items can result 
in low back pain/problem repetitive strain injuries and strain disorders. 
 
Think about the situation that can occur in a salon 
environment:  
 

 Moving stock into storage  
 Unpacking heavy or awkward items 
 Lifting equipment and moving salon furniture 
 Working heights ς chairs trolleys dryers  

 
 

   
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 

 
Note to the teacher  
 
Activity 5 

Learner can use own discretion but say in the frame work of example given in 
learner guide  
 
Activity 6 
Learner can use own discretion but say in the frame work of example given in 
learner guide 

  

Activity 5 

Create a poster to illustrate the different colours of waste bins.  

Activity 6  

Create a poster it illustrates safe working with electricity. 
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Term 1 Week 4 

Unit 4 Risks to health and safety  

 

Emergencies fire : 

 

There are situations such as fire, where the building must be evacuation immediately 

inform staff and clients for assembly at designated point. 

 

All places of work must have adequate firefighting equipment and means of escape. All 

fire exits have to be clearly marked with appropriate signs and it must be possible to 

open all doors easily and immediately form the inside. 

 

Fire can occur in many situations:  
 

 Electrical faults: faulty wiring, overloading power sockets with 

multi-way adapters. 

 Badly maintained equipment within the salon or staff only areas. 

 Gas appliances left unattended. 

 Badly positioned portable heaters ï bottle gas space heaters, 

electrical convector or fan heaters. 

 

Evacuation procedure  
 

Fire evacuation  
 Remember safety of staff/client is the most important. 

 Evacuate the building as quickly as possible. 

 Call the fire brigade. 

 Switch off the lights and electrical equipment. 

 Take the clients to the nearest fire exit and close the door behind you. 

 Never use the lift. 

 Remain calm. 

 After evacuation report to the person in charge. 

 Do not enter the building. 

 Make sure all the clients and staff are out of the 

building. 

 

 

List the emergency numbers for the following : 

 

 Hospitals ï 10177. 

 Police ï 10111. 

 Ambulance ï 1022. 

 Fire department -  

TIP 

Do not attempt to carry 

out any electrical repairs 

at work. Only those with 

appropriate technical 

knowledge and 

experience should do this. 

TIP 

Always dry your hands 

before removing plugs 

or any other electrical 

equipment. The water 

on your hands will 

conduct the electricity 

from the live plug 

terminals and you will 

get an electrical shock. 
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 Child line ï 080 0055 555. 

 

Firefighting equipment  

Firefighting equipment must be available and located in specific areas and operated by 

trained people. It is very important that right equipment used. Using the wrong could 

make the fire worse and endanger the person using it. 

 

 

 

  

TIP 

Do not attempt to carry 

out any electrical 

repairs at work. Only 

those with appropriate 

technical knowledge 

and experience should 

do this. 
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Content and use for the different types of fire extingu ishers.  
 

Colour Contents Use for each 

1. Red. 
¶ Water filled 

¶  

¶ Paper fabric 

¶ Wood 

2. Blue. 
¶ Dry powder-filled 

 

¶ Burning liquid 

¶ Paper 

¶ Wood and fabric 

3. Black. 
¶ Carbon dioxide (co2 gas 

filled) 

¶ Electrical 

¶ Burning liquid 

 

 

4. White 

 

 

¶ Foam filled 

 

 

¶  

¶ Burning liquid 

 

¶ Wood, paper, textiles and 

cooking oils and fats 

5. Yellow ¶ Wet chemical-filled 

 

¶ Wood, paper, textiles and 

cooking oils and fats 

Activity 7 Write your answers to these questions in your portfolio 

1. Find out where is the fire extinguishers in the salon or classroom 

2. Name the content of a red-labeled extinguisher 

3. Name what kinds of fire will a foam-filled extinguish 

4. What color label extinguisher used for electrical fire? 

5. Name the content of a blue-labeled extinguisher 

6. Name what kinds of fire a yellow-labeled extinguisher used for 
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Note to the teacher: 

 

Activity 7 MEMORANDUM 

 

1.Find out where the fire extinguishers are kept in the salon or classroom  
At the exits and entry points  
2. Name the content of a red labeled extinguisher 
Water filled 

3. Name what kinds of fire will a foam filled extinguisher is used for  
Burning liquid, Wood, paper, textiles, cooking oils and fats 

4. What color label extinguisher will be used for electrical fire 
Black label 
5. Name the content of a blue labeled extinguisher 
Dry powder-filled 

6. Name what kind of fire will a yellow labeled extinguisher be used for 
Wood, paper, textiles and cooking oils and fats 

 

Accidents  
Accidents can occur at any time and most of the time these will not be too serious. 

However, all accidents recorded in an accident book kept in the salon. It should contain 

all the details of the accident, who was involved, how it happened, what action taken, 

details of any witnesses, etc. 

 

Accidents caused by:  

¶ Carelessness 

¶ Tiredness  

¶ Misuse of substances 

¶ Faulty equipment 

¶ Poorly stored chemicals 

¶ Untidy and dirty work area 

¶ Poor salon layout 
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The salon must have a first aid box that contain all necessary items needed to deal with 

minor accidents. The regulations also cover the need to provide qualified first aiders. 

 

Note to the teacher  

 

Activity 8 MEMORANDUM 

1. C 2. B 3. A 4. B 5. B 

 

 

  

Activity 8 Fire knowledge quiz 

Write the letter of the correct answer next to the question number e.g. 1 e 

1. What is the main colour of a fire exit sign? 

    a. green                                                                     b. blue 

    c. red                                                                         d. yellow 

2. What should you do first when you hear a fire alarm? 

    a. phone the fire brigade                                           b. evacuates the building 

    c. check to see where the fire is                                d. waits in the staff room 

3. What colour are fire extinguishers? 

    a. red                                                                     b. green 

    c. black                                                                  d. blue 

4. Water-filled extinguishers used on electrical fires? 

    a. true                                                                     b. false 

5. Fire exits kept locked: 

    a. true                                                                     b. false 

Activity 9 

Complete the fire extinguisher worksheet  
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Activity 9     FIRE EXTINGUISHER    YEAR2 

 

Name____________________________ Date____________________ 

 

Fill in the missing information. 

 

 

 

 

 
 

  

This fire extinguisher is filled 
with: __________ 

Label colour: 

__________ 

 

How is it used? 

a. ______________ 

b. ______________ 

c _______________ 

 

Suitable for: 

a. ______________ 

b. ______________ 

c _______________ 

 

Not suitable for: 

a. ______________ 

b. ______________ 

c _______________ 
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Chapter 3  

Working together in a team  
 

Unit 1 : Building professional relationship.  
U nit 2 Personal effectiveness  
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Introduction to Working together in a team.  
 

No matter where some people harder to get along with than others. It is not always possible to 

understand what people need, even if you know them well. Though you think you understand 

what people want, you cannot always satisfy their wishes. This can lead to misunderstandings. 

The ability to understand people is the key to operating effectively in many professions. It is 

especially important in cosmetology, where customer service is central to success. Most of your 

interactions will depend on your ability to communicate successfully with a wide range of people: 

supervisors, co-workers, clients, and various vendors who come into the salon to sell products. 

When you understand the motives and needs of others, you will be in a better position to do your 

job professionally. 

People all have the same basic needs, and the best way to understand others is to begin with a 

clear understanding of you. When you know and understand your own motivations, it is easier to 

appreciate others and to help them meet their goals. When people treat us with respect and 

listen to us, we feel good about them and about ourselves. By treating others with respect, you 

create an environment in which customers and staff develop confidence in you. Mutual respect 

transforms a good stylist into a trusted adviser and colleague 
 

Term 1 Week 5 

Unit  1 Building  a  professional  relationship  

 

Practical tips for dealing with situations that you are likely to encounter: 

 

 Human beings are social animals. We like to interact with other people. As human beings, we 

enjoy giving our opinion and take pleasure in having people help us. In addition, we feel proud 

when we use our abilities to help others. 

 A fundamental factor in human relations involves a personôs sense of security. When people 

feel secure, they are happy, calm, and confident. When people feel secure, they are joyful. On 

the other hand, when people feel insecure, they can become worried, anxious, and 

overwhelmed. 

 No matter how secure you are as an individual and a professional stylist, there will be times 

when you encounter people and situations that are difficult to handle. Some people create 

conflict wherever they go. Try to remember that these people are feeling insecure; 

 To become skilled in human relations, learn to make the best of any situation. 
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Good ways to handle human relations: 

 

 Respond instead of reacting. Believe in yourself. When you do, you trust your judgment, 

uphold your values, and stick to what you believe is right. It is easy to believe in yourself 

when you have a strong sense of self-worth. Believing in yourself makes you feel strong 

enough to handle almost any situation in a calm, helpful manner. 

 There is an old saying ñtwo ears and one mouth for a reasonò. Listen more than you talk. 

When you are a good listener, you are fully attentive to what other people are saying. 

 Be attentive. Each client is different. Some are clear about what they want, some are 

demanding, and still others may be hesitant. If you have an aggressive client, ask your 

manager for advice. What usually calms difficult clients down is agreeing with them. Follow 

up by asking what you can do to make the service more satisfactory. 

 Take your own temperature. If you are tired or upset, your interactions with clients may be 

affected. An important part of succeeding in a service profession is taking care of yourself 

and your own personal conflicts first so that you can take the best possible care of your 

clients. 

 Human relations can be rewarding or demoralizing. The result you achieve will depend on 

how much you are willing to give and how well you have prepared yourself for that dayôs 

services. 

 

The Golden Rules of Human Relations 

 

 Communicate from your heart problem-solve from your head. 

 A smile is worth a million times more than a sneer. 

 It is easy to make an enemy; it is harder to keep a friend. 

 See what happens when you ask for help instead of just reacting. 

 Show people you care by listening to them and trying to understand their point of view. 

 Compliment people even if they are challenging or unpleasant. 

 For every service you do for others, do not forget to do something for yourself. 

 Laugh often. 

 Show patience with other peopleôs flaws. 

 Build shared goals; be a team player and a 

partner to your clients. 

 Always remember that listening is the best 

relationship builder. 
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To earn trust and loyalty, you should: 

 Always approach the client with a smile on your face. If you are having a difficult day, keep 

it to yourself. The time you spend with your client is for his or her needs, not yours. 

 Always introduce yourself. Names are a powerful communication tool 

 Set aside a few minutes to take new clients on a quick tour of the salon. 

 Introduce clients to people they may interact with while in the salon, including potential 

providers for other services, such as skin care or nail services. 

 Be yourself. Do not try to fool clients by representing yourself as someone or something 

you are not. 

 

Points to keep in mind as you interact and communicate with co-workers: 

 In a work environment, you will not have the opportunity to handpick your colleagues. 

There will always be people you like or relate to better than others. 

 Treat everyone with respect. Regardless of whether you like someone, your colleagues are 

professionals who deserve respect. 

 Remain objective. Different types of personalities working together over long and intense 

hours can breed some degree of dissension and disagreement. Make every effort to remain 

objective.  

 Be honest and sensitive. Many people use the excuse of being honest as a license to say 

anything to anyone. While honesty is always the best policy, using unkind words or actions 

at work is never a good idea. Be sensitive, and think before you speak. 

 Remain neutral. Do whatever you can in order to avoid taking sides in a dispute. 

 Avoid gossip. Gossiping never resolves a problem; it only makes it worse. Participating in 

gossip can be just as damaging to you as it is to the object of your gossip. 

 Seek help from someone you respect. If you find yourself at odds with a co-worker, seek 

out someone who is not involved and can be objective, such as the manager. Ask for advice 

about how to proceed, and then really listen. 

 Do not take things personally. How many times have you had a bad day, or been thinking 

about something totally unrelated to work, when a colleague asks you what is wrong, or if 

you are mad at her? Just because someone is behaving in a certain manner, and you 

happen to be there, does not mean his or her behaviour involves you. 

 Keep your private life private. There is a time and a place for everything, but the salon is 

never the place to discuss your personal life and relationships. 

 

 
 
  

Activity 1 

What are the golden rules of human relations? 

What is the definition of effective communication? 

List five points when communicating with your co-workers 
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NOTE TO THE TEACHER: 
 

Activity 1 MEMORANDUM 
 
1. What are the golden rules of human relations? 

 Communicate from your heart, problem-solve from your head. 

 A smile is worth a million times more than a sneer. 

 It is easy to make an enemy; it is harder to keep a friend. 

 See what happens when you ask for help instead of just reacting. 

 Show people you care by listening to them and trying to understand their point of view. 

 Compliment people even if they are challenging or unpleasant. 

 For every service you do for others, do not forget to do something for yourself. 

 Laugh often. 

 Show patience with other peopleôs flaws. 

 Build shared goals; be a team player and a partner to your clients. 

 Always remember that listening is the best relationship builder. 

 

2. What is the definition of effective communication? 

Good working environment 

 

3. List five points when communicating with your co-workers 

Ö In a work environment,  

Ö Remain objective. 

Ö Be honest  

Ö Remain neutral.  

Ö Avoid gossip.  

Ö Seek help  

Ö Do not take things personally. 

Ö Keep your private life private.  
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Note to the teacher  
 
Activity 2 Learner answer is aimed at personal progression and no set 
memorandum 

 

Activity 2  

Chose from the list of statements and match it with your level of ability  

Example: I can do this very well   A, G, H, and P 

Level of ability  

I can do this very well 

I can do this OK 

I think I am getting there  

I find this a bit tricky 

I cannot do this at all  

Statements  

A   I recognise situations where there may be a potential hazard  

B   I notice when things need doing  

C   I monitor the usage of stock and materials  

D   I thoroughly clean and prepare the working surfaces 

E   I am particular about my appearance  

F   I am always on time for class 

G  I shampoo client hair 

H   I blow dry clientôs hair 

I    I make appointments over the phone  

J   I recommend treatments to clients  

K   I recommend products to client 

L   I help assist and communicate with clients on a routine basis 

M   I make appointment for all services 

N   I handle payments by card at reception 
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YEAR 2 TERM 2  

Unit 2 Personal effectiveness   

 

Introduction  
 
This unit is about your responsibility at work to improve your performance achieve personal 
target and get along with your colleagueôs doing well in your job really makes a big 
difference to the whole team. Everyone must take their responsibilities as a valued team 
member .But the most effective hairdressers are those that are self-motivated they are 
eager to learn and find the opportunity to learn them selfôs by watching others keeping in 
touch with fashion and eager in providing assistance to fellow members  
 

Improve your personal performance at work  
 
You should have a clear understanding of what you should be doing and what you are 
aiming to achieve at work 
What you do and say affect others the positive and helpful way that you assist colleagues 
in their work and the way in which you relate to them is teamwork   
Your ability to meet the expected standards at work referred to as personal effectiveness 

and this is the result of care interest, respect and ongoing training  
 
You should be able to  
 

 Make use of opportunities to learn 
 Work towards the industry standards 
 Identify your own strengths and weaknesses 
 Work to achievable mutually agreed personal and salon targets 
 Review your progress towards targets 

 
 
 

Make use of opportunities to learn  
 
Everything that you doing the salon provides a learning opportunity. Each task that you 
have been able to carry out yourself before provides you with a target for the future. 
It is never the case of ñIôll never be able to do thatò, it is ok, or ñyouôve been doing it for 
ages ñItôs also about continual improvement. In order to learn something, lots of  practice 
and that means several times in different situations before it can be done every time to the 
correct standard.  
 

Identify your own strengths and weaknesses  
 
Being able to spot your own mistakes is a starting point. We all know that if we do things 
the right way, we gain the personal satisfaction of getting it right. 
Low self-esteem needs to be avoided is negative and does nothing for our self-motivation. 
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Work to achievable mutually agreed personal and salon targets  
It is accentual for a hairdresser to set her self-targets (goals) to achieve a successful career 
and to develop and for that self-assessment it important  
 

Set realistic goals for tasks and activities  
 Set goals using SMART criteria 

 Consider factors that will prevent goal setting 
 Differentiate between short, medium- and long-term 

goals 
 

Prioritise tasks and activities  
 Time available  
 Time allocated 
 Task rating according to urgency and importance 

 

Draw up a plan for tasks and activities  
 List the steps 
 Use different time schedules 

 

Carry out tasks and activities as planned  
 Checklist 
 Compile a óto doô list and tick 

 

Evaluation (Use the smart criteria)  

S ï Specific - be specific to what you want to achieve  

M ï Measurable - donôt aim to big  

A ï Achievable - do not set targets (goals) to high 

R ï Realistic ï be realistic we all want a lot out of life but keep 

your situation in mind  

T - Time - it will be wise to set some short term and long-term 

targets (goals) 
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Solution  

Contingency measures (have a plan B) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Activity 3 

Strength and weaknesses chart 

This activity provides a way for you to study and assess you your strengths and weaknesses  

 

Personal skills                                                 my strengths        my weaknesses 

Communicating with clients and fellow students 

Dealing with clients and teachers  

Organise my own work 

Helping others in their work 

Sorting out things myself  

 

Activity 4 

Create a personal target (goal) list using the SMART principles under the following headings 

Short-term   Long term  

   

Activity 5 

 

Create a workplace target (goal) list using the SMART principles under the following headings 

Short-term   Long term 
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Chapter 4  

Anatomy of the hands feet  
 

Unit 1 Hands  and feet muscles and skeletal bones  
Unit 2  Structure of the nail plate  

Unit 3  Physical properties of the nail  
Unit 4  Diseases and disorders  
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Unit  1 Hand  and  foot  muscles  and  skeletal  bones  

The human hand, the most distal part of the upper limb, is a 
remarkable feat of engineering and evolution. It is strong enough 
to allow climbers to tackle any mountain, but also sufficiently 
precise for the manipulation of some of the worldôs smallest 
objects and the performance of complex actions. 
The hand itself consists of specific bones that various muscles 
attached, and a collection of neurovascular structures 
responsible for drainage and innervation. However, the intrinsic muscles of the hand are 
only partially responsible for all its range of motion. The other major 
contributors are actually the forearm muscles, which project tendons 
towards the hand via an equally complex and flexible anatomical structure, 
called the wrist. 

 The hand and wrist are composed of 29 bones. There are 14 finger bones 
called phalanges three in each finger and two in the thumb.  

 The bones, muscles and joints are responsible for the various movements 
of the hands. 

A solid understanding of the hand requires good grasp of its entire anatomy,  
 
The bones of the hand divided into three distinct groups: 

¶ Carpals 
¶ Metacarpals 
¶ Phalanges 

Each group of hand bones is important in its own right, but the eight carpals are especially 
interesting because they arrange in two distinct rows and are direct contributors to the 
formation of the wrist.  

The muscles tendons, ligaments, and sheaths of the hand  

Muscles are the red fleshy structures that contract and relax to move the joints of the 
hand and wrist. Most of the muscles that move the hand and wrist are in the forearm, 
although there are a few small muscles in the hand 
 
The tendons connect muscles in the arm or hand to the bone to allow movement 
Each muscle connects to a white cord-like structure called a tendon. There are many 
tendons running through the wrist and out into each finger. They may be irritated by 
overuse (tendinitis) or cut due to sharp injuries to the hand or wrist 
 
Ligaments are the thick white ñstrapsò of sturdy tissue that holds the joints together and 
allow for joint movement. When ligaments are injured (sprains), the joints may become 
too loose and dislocate, or too tight and stiff. 
 
The sheaths are tubular structures that surround part of the fingers. 

https://www.kenhub.com/en/library/anatomy/upper-extremity-anatomy
https://www.kenhub.com/en/library/anatomy/carpal-bones
https://www.kenhub.com/en/library/anatomy/the-metacarpal-bones
https://www.kenhub.com/en/library/anatomy/the-phalanges
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Key facts about the anatomy of the hand  

Bones Carpals: scaphoid, lunate, triquetrum, pisiform, trapezium, trapezoid, 
capitate, hamate 
Metacarpals: base, shaft, head 
Phalanges: proximal, middle, distal phalanges 

Muscles Thenar group: abductor pollicis brevis, adductor pollicis, flexor pollicis 
brevis, opponens pollicis 
Hypothenar group: abductor digiti minimi, flexor digiti minimi, opponens 
digiti minimi, palmaris brevis 
Metacarpal group: lumbircals, palmar interossei, dorsal interossei 
Mnemonic: 'Rule of 3s' 

Nerves Median nerve and its branches (common and proper palmar digital 
nerves) predominantly supply the thenar muscles. 
Radial nerve provides cutaneous innervation along the outside of 
the thumb. 
Ulnar nerve and its branches (superficial, deep and 
dorsal) innervate the hypothenar and metacarpal groups 
Mnemonic: Ulnar nerve supplies all intrinsic muscles of the hand except 
the LOAF muscles (Lateral two lumbircals, Opponens pollicis, Abductor 
pollicis brevis, Flexor pollicis brevis) 

Arteries All the branches originate from the radial and ulnar arteries. They include 
palmar arches (superficial, deep), palmar digital arteries (common, 
proper), dorsal carpal arch, dorsal metacarpal arteries, dorsal digital 
arteries, principal artery of the thumb. 

Veins Dorsal venous network of hand: predominant drainage route of the hand 
(also receiving palmar venous return via perforating veins). Gives rise 
to cephalic and basilic veins.  
Palmar venous arches: Receives palmar metacarpal and digital 
veins.  Drain into radial and ulnar veins. 

Wrist It is capable of various movements 
like flexion, extension, abduction and adduction. It also facilitates the 
passage of tendons and various neurovascular structures from the 
forearm to the hand. 
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Anatomy of the foot  
 
It may surprise you to know that the foot is one of the most complicated structures of the 
body.  
It contains a lot of moving parts 

Á 26 bones,  
Á 33 joints and  
Á Over 100 ligaments.  

Such complexity is necessary because the foot is required to do many different activities 
such as walking, running and climbing. Between them, the two feet need to balance the 
weight of the body, redistributing it in response to position changes.  

 
The foot divided into three sections 

Á Fore foot,  
Á Mid foot 
Á Hind foot. 

The fore foot  
This consists of five long metatarsal bones and five shorter bones that form the toes 
(phalanges). 

The mid foot  
This is approximately pyramid-shaped and is comprised of three 
cuneiform bones, the navicular bone and the cuboid bone. These 
form the arches of the feet. They are actually quite a miracle of 
engineering, forming a structure that is both flexible and sturdy. 

The hind foot  
This is comprised of the talus bone and the calcaneum. The talus connects with the tibia 
and fibula to form the ankle joint, and the calcaneum is the bone that forms the heel. The 
calcaneum is the largest bone in the foot 
 

Bones of the foot  

a diagram showing the bones of the foot, which will give an insight about bones, 
muscles, ligaments, and tendons make up the foot. The bones of the foot divided into: 

Á Anterior Region,  
Á Posterior Region,  
Á Dorsal Region,  
Á Plantar Region,  
Á Distal Region, 
Á  Proximal Region,  
Á Medial Region 
Á  Lateral region. 
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The different muscles of the foot  
 
There are a large number of smaller muscles deep inside the foot. They help move the 
toes and stabilize the foot. Collectively they refer to as the intrinsic muscles of the foot 
because they are entirely contained within the foot.  

 
Function of foot muscles  

Foot muscles contribute to eversion and inversion of foot, movements of the toes, as well 
as plantar flexion and dorsiflexion. We encourage you to go through this study unit to 
learn all about the foot muscles. The foot muscle divided into plantar and dorsal groups 
Only two of these muscles are located on the dorsal aspect (top) of the foot: the extensor 
halluces brevis, and the extensor digitorum brevis. Their primary purpose is to help 
extend the toes.  
This is in contrast to the flexor halluces brevis and flexor digitorum brevis.  
These muscle tendon units are located deep in the plantar arch assist in flexing the big 
toe and the four lesser toes.  
 
Plantar Fascia 
The plantar fascia is not a nerve, tendon or muscle, but rather a strong fibrous tissue this 
tissue originates deep within the plantar surface of the calcaneus (heel bone) and covers 
the distance to the base of each of the five toes.  

When the foot rolls off the ground during walking, the toes flex and pull on the plantar 
fascia. This motion tends to tighten the plantar fascia, and thereby supports the arch of 
the foot, by maintaining the distance between the calcaneus and the metatarsals. 

The foot muscles divided into plantar and dorsal groups. 
Plantar  Dorsal  

Á Lateral,  Á Dorsum they extend the toes 
Á Central,   
Á Medial  

 
The muscles, tendons and ligaments  
  
The muscles are located mainly in the sole of the foot and divided into a central (medial) 
group and a group on either side (lateral). The muscles at the top of the foot fan out to 
supply the individual toes.  
The tendons are thick bands that connect muscles to bones. When the muscles tighten 
(contract) they pull on the tendons, which in turn move the bones. Arguably, the most 
important tendon is the Achilles tendon, which allows the calf muscles to move the ankle 
joint. 
The ligaments are fibrous bands - imagine very strong rubber 
bands - which bind the bones together to give shape, flexibility 
and strength to the foot. There are many ligaments in the foot. 
Some run together to form complex webs around areas that 
need extra support, such as the sole of the foot, the top of the 
foot and the ankle joint.  
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Term 2 Week 2 

Unit 2 Structure of the nail plate  

Structure of the nail  

Structures that made from skin cells called skin appendages.  

The part that we call the nail known as the ñnail plate.ò The nail plate is 
made of a hard substance called keratin. The structure measurer half a 
millimetre thick and slightly curved. 

The nail firmly attached to the nail bed beneath it. The nail and nail bed 
separate at the tip of the finger or toe, where the end of the nail sticks 
out. This allows us to use our nails as tools, for example for scratching. 
The nails are also an important part of the sense of touch. 

The nail framed by the lateral nail folds on the left and right side of it. The skin bordering 
the lower end of the nail called the proximal nail fold. A thin layer of skin, known as the 
cuticle, grows over the nail there.  

Function of nail bed . 

The function of the nail bed is to supply nourishment and protection to the nail. This 
ortion of skin that the nail plate rests on. It has very rich supply of blood and lymph 
vessels to keep nail healthy.  

What is the Hyponychium of the nail?  

The Hyponychium is the area of epithelium, particularly the thickened portion, 
underlying the free edge of the nail plate on the nail. Its proximal border is immediately 
distal to distal limit of nail bed 

Growth of nails  

All nail growth occurs at the nail base, where 
specialized cells that make up the nail plate 
produced; these cells pushed forward as new cells 
form behind them. 

At the proximal, nail fold, the nail tucked into a 
pouch in the skin. This area refers to as the matrix. 
If you look at a nail, you will see a light half-moon-
shaped area shimmering through the nail plate at the base of the nail. This is the visible 
part of the matrix known as the lunula (Latin for ñsmall moonò) because of its shape. 

The matrix constantly produces new keratin that gathers at the nail plate and slowly 
pushes the nail forward, causing it to grow. Fingernails grow at a rate of about 3 
millimetres per month. Toenails grow a little slower.  
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Why do we have nails?  

The short answer is we have evolved to have nails because they help us pick things up 
and hold tightly onto things. Early humans who had these type of nails (instead of claws) 
tended to live long enough to have babies and pass on the fingernails gene to their kids. 
 
Term 2 week 3 

Unit 3 Physical properties of the nail  

The Physical Properties of Nail  

The nails and claws of mammals contain Ŭ-type fibrous protein filaments. In the human 
nail, the filaments are aligned perpendicular to the growth Studies of water content and 
diffusion suggest that nails is similar in structure to hair and quite different from 
epidermis. 
 
  

Did you know your nails could 
reveal clues to your overall 
health? A touch of white here, a 
rosy tinge there, or some rippling 
or bumps may be a sign of 
disease in the body. Problems in 
the liver, lungs, and heart can 

show up in your nails 

What affects the growth of the nail?  

Á Age 

Á Ill health 

Á Crash diets 

Á Malnutrition 

Á Medication 

Á Alcohol 

Á Anaemia 

 

The nail takes between 5-6 

months to grow from the 

matrix to the free edge if you 

lose your nail. 

https://findanyanswer.com/open-detail/662156A9


 

68 
Personal Care Nail, Beauty and Hairdressing Technology Teacher Guide Grade 8  

 

 

Nail 
Terminology 

Definitions  

The Free Edge 
 

The end of the nail plate that is shaped during Manicure & 
Pedicure 

The Nail Plate 
 

The nail plate is the hard, keratin coating on the fingertip visible 
part of the nail that sits on top of the nail bed. Keratinisation; the 
transformation of living cells to hard, dead cells, and it consists of 
carbon, hydrogen, oxygen, sulphur and nitrogen.  

The Lanula The half-moon shaped point where the matrix and nail bed meet. 

The Cuticle 
 

The overlapping skin surrounding the nail protect the matrix from 
invaded by bacteria and physical damage. Since this tissue is 
dead, most of it can be safely cut or filed off 

The Mantle 
 

The skin covering the matrix and the base of the nail plate. 

The 
Hyponichium 
 

The hyponychium is the skin that forms the seal between the nail 
plate and the nail bed where the free edge begins. This area is 
vascular and sensitive, so avoid aggressively cleaning under the 
free edge with implements this will be painful and bleed damaging 
the hyponychium can cause onycholysis, or the lifting of the nail 
plate from the nail bed, leaving the area susceptible to infections. 

The Nail 
Grooves 

These are the grooves on the skin at the sides of the free edge, 
and the nail follows them as a guideline when it grows 

The Nail Walls The skin on both sides of the nail plate 

The Nail Bed This is the part of the finger underneath the nail plate. Has a pink 
colour due to the blood circulation. 

The Matrix 
 

Located beneath the skin at the nail base, the matrix contains 
nerves; blood, lymph vessels that produce nail cells and pushed 
forward toward the fingertip resulting in nail growth. Damage to 
this important and sensitive area can result in nail plate 
irregularities, which can sometimes be irreversible. Be sure to 
avoid excessive pressure when pushing back the cuticle 
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Activity 1   Properties of the nail    Grade 8 

Question 1 

Answer the following questions:  
1.1 Name any three things that affect the growth of nails. 

 
1.) ééééééééééééééééééééééééééééééééééé. 

2.) ééééééééééééééééééééééééééééééééééé. 

3.) ééééééééééééééééééééééééééééééééééé. 

1.2 How long does it take the nail to grow from matrix to free edge? 
 
 
éééééééééééééééééééééééééééééééééééé.. 

 
Question 2 

Say whether the following are True or False: 

1. The nail grows more quickly in winter than in summer.      éééé 
2. The nail grows more quickly in older people than in younger people.  éééé 
3. The nail grows more quickly on the hands than on the feet.      éééé 
4. The nail grows more quickly on the dominant hand.       éééé 
5. The nail grows more quickly on women than on men.       éééé 
6. The nail grows more quickly during pregnancy.        éééé 
 
 
Question 3: 

Draw and label the structure of the nail plate and give the definition of each label. 
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Unit 4 Diseases and disorders  

 

What are nail diseases and disorders?  

The following list of nail disorders will help explain certain conditions affecting the finger 

and toenails. Nail diseases include conditions leading to nail deformities, infections, 

inflammation and breakage of nails. Nail diseases and deformities generally called 

onychosis. 

 
What are the most common toenail problems?  

Toenail fungus, ingrown toenail, and toenail trauma are three of the most 

common toenail problems. Each one traced to various causes, which in turn 

leads to varying treatment options. 

 

Nail fungus  

Nail fungus is a common condition that begins as a white or yellow spot 

under the tip of your fingernail or toenail. As the fungal infection goes deeper, nail fungus 

may cause your nail to discolour, thicken and crumble at the edge. It can 

affect several nails. When the condition is mild and not bothering, no 

treatment needed. When the nail fungus painful and has caused thickened 

nails, self-care steps and medications may help even if treatment is 

successful, nail fungus often comes back.Nail fungus known as  

onychomycosis (on-ih-koh-my-KOH-sis). When fungus infects the areas between your 

toes and the skin of your feet, it is known as athlete's foot (tinea pedis). 

 
What are toenail fungal infections?  

Fungal infections usually occur underneath the nail and begin at the end of the nail, 

where trimmed. The most common changes that occur with toenail fungal infections 

include 

 
Why do I have fun gus under my fingernails?  

They grow when a crack or break traps fungi between the nail and the nail bed. Sweat, 

athleteôs foot, and salon manicures and pedicures can put people at higher risk of nail 

fungal infections. Fungus under the nails often is not painful. 

 

What do fingernails look like with disease?  
Nails that are entirely white except for a small band of pink or brown at the tip known as 
Terryôs nails. Most often seen in people with severe liver disease. Nails that are half-
white and half-dark known as Lindsayôs nails. Most often associated with kidney disease. 

Does lack of vitamin D cause nail problems?  
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Deficiencies specifically in vitamins A, D, E, and K typically will cause nails to be softer, 
termed hapalonychia.  

Yellow discoloration of the nails, not to be confused with onychomycosis, can occur with 
vitamin E deficiencies. 

 

Common Nail Disorders  
Beau's lines:  
Deep grooved lines that run 
from side to side on the 
fingernail or the toenail. They 
may look like indentations or 
ridges in the nail plate.  
 

Bruised nail beds:  
Medical term for bleeding and 
bruising under the nail. This is 
usually the result of some kind 
of injury to the blood vessels 
under the nail bed 

Eggshell nails:  
A condition of the nails 
that causes them to 
appear thin, white, and 
brittle like that of an 
eggshell 
 

Hangnail:  
A tiny, torn piece of skin, 
more specifically 
eponychium or 
paronychium, next to a 
fingernail or toenail. 
Hangnails are typically 
caused by having dry skin, or by trauma to 
the fingers, such as paper cuts or nail 
biting  
 

Koilonychia  Leukonychia spots:  
A condition where white lines 
or dots appear on your finger 
or toenails. This is a very 
common issue and entirely 
harmless 

Melanonychia:  
Acondition of either the 
fingernails or the 
toenails.  Melanonychia 
is having a brown or 
black line on the nails. 
The decolourization is 
usually in a stripe that 
starts at the bottom of the nail bed and 
continues to the top. It may be in one 
nail or several. 
 

Onychophagy:  
An oral compulsive habit of biting one's 
fingernails 
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Infectious Nail Diseases  
Onychia:  
Inflammation of the nail 
folds (surrounding tissue 
of the nail plate) of the nail 
with formation of pus and 
shedding of the nail. Onychia results 
from the introduction of microscopic 
pathogens through small wounds 

Onychomycosis:  
A fungal infection of the nails 
that causes discoloration, 
thickening, and separation 
from the nail bed.  
 

Paronychia:  
Infection of the skin around the  
fingernails and toenails. 
Bacteria or a type of yeast 
called Candida typically cause 
this infection. Redness, pus, and swelling 
are usually seen in the skin fold adjacent 
to the nail plate. 
 

Tinea pedis:  
Known as athlete's foot; 
red, itchy rash on the skin 
on the bottom of feet and or 
between toes 
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Chapter 5  

Reception  

 
Unit 1 Maintain the reception area  

Unit 2 Attend to clients and enquiries  
 


