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About this Book

The beauty and wellness industry in India is growing at a CAGR of 18.6 % and is likely to reach the 100,000 crore 

mark soon. The sector is thriving on the increasing section of affluent and middle-class population that has 

started considering beauty and wellness as a necessity. Increased emphasis on a holistic wellbeing with people's 

desire to look good and young are other motivators for the beauty and wellness industry. Employment in Beauty 

Sector is expected to grow at a CAGR of 20%, with 23% in organised and 15% in 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 is designed to enable theoretical and practical training to become an Assistant Nail 

Technician. The Qualification Pack of an Assistant Nail Technician includes the following National Occupational 

Standards which have all been covered in this Trainee Manual: 

1. Prepare and maintain work area.

2. Perform manicure and pedicure services.

3.  Provide nail enhancement services using UV gel nails and (liquid and powder) acrylic nails.

4.  Perform refill.

5.  Provide simple and basic nail art services.

6.  Maintain health and safety at the workplace

7.  Create a positive impression at the workplace.

This Participant Handbook is designed considering the minimum education qualification of Assistant Nail 

Technicians. The key learning objectives and the skills gained by the participant are defined in their respective 

units. We would like to thank , Chairperson 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 B&WSSC team, master 

trainer, consultants and our Industry Expert Ms Gurpreet Seble who gave 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 friends to aspire to build their career in the beauty and wellness industry.
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At the end of this module, you will be able to:

1. Explain the objec�ves of this program

2. Describe the role and responsibility of an Assistant Nail Technician accurately

3. Describe the beauty and wellness industry
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UNIT 1.1: Objec�ves of this Program

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

1. Explain objec�ves of this program

2. Describe the role and responsibili�es of an Assistant Nail Technician

Unit Objec�ves

Assistant Nail Technician

1.1.  2 Assistant Nail Technician

An Assistant Nail Technician in the Beauty and Wellness Sector is a cri�cal opera�onal job-role providing various 

types of beauty services in salons and spas.

An Assistant Nail Technician should be well-versed with the beauty services and therapy opera�ons and have basic 

service ap�tude. Proficiency in communica�on and keen service orienta�on would help in providing world class 

services to the customers.

Techincally the Assistant Nail Technician should be well versed with Human Anatomy to the extent of iden�fying 

purpose, loca�ons of bones, muscles, arteries of the hand and feet. It is essen�al for them to iden�fy nail parts and 

be aware of stage of growth, nail disorders and related services. 

The Assistant Nail Technician should also know about various products, tools and equipment and range of services 

that are offered in rela�on to nails. 

1.1.1 Introduc�on

Today, the beauty and wellness sector has gained prominence in India and 

displayed consistent and remarkable growth, making it a poten�ally 

significant contributor to economic growth and a leading employer crea�ng 

millions of employment opportuni�es across the na�on. The reason for this 

phenomenal growth is the rising consumerism, globaliza�on and changing 

lifestyles of Indian consumers as well as increasing rate of wellness tourism.

The rapid growth in beauty and wellness industry along with the entry of 

giant organized players both na�onally and globally, has led to huge demand 

for trained personnel. However, there is a huge deficit in the availability of 

skilled and trained personnel. This talent deficit poses threat to the growth 

and expansion of the whole beauty and wellness industry. Developing 

skilled and trained personnel is thus a huge task at hand for both businesses 

and for the sector.
Fig. 1.1 Assistant Nail Technician



4

Roles and Responsibili�es of an Assistant Nail Technician

An assistant nail technician needs to be aware of the basics of 

manicure and pedicure, health and hygiene, safety and needs to be 

knowledgeable about various beauty products. 

The assistant technician 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 

a�er obtaining knowledge on them.

A�ributes of an Assistant Nail Technician

The following are a�ributes of an Assistant Nail Technician:

§ Customer Orienta�on – 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 a�ribute which convinces

customer to take your services.

§ Clean Personal Appearance – Maintain a clean personal appearance. Customer may not like to take your

services if you have a shabby or messy demeanour. Beware about body odour, bad breath, and over all

hygiene.

§ Make suitable sugges�ons – If you catch your customer confused and indecisive, use the opportunity to

suggest the best for him/her. Customer may like it and appreciate. You are not at loss anyway.

§ Don't be in hurry – Do not rush the customer out. If you are a�ending the customer, make sure you give

him/ her proper �me.

§ Keep your knowledge updated – You must know all the important updates about your field so that if the

client has any ques�on, you must be able to answer him/her appropriately.

§ Respect your customer – Respect the decision of your customers and do not force your opinion. Ul�mately

it is their decision what services they wish to take from you and you must respect that.

§ Have knowledge about products – An Assistant Nail

Technician 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 an Assistant Nail Technician

must keep the skin type in mind and suggest the best

product available. This can happen only if she has

knowledge about available products.

Par�cipant Handbook

Fig. 1.2 Assistant Nail Technician 
providing nail services

  Fig. 1.3 Assistant Nail Technician 
   tools and materials
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Assistant Nail Technician

§ Proficiency in communica�on – As much as an Assistant Nail Technician needs to be efficient in her/his

skills, she/he needs to have good communica�on skills as well. Assistant Nail Technician first deals with

customer with her/his communica�on skills and later with beauty skills. Therefore, she/he has to be warm

and welcoming, should give details, must not fumble and be clear with what she says.

§ Good body language – An Assistant Nail Technician must not be stressed over handling customers. Her/his

body language should be easy yet ac�ve, she/he should seem happy to work and give her/his services,

must be smiling and quick.

1.1.3 Program Focus and Overview

This program will facilitate an overview of: 

§ Beauty and wellness industry

§ Preparing and maintaining work area

§ Performing manicure and pedicure services

§ Spa manicure and pedicure services

§ Maintaining health and safety at the workplace

§ Crea�ng a posi�ve impression at the workplace
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At the end of this unit, you will be able to:

1. Describe the Beauty and Wellness Industry in India.

Unit Objec�ves

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 well being. 

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 salon market in India is small by world standards but growing at a rapid pace. A KPMG Wellness Sector 

report released in April this year projected that the size of India's beauty and wellness market would nearly double 

to Rs 80,370 crore by 2017/18 from Rs 41,224 crore in 2012/13. Business is so good that it has caught the a�en�on 

of private equity firms.

One segment of the beauty business that is doing par�cularly well is specialised haircare. An AC Nielsen report 

es�mates the haircare market in India at Rs 3,630 crore, with average annual growth of 20 per cent.

Another segment expanding rapidly is bridal makeup. Earlier, it was usually only the bride who visited the salon 

prior to the wedding ceremony, but now friends and rela�ves o�en join her and salons offer special packages for 

them.

THE BUSINESS OF BEAUTY

`41,224crore `80,370crore
Estimated size of the
beauty and wellness

market in India in 2012/13

Projected size in
India in 2017/18

Projected compounded annual
growth rate in the organised
beauty and wellness sector

20-23%

3.4 million
Estimated workforce in

beauty and
wellness services

SEGMENTS
OF THE
SECTOR

4%
48%
Slimming
and tness

48%
Beauty and

wellness

Rejuvenation

Source: KPMG

UNIT 1.2 : Beauty and Wellness Industry

Par�cipant Handbook

 Fig. 1.4 Beauty and wellness industry sta�s�cs for India
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Quality beauty treatment calls for specialised knowledge - thus training schools are also prolifera�ng. Most salon 

chains have their own academies. VLCC, for instance, runs 75 different courses. The government's Beauty and 

Wellness Sector Skill Council also runs various training schemes. Naturally, employment opportuni�es in the 

sector are booming, too. The KPMG Wellness Report es�mates 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

The following are reasons for growth of the Beauty and Wellness Sector

§ Growing consumerism, rapid urbaniza�on and rising disposable income are said to be the most

dominant factors driving this market.

§ Young consumer popula�on is characterized by the increased exposure to media so the increased

aspira�on for beauty.

§ Excessive obsession with young looking skin has catapulted the sector towards growth as more and

more consumers ask for cosme�c treatments as well as an�-ageing products to achieve the same

product innova�on and an increased demand for looking good has made this segment poised for

significant growth in the future.

1.2.2 Industry Classifica�on

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 cosme�cs 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 

prac�ces and weight-loss and slimming.
Fig. 1.5 Classifica�on of beauty and wellness 
industry and wellness industry

Major sub-
segments 

Hair salon

Fitness

SlimmingRejuvenation

Product and
counter

sales

Alternative
therapy

Beauty
centres

1

2

3

45
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Rejuvena�on Centers – This includes the core spa industry services, including spa opera�ons, spa educa�on, 
products and events. The sector primarily offers proac�ve services aimed at relaxing the body and the mind.

Alternate Therapy Centers – Alterna�ve therapies can provide clinical diagnosis and treatments under alterna�ve 
therapy.

Emerging Unisex Service – Many organised segments are offering such services and many Unisex beauty and 
wellness centres are emerging ge�ng acceptance.  

Expansion in different areas/ regions – Apart from urban areas and metro ci�es, rising awareness is causing the 

expansion of industry in other areas as well. Low rental and manpower costs also play an important role. 

Interna�onal beauty brands – Growing customers is causing interna�onal brands to penetrate the Indian market.



Summary

The rapid growth in beauty and wellness industry along with the entry of giant organized players both na�onally 

and globally, has led to huge demand for trained personnel. However, there is a huge deficit in the availability of 

skilled and trained personnel. This talent deficit poses a threat to the growth and expansion of the whole beauty 

and wellness industry. Developing skilled and trained personnel is thus a huge task at hand for both businesses and 

for the sector.

An Assistant Nail Technician in the Beauty and Wellness Sector 

§ is a cri�cal opera�onal job-role providing various types of beauty services in salons and spas.

§ should be well-versed with the beauty services and therapy opera�ons and have basic service ap�tude.

§ requires proficiency in communica�on and keen service orienta�on is required for providing world class

services to the customers.

The following are a�ributes of an Assistant Nail Technician:

§ Customer Orienta�on

§ Clean Personal Appearance

§ Make suitable sugges�ons

§ Don't be in hurry

§ Keep your knowledge updated

§ Respect your customer

§ Have knowledge about products

§ Proficiency in communica�on

§  Good body language

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 following are reasons for growth of the Beauty and Wellness Sector

1. Growing consumerism, rapid urbaniza�on and rising disposable income

2. Young consumer

3. Excessive obsession with young looking skin

4. Product innova�on

Beauty Industry Classifica�on

§ Beauty Centres and Hair Salons

§ Product and Counter Sales

§ Fitness and Slimming

§ Rejuvena�on Centers

§ Alternate Therapy Centers

§ Emerging Unisex Service

§ Expansion in different areas/ regions

§ Interna�onal beauty brands

Par�cipant Handbook
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Assistant Nail Technician

Exercise

1. Which of the following are not the characteris�cs of a Assistant Nail Technician? Tick the MOST appropriate
answer.

a. Having knowledge about products

b. Good body language

c. Clean personal appearance

d. Being in a hurry

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

a. Changed Consumer Psyche

b. Emerging Unisex Salons

c. Interna�onal Beauty Brands

d. All of these

3. List different segments of the beauty and wellness industry?
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Unit 2.1 - Prepare and Maintain the Service Work Areas

2. Prepare and Maintain
Work Area

BWS/N9001
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At the end of this module, you will be able to:

1. Prepare and maintain the service work areas

2. Keep the work area clean

3. Set up the required equipment

4. Dispose-off waste correctly
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At the end of this unit, you will be able to:

1. Prepare the service work areas
2. Maintain the service work areas

Unit Objec�ves

2.1.1 Introduc�on

Every beauty service and service needs a work area that is clean, �dy, hygienic and invi�ng. This unit is about 
preparing and maintaining the work area for Manicure and Pedicure. Se�ng up involves preparing the tools, 
equipment and materials needed to carry out the service, as well as the sea�ng arrangements for the client and 
Assistant Nail Technician. 

You will also learn about the disposal of waste a�er services, client records and the importance of your personal 
hygiene and appearance. 

Some key terms 
§ Disposal
§ Incinerator
§ Sterilisa�on
§ Decor
§ Record Cards

One of your main du�es in the salon will be to assist more senior Assistant Nail Technician by se�ng up the correct 
materials and equipment needed for a par�cular service or service and by preparing the client. 
You will need to know what products, tools and equipment are needed for each of the services in the range, and 
also be able to use a client's record card to select materials that will be suitable for that par�cular client.

Assistant Nail Technician

UNIT 2.1 : Prepare and Maintain the Service Work Areas

2.1.2 Record Card

A client's record card is a professional record of services or services that the 

client has already had at your salon and is where an Assistant Nail Technician 

can record comments or sugges�ons for future services. 

Part of your prepara�on for a service will involve obtaining a client's record 

card from recep�on and doing the following:

§ You will need the card to find out what service the client is booked in

for, so that you know what you need to set up.

§ The client's record card may also give you more informa�on about

the client's likes and dislikes, skin type, previous products used and

the Assistant Nail Technician methods that will be helpful to you in

deciding which products to select.
Fig: 2.1 Filling a record card
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§ When you collect a record for a client from recep�on, make sure that you check the client's first name,

surname and address carefully to make sure you have the correct card.

§ Make sure that you collect the correct record for the client, as some may share a surname or even a

first name.

§ You will need to hand over the client's record card to the Assistant Nail Technician before she/he starts

the service.

2.1.3 The Nail Salon

As the nail salon room is used for a variety of different services, it is important that it can be adapted to meet the 

needs of a range of services and is well equipped.

For every service, the salon room should:

§ be well ven�lated cool in summer, warm in winter

§ be clean and �dy and smell fresh

§ include somewhere to hang the client's clothes

§ contain shelves or storage for products and towels

§ be quiet and undisturbed from outside noise; so� music can be played to enhance relaxa�on

§ have good ligh�ng that can be dimmed for massage

§ not be cramped, with enough space for the nail technician around the room

§ contain everything you need for service, and be well organised

§  have a sink with running hot and cold water

Fig. 2.2 The nail salon

Se�ng up for service

You need to organise the work area so that everything is hygienic and within reach and the trolley or the 

sta�on is set up with the necessary tools, equipment and products, as well as enough co�on wool and 

�ssues. 

Se�ng up the workspace for any service - A checklist:

§ The client's record card and a pen should be on the trolley/table ready for the consulta�on.

§ The gown the client will wear during the service should be ready, and there should be a coat hanger or

hook available for the client's clothes in case required.

Par�cipant Handbook
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Assistant Nail Technician 

§ Clean towels should be laid out nearby.

§ The service couch should be prepared with a fi�ed bo�om sheet and a disposable couch.

§ The table/trolley tops and work surfaces should be disinfected and covered with fresh couch roll.

§ The products to be used during the service should be laid out on the trolley/shelf/table top.

§ The tools to be used during the service should be sterilised and then placed on the trolley/table/shelf top

in a jar filled with an�sep�c.

§ There should be enough co�on wool and �ssues on the trolley/table/shelf to complete the whole service.

It is just as important to maintain excellent standards of hygiene when se�ng up for services as it is when carrying 

out the services themselves. Micro-organisms that may cause disease must be controlled through cleaning, 

disinfec�on or sterilisa�on. 

Cleaning is the physical process, which removes soil, dust, dirt and organic ma�er along with a large propor�on of 

micro-organisms from an object. Cleaning is essen�al before disinfec�on or sterilisa�on of instrument and 

equipment. 

The client and the therapist must wash their hands with a liquid soap and water before commencing any service. 

Soap should be stored in a clean dispenser. Disposable paper towels are recommended to dry hands. 

Fig. 2.3 Lo�on being dispensed from a bo�le

Creams, lo�ons and sprays should be dispensed from purpose-

specific pump or spray bo�les where possible. Otherwise, 

products must be distributed with a disposable spatula. 

For the purpose of services, all surfaces that can be disinfected (e.g. 

metal re-usable implements and work surfaces) must be 

disinfected a�er thorough cleaning between services. 

Disinfec�on will destroy most micro-organisms except for some 

spores and some viruses. Disinfectants are used to limit and 

prevent the growth of microbes. They can be used to clean service 

areas like couches, trolleys, walls, and floors. Disinfec�ng jars are 

useful for disinfec�ng and storing items during the service use but 

must be changed regularly

Disinfec�on is a sufficient level of micro-organism control when 

skin is not cut or broken. 

Disinfectants should kill most bacteria, fungi and viruses and must be used in line with manufacturers' instruc�ons. 

For disinfectants in which tools/equipment are submerged, e.g. roller/clipper heads, scissor and tweezers, the 

disinfectant solu�on should be changed regularly in line with manufacturer's instruc�ons. 

Sterilisa�on is a process which completely destroys all living organisms, including spores, most commonly by use of 

an autoclave. Sterilisa�on may only be performed on metal implements, e.g. scissors and tweezers. Using single-

use, disposable equipment and sterilising equipment or both will significantly reduce this risk. Sani�sing greatly 

reduces micro-organisms from the surface of the skin using an�bacterial agents, e.g. pre-wax lo�ons and hand 

cleansers. Clean towels and linen must be provided for each client. It is recommended that a wipe-able plas�c 

couch covering is used in conjunc�on with a disposal couch roll. Dirty linen must be laundered at a minimum of 60 

degree Celsius. 
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Methods of steriliza�on – there are 3 main methods namely heat, radia�on and chemical. 

§ Heat – can be moist heat (autoclave) or dry heat (oven or glass bead sterilizer). This method is used to

sterilize small metal tools. It is used in beauty salons for tweezers, scissors etc.

§ Radia�on – UV light cabinet

§ Chemical – such as glutaraldehyde , alcohol etc.

Some sterilizing chemicals become less effec�ve a�er a period of �me and need to be replaced as per 

manufacturers instruc�ons. 

Sani�za�on is a process that destroys some but not all known harmful micro-organisms e.g. bacteria and viruses. 

Sani�za�on is used to prevent the spread of diseases and includes disinfectants and an�sep�cs.

An�sep�cs are used to limit and prevent the growth of microbes and can be used on skin. They should be used to 

wash hands and wipe over hands and feet.

Some sani�za�on products need to be diluted before use. Always read and follow manufacturers instruc�ons on 

the use of steriliza�on and sani�za�ons products and equipment.

2.1.5 Personal Protec�ve Equipment (PPE)

Fig. 2.4 Always wear gloves during service

Personal Protec�ve Equipment (PPE) relates to equipment available during services to reduce the risk of cross-

infec�on or injury. 

A new pair of disposable gloves should be put on immediately before each service services and a disposable 

apron is advisable to protect clothing during the service. This should be disposed of directly a�er service. 

The client's clothing should be well protected throughout the service. 

Par�cipant Handbook
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2.1.6 Prepare the Service Work Areas

Assistant Nail Technician

Environmental Condi�ons

It is important that the environmental condi�ons in the service room are suitable for the client and the service. A 

comfortable service area will help to make sure that a salon visit is enjoyable for the client and a sa�sfying work 

environment for the Assistant Nail Technician.

Ligh�ng: Ligh�ng gives a salon atmosphere, so it can have a powerful effect on how the client feels when she walks 

into the recep�on, her level of relaxa�on once in the service room, and whether she feels as though she has had a 

sa�sfying service at the end. 

The ligh�ng should in any case be: 

§ Bright enough to carry out services.

§ So� enough to enable clients to relax.

Therefore, it is recommended that a service room has a good overhead light on a dimmer switch, and a magnifying 

lamp for close work such as skin inspec�on.  

Make sure that: 

§ You can always see clearly.

§ You and your client don't squint because ligh�ng is poor, or become dazzled by lights that are too bright.

§ You always report flickering or faulty lights to your supervisor.

Hea�ng: Clients tend to relax when they have services, and therefore their body temperature can drop, so it is 

important that the salon is warm but not so hot and stuffy that it is uncomfortable or encourages germs to mul�ply. 

A comfortable temperature for beauty therapy work is between 20 and 24°C, with the level of moisture in the air 

between 40 and 60 per cent. It is also important that the salon is warm enough for clients to undress for services. 

Ven�la�on: Circula�on of fresh air is needed to make sure that clients and staff don't become drowsy and lacking in 

energy as

 well as making sure that people are not made uncomfortable by fumes from products.

§ Fresh air may be gained from open doors and windows, and by having an air-condi�oning system in the

salon.

§ In salons and spas that have steam and sauna areas, it is important that the air does not become too damp

and humid, so good ven�la�on is essen�al.

§ If there is a lack of fresh air:

o Illnesses spread because of germs and bacteria circula�ng around the salon a smelly and stuffy

atmosphere is created, which is unpleasant for staff and clients.

o There is a build-up of fumes from glues, varnish and cleaning products, which can cause

headaches and sickness.

Methods of ven�la�on include extractor fans, windows, air vents and doors. 

Fig: 2.5 Cleaning the workplace
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2.1.7 Preparing a Client for Service

When the client is brought through to you, or you go to 

collect her/him from recep�on, make sure that you have an 

open, confident expression. 

Smile and make eye contact. Greet the client by her/his 

name, then introduce yourself and explain that you will be 

preparing her/him for her/his service.

Ask the client to follow you through to the service 

room/area. 

Before the service begins, make polite conversa�on to 

build a good rela�onship and help the client to feel at ease.

Polite conversa�on is: 

§ Asking if she/he has visited the salon before.

§ Asking if she/he has regular services.

§ Enquiring about other services the client has had in

the past.

§ Enquiring whether this service is for a special

occasion.

§ Asking ques�ons about the client's holidays or

family.

§ Discussing the weather or light news topics.

 Polite conversa�on is not: 

§ Ignoring the client in order to talk to other

members of staff.

2.1.8 Client Care
The general comfort of the client includes making sure that: 

§ She/he is seated comfortably.

§ She/he is warm.

§ She/he is happy with her surroundings.

§ The noise levels are not too high.

§ There is relaxing music playing in the background.

§ There are nice smells.

§ The decor is pleasant and welcoming.

§ The staff are polite, respec�ul and professional.

§ Remove and hang up the client's coat, then show her/him to her/his seat.

§ Make sure that she is comfortable and provide help where necessary.

§ Protect the client's clothes with a towel or gown.

§ For manicure: be especially careful that she/he is protected from varnish or other products that might

stain her/him. clothes. For protec�on, roll up the client's sleeves to the elbow and then tuck �ssue

around them.

Par�cipant Handbook

§ Talking about yourself or another person, and not asking the client about her/him.

§  Moaning about your last client or your job.

§  Telling the client your life story and about your problems at home.

§ Discussing serious news topics, religion or poli�cs.

Fig. 2.6 Preparing a Client for Service

Fig: 2.7 making polite conversa�on with the customer
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2.1.9 Just before you Start

Clients should be asked to remove any jewellery and placed inside their handbag or in a �ssue-lined bowl which is 

in sight of the client at all �mes. Ask the client to remove their jewellery and show her the bowl in which you will be 

placing it. Point out that, if they prefer, the client (not you) could put the jewellery in their handbag. Cleaning your 

hands, explain to the client that you are going to wash your hands as this gives them confidence in your cleanliness. 

Make sure that you dry your hands thoroughly, because wet hands are not clean hands.

Offer a clean, lightweight gown to the client to protect their clothing from any accidental spillage of products 

during procedure. 

Assistant Nail Technician

Appearance - A Checklist:

§ Wear smart clothes or uniform – they should be freshly laundered and not smell of smoke or strong

perfume.

§ Your uniform or clothes should not be too short or too �ght, and must allow for easy movement while

carrying out services.

§ Your hair should be clean and neat.

§ Wear light, but a�rac�ve, day make-up – definitely not heavy make-up.

§ Your nails should be neatly manicured – no chipped nail varnish.

§ Keep your breath fresh – no tobacco smells.

§ If you wear jewellery, it should be simple and kept to a minimum.

2.1.10 Personal Presenta�on and Behaviour

Remember that it is important to demonstrate a professional approach to 

all aspects of the client's visit. Your own personal presenta�on and 

behaviour are very important at all �mes. Looking smart and wearing 

appropriate protec�ve clothing, such as a salon uniform, will give the 

client confidence in you. 

Assistant Nail Technicians are on their feet a lot and work very closely 

with clients, make sure that you maintain good standards of personal 

hygiene will mean that the client's comfort will not be affected by any 

body odour. 

Fig: 2.8 Well groomed salon technician
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2.1.11 Maintain the Service Work Areas

It is not enough to prepare a perfect work area. It is also your responsibility to keep it clean, hygienic and 

looking professional at all �mes. To do this you must �dy up as you go along, ensure waste disposal is safe and, 

a�er the service, make sure that the area is le� in a state that is suitable for the next service (remembering of 

course that it may be a different Assistant Nail Technician and different client that could be using it next).

2.1.12 Safe Disposal of Waste

As soon as you have used co�on wool, �ssues or other disposables you 

must put them in a foot pedal bin immediately.

Tidy up as you go – it will save �me later. 

Replace bo�le tops straight away. 

Place waste in the bin straight away. 

This is also good prac�ce with regard to health and safety because: 

§ Nail varnish gives off very strong fumes

§ Used co�on wool and �ssues contain germs

During manicures and pedicures, use the nail varnish drying �me to 

clear things away such as dirty towels and water in the manicure bowl.

Clean tools and place them back in the steriliser. 

If you are assis�ng as your senior Assistant Nail Technician is carrying 

out other services, keep an eye out for:

§ Bits on the floor that may need to be put in the bin or swept up.

§ Tools and equipment that may need washing or disinfec�on.

§ Bo�le tops that may need replacing.

Fig: 2.9 Used co�on contains germs

Fig: 2.10 Clear used towels in the bin/waste basket

2.1.13 Checking and Cleaning Equipment
The life of the equipment used depends on thorough and safe cleaning methods that follow the manufacturer's 

instruc�ons. Each piece of equipment when new comes with instruc�ons on how to clean and maintain it so that it 

lasts a long �me. It is your responsibility to report any possible problems that you may see with the equipment 

such as: 

§ Trailing wires

§ Faulty plugs

§ Dirty machines and a�achments

§ Broken parts.

§ All equipment should be checked annually by a qualified electrician.

A�er it has been checked it will have a green safety s�cker put on it which tells people that it is safe to use and has 

been checked. The s�cker also has the date that it was tested on and when the next test is due.

Par�cipant Handbook



21

2.1.14 Leaving Work Areas Clean and Hygienic

When the client has le� the service area, the following things need to be done: 

§ All bedding and towels washed.

§ Products are cleaned and put away.

§ Workshops, surfaces and trolleys disinfected.

§ Tools sterilised.

§ Disposables thrown away.

§ Equipment cleaned.

§ New bedding or couch roll laid out.

When you have finished the service, make sure that you leave the workspace perfect.

Assistant Nail Technician

2.1.15 Storage of Records, Materials and Equipment Client Records

Storage and confiden�ality

All client records re to be duly filed to protect client privacy and confiden�ality, so all client records must be 

stored in a secure way such as in a lockable filing cabinet or, if stored electronically on a computer, this must be 

password protected.

All client records are confiden�al and must not be shown to anyone. 

Informa�on recorded must be accurate.

Client records must be made available to the client for viewing if needed. 

2.1.16 Tools and Equipment

Make sure that all tools and equipment are cleaned, disinfected and sterilised before they are put away to 

avoid cross contamina�on.

Sharp tools should always be stored so that they cannot be knocked off a shelf as they could land on 

someone's feet. They should also never be stored in uniform pockets.

Electrical equipment must always be turned off and unplugged when not in use and the electrical leads must 

not be le� trailing on the floor.

An important thing to remember when storing magnifying lamps is that they should never be le� in sunlight, 

as this could cause a reflec�on that may result in a fire.

Click/

https://www.youtube.com/watch?v=9sgp1XGESuU
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Every beauty service  needs a work area that is clean, �dy, hygienic and invi�ng. This unit is about preparing and 

maintaining the work area for Manicure and Pedicure. Se�ng up involves preparing the tools, equipment and 

materials needed to carry out the service, as well as the sea�ng arrangements for the client and Assistant Nail 

Technician. 

One of your main du�es in the salon will be to assist more Senior Assistant Nail Technician by se�ng up the correct 

materials and equipment needed for a par�cular service or service and by preparing the client. 

Record Cards – A client's record card is a professional record of services or services that the client has already had 

at your salon and is where an Assistant Nail Technician can record comments or sugges�ons for future services. 

Part of your prepara�on for a service will involve obtaining a client's record card from recep�on, referring and 

upda�ng it. 

For every service, the service room should:

§ be well ven�lated cool in summer, warm in winter.

§ be clean and �dy and smell fresh.

§ include somewhere to hang the client's clothes.

§ contain shelves or storage for products and towels.

§ be quiet and undisturbed from outside noise; so� music can be played to enhance relaxa�on.

§ have good ligh�ng that can be dimmed for massage.

§ not be cramped, with enough space for the beauty therapist around the room.

§ contain everything you need for services, and be well organised.

§ have a sink with running hot and cold water.

Cleaning is the physical process, which removes soil, dust, dirt and organic ma�er along with a large propor�on of 

micro-organisms from an object. Cleaning is essen�al before disinfec�on or sterilisa�on of instrument and 

equipment. 

Disinfec�on will destroy most micro-organisms except for some spores and some viruses. Disinfectants are used to 

limit and prevent the growth of microbes. They can be used to clean service areas like couches, trolleys, walls, and 

floors.

Sterilisa�on is a process which completely destroys all living organisms, including spores, most commonly by use 

of an autoclave. Sterilisa�on may only be performed on metal implements, e.g. scissors and tweezers. Using 

single-use, disposable equipment and sterilising equipment or both will significantly reduce this risk. Sterilisa�on 

methods include heat, chemical and radia�on.

Sani�za�on is a process that destroys some but not all known harmful micro-organisms e.g. bacteria and viruses. 

Sani�za�on is used to prevent the spread of diseases and includes disinfectants and an�sep�cs. 

An�sep�cs are used to limit and prevent the growth of microbes and can be used on skin. They should be used to 

wash hands and wipe over hands and feet.

Personal Protec�ve Equipment (PPE) relates to equipment available during services to reduce the risk of cross-

infec�on or injury. A new pair of disposable gloves should be put on immediately before each service services and 

a disposable apron is advisable to protect clothing during the service. This should be disposed of directly a�er 

service. The client's clothing should be well protected during all service services.

It is important that the environmental condi�ons in the service room are suitable for the client and the service. A 

comfortable service area will help to make sure that a salon visit is enjoyable for the client and a sa�sfying work 

environment for the Assistant Nail Technician. This includes ligh�ng, hea�ng and ven�la�on. 

Before the service begins, make polite conversa�on to build a good rela�onship and help the client to feel at ease.

Summary

Par�cipant Handbook
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Polite conversa�on is:

§ Asking if she has visited the salon before

§ Asking if she has regular services

§  Enquiring about other services the client has had in the past

§ Enquiring whether this service is for a special occasion

§ Asking ques�ons about the client's holidays or family

§ Discussing the weather or light news topics

§ Polite conversa�on is not:

§ Ignoring the client in order to talk to other members of staff

§ Talking about yourself or another person, and not asking the client about herself

§ Moaning about your last client or your job

§ Telling the client your life story and about your problems at home

§ Discussing serious news topics, religion or poli�cs

§ Apart from this one also has to maintain the work area to be safe, clean and orderly. Waste must be

disposed-off safely and hygienically.

Assistant Nail Technician



Exercise

Tick the MOST appropriate answer

1. Sterilisa�on involves:

a. Boiling

b. Baking

c. Steaming

d. All of these

2. The basic sanita�on prac�ces in a salon involves:

a. Ven�lated rooms

b. Safe drinking water

c. Cleans towels and gowns

d. All of these

3. Which of the following is a disinfectant?

a. Lysol

b. Alcohol

c. Salt

d. Both a) & b)

24

Par�cipant Handbook



Notes

25

Assistant Nail Technician



26

Par�cipant Handbook



Unit 3.1 – Body Systems and Anatomy
Unit 3.2 – Manicure  
Unit 3.2 – Pedicure 

3. Provide Manicure and
Pedicure Services
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Key Learning Outcomes
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At the end of this module, you will be able to:

1. Clean the hands and feet

2. File nails as per client request

3. Massage the hands/ feet

4. Paint the nails as per client's desire

28



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

1. Iden�fy and list body systems and loca�on of bones, muscles, arteries

2. Explain nail parts and anatomy, nail and skin disorders

3. Iden�fy, select and arrange tools and equipment for manicure

4. Perform manicure

Unit Objec�ves

Assistant Nail Technician

UNIT 3.1 : Body Systems and Anatomy

3.1.1 Introduc�on

Anatomy is the study of the structure of the body and what it is made of- for example bones, muscles and skin. 

Body Systems

Systems are groups of organ that cooperate for a common purpose, namely the welfare of the en�re body. 

The human body is made up of important systems.  

Fig. 3.1 Main Body Systems
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Some system have par�cular importance for Nail and Beauty Industry workers especially since they work on these 

systems through applica�on of products and provision of services such as massages, etc. These body systems 

include: 

The INTEGUMENTARY (in-TEG-yoo-men-ta-ree) system is made up of the skin and its various accessory organs, 

such as the oil and sweat glands, sensory receptors, hair and nails. The system is composed of two dis�nct layers, 

the dermis and epidermis.  It func�ons as a protec�ve covering and contains sensory receptors that give us our 

sense of touch .The system plays an important role in regula�ng the temperature of the body. 

30
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The SKETETAL SYSTEM is the physical founda�on or framework of the body. The bones of the skeleton system 

serve as a mean of protec�on, support and locomo�on (movement). 

Assistant Nail Technician

Fig. 3.3 Human Skeleton

31



The MUSCULAR SYSTEM covers shapes and support the skeleton. Its func�on is to produce all the movements of 

the body. 

Par�cipant Handbook

Fig. 3.4 Muscular System
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The NERVOUS SYSTEM controls and coordinates the func�ons of all the other systems of the body. 

Assistant Nail Technician

Fig. 3.5 Nervous System

33



The CIRCULATORY (SUR-kyoo-lay-tohr-ee) system supplies blood throughout the body.
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Fig. 3.6 Circulatory System
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The ENDOCRINE (EN-doh-krin) SYSTEM is made up of ductless glands that secrete hormones into the 

Assistant Nail Technician

Fig. 3.7 Human Endocrine System
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DIGESTIVE SYSTEM changes food into substances that can be used by the cells of the body.

The RESIRATORY SYSTEM supplies oxygen to the body. 
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Fig. 3.8 Diges�ve System

Fig. 3.9 Respiratory System
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Other systems include: 

§ The EXCRETORY SYSTEM eliminates waste from body

§ The REPRODUCTIVE SYSTEM enables human beings to reproduce.  Together, also called the

UROGENITAL system.

Assistant Nail Technician

Fig. 3.10 Urogenital System
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3.1.2 Bones, Muscles and Arteries of Arm and Leg

For a Nail technician (including Assistants) it is important to know anatomy of the arms and legs as for manicure 

and pedicure services these parts are relevant, given that these parts are massaged and various techniques are 

based on the posi�on of these internal body parts. Given below are details of these. 

Bones of the arm and leg

 Fig. 3.11 Bones of the arm and leg
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 Fig. 3.12 Bones of human hand and  wrist 

 Fig. 3.13 Bones of foot 
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Muscles of the arm

 Fig. 3.14 Muscles of the forearm
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 Fig. 3.15 Muscles of the hand (Right hand palmar view)

41



Par�cipant Handbook

 Fig. 3.16 Muscles of the lower leg and feet 
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Arteries of the body

 Fig. 3.17 Arteries of the body
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3.1.3 Pressure points in the hand
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3.1.4 Structure of the Nail

To give your client professional and responsible service and care you need to learn about the structure and func�on 

of the nails. You also must be able to know when it is safe to work on clients and when they need to see the 

dermatologist, a medical doctor who is a skin specialist.

Nails are an interes�ng and surprising part of human body.  They are small mirrors of general health of the body. 

Healthy nails are smooth, shiny and translucent pink.  Systema�c problems in the body can show in the nails as nails 

disorders or poor nail growth. 

Nails are made up of the protein called KERATIN as akin and hair. The purpose of nails is to protect the ends of 

fingers and toes and to help the fingers grasp small objects. Adult fingernails grow at an average rate of 1/8 inch a 

month; toenails grow more slowly. Ordinarily, nails replace themselves every 4 months and grow more quickly in 

summer than in the winter. The nail grows fastest on the middle finger and slowest on the thumb.

 Fig. 3.18 Pressure point in the hand 
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Nail Growth

Nails grow all the �me, but their rate of growth slows down with age and poor circula�on. Fingernails grow faster 

than toenails at a rate of 3mm per month. It takes 6 months for a nail to grow from the root to the free edge. 

Toenails grow about 1 mm per month and take 12-18 months to be completely replaced. 

Nail Structure 

The structure we know of as the nail is divided into six specific parts - the root, nail bed, nail plate, eponychium 

(cu�cle), perionychium, and hyponychium. Each of these structures has a specific func�on, and if disrupted can 

result in an abnormal appearing fingernail. 

 Fig. 3.19 Structure of  a nail
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Nail Root

The root of the fingernail is also known as the germinal matrix. This por�on of the nail is actually beneath the skin 

behind the fingernail and extends several millimetres into the finger. The fingernail root produces most of the 

volume of the nail and the nail bed. This por�on of the nail does not have 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

The nail bed is part of the nail matrix called the sterile matrix. It extends from the edge of the germinal matrix, or 

lunula, to the hyponychium. The nail bed contains the blood vessels, nerves, and melanocytes, or melanin 

producing cells. As the nail is produced by the root, it streams down along the nail bed, which adds material to the 

under surface of the nail making it thicker. It is important for normal nail growth that the nail bed be smooth. If it is 

not, the nail may split or develop grooves that can be cosme�cally unappealing. 

Nail Plate 

The nail plate is the actual fingernail, made of translucent kera�n. The pink appearance of the nail comes from the 

blood vessels underneath the nail. The underneath surface of the nail plate has grooves along the length of the nail 

that help anchor it to the nail bed.

Cu�cle

The cu�cle of the fingernail is also called the eponychium. The cu�cle is situated between the skin of the finger and 

the nail plate fusing these structures together and providing a waterproof barrier.

Perionychium  

The perioncyhium is the skin that overlies the nail plate on its sides. It is also known as the paronychial edge. The 

perionychium is the site of hangnails, ingrown nails, and an infec�on of the skin called paronychia.

 Fig. 3.20 Perionychium
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Hyponychium

The hyponychium is the area between the nail plate and the finger�p. It is the junc�on between the free edge of 

the nail and the skin of the finger�p, also providing a waterproof barrier.

3.1.6 Manicure and Pedicure

The prac�ces of improving the appearance of the natural nail and cu�cle are known as manicure and pedicure. This 

unit focuses on the treatment of natural nails and cu�cles on hands and feet. 

Manicure – the care of hands and fingernails. 

Pedicure – the professional treatment of feet, toes and nails. 

Manicure is a popular service in salons as smooth skin, well-shaped and varnished nails are vital in promo�ng a 

well-groomed appearance.  As an Assistant Nail Technician carrying out treatments in manicure and pedicure you 

need to be aware that there is a code of prac�ce that should be followed when providing this service. The code of 

prac�ce for nail services provides guidelines to protect both the Assistant Nail Technician and the client, and it is 

important that you know what it says. 

Regular professional a�en�on will help prevent minor nail damage. This service is becoming increasingly popular 

with men who have regular treatments as part of their professional lives. 

Pedicure is the professional treatment of feet, toes and nails. This service greatly enhances the appearance of feet 

and toenails, which are o�en a neglected part of the body. 

Professional a�en�on to the nails and surrounding skin encourages nail growth, keeps cu�cles pushed back and 

can prevent minor skin condi�ons.

Fig. 3.21 Manicure treatment 
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Benefits for the client:

§ Improves the appearance of the nails

§ So�ens the surrounding skin

§ Enhances overall appearance of grooming (important for men as well as   women)

§ Immediate and visual effect.

Benefits for the Assistant Nail Technician:

§ Mainstay salon service

§ Variety of treatments can be performed to enhance basic treatments and increase salon revenu

§ Can be used as part of a salon promo�on, e.g. leg wax and pedicure for the summer.

Manicure

Client across a couch

Si�ng across a table

At a manicure sta�on

In a hair salon while having hair done

Client lying on a beauty couch while having a 
facial

Pedicure

Si�ng only – can be combined with a manicure

Prepara�on is the key to being a professional therapist regardless of the treatment being carried out. Many salons 

have a designated working area for manicure and pedicure treatments. Wherever you carry out a treatment you 

should ensure all materials, equipment and products are within easy reach. 

Hygiene

§ Wipe trolleys/work surfaces/shelves 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 bo�le neck prior to pu�ng lid on.

§ Maintain a clean lean/�dy work area.

§ The therapist should wash their hands before and a�er each treatment.

§ Sterilise all tools before and a�er use or dispose of them depending on type.

The area required for manicure and pedicure varies greatly, with more versa�lity in manicure than pedicure.

3.1.7 Preparing the Work Area and Environment
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3.1.8 Manicure and Pedicure Equipment and Materials

To ensure that no cross-infec�on or contamina�on occurs, the manicurist must make sure everything is clean.

Emery board

This has two sides: a coarse side for 

shortening nails and a fine side, which is 

used for shaping and bevelling.

Emery boards are difficult to clean 

although some manufacturers have 

developed special cleansers for this 

purpose. 

If you cannot clean the file, it should be 

disposed of, or given to the client. 

Orange s�ck

The two ends of the orange s�ck each have 

a different purpose. The pointed side is 

used to apply cu�cle or buffing cream. 

The other side, when �pped with co�on 

wool, can be used to clean under the free 

edge, remove excess enamel and ease back 

the cu�cle. When �pped with co�on wool 

this should be disposed of a�er each use. If 

not �pped, they are only for one use.

Cu�cle knife

This is used to mould back the cu�cle and 

remove any excess a�ached to the nail 

plate

 Fig. 3.22 Emery board 

 Fig. 3.23 Orange s�ck 

 Fig. 3.24 Cu�cle knife 
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Cu�cle nipper

Used to remove hangnails and dead skin 

around the cu�cle

Nail scissors

Used to cut nails. 

Toe nail clippers

Used to cut and shorten nails prior to filing.

 Fig. 3.25 Cu�cle nipper

 Fig. 3.26 Nail scissors

 Fig. 3.27 Too nail clippers 
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Nail buffer

A pad covered with chamois leather and with a 

handle. Used in conjunc�on with buffing paste. 

Buffing adds sheen, s�mulates circula�on and 

growth at the matrix.

Useful in pedicure, male manicure or when nail

 varnish is not going to be applied. To clean, wipe 

with a suitable cleansing solu�on

3-way buffer

This is used to smooth the nail and to remove any

longitudinal and horizontal lines. Wipe between

uses with a suitable cleansing solu�on

Nail brush

To brush the nails and clean them effec�vely. 

Also used to clean the therapist's nails. Wash in 

hot soapy water or sterilise in a chemical 

solu�on. Usually plas�c, may be wooden, with a 

rubber end to ease back the cu�cle. Pointed, and 

may be �pped with co�on wool to clean under 

free edge. When using from nail to nail, clean 

with a steriliser. 

On comple�on of treatment, sterilise in a cold 

sterilising solu�on.

 Fig. 3.28 Nail buffer 

 Fig. 3.29 3-way buffer  

 Fig. 3.30 Nail brush 
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Hoof s�ck

Usually plas�c, may be wooden, with a rubber 

end to ease back the cu�cle. Pointed, and may be 

�pped with co�on wool to clean under free 

edge. When using from nail to nail, clean with a 

steriliser. On comple�on of treatment, sterilise in 

a cold sterilising solu�on.

Hard skin rasp/grater 

To be used a�er the feet have been soaked and 

can be used in conjunc�on with hard skin 

remover. Use on areas of hard skin in a rubbing 

ac�on with light pressure. Wash a�er use in hot 

soapy water and remove debris; sterilise in 

chemical solu�on 

Pumice stone

 As with hard skin rasp.

 Fig. 3.31 Hoof s�ck 

 Fig. 3.32 Hard skin rasp/grater 

 Fig. 3.33 Pumice stone 
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3.1.9 Contra-Indica�ons

A contra-indica�on is a reason, a symptom, or a situa�on that prevents all or part of the treatment from being 

safely carried out. 

Classifica�ons of contra-indica�ons are: 

§ Contra-indica�ons that prevent the treatment (Can-not treat)

§ Contra-indica�ons that restrict the treatment (Work around)

Following are a number of contra-indica�ons, which you must be able to recognize during a client consulta�on.

§ Skin disorders e.g. eczema and psoriasis

§ Bacterial infec�on e.g. paronychia and whitlow

§ Viral infec�on e.g. warts and verruca

§ Ingrowing toenail

§ Swelling

§ Broken bones

§ Fungal infec�on e.g. ringworm or athletes foot

§ Bruising

§ Parasites e.g. scabies

§ Nail disorders e.g. furrows

§ Cut and abrasions

Contra-indica�ons that prevent the treatment

§ Haemophilia- is a rare bleeding disorder in which the blood doesn't clot normally

§ Arthri�s- is the swelling of one or more joints in the body

§ Acute rheuma�sm

§ Nervous condi�ons

§ Recent hand opera�ons

§ Diabetes/Inflamed nerve/Undiagnosed pain

Contra-Indica�ons that may restrict the Service

§ There are also other condi�ons that may require an amendment in treatment but are not necessarily a

reason for stopping treatment.

Nail Separa�on

§ This is a disorder where the nail separates from the nail bed (usually only part of and not the whole nail). It

results from a build-up of debris found in the moist warm space between the digits, which a�racts bacterial

and fungal organisms, and in severe cases turns the nail plate a dark green or black colour. The infected nail

plate grows faster than those that are uninfected.

§ In feet, this occurs through wearing a �ght-pinching shoe, poor general circula�on and lack of a�en�on to

foot care.

§ Non-infec�ous nails can be manicured or pedicured as long there is no fungal or bacterial infec�on.

§ However, severe separa�on should not be treated.

Ingrowing Nails

This may affect either the fingers or toes. In this condi�on, the nail grows into the sides of the flesh and may cause 

infec�on. Filing the nails too much in the corners or over vigorous cu�ng is o�en responsible for ingrowing nails. If 

the area is open or infec�on is present, this would prevent the treatment from taking place.
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Split Nails, Bri�le Nails

Normally these are the result of abuse with drying agents, like those found in harsh detergents, cleaners, paint 

strippers and film-developing fluids. Co�on-lined, rubber gloves are good protec�on. Since the nail begins 

forming at almost the last finger joint, some�mes injury to the finger or diseases like arthri�s can result in split 

nails. 

If accompanied by an overall dryness of skin and hair, split nails could indicate poor circula�on. 

§ Treatment will increase the circula�on, bringing more nutrients and oxygen to help with cell regenera�on. 

Hydrate the nail plate and surrounding skin with hot oil or paraffin wax. The use of a cu�cle cream or oil for 

home use will be effec�ve between treatments. Manicure should be given.

Fig. 3.34 Paronychia club and ingrowing nail 

3.1.10 Iden�fica�on of Nail Condi�ons 

Weak Nails - Weak nails are so�. They get split and peeled. And 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 soak in the bath. The water soaks into your nail, expanding it. When water dries out, the 

nail contracts. The constant expanding and contrac�ng eventually weakens nails.

Bri�le 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.

Ridged nails – Ver�cal lines on one's nails are a common phenomenon that o�en gets more pronounced with age. 

It is associated with normal aging and nail's increasing inability to retain moisture. Horizontal ridges are more likely 

to signal a problem. One condi�on, Beau's lines, is characterized by indenta�ons across the nail bed, is a sign of 

disrupted growth due to illness. 

Fig. 3.35  Ridged nail

Overgrown Cu�cles - Cu�cles grow wildly and may cover an inappropriate surface area of the nail, se�ng up for 

bacterial infec�ons, hangnails, split cu�cles and similar issues.
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3.1.11 Skin disorders

As a nail technician you must have a basic understanding of the skin and nails and also their disorders in order 

to serve your clients responsibly and professionally. You will have the opportunity to improve the appearance of 

the skin on the hands and feet and therefore enhance your client's appearance. The finished nails will look their 

best when set off by beau�ful, healthy skin. In addi�on, it is your responsibility to know when you cannot work 

on a client or must not use certain products on your client due to skin or nail condi�on. Knowledge of skin and 

nails will help you avoid the spread of infec�ous disease and aggrava�on of skin condi�ons or sensi�vi�es. 

Before you can judge whether a par�cular service or product is appropriate for your client's skin is or nails are 

and how they func�on. 

Healthy skin is slightly moist and acid, so� and flexible. Unless the skin is aged, healthy skin has elas�city that 

allows it to regain its shape immediately a�er being pulled away from the bone. Healthy skin is free of 

blemishes and disease and texture is smooth and fine<grained. The skin on the human body varies in thickness. 

It is thinnest on the eyelids and thickest on the palms of the hands and soles of the feet.  As nail technician you 

need to learn about the skin disorders so you can decide when is safe and appropriate to work on a client. Your 

goal is to prevent the spread of an infec�ous disease and to avoid worsening a condi�on your client already has. 

You will observe the skin of the client during consulta�on and use your special knowledge to make an informed 

decision about servicing your client.   The GOLDEN rule of skin disorders is that if the area of skin to be worked 

on is infected, inflamed, broken or raised a nail technician should not service the client.

The client should be referred to dermatologist.   

§ Inflamed skin is red, sore and swollen. Inflamed skin is not the same as infected skin

§ Infected skin will have evidence of pus

§ Broken skin occurs when the epidermis is cut or torn, exposing the deeper layer of skin

§ Raised skin is a symptom of a variety of skin condi�ons, some of which are lesions and will be described

below. If skin is raised at all, do not work on it refer your client to doctor.

i) Lesions of the skin

A lesion is a structural change in �ssue caused by injury and disease. There are two main types:

§ Primary lesions are the original lesions manifes�ng a disease.

§ Secondary lesions are those that develop in the later stages of the disease.

The symptoms or signs of diseases of the skin are divided into two groups

§ Subjec�ve symptoms are those that can be felt, such as itching, burning or pain

§ Objec�ve symptoms are those that are visible, such as pimple, pustules, or inflamma�on.

§ A BULLA (BYOO-lah) is a blister containing watery fluid.

§ A CRUST is an accumula�on of serum and pus mixed with epidermal flakes. An example of crust is a scab

on sore.

§ A CYST (SIST) is a semisolid or fluid lump above and below the skin surface.

§ EXCORAITION (ed-skohr-i-AY-shun) is a sore or abrasion caused by scratching or scraping.

§ A FISSURE (FISH-ur) is a crack in the skin that penetrates that dermis. Chapped hands or lips are an

example.

§ A MACULE (MAK-ul) is a small, discolored spot or patch on the surface of the skin.  Some macules are

safe and some are not.

§ A Papule (PAP-yool) is small pimple that does not contain fluid but can develop pus.

§ A Pustule (pus-chool) is lump on the skin with an inflamed base and a head containing pus

§ Scales are produced during the shedding of the epidermis. Severe dandruff is an example of scales.

§ A Scar is a light – colored, slightly raised mark on the skin formed a�er an injury or lesion of the skin has

healed.

Assistant Nail Technician
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§ Scales are produced during the shedding of the epidermis. Severe dandruff is an example of scales.

§ A Scar is a light – colored, slightly raised mark on the skin formed a�er an injury or lesion of the skin

has healed.

§ A Stain is an abnormal discolora�on that remains a�er moles, freckles, or liver spots disappear, or

a�er certain diseases.

§ A Tubercle (TOO-ber-kyool) is a solid lump larger than a papule; it varies in size from a pea to hickory

nut.

§ A Tumor is an abnormal cell mass that varies in size, shape and color. Nodules are small tumors.

§ An Ulcer is an open lesion on the skin or mucous membrane of the body. Ulcer is accompanied by pus

and loss of skin depth.

§ A Vesicle (VES-i-kell) is a blister containing clear fluid. Poison ivy is an example of a condi�on that

produces vesicles.

§ Wheals (HWEELS) or hives are swollen, itchy bumps on the skin that last for several hours. They are

o�en caused by insect bites or by allergic reac�ons.

ii) Inflamma�ons of the skin

There are several types of inflamma�ons of the skin also known as derma��s. If inflamma�on, infec�on or 

raised or broken skin is present, do not work on the inflamed area. Be very cau�ous when working on the 

client who suffer from these disorders because the skin is sensi�ve and condi�on can be aggravated by the 

use of chemicals 

ECZEMA (EK-se-mah) is a chronic, long las�ng 
disorder of unknown cause. It is characterized 
by itching, burning and the forma�on of scales 
and oozing blisters.  It is non- infec�ous 

PSORIASIS (so-REYE-a-sis)  is  a chronic 
inflamma�on with round, dry patches covered 
with coarse silvery scales. It is usually found on 
the scalp, elbows, knees, chest and lower back, 
rarely on the face. It is non-infec�ous. 

DERMATITIS this is an inflammatory skin 
disorders in which skin to a par�cular itchy, 
swollen and red .It is caused by an intolerance of 
the skin to  a par�cular substance, which results 
in the skin becoming red, swollen and  
some�mes blisters may occur. If the skin reacts 
to an irritant outside the body the reac�on is 
localized. If the irritant gains entry to the body it 
can be transported by the bloodstream and may 
cause a general skin reac�on.

Fig. 3.36 Eczema

Fig. 3.37 Psoriasis

Fig. 3.38 Derma��s
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iii) Infec�ons of the skin 

You cannot perform nail service on a customer who has either a 

Fungus infec�on  

Viral infec�on

Client with either type of infec�on should be referred to a physician.   

HERPES SIMPLEX is a skin infec�on common in 

dental staff and other involved with care of the 

mouth. It may start as painful paronychia 

(bacterial infec�on). This is a serious viral 

infec�on that may occur periodically. 

ATHELETE'S FOOT also known as Tinea Pedis or 

RINGWORM of the foot is a fungus infec�on of 

the foot. The symptoms are small, pink spots or 

blisters and itching around the toes and on the 

sole of one or both feet. In extreme cases the 

nail can become infected. Athlete's foot is highly 

contagious and should not be touched by a nail 

technician. 

RINGWORM of the hand is a highly contagious 

disease caused by fungus. The  principle 

symptoms are red lesions occurring in patches 

or rings over the hands. Itching may be slight 

or severe.  

SCABIES o�en appear in between the fingers 

and on the palm of the hands.  They appear as 

grey/black ridges in the skin and cause constant 

itching. 

It is highly infec�ous

 

WARTS vary in size, shape, color and texture 

usually raised and with a rough surface o�en 

found on the hands. It is infec�ous. 

 

Fig. 3.39 Athlete’s Foot

Fig. 3.40 Herpes Simplex

Fig. 3.41 RINGWORM

Fig. 3.42 Scabies

Fig. 3.43 Warts
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iv) Pigmenta�on of the skin

The color of the skin is determined in part by the blood supply to the skin, but mostly by melanin or coloring 

ma�er. Abnormal pigmenta�on condi�ons may be caused by internal or external factors. Certain medica�ons 

are also known to cause pigmentary irregulari�es. Clients with these irregulari�es can receive nail services. 

§ LUECODERMA is a congenital absence of melanin pigment in the body, including the skin, hair and eyes. The

hair is silky white. The skin is pinkish white and does not tan. the eyes are pink and skin ages early.

§ CHLOASMA (kloh-AZ-mah) are brown spots on the skin, especially the face and hands. Chloasma are also

called “liver spots or moth patches”

§ LENTIGINES (Len-�-JEE-neez) are a malforma�on of the skin due to abnormal pigmenta�on or dilated

capillaries. The condi�on may be inherited.

§ A TAN is the darkening of the skin caused by exposure to the ultraviolet rays of the sun.

v) Hypertrophies (new growth) of the skin

§ A KERATOMA OR CALLUS is an acquired superficial, round and thickened patch of epidermis due to pressure

or fric�on on the hands and feet. If the thickening grows inward it is called a corn.

§ A MOLE is a small, brown spot on the skin. Moles are believed to be inherited. They range in color from pale

tan to brown or bluish black. Some moles are small and flat and look like freckles. Others are raised and

darker than freckles in color. Moles o�en have hairs growing out of them. DO NOT TOUCH or remove hair

from moles.

Fig. 3.44 Luecoderma

Fig. 3.45 Hypertrophies (new growth) of the skin
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3.2.1 Manicure
A manicure is a cosme�c beauty treatment for the fingernails and hands performed at home or in a nail salon. The 

English word manicure is derived from the French usage, meaning "care of the hands", which in turn originates 

from the La�n words manus, for "hand", and cura, for "care. Manicures began 5,000 years ago. French manicures 

can be made with ar�ficial nails, which are designed to resemble natural ones, and are characterized by lack of 

base colour, or natural pink base nails with white �ps.

3.2.2 Suggested Manicure Procedure

A manicure consists of filing, shaping of the free edge, treatments, massage of the hand and the applica�on of 

polish. For the hands, the soaking of a so�ening substance and the applica�on of a lo�on is a common specialty.

The basic principles for manicure and pedicure are the same.

Before star�ng the treatment, always carry out the following steps. 

§ Ensure equipment is sterile and all materials and products are easily accessible.

§ Complete a consulta�on form, check for contra-indica�ons (see above) and discuss and agree with the

client a service that meets their needs.

§ Remove all the client's jewellery, including watches, so that a thorough treatment can be carried out. Keep

in a safe place.

Step-by-step manicure

During the consulta�on discuss the needs 

of the client and adapt the service to suit. 

You should cover preferred nail length and 

shape and the type of polish required. If 

there are no contra-indica�ons present 

you are ready to begin.

Ask the client to pick her choice of varnish – 

dark, plain, frosted or French manicure. 

You should recommend a nail finish 

suitable for the client. 

Remember, dark colours will make the 

nails appear shorter, so this may not be a 

suitable colour for short or bi�en nails.
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At the end of this unit, you will be able to:

1. Iden�fy, select and arrange tools and equipment for manicure

2. Perform manicure

Unit Objec�ves

UNIT 3.2: Manicure
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Cut the nails into shape if required, using 
sterilised scissors. Nail clippings need to be 
caught in a �ssue and disposed of.

Remove the old varnish and check the nails for 

ridges and problems as you go. Removing the 

polish will allow the nail plate to be examined in 

a natural condi�on. Sani�se the hand to prevent 

cross infec�on while you do a manual 

contraindica�on check.

File the nails using an emery board working 
outside in one way one side and then the 
other – avoid using a sawing ac�on.

Bevelling seals the free edge layers to prevent 
water loss and damage.
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Gently massage the cream into the cu�cles. This 
so�ens the skin, making removal easier.

Using an orange s�ck decant and apply cu�cle 
cream around the cu�cles.

Soak the hands in warm water (tested by you 
first) to absorb the cu�cle cream and to so�en 
them.

Remove one hand at a �me and dry the hands 

thoroughly.
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You may need to use the cu�cle knife to ease the 

excess cu�cle away from the nail plate. This 

should be kept flat and the nail plate should be 

damp so that the nail plate is not scratched. The 

knife should also be kept flat to avoid cu�ng the 

cu�cle.

Apply cu�cle remover with a co�on wool bud. It 

is caus�c, so take care to apply sparingly and not 

on to the surrounding skin.

Cu�cle nippers may be used to trim off the excess 

cu�cle; use a �ssue to dispose of the waste.

Bevel again, to give a smooth finish to the free 

edge.

Using a suitable medium begin your hand 

massage with light effleurage movements. 

Support the hand and effleurage right up to the 

elbow.
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Do circular fric�on over the back of the hand

Circular thumb fric�ons get rid of tension in 

the flexors and extensors of the forearm

Support the hand and give gentle circular 

manipula�ons to each finger – this will free 

tension in the knuckles. Do not pull on the 

finger or make the circles too big.

Grip the client's finger between your bent first 

and middle fingers and pull and twist gently 

down the length of the finger.
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3.2.3 Applying Nail Polish:

Base Coat: Apply the base coat star�ng at the cu�cle. Allow the brush to fan out over the nail as you brush it 

toward the �p. Always work from the le� to the right of your nail, this way you are sure not to miss a spot.

Choose your color

Prep the Brush: Dip your brush into the bo�le. Drag the brush up out of the bo�le while wiping the brush on the 

rim of the bo�le. Without re-dipping the brush, slowly wipe the other side of the brush on the opposite side of 

the rim; pressing firmly so the brush slightly fans. Con�nue to pull the brush all the way out of the bo�le while 

wiping the paint off on the rim. 

The goal is to push the paint toward the �p on one side of the brush. When done successfully the brush should 

have a slight crescent shape. 

Fig. 3.46 Applica�on of nail paint

3.2.4 A�er Care Advice

To make the best of your newly manicured hands, follow these simple guidelines: 

§ Leave adequate �me a�er your treatment for your nails to dry

§ Wear protec�ve gloves when gardening, or doing housework

§ Dry hands thoroughly a�er washing

§ Use hand cream regularly

§ Do not use your fingernails as tools, use pads of fingers instead

§ Always use a base coat under polish to prevent staining, and use a good quality top coat to prevent

chipping

§ Use an acetone-free nail polish remover

§ Never use metal files

§ Keep nails a workable length

§ Use cu�cle cream or oil daily to moisturise dry cu�cles

§ Drink plenty of water and eat well

§ Do simple hand exercise to keep joints supple

§ Avoid harsh and drying soaps

§ Return to your manicurist for regular, professional manicures at least every 2-4 weeks for maintenance

and further treatments

First Coat: Star�ng at the cu�cle, apply the �p of the brush to 

the nail. Press down, allowing the brush to fan out, and draw 

the brush to the �p of the nail, again moving from le� to right 

to get an even coat.

Second Coat: A�er applying the first coat to the fingernails on 

both hands, you may begin with the second coat.

§ Sealing the Tips: A�er applying the second coat, go

back to the le� most �p of the nail and drag your brush

along the edge. This seals the paint off on the �p of the

nail and prolongs the life of the manicure.

§ Top Coat: Do exactly as we did when applying the base

coat.
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3.2.5 Addi�onal Reading - Nail Shapes

Nails naturally come in a variety of shapes and sizes, 

and each person has nail features that are unique. 

There are long fingers with wide nail beds, short 

fingers with short nail beds, and every combina�on 

in between. But good therapist knows how to 

complement an individual's natural features, and 

the founda�on of this is the nail shape. 

Most clients lean toward one of the five basic 

shapes: square, round, oval, squoval, or pointed. 

Though other blended combina�ons of these 

shapes exist, these five are definitely the most 

common.

Fig. 3.47 Different shapes of nails 

3.2.6 The Oval

Fig. 3.48 Oval shaped nail

65

The oval shape is an a�rac�ve nail shape for most women's hands. It can accentuate femininity and 

gracefulness. Ovals can be longer to accentuate a long nail bed, or they can be shorter to complement a shorter 

nail bed. The oval can add length to a nail while retaining the so�er curves of the round shape.

How to File

§ To achieve the oval shape,

§ First straighten your sidewalls and making sure they are even.

§ File from the side of the nail toward the top, using smooth, arching mo�ons with the file.

§ Work on the angles from the both sides and around the free edge to smooth into the oval shape

you're looking for.

§ The finished oval should have a nice balance between the cu�cle shape and the free edge.
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3.2.7 The Square

3.2.8 The Squoval

The square nail is the classic acrylic shape — straight side walls, two sharp points on the �ps, and a balanced C-

curve. It is the staple shape for the tradi�onal French manicure and is used frequently for detailed nail art designs. 

But the square nail is not always the best choice for certain nail beds as a sharp square nail could make the nail 

appear shorter and stubbier. But for longer nail beds, the square can complement the nail and add length to the 

finger. 

Fig. 3.49 Square shaped nail

How to File

To file into the classic square shape,

§ A medium-grade file (150 grit) should be used to shape the free

edge and side walls first.

§ Turn the hand around to straighten the free edge, no�ng that

when looking at it the file should be perpendicular to the nail to

achieve the hard square.

§ File the side wall straight up and then change the angle to blend.

Repeat this on the other side.

§ Once both sides are finished, use angles to lightly feather and

bevel the nail and to sharpen the corners.

Conserva�ve square with the length of a square nail but the so�er edges of an oval, hence the name is the squoval 

shape. Squoval nails add versa�lity, enabling short, wide nail beds to carry the length without appearing oversized.

Fig. 3.50 Squoval shaped nail

How to File

To file the squoval,

§ First begin with the square. This is a prac�ce for every shape.

§ First builds it square so that one can make sure the sidewalls are straight.

§ Once the side walls are straight, �lt the file underneath the corners and file back and forth from the

underneath up. This will gradually take the corners off.

§ Keep in mind that you only want to round the part of the �p that is past the free edge, this way you do not

take anything away from the side walls at the stress area.
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3.2.9 The Round

3.2.10 The Pointed

The round shape is more conserva�ve. It is frequently used to create a so�er, less no�ceable look, and it's also 

a common choice for male clients because the shape mirrors the natural contours of the nail. If a client has 

wide nail beds and large hands, then the rounded shape can make the hands look a bit thinner. Round nails can 

also so�en hand features by providing a well-kept and subtle nail outline.

How to File
§ To get the round shape,
§ File the side walls straight out, and then to just round out the edges into a nice curved shape.
§ Be careful not to take too much off on each side or else it will look imbalanced.
§ A good �p to remember is to visualize making a square, filing the side walls straight out, then simply

round the corners with moderate angles to complete the shape.
§ The finished round nail should be slightly tapered and extend just past the �p of the finger.

Fig. 3.51 Oval shaped nail

The pointed nail is not seen as o�en as other shapes. A pointed shape is a li�le more adventurous than shapes like 

the oval, squoval, or even square, but given the right circumstances a pointed nail can create length and have a 

slandering effect on the hand. Smaller hands with smaller nail beds can use a pointed nail to create a subtle 

appearance of length, while long, slender nail beds take pointed nails to a more no�ceable and extreme level. 

How to File

§ The technique is based on the le�er “I” where the centre of the “I” shape is the upper arch that forms a

line running down the nail bed. The top of the “I” is bending the cu�cle flush with the natural nail, and the

bo�om of the “I” is looking down the barrel of the nail to make sure the C-curve is even.

§ The pointed �p requires taking the top of the “I” to a point that meets at the centre of the apex.

§ Once the “I” is in forma�on, it is just a ma�er of blending everything in so you have perfect harmony

in the nail shape.

Fig. 3.52 Pointed nail
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At the end of this unit, you will be able to:

1. Iden�fy, select and arrange tools and equipment for pedicure

2. Perform pedicure

Unit Objec�ves

3.3.1 Introduc�on

A pedicure is a way to improve the appearance of the feet and the nails. It provides a similar service to a manicure. 

The word pedicure refers to superficial cosme�c treatment of the feet and toenails. A pedicure can help prevent 

nail diseases and nail disorders. Pedicures are done for cosme�c, therapeu�c and medical purposes. They are 

extremely popular throughout the world, primarily among women. 

Pedicures are not just limited to nails; usually dead skin cells on the bo�om of feet are rubbed off using a rough 

stone called a pumice stone. Addi�onally, leg care below the knee became a common and now expected service 

included in pedicures. Leg care includes depila�on via either shaving or waxing followed by granular exfolia�on, 

applica�on of moisturizing creams, and a brief leg massage. 

People are gradually becoming more informed about the importance of foot care and a regular monthly treatment 

should keep the feet and toe nails in good condi�on, although excessive hard skin problems may need more 

frequent treatments at two or three intervals. 

Purpose of the Pedicure:

§ Improve the appearance of the feet and nails

§ Relax aching and �red feet ƒ Reduce hard skin on the feet

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

UNIT 3.3: Pedicure

The Pedicure will include:

§ Shaping the nails

§ Cu�cle treatment

§ Removal of hard skin

§ Specialised foot

treatment

§ Foot and leg massage

§ Nail varnish applica�on

as required

Much of the rou�ne for Manicure 

applies to Pedicure, the major 

differences are:

§ The posi�oning of the

client

§ The treatment of hard

skin

§ Foot and leg massage

rou�ne

Fig.3.53 Pedicure process elements
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3.3.2 Tools and Equipment for Pedicure

Tools

Acetone

Co�on balls 

Cu�cle cream

Cu�cle pusher or Cu�cle nipper 

Foot bath

Lo�on 

Nail file

Nail polish

Orangewood s�cks 

Toenail clippers

Towels

Pedicure Spa

Pumice stone (removes dead skin from sole 
of foot) 

Paper towels (rolled between toes to 
separate them

Nail Cosme�cs

Base coat

Cu�cle creams 

Cu�cle oil

Cu�cle remover 

Dry nail polish

Liquid nail polish

Nail bleach

Nail condi�oner 

Nail dryer

Nail polish remover 

Nail polish thinner

A Contra-Indica�on

§ This is a condi�on that either prevents treatment or may restrict treatment.

§ Eg a bruised nail may restrict treatment to that nail whilst a bacterial or fungal infec�on will prevent

treatment completely due to the risk of cross-infec�on.
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§ Wash your hands

§ Check client for contra indica�ons

§ Soak both feet in Pedi an�sep�c soaking solu�on

§ 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 in

growing nails)

§ Foot 1 file and smooth free edge with emery board

§ Apply cu�cle cream and massage and place foot to soak. Repeat

steps on foot 2

§ Use the callus file and or a scrub or Exfoliator on hard skin

§ Dry foot 1 pay par�cular a�en�on between the toes

§ Apply cu�cle remover, push back, li� and clean around the cu�cle

and free edge

§ Use cu�cle knife or dual tool and nippers if required. Repeat on

foot 2

§ Scrub nails clean rinse and dry

§ File away any rough edges on the nails

§ Massage alternate legs

§ Squeak and clean nail, plate to ensure ALL grease is removed

§ Separate toes with dividers or �ssue

§ Apply base coat, nail enamel and top coat if required

§ Advise the client about products which may purchased for home

care, record details of treatment

§ Give home care advice

Contra-Indica�ons that Prevent Treatment

§ Mul�ple warts.

§ Fungal infec�ons.

§ Bacterial infec�ons.

 Contra-indica�ons that restrict treatment

§  Bruised nail.

§ Cut and abrasions to one hand or finger.

3.3.3 Pedicure Rou�ne

Fig. 3.54 Soaking feet

Fig. 3.55 Pumice stone exfolia�on

Fig. 3.56 Nail buffing

Fig. 3.57 Nail polish
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3.3.4 Pedicure Massage Rou�ne

§ Support the ankle with one hand and effleurage 6 �mes to knee with each hand separately. Cover the

front, sides and back of the lower leg

§ Circular finger kneading to the knee

§ Palm kneading to the calf

§ Circular thumb kneading up front of the leg from ankle to knee

§ Effleurage to knee three �mes

§ Circular finger kneading around the ankle

§ Knead the Achilles tendon (back of ankle) 6 �mes

§ Thumb fric�ons to top of foot from toes to ankle

§ Deep palm stroking to dorsal (top) and plantar (bo�om) aspect of foot (together)

§ Palm kneading to toes (both hands together)

§ Palm kneading to sole of foot 6 �mes

§ Deep thumb fric�ons to sole of foot (sawing ac�on) from toes to heel and back

§ Fric�on circles to individual toes

§ Whip toes 10 �mes

§ Effleurage foot to knee 6 �mes

§ Use firm pressure on the foot area to prevent over sensi�vity and giggling

Fig. 3.58 Types of massage done during pedicure

3.3.5 Homecare Advice

Home care advice should be given following every pedicure treatment. It should reflect the condi�on of the feet 

and nails presented and the lifestyle of the client. Based on informa�on given during consulta�on and 

observa�ons made by therapist during treatment.

§  Apply moisturising lo�on daily to the feet a�er bathing

§ Dry feet thoroughly a�er washing, especially between toes
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§ Mul�ple warts.

§ Fungal infec�ons.

§ Bacterial infec�ons.

§  Bruised nail.

§ Cut and abrasions to one hand or finger.

§ Apply talc or special foot powder between the toes to help absorb moisture

§ Foot sprays containing peppermint or citrus oil are useful to refresh the feet during the day and massage

cu�cles with cu�cle cream or oil

§ Use non-acetone varnish remover and for long term improvements book in for regular pedicures

§ Apply a cream to moisturize your nails, especially a�er removing nail polish since most removers contain

chemicals that dry the nails.

§ To prevent infec�on, never cut or forcefully push back your cu�cles. If you must push them back, only do so

gently a�er a shower or bath.

§ Shave your lower legs a�er ge�ng a pedicure, not before. That means not shaving your lower legs for at

least 24 hours before you get a pedicure. If you nick yourself while shaving, a pedicure could put you at risk

for an infec�on.

§ If you get frequent manicures and pedicures, consider purchasing your own tools to be used at the salon.

3.3.6 Addi�onal Reading - Nail Disease and Nail Disorder

Determining the difference between a nail disease and a nail disorder is very important, because they are not the 

same and require different types of a�en�on. 

The basic manicure or pedicure rule- If the nail or skin is infected, inflamed, broken or swollen, do not work on it-

par�cularly, if the cause is unknown.

 A disease or infec�on will have evidence of pus, inflamma�on and infec�on. If an infec�on is present in the nail, 

your health advisor should be consulted. Do not manicure/pedicure these nails.

 A disorder is a condi�on caused by an injury or an imbalance in the body. The condi�on of one's nails and hair is 

o�en an outward manifesta�on of inward nutri�on.

Common Nail Diseases and Disorders

§ Tinea or Ringworm- This disorder causes different kinds of nail

deformi�es. Specifically, the nail plate may become so� with parts of

nail actually breaking away, or the nail may become thick and irregular.

Suggested Ac�on- Consult a doctor.

§ Infec�on of the Cu�cle - Common among hands which are constantly

exposed to moisture. This condi�on o�en results in inflamma�on, pus

and pain in or around the cu�cle. Suggested Ac�on- Keep hands dry.

Consult a doctor.
§ Blue Nails- Blue nails are bluish in colour o�en indica�ng circulatory or heart trouble. Suggested

Ac�on- Consult a doctor.

§ Atrophied Nails- This condi�on results in nails that lack lustre, are small and may be separa�ng from

the nail. O�en caused by injury to the matrix or ill health. The nail's re-growth depends on the extent of

the damage. Suggested Ac�on- Mild cases may be treated with a fine emery board and gentle care. Do

not use alkaline soaps or detergents.

Fig. 3.59 Tinea or Ringworm
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§ Thickening of the Nail- This is a rare congenital defect, a hypertrophy or overgrowing of the nail with

an extreme thickening and curving of the nail plate. May be caused by injury or ill health.

§ Claw Nail- Claw nails are those with extreme thickening, twis�ng or inward curving of the nail, o�en

caused by an injury.

§ Nail Separa�on – In this situa�on the nail separates from the nail bed. Although psoriasis and

ringworm are common causes, it may result from certain an�bio�cs.

§ Suggested Ac�on-  Consult a doctor.

§ Nail Fragility- This condi�on is indicated by parallel splits running from free edge to nail fold. May be

caused by damage or injury to nail matrix.

§ Suggested Ac�on:  Hot oil treatments may help in mild cases.

§ Common Warts- Warts are commonly found on the fingers and hands and o�en vary in shape.

§ Suggested Ac�on:  Manicure/pedicure depends on loca�on and severity of warts. Lemon essence oil

can be applied to help ease warts.
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Summary

The prac�ces of improving the appearance of the natural nail and cu�cle are known as manicure and pedicure. 

Manicure – the care of hands and fingernails. 

Pedicure – the professional treatment of feet, toes and nails. 

Benefits for the client:

§ Improves the appearance of the nails

§ So�ens the surrounding skin

§ Enhances overall appearance of grooming (important for men as well as women)

§ Immediate and visual effect.

 Benefits for the Assistant Nail Technician:

§ Mainstay salon service

§ Variety of treatments can be performed to enhance basic treatments and increase salon revenue

§ Can be used as part of a salon promo�on, e.g. leg wax and pedicure for the summer.

Nail Growth

§ Nails grow all the �me, but their rate of growth slows down with age and poor circula�on. Fingernails grow

faster than toenails at a rate of 3mm per month. It takes 6 months for a nail to grow from the root to the free

edge. Toenails grow about 1 mm per month and take 12-18 months to be completely replaced.
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Tools and equipment for Manicure

§ Emery board

§  Orange s�ck

§ Cu�cle knife

§  Cu�cle nipper

§ Nail scissors

§ Toe nail clippers

§  Nail buffer

§ 3-way buffer

§ Nail brush

§ Hoof s�ck

§ Hard skin rasp/grater

§ Pumice stone

A contra-indica�on is a reason, a symptom, or a situa�on that prevents all or part of the treatment from being safely 

carried out 
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Classifica�ons of contra-indica�ons are: 

§ Contra-indica�ons that prevent the treatment (Can-not treat)

§ Contra-indica�ons that restrict the treatment (Work around)

Contra-indica�ons that prevent the treatment

§ Haemophilia- is a rare bleeding disorder in which the blood doesn't clot normally

§ Arthri�s- is the swelling of one or more joints in the body

§ Acute rheuma�sm

§ Nervous condi�ons

§  Recent hand opera�ons

§  Diabetes/Inflamed nerve/Undiagnosed pain

Contra-Indica�ons that may restrict the Service

There are also other condi�ons that may require an amendment in treatment but are not necessarily a reason for 

stopping treatment. 

§ Nail Separa�on

§ Ingrowing Nails

§ Split Nails, Bri�le Nails

Manicure Steps:

§ During the consulta�on discuss the needs of the client and adapt the service to suit. You should cover

preferred nail length and shape and the type of polish required. If there are no contra-indica�ons present

you are ready to begin.

§ Ask the client to pick her choice of varnish – dark, plain, frosted or French manicure. You should recommend

a nail finish suitable for the client.

§ Remember, dark colours will make the nails appear shorter, so this may not be a suitable colour for short or

bi�en nails.

§ Remove the old varnish and check the nails for ridges and problems as you go. Removing the polish will allow

the nail plate to be examined in a natural condi�on. Sani�se the hand to prevent cross infec�on while you do

a manual contraindica�on check.

§ Cut the nails into shape if required, using sterilised scissors. Nail clippings need to be caught in a �ssue and

disposed of.

§ File the nails using an emery board working outside in one way one side and then the other – avoid using a

sawing ac�on.

§ Bevelling seals the free edge layers to prevent water loss and damage.

§  Using an orange s�ck decant and apply cu�cle cream around the cu�cles.

§ Gently massage the cream into the cu�cles. This so�ens the skin, making removal easier.

§ Soak the hands in warm water (tested by you first) to absorb the cu�cle cream and to so�en them.

§  Remove one hand at a �me and dry the hands thoroughly.

§ Apply cu�cle remover with a co�on wool bud. It is caus�c, so take care to apply sparingly and not on to the

surrounding skin.

§ Using a hoof s�ck flat to the nail plate, gently push the cu�cle back using circular mo�ons.

§ You may need to use the cu�cle knife to ease the excess cu�cle away from the nail plate. This should be kept

flat and the nail plate should be damp so that the nail plate is not scratched. The knife should also be kept flat

to avoid cu�ng the cu�cle.

§ Cu�cle nippers may be used to trim off the excess cu�cle; use a �ssue to dispose of the waste.

§ Bevel again, to give a smooth finish to the free edge.
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§ Using a suitable medium begin your hand massage with light effleurage movements. Support the hand

and effleurage right up to the elbow.

§ Circular thumb fric�ons get rid of tension in the flexors and extensors of the forearm

§ Do circular fric�on over the back of the hand

§ Support the hand and give gentle circular manipula�ons to each finger – this will free tension in the

knuckles. Do not pull on the finger or make the circles too big.

§ Grip the client's finger between your bent first and middle fingers and pull and twist gently down the

length of the finger.

Common Nail shapes: 
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Purpose of the Pedicure:
§ Improve the appearance of the feet and nails
§  Relax aching and �red feet ƒ 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
§ Cu�cle treatment
§ Removal of hard skin
§ Specialised foot treatment
§ Foot and leg massage
§ Nail varnish applica�on as required

Much of the rou�ne for Manicure applies to Pedicure, the major differences are:
§ The posi�oning of the client
§ The treatment of hard skin
§ Foot and leg massage rou�ne

Tools and Equipment for Pedicure
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A Contra-Indica�on

§ This is a condi�on that either prevents treatment or may restrict treatment.

Contra-Indica�ons that Prevent Treatment

§ Mul�ple warts.

§ Fungal infec�ons.

§ Bacterial infec�ons.

Tools Nail Cosmetics 

Acetone Base coat 

Cotton balls  Cuticle creams  

Cuticle cream Cuticle oil 

Cuticle pusher or Cuticle nipper Cuticle remover  

Foot bath Dry nail polish 

Lotion  Liquid nail polish 

Nail file Nail bleach 

Nail polish Nail conditioner  

Orangewood sticks  Nail dryer 

Toenail clippers Nail polish remover  

Towels Nail polish thinner 

Pedicure Spa 

Pumice stone (removes dead skin from sole of 

foot)  

Paper towels (rolled between toes to separate 

them 

77

Contra-indica�ons that restrict treatment

§ Bruised nail.

§ Cut and abrasions to one hand or finger.

§  Wash your hands

§ Check client for contra indica�ons

§ Soak both feet in Pedi an�sep�c soaking solu�on

§  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 in growing nails)

§ Foot 1 file and smooth free edge with emery board

§ Apply cu�cle cream and massage and place foot to soak. Repeat steps on foot 2

§ Use the callus file and or a scrub or Exfoliator on hard skin

§ Dry foot 1 pay par�cular a�en�on between the toes

§ Apply cu�cle remover, push back, li� and clean around the cu�cle and free edge

§ Use cu�cle knife or dual tool and nippers if required. Repeat on foot 2
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§ Scrub nails clean rinse and dry

§ File away any rough edges on the nails

§ Massage alternate legs

§ Squeak and clean nail, plate to ensure ALL grease is removed

§ Separate toes with dividers or �ssue

§ Apply base coat, nail enamel and top coat if required

§ Advise the client about products which may purchased for home care, record details of treatment

§ Give home care advice
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Exercise

1. Tick the MOST appropriate answer

A. What from the following does not make the part of the nail structure?

a. Nail plate

b. Nail bed

c. Cu�cle

d. All of these

B. Which of the following is not the nail shape?

a. Oval

b. Square

c. Pointed

d. Triangle

C. While removing nail paint remember to:

a. Choose good quality remover

b. Moisturise nails a�er removing nail paint

c. Changing co�on once it's fully used

d. All of these

2. List the proper nail polish removing procedure.

3. List the func�on of the top coat of Nail Polish.

4. What is the use of cu�cle cream?

5. What is the cause of blue nails?
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Unit 4.1 – Prepare Self and Client for Service
Unit 4.2 – UV Gel Nail Enhancements
Unit 4.3 – Acrylic Nail Enhancements
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Key Learning Outcomes

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

1. Prepare self and client for Nail enhancements

2. Set expecta�ons for Nail enhancement services

3. Iden�fy contra-indica�ons for nail services

4. Apply UV Gel Nail overlays

5. Apply Acrylic Nail overlays
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Unit Objec�ves

Assistant Nail Technician

UNIT 4.1: Prepare Self and Client for Service

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

1. Prepare self and client for Nail enhancements

2. Set expecta�ons for Nail enhancement services

3. Iden�fy contra-indica�ons for nail services

4.1.1 Preparing for the Nail Enhancements

Ensure the work area is safe and clean. Check electrical fixtures, physical hazards, unstable items, etc. Rec�fy any 

problems that may add any risks to the service, the client or the staff. 

Check for validity of products and safe usability of all equipment. 

Ask relevant and effec�ve ques�ons to check and establish the client's understanding, requirements and 

expecta�on prior to commencement and clarify doubts, if any. Ask the client their need and preference for nail 

enhancements, what service they are seeking and the look that they want.

Contra-indica�ons

Check for any contra-indica�ons that may exist, that may prevent or restrict the service.   
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Contraindica�on Cause Descrip�on Prevent or Restrict

Paronychia Bacterial infec�on Inflamma�on of the 

skin, throbbing and 

pus present 

Restrict

Eczema of the hands Irritant of the skin Dry inflamed skin Restrict 

Bruised Nail Injury to the nail bed Discoloured nail Prevent 
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Inform the client of the procedure and the �me it is going to take. In case of contraindica�ons inform the client 

accordingly whether service is possible or not, if it is possible any restric�ons it may have on the service and results.

Set-up products, tools, equipment and techniques to efficiently and safely deliver services sui�ng client's needs 

prepare products for applica�on, by mixing the ingredients in the correct propor�ons as per manufacturer 

instruc�ons and organisa�on standards and place for ease of use. Posi�on self in a manner to ensure that both 

client's private space is not encroached on and work can be carried out effec�vely.

Prepare the client for the treatment and provide suitable protec�ve apparel such as an apron or drape. Sani�ze own 

hands prior to treatment commencement using a hand sani�ser or by washing with an�-bacterial soap and 

sani�sing spray. 
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Leukonychia  Injury to the nail  White spots within 

the nail plate  

Restrict  

Onycholysis  Trauma to the free 

edge  

Separa�on of the nail 

from the bed  

Prevent  

Furrows  Trauma, age, injury, 

ill health  

Ridges in the nail  Restrict  

Tinea Unguium  Ring worm (fungal 

infec�on)  

Yellow or white 

patches leading to 

peeling of the nail 

plate  

Prevent  

Beaus Lines  Ill health or poor 

manicure  

Ridges across the nail  Restrict  

Onychophagy  Bi�ng of the nail and 

surrounding skin  

Very li�le free edge 

sore skin  

Restrict  

 

Psoriasis of the Nail  Non contagious 

disorder  

Deep pi�ng of the 

nail bed  

Prevent  

Onychorrhexis  Dry and Bri�le  Ver�cal spli�ng of 

the nail  

Restrict  
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Fig. 4.1 Nail soak in an�-sep�c solu�on

Assistant Nail Technician

Remove any exis�ng nail polish or nail enhancement to restore the nails to a natural condi�on, if required.

Iden�fy the condi�on of the nails and any correc�ve work to suit the client's natural nail shape and condi�on. 

This may include fill-in, backfill, overlay or adding nail �ps. 
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Fig. 4.2 Remove nail polish 

Clean the client nails to ensure they are free from bacteria use a soak, hand wash, sani�zer, dis-incrusta�on wipes, 

an�-sep�c solu�ons, doing this prior to beginning any service improves sanita�on and helps prevent growth of 

mold and fungus beneath nail enhancements. Follow instruc�ons for preparing the solu�ons and mixtures. 
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Unit Objec�ves

UNIT 4.2: UV Gel Nail Enhancements

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

1. Iden�fy and organise materials for UV gel enhancements
2. Apply UV Gel Nail overlays
3. Use UV lamps for curing UV gel enahancements

4. .1 UV Gel Nail Applica�on2
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Gel Nail enhancements are natural-looking, these are clear, thin, light-weight, flexible, nonporous, have numerous 

design capabili�es, resist li�ing and discolora�on. 

Gel nails are used for:

§ �p overlays

§ natural nail overlays o�en to protect from cracking, peeling, spli�ng, chipping etc.

§ sculpted onto forms for short extensions

§ covering a damaged free-edge that grows out.

Gel Nails give clients both a natural nails look and feel combined with the convenience and durability of acrylic nails. 

Gel nails are created with a layer of base gel, brushed into a mold then cured by UV Lamps. UV lamps are available 

with different wa�age, such as 9 wa�s, 18 wa�s, or 36 wa�s and can be used depending on cure rate desired. 

Some�mes fibreglass or silk is added to gels for extra strength.

Materials and equipment required to apply UV Gel Nail enhancements: 

§ Manicure table set-up

§ Files

§ Buffers

§ Nail �ps

§ Co�on buds

§ Nail clippers

§ Towels

§ Soak bowl

§ Cu�cle knife and pusher

§ Nail glue

§ UV Light Lamp

§    Gels: Primer, Bonder, Basecoat gels, Builder Gels Mul�-purpose, Gloss coat, Sealers White builder, White

free-edge, Coloured gels, etc.

§  Gel Brushes Gel Cleanser

§ Gel Wipes (lint free)
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Steps to follow for UV Gel Nail Enhancements

To create UV gel nails the following is required:

§ Nail File to dehydrate your natural nail plate before any gel is applied

§ Cu�cle pusher to push in the cu�cle before the nails are applied

§ Gel brushes to apply the gels and dus�ng brush to remove dust around the nails

§ False nail �ps if �ps are being applied

§ Nail glue for the �ps

§ Nail dehydrator to remove moisture from the nail

§ Nail polish remover & co�on pad to remove any old nail polish

§ UV gel primer which is for the first clear gel used as a base coat

§ UV builder gel. This is a gel that is generally thicker than the primer & top coat to give your nails a strong

overlay – comes in a variety of colours

§ UV gel top coat. This is another clear gel that is used to secure the whole design with a great shine

§ UV lamp to cure or harden the gel

§ Cleanser to remove the s�cky residue from your brush and nails a�er curing

§ Co�on pad or lint free wipes for the cleansing

Prepare the nail plate by removing debris, filing the free edge remove shine and dehydrate the natural nail. 
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Fig. 4.3 Filing of nails before gel applica�on
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Cu�cles need to be cut or gently pushed back. This is depending on how much they have grown. This stops the 

UV gel from li�ing near the cu�cle. Cu�cle knives or nippers can be used for cu�ng the cu�cle.  A cu�cle 

pusher or a wood s�ck can be used for pushing the cu�cle back. File the �p (or free edge) of the nails a�er 

cu�ng to your desired length, if required.

A�er dehydra�ng and filing, the UV gel primer is applied. A thin layer is applied over the natural nail. The primer will 

help the rest of the applica�ons to adhere to the natural nail. This is applied only on the natural nail and not the �ps.

Hold under your UV lamp for 2 minutes for curing (hardening) the primer. One must monitor UV curing �ming to 

ensure adherence to product manufacturer's instruc�ons. The curing �me will be dependent on the wa�age of the 

lamp, therefore, it is important to follow instruc�ons. 

Once the gel is cured the builder gel is applied. The gel is placed in the middle of the nail and gently spread upwards 

to the end of the �p.  When spreading downwards, get it as close to the cu�cle area as possible without touching 

any skin. The same goes for the side walls. If the gel gets on the skin, then it has more chance of li�ing once it has 

been cured. Use the co�on bud to remove any gel off the skin before placing the nails under the UV lamp for 

hardening.

For those nails where there are �ps one must get the gel thickest around the smile line because that's where the 

nails receive most pressure.

Once the coat is cured, one has to apply the top coat of the gel to the nails. Apply a nice even layer over the nail, 

being careful not to spread any on the surrounding skin. One can apply single or mul�ple layers with curing 

between each layer depending on how thick a coat one wants. Once cured any s�cky residue le� on the nail can be 

removed using a lint free wipe or cleanser. 

Perform buffing techniques correctly on UV gel enhanced nail and seal to create a high shine finish, achieving the 

desired shape and thickness. This can be done using a three-way buffer. 
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Unit Objec�ves

UNIT 4.3: Acrylic Nail Enhancements

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

1. Iden�fy and organise materials for acrylic nail enhancements
2. Apply acrylic Nail overlays

4. .1 Acrylic Nail Enhancements3

Acrylics are the oldest form of nail extension in the modern beauty industry and are considered to be very strong 

and durable. The acrylic is a mixture of liquid monomer and a powder polymer, which when combined form a hard 

protec�ve layer that is sculpted over the natural nail. These are generally cheaper than UV gel nails and unlike UV 

Gel nails which have to be cured under UV lamps, acrylic nail extensions will only become hard when exposed to air. 

The hardening completes the nail enhancement process to make these as a strong and glossy base that is a fantas�c 

for colour applica�on. These look more ar�ficial than UV Gel nails and are also cri�cised as these cause the 

underlying nail to not breathe and thus can make the nails weak and/or bri�le. Acrylic extensions can be removed 

by soaking the nail in acetone, while UV gel nails must be buffed to remove the gel, they will not come off with 

acetone.

Safety requirements

The following needs to be borne in mind while working to apply acrylic nail enhancements:

Acrylic nail applica�ons involve chemicals that give out fumes, and therefore require utmost cau�on on part of both 

technicians and clients. 

§ The room should be well ven�lated.
§ Most acrylic nail products are flammable, these should be kept away from heat and direct sunlight and

stored in a cool and dry place.
§ Acrylic nail products can be harmful to the body and the environment when used incorrectly. Follow the

manufacturers' instruc�ons regarding their safe use, handling, storage and disposal.
§ One must not use acrylic nail products if suffering from nail and/or skin disease/disorders.
§ Pregnant women should not use acrylic nail products or be applying these.
§ It is highly recommended to wear safety glasses and disposable masks while applying acrylic products.
§ Any discomfort or feeling of uneasiness while applying acrylic nail enhancements requires immediate

stoppage of applica�on. If any rashes/redness or contra-ac�on occurs, contact the doctor immediately.
§ Skin, eyes and mouth must be protected from contact with Acrylic powder and liquid
§ Follow acrylic nail removal procedure correctly. Never force to remove acrylic nails from natural nails.
§ Follow manufacturer instruc�ons for disposal of acrylic products and never drain acrylic nail products in the

wash basin/sink. Always use paper towels to absorb liquids and dispose of these safely.
§ Wash your hands thoroughly a�er handling acrylic nail products.
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Materials and equipment required to apply UV Gel Nail enhancements:

§ Nail File (180 – 240 grit)

§ Cu�cle Knife

§ Dust Brush

§ An�-bacterial Spray

§ Paper Towel

§ Acrylic Liquid

§ Acrylic Powder (White & Clear/Pink)

§ Acrylic Nail Brushes

§ Monomer (ethyl methacrylate)

§ Dehydrator

§ Primer

§ Tip clippers

§ Pushers

§ Dappen dish and brush

Applica�on of Acrylic nail enhancements

The procedure is a mul�-step process that usually involves preparing the natural nail by cleaning, shaping, 

buffing and cu�cle work, before then applying ar�ficial �ps to add length (if required) and the acrylic on top.

Prepare nails as men�oned earlier in sec�on 4.1 

Prepare the nail plate by removing debris, filing the free edge remove shine and dehydrate the natural nail. 

Cu�cles need to be cut or gently pushed back. This is depending on how much they have grown.

Preparing the mixture

Read the ingredients so the monomer does NOT contain MMA (Methyl methacrylate) which is a dental 

acrylic. MMA is too hard for the natural nail. EMA - Ethyl Methacrylate is what is required. The powder and 

the liquid should be poured into different bowls or dappen dishes in a well ven�lated room. 

Dip the brush into the acrylic liquid and let it absorb enough liquid. Remove any excess liquid by grazing 

against the edge of the dish. Lightly and briefly press the surface of acrylic powder with one side of the brush 

to pick the acrylic powder. Form a ball and take out the brush slowly. This wet acrylic ball is called Acrylic 

Mixture. 
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Fig. 4.4 Acrylic mixture applica�on
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The mixture can turn out too dry or too wet depending on the amount of liquid in the brush. If this happens wipe it 

on paper towel to discard and pick a new mixture. If the mixture turns out just a li�le bit too so�, lightly place the 

brush onto a paper towel to remove the excess liquid. Prac�ce to be able to pick mixtures in different sizes. It is 

important to wipe the brush on a paper towel in between each pick to keep both the brush and liquid clean. Absorb 

the le�over liquid with paper towel pieces and put them in a rubbish bag. Do not drain in the sink. 

Applying the mixture

Place this ball on your nail's base and carefully fla�en it with the brush, spreading it all over the nail, moving the 

brush from the base towards the �p. Apply addi�onal balls of acrylic where necessary. Now, shape and paint your 

nails as desired. Ensure the acrylic is dried before moving on to the next step. 

Following the applica�on use a buffer to buff the surface of the nails, with an increasing grit file to

achieve the desired shine. Use a coat of clear polish or paint them with coloured nail polish as required. 
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Summary

Assistant Nail Technician (AST) during prac�ce Nail enhancement techniques must keep following points in 

mind to ensure quality work:

§ Ensure the work area is safe and clean.

§ Ask the client their need and preference for nail enhancements, what service they are seeking and the

look that they want.

§ Gel Nail enhancements are natural-looking, these are clear, thin, light-weight, flexible, nonporous, have

numerous design capabili�es, resist li�ing and discolora�on.

§ Acrylics are the oldest form of nail extension in the modern beauty industry and are considered to be

very strong and durable.

§ The acrylic is a mixture of liquid monomer and a powder polymer, which when combined form a hard

protec�ve layer that is sculpted over the natural nail.

AST perform techniques to clean the client nails to ensure they are free from bacteria use a soak, hand wash, 

sani�zer, dis-incrusta�on wipes, an�-sep�c solu�ons, doing this prior to beginning any service improves 

sanita�on and helps prevent growth of mold and fungus beneath nail enhancements. 

UV Gel Nail Applica�on

Gel nails are used for:

1) �p overlays

2) natural nail overlays o�en to protect from cracking, peeling, spli�ng, chipping etc.

3) sculpted onto forms for short extensions

4) covering a damaged free-edge that grows out.

Gel nails are created with a layer of base gel, brushed into a mold then cured by UV Lamps. 

Steps to follow for UV Gel Nail Enhancements

To create UV gel nails the following is required:

§ Nail File to dehydrate your natural nail plate before any gel is applied

§ Cu�cle pusher to push in the cu�cle before the nails are applied

§ Gel brushes to apply the gels and dus�ng brush to remove dust around the nails

§ False nail �ps if �ps are being applied

§ Nail glue for the �ps

§ Nail dehydrator to remove moisture from the nail

§ Nail polish remover & co�on pad to remove any old nail polish

§ UV gel primer which is for the first clear gel used as a base coat

§ UV builder gel. This is a gel that is generally thicker than the primer & top coat to give your nails a strong

overlay – comes in a variety of colours

§ UV gel top coat. This is another clear gel that is used to secure the whole design with a great shine

§ UV lamp to cure or harden the gel

§ Cleanser to remove the s�cky residue from your brush and nails a�er curing

§ Co�on pad or lint free wipes for the cleansing

Prepare the nail plate by removing debris, filing the free edge remove shine and dehydrate the natural nail. 

Note: With gel nails, if it chips or the nail starts growing out, one has to remove all of the gel and start over 

again.

Par�cipant Handbook
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Acrylic Nail Enhancements

Acrylics are the oldest form of nail extension in the modern beauty industry and are considered to be very 

strong and durable. The acrylic is a mixture of liquid monomer and a powder polymer, which when combined 

form a hard protec�ve layer that is sculpted over the natural nail. 

Preparing the mixture

Keep following points in minds while preparing mixture to use:

§ The powder and the liquid should be poured into different bowls or dappen dishes in a well ven�lated

room.

§ Dip the brush into the acrylic liquid and let it absorb enough liquid.

§ Remove any excess liquid by grazing against the edge of the dish.

§ Lightly and briefly press the surface of acrylic powder with one side of the brush to pick the acrylic

powder.

§ Form a ball and take out the brush slowly. This wet acrylic ball is called Acrylic Mixture.

The mixture can turn out too dry or too wet depending on the amount of liquid in the brush. If this happens 

wipe it on paper towel to discard and pick a new mixture. 

Applying the mixture

AST should apply following steps while applying the mixture on nails:

§ Place this ball on your nail's base and carefully fla�en it with the brush, spreading it all over the nail,

moving the brush from the base towards the �p.

§ Apply addi�onal balls of acrylic where necessary. Now, shape and paint your nails as desired.

§ Ensure the acrylic is dried before moving on to the next step.

§ Following the applica�on use a buffer to buff the surface of the nails, with an increasing grit file to

§ Achieve the desired shine.

§ Use a coat of clear polish or paint them with coloured nail polish as required.

Assistant Nail Technician
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Exercise

1. Write cause and descrip�on of following Contra-indica�ons

Contradic�ons Cause Descrip�on

Eczema of the hands

Bruised Nail

Leukonychia

Furrows

Beaus Lines

2. Why should the monomer NOT contain MMA?

a. It is too so� for the natural nail

b. It is too hard for the natural nail

c. Monomer contains MMA is very costly

d. Monomer contains MMA use to sharpen nail polish

3. Which is the desirable compound in the monomer?

a. FMA

b. EMA

c. MMA

d. DMA

4. List the materials and equipment required to apply UV Gel Nail enhancements.

Par�cipant Handbook

Not for Sale - For Internal Circula�on only



95

5. Write any 5 safety requirements to ensure safe acrylic nail applica�ons

Assistant Nail Technician 
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Key Learning Outcomes

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

1. Iden�fy tools and materials required for a fill or backfill service
2. Use various tools used for fill and backfill service
3. Perform a fill-in service
4. Perform a backfill service
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UNIT 5.1: Perform Refill

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

1. Iden�fy tools and materials required for a fill or backfill service

2. Use various tools used for fill and backfill service
3. Perform a fill-in service
4. Perform a backfill service

5.1.1 Introduc�on

Refill, known as fill and backfill (French fill-in) maybe required at approximately two and four weeks' �melines from 

the date of the nail applica�on under normal circumstances, but depending on usage and wear and tear due to 

other reasons this may vary. 

The two-week fill is required as the nails will have grown by some measure and they need a Fill-up. By 2-3 weeks' 

�me the nails have grown, because of which there will be no acrylic near the cu�cle. 

The shape would have changed as the arch would have moved up. The smile line will have also shi�ed and therefore 

no longer suitable. Also due to wear and tear there may be other problems that may affect the nail, such as 

appearance of cracks, air bubbles, breaks around the corner or more. 

The purpose of the fill-up procedure, therefore is to balance the shi�s and make amends for the wear to ensure that 

the nails remain as new, shiny, fi�ng and thin as they were when first applied. 

The backfill to the French Nail is done on French nails that have grown out, where the white is moved back to 

original posi�on, and then the cu�cle area is filled in also. For this exercise we will use the following zones:

§ Zone 1 is the free edge (where the nail leaves the finger)

§ Zone 2 is the middle part of the nail

§ Zone 3 is the Eponychium (some�mes known as the cu�cle area)

Fig.5.1 Zones of the Finger Nail 
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Tools and Materials

Tools and Materials required for Refill include:

§ Nail File (100/180/240 grit)

§ Cu�cle Knife and pusher

§ Nail Machine with either a French fill diamond bit or a barrel-shape Swiss carbide bit

§ Acrylic Powder (White and Clear or Pink)

§ Acrylic Nail Brush (Different sizes)

§ Acrylic Liquid (EMA)

§ Dappen Dishes

§ Dust Brush

§ An�-bacterial Spray

§ Paper Towel

§ Shine or Sealer

§ Dehydrator

Procedure for Fill

Sani�ze own and client's hands by washing with an�-bacterial soap and sani�sing spray, at the beginning of the 

service improves sanita�on and helps prevent growth of mold and fungus beneath nail enhancements. 

Begin by pushing back the cu�cle and cu�ng it depending on the growth of the cu�cle. Using a 100/180 File, thin 

the nail by about half. File to reduce the thickness of the acrylics at the base with a 180 grit file. When the acrylics 

are thin enough, switch to a 240 grit file to remove the li�ing.

 Inexperienced technicians o�en cause an increase in the thickness of their customers' acrylic nails. This is because 

the technician did not remove enough base acrylic before applying the new, white acrylic. Almost the en�re layer 

of acrylic should be removed from the free edge before the applica�on of new product. Only the thinnest layer of 

acrylic should remain on the nail plate, so that the thick build-up is avoided.

Fig. 5.2 Removing old product from nail with and without machine
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French fill-in (Back fill)

Acrylic Back Fill reposi�ons the smile lines which have moved forward with the nail growth.

This method is also called Realign. This may be required in about 4-5 weeks from the applica�on based on the 

speed of nail growth. 

There are two ways to rebalance French Nails. The first method uses an electric file and involves carving out a 

groove at the free edge and then applying the new product. This method uses a nail machine with a French fill 

diamond bit or a barrel-shape Swiss carbide bit.
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Fig. 5.3 French fill diamond bit Fig. 5.4 Swiss carbide bit

The second method is to reduce the previous product on the en�re nail by about two-thirds, then apply white and 

pink as one would for the first �me. This can be done with a hand file. 

Backfill Procedure

Use a nail file and file following above the smile line, 

create a groove between the free edge and Zone 2 for 

a new nail look. A�er crea�ng the groove along the 

smile line, remove the excess acrylic on the free edge. 

On the first pink- and-white fill, the acrylic may not be 

able to be removed en�rely because there may not be 

a natural nail under the acrylic. Remove as much as 

possible without weakening the �p and causing it to 

snap off. During subsequent fills, remove all the old 

acrylic from the free edge.

Fig. 5.5 Technician using a nail machine 
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Apply the adherent or primer to any exposed natural nail. 

The acrylic powder and the liquid should be poured into different bowls or Dappen dishes in a well ven�lated 

room. 

Dip the brush into the acrylic liquid and let it absorb enough liquid. Remove any excess liquid by grazing against the 

edge of the dish forming a medium-sized ball. Lightly and briefly press the surface of acrylic powder with one side 

of the brush to pick the acrylic powder. Form a ball and take out the brush slowly. 

Apply the white ball to Zone 1 to create the smile line. Fill in the �p first in order to give the white acrylic �me to set 

before applying the pink.

Lay the ball in the middle of the free edge and, using the body of the brush, guide the product up to one corner and 

then to the other, crea�ng the depth of the smile. Using the �p of the brush, define and shape the smile. Wipe the 

brush clean on a wipe between applica�ons of acrylic. 

Create the second ball with the powder colour of the choice and place in Zone 2. Allow the mixture to level on its 

own for a few seconds before pressing the product from side to side and lightly extending over the free edge. Zone 

2 is extremely important. This is the thickest part of the nail and reinforces the stress area. The final ball will be 

placed in Zone 3. This smaller ball of product will be pressed from side to side and lightly extended through Zones 2 

and 1. Leave a product-free margin around the side walls and cu�cle area. 

Finishing Op�ons

Apply shine or sealer and cure under a UV lamp if necessary to achieve a high gloss shine, durability and long-

las�ng protec�on. Avoid applying this to the cu�cle area and extend over the free edge to allow for shrinkage. An 

approximate cure �me of three minutes will suffice. 
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Refill

Refill, known as fill and backfill (French fill-in) maybe required at approximately two and four weeks' �melines from 

the date of the nail applica�on under normal circumstances. 

The purpose of the fill-up procedure, is to balance the shi�s and make amends for the wear to ensure that the nails 

remain as new, shiny, fi�ng and thin as they were when first applied, but depending on usage and wear and tear 

due to other reasons this may vary. 

The two-week fill is required as the nails will have grown by some measure and they need a Fill-up. 

By 2-3 weeks' �me the nails have grown, because of which there will be no acrylic near the cu�cle. 

The shape would have changed as the arch would have moved up. 

The smile line will have also shi�ed and therefore no longer suitable. 

Also due to wear and tear there may be other problems that may affect the nail, such as appearance of cracks, air 

bubbles, breaks around the corner or more. 

Note: The backfill to the French Nail is done on French nails that have grown out, where the white is moved back to 

original posi�on, and then the cu�cle area is filled in also.

Procedure for Fill

§ Sani�ze own and client's hands by washing with an�-bacterial soap and sani�sing spray, at the beginning of

the service improves sanita�on and helps prevent growth of mold and fungus beneath nail enhancements.

§ Begin by pushing back the cu�cle and cu�ng it depending on the growth of the cu�cle. Using a 100/180

File, thin the nail by about half.

§ While removing the acrylic, remain careful to not file the client's natural nail. File along the cu�cle area,

making sure the margin of product is flush with the natural nail.

§ Remove dust with a clean manicure scrub brush. Dehydrate the surface with a dehydrator and wipe dry

with a lint free wipe.

French fill-in (Back fill)

Acrylic Back Fill reposi�ons the smile lines which have moved forward with the nail growth.

This method is also called Realign. 

There are two ways to rebalance French Nails: 

§ The first method uses an electric file and involves carving out a groove at the free edge and then applying the

new product.

§ The second method is to reduce the previous product on the en�re nail by about two-thirds, then apply

white and pink as one would for the first �me. This can be done with a hand file.

Finishing Op�ons

Apply shine or sealer and cure under a UV lamp if necessary to achieve a high gloss shine, durability and long-

las�ng protec�on. Avoid applying this to the cu�cle area and extend over the free edge to allow for shrinkage. An 

approximate cure �me of three minutes will suffice.  
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1. List the materials and equipment required for Refill.

1. Match the following
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Zone 1 the middle part of the nail 

Zone 2 the Eponychium (sometimes known as the cuticle area) 

Zone 3 the free edge (where the nail leaves the finger) 

1. State True or False

a. During the two-week fill procedure, the acrylic ball is first set in ZONE 3. (       )

b. During the backfill procedure the acrylic ball is first set in Zone 1. (       )

c. The Smile line is in Zone 3 and is part of the Lunula. (       )

d. Weather condi�ons may require modifica�on to the acrylic powder ra�o mix in certain cases. (       )

e. Inexperienced technicians o�en cause an increase in the thickness of their customers' acrylic nails

because the technician don't put enough liquid before applying the new, white acrylic. (       )
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6. Assist the Nail
Technician in Providing
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Key Learning Outcomes

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

1. Offer services to the client a�er consulta�on.

2. Carry out assis�ve tasks for delivering advanced nail care services.

3. Affix nail �ps as per requirements.

6. Provide simple nail art services under instruc�ons.
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UNIT 6.1: Nail Enhancement Services

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

1. Offer services to the client a�er consulta�on.

2. Carry out assis�ve tasks for delivering advanced nail care services.

3. Affix nail �ps as per requirements.

4. Provide simple nail art services under instruc�ons.

6.1.1 Introduc�on

Nail enhancement services include repairing damaged nails, providing ar�ficial nails, nail �ps and nail art 

services. The nail services segment is steadily growing and more and more people are using these services to 

repair and mask damaged nails or for beauty purposes.

There are two main approaches to crea�ng ar�ficial nails – �ps and forms.

Tips are made of lightweight plas�c plates that are nail-shaped. They are glued on the end of the natural nail 

and liquid acrylic is then applied over the en�re nail.

Forms are fi�ed over the nail. Then an ar�ficial nail is molded out of acrylic. Then the form is removed and the 

new nail shaped and buffed to a shine. 

Some important nail enhancement terms: 

Nail overlays: An overlay is when acrylic, gel, fiberglass or silk is used to just coat natural nails without adding any 

length and its normally used to strengthen natural nails or mask damaged nails. 

Fig. 6.1 Matching nail enhancement 
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6.1.2 Client Consulta�on

It's always important to carry out a client consulta�on before carrying out a nail service. If the client has never 

visited the salon before it will give you a chance to welcome the client, make them feel relaxed and find out what 

services they would like. If it is a regular client you will s�ll need to check that the client is having the same 

services and that they are sa�sfied with their service results. 

If you are not sure that the client is suitable for the service remember to  always tac�ully refer to a senior nail 

technician for further service advise  and make sure that the clients consulta�on details are checked by the 

senior  before con�nuing with the service.  
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Nail extensions: Acrylic, Gel, Fiberglass or silk nails that are applied over a nail �p or are sculpted on a form and 

the finished nails are longer than the natural nail length. 

Nail Art: Nail art refers to nail decora�on and is a broad term that includes different forms of decora�on such as 

with polish, paint, pa�erns, s�ckers and appliques.

Nail Stamps: Applica�on of a par�cular pa�ern to nails: a stamp is coated in nail polish and pressed onto each 

nail for a uniform look.  

Nail s�ckers: Another method to decorate nails is with s�ckers and transfers; these are available in small and in 

large sizes for covering part or whole of the nail. 

Appliques: These are popular nail-art decora�ons and include rhinestones, flat pearls, beads, etc.

Fig. 6.2 Different styles of nail enhancement 
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It is important to carry out a consulta�on before every service in order to do the following:

§ Find out what the client expects from the service.

§ The reason for their visit.

§ Condi�ons and disorders that may restrict or prevent the service from  taking place.

§ The area to be treated and agree on a suitable service.

§ Make the client feel relaxed and comfortable.

§ Talk of any other services available.

§ Answer any of the clients ques�ons.

 Clients have different reasons for visi�ng a salon some of these may include:

§ To treat themselves.

§ To keep their hands and nails in good condi�on.

§ To improve the appearance of their hands and nails.

§ To boost their confidence.

§ For a special occasion.

Client Consulta�on – Methods of Communica�on

It is important that the client enjoys their visit to the salon and that they feel totally relaxed and comfortable. 

How a beauty therapist communicates and responds to a client will play an important part in the client's 

enjoyment and sa�sfac�on of the service.  

Even before you speak to the client, the way in which you approach them will be a form of communica�on. 

It might be through your facial expression, your appearance or even how you walk towards the client. All these 

things send a message to the client. 

here are two types of communica�on that you need to be aware of:  

§ Non-verbal communica�on

§ Verbal communica�on

Fig. 6.3 Client consulta�on
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Non-verbal communica�on

§ This is how you show how you feel without even speaking to the client. You will be

communica�ng with the client through body language e.g. your facial expression. If you do not

have an eye contact when you are talking to the client, or the client is talking to you, this may

suggest you are not very confident and feel uncomfortable. This may then make the client feel

uncomfortable.

Verbal communica�on

§ This is how you speak with the client. It is important to speak clearly without shou�ng, always

be polite and communicate in a confident manner. You must also think about the tone of your

voice and the language you use. Try to avoid slang or technical terminology that the client may

not understand.

§ As well as talking it is very important to listen, so that you can find out exactly what the client

would like and can provide a service that they will be happy with.

§ Avoid interrup�ng the client when they are peaking. You will have to ask ques�ons during the

consulta�on, but try to explain why you need to ask these ques�ons to the client.

§ Give the client an opportunity to ask ques�ons and try to make them feel relaxed.

§ It is always a good idea to make a note on the client's record card of topics you have talked

about e.g. a recent party or holiday. If they return for another visit they will be pleased that

you have remembered these details.

§ It is important to gain the clients trust not only in your prac�cal skills but also in your personal

rela�onship. When a client gets to know you they may talk to you about personal and private

ma�ers such as health or family life. You must always remember to maintain a client's

confidence and never discuss with others what you have been told.

6.1.3 Nail Tips and their Applica�on
Ar�ficial nails �ps are a growing in popularity. There are mainly two types of ar�ficial nail �ps, Gel and Acrylic.

Fig. 6.4 Acrylic Nail �ps
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These �ps are applied to the nail and then hardened. 

The gel �ps are hardened under UV lamp exposure and the acrylic applied nails are hardened with exposure to 

air. 

Fig. 6.5 Gel Nail �ps being hardened under UV lamp

Gel �ps are usually more expensive than Acrylic �ps. 

There are different types of �ps available including coloured, pre-designed and gli�er �ps. 

Fig. 6.6 Pre-designed nail �ps

Nail Applica�on service

Before star�ng the service, always carry out the following steps

§ Ensure equipment is sterile and all materials and products are easily accessible.

§ Complete a consulta�on form, check for contra-indica�ons (see above) and discuss and agree with the

client a service that meets their needs.

§ Remove all the client's jewellery, including watches, so that a thorough service can be carried out. Keep

in a safe place.
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6.1.4 Nail Tip Applica�on Equipment

Equipment list: 

Nail desk set up 

§ Terry towel 

§ Hand rest / rolled terry towel 

§ Metal bin with lid and liner 

§ Hard surface disinfectant 

§ Suitable chairs and nail table   

Disposable  

§ Lint/co�on wool pads 

§ Roll of paper towel  

§ Toothpick or Birchwood s�ck  

Fig. 6.7 Nail desk

Tools/equipment

§ Steel Cu�cle pusher or Birchwood s�ck

§ Cu�cle nipper 

§ Emery boards (100 to 180 grit) 

§ Block buffer (100 to 120 grit) 

§ Tip clipper 

§ Nail cleaning brush

§ Poofy brush

Products

§ Hand sani�zer

§ Acetone free remover

§ Instant nail glue 

§ Nail �ps  

Not for Sale - For Internal Circula�on only
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Nail �p applica�on pre-service

§ Complete pre service sanita�on procedure.

§ Set up your standard manicuring table. Add emery board, block buffer, nail glue and nail �ps.

§ Greet client and ask her to wash hands with an�bacterial soap or hand sani�zer.

§ Do client consulta�on, using client record/health card to record responses and observa�on. Check for

nail disorders and decide if it is safe and appropriate to perform a service on this client.

Nail �p applica�on procedure

§ Remove old polish-begin client's le� hand li�le finger and work towards the thumb. Then repeat on the

right hand.

§ Push back cu�cles- use Birchwood s�ck or Steel Pusher to gently push back cu�cle. Use light touch

because cu�cle is dry.
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Nail with area of tip highlighted
to demonstrate reinforcement
of  vulnerable area

Fig. 6.8 Ar�ficial nail enhancements materials

Fig. 6.9 Ar�ficial nail �p features
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§ Buff nail to remove shine- use block buffer 120 grit sides to remove shine from the natural nails. Be

extremely careful not to over buff the nail plate.

§ Shape free edge with emery board shape the free edge to fit the well of the �p.

§ Nail �p size-select proper size �ps. Make sure the �ps you choose completely cover the nail plate from

sidewall to sidewall.

§ Apply Nail Glue- put one drop of nail glue in order to cover the nail �p well. Do not let nail glue flow into

the skin.

§ Slide on �ps- Remember the stop, rock and hold procedure. Stop –find stop against free edge at 65 degree

angle. Rock – rock �p on slowly. Hold – hold in place 5 to 10 seconds un�l dry. Make sure that there is no air

bubbles trapped in nail glue.

§ Blending the �p- with emery board start blending the nail �p. Please ensure while blending the blend line

you don't over buff the nail natural and the nail �p.

§ Shaping nail �ps- cut the nail �p with cu�cle clipper to the approximate finished length. Shape the nail by

using emery board- as required square, so� square, oval, round.

6.1.5 Nail Art

Nail art is a crea�ve way to decorate nails. It is type of art which can be done on fingernails and toes. 

Nail art is an exci�ng part of Nail technician's job. It turns nails into small canvases on which you can paint 

pictures, create designs make collages with gems, foils, tapes, or whatever your clients will wear.   

    Fig. 6.10 Various nail art 
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There are a number of different nail art techniques you can use to create unique designs. They can be used alone or 

combined with others to create a look. Some of them are easy to learn and you will need prac�ce to get a great 

look. 

§ Brush art-triple zero, flat, striper, fan, slant brushes 

§ Marbling/do�ng pen   

§ Gli�ers 

§ Mylars 

§ Decal Ta�oos  

§ Gemstones/Diamon�es 

§ Water nail art 

§ Stripping tapes 

§ Sponging 

§ Stamping 

§ Foils 

§ Ta�oos/3D ta�oos 

§ Brush Art 

Fig. 6.11 Nail enhancement materials

    Fig.6.12 Various nail art techniques

When it comes to nail art, it isn't enough to have one brush that will do all kind of art work. With a proper brush, a 
tech can create everything from thin detailed lines to color-blended shadows and even elaborate flowers.  
Following descrip�on of brushes will help you find the right brush for your desired nail art. 
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Detail Brush/Liner Brush

Excellent for short strokes, a liner brush can be used to draw smile lines and details.  Its accurate for outlining 

images and adding contours. This brush offers a lot of control and precision for doing complex pain�ng. It can 

be used to do leopard spots, zebra stripes on nails, flowers, cartoon nails or tribal nails etc.

§ Flat Brush/One Stroke- this brush is also known as shader brush.  These brushes help in crea�ng long

fluid strokes on the nails. It also helps in crea�ng one stroke pa�erns, blending and shading. They are

also helpful in doing gel art.

§ Striper Brush –the nail art striper brush is a precision thin brush for striping and detailed work. Create

nail art designs using lines, checkered nails, ne�ng and outlining etc.

Fig. 6.13 Different nail art brushes

§ Slanted Brush- It is used for tapered points or gel nail art that needs one thick stroke. The slanted nail brush

is also great for blending gel nail polish colors and applying loose gli�er. With one small movement you can

create perfect petals.

§ Fan brush – the nail art fan brush is great for layering and blending nail polishes colors to create ombre or

feathered nail effects. The fan brush can also be used for flicking to create splashes of polish.
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Marbling and do�ng

The marbling and do�ng tool is one of the most useful nail art tools. It's the easiest way to do polka dot nails 

as well as hearts flowers nail art designs. You can also swirl blobs of color together to create marbled effect.  

The marbling and do�ng tool can also be very useful if you are using rhinestones and gems in your nail design. 

Use with a �ny dot of top coat to pick up and place rhinestones and gems neatly. It's good for pick and s�ck nail 

art too.

Gemstones

Gemstones come in variety of shape and colors. They are used to highlight a design or lots can be added to give 

effect of gem encrusted sparkles.  Gemstones are very similar to rhinestones, flat stones, flat backed pearl, 

metal shaped stones and studs. 

The underside of the gemstone is flat and is stuck to the nail using wet enamel or nail glue and then secured 

with another coat of clear topcoat.  Recommend to the client that addi�onal coats of clear topcoat will help 

protect the design. 

Gli�ers

Gli�er can create a complete, eye catching design or can be used to accent a design. They are available in 

either nail polish form or as a gli�er dust. If using a dust a clear topcoat is required. Using fine detailer brush, 

dip in the clear topcoat to form a bead into the gli�er to pick up a small amount of gli�er. Apply to the nail and 

paint into the required shape/design. The finished designs will a need a clear top coat to seal. 

Mylars

These are small poly pieces that reflect light. Using clear polish, these pieces can be applied directly on natural 

nail or on other colored polishes. 

Water decals

These ta�oos are released from the paper base by dipping in water. They are then applied directly on the 

natural nail or on the polished nail. 

Ta�oos/3D ta�oos

These are li�ed from the paper base and applied directly on to polished nails.  3D ta�oos have more dimension 

but the applica�on procedure is the same.

Water marbling nail art

This technique involves dropping nail polish into a bowl of water and moving the nails through it to li� the 

colors on to the nails.

Stripping tapes

These have varied applica�ons like using it as a French guide, highligh�ng as nail art etc.

Sponging

Nails can be highlighted by using different colors with a so� sponge on the nail.    

Stamping

 This is a kit that has pre-designed art and colors along with a stamping stem.  Designs are applied instantly on 

the nails. 
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Foils

This involves a silver leaf that goes on to the nails in geometric, abstract shape using clear polish. 

Water based acrylic paints

These are readily available and are a useful and easy way to paint designs. The colors are usually bold and 

opaque giving good coverage. They can be mixed together and are available in a wide variety of colors. Intricate 

designs or simple dots and stripes can be created.  Since they are water based mistakes can be wiped away with 

lint dipped in water. Finish the nail art with clear topcoat for shine and gloss.  

Fig. 6.14 Stamping on nails
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§ Beauty therapists deal with many clients each day and although most are very good when it comes to

 remembering what services they carried out some things must not be le� to memory.

§ Client records can be held on a computer or in a manual system.  Records must be kept for each individual

client so that they can be iden�fied and services provided to them can be correctly repeated. They must

also contain personal informa�on that helps to iden�fy each individual client such as their name, address,

contact telephone number etc

§ Consulta�on records must be kept to include a list of ques�ons and answers given by the client. The

client must be ques�oned on any resent medical condi�on or any other reason that would pervert the

service from being carried out, such as contra – indica�ons. As an assistant nail technician you must be

able to recognize common skin and nail condi�ons that may restrict or prevent the service from taking

place but it will always be under supervision and guidance of a senior therapist.

§ Client records must include the present condi�on of the client's skin and nails, the products they use at

home and the products used during the service. An assistant nail technician, you will have to assess the

skin and nail condi�on to be able to choose the correct products.

§ It is important that the client signs the record card to confirm that they are happy with what has been

recorded and the service can take place. You may also want to record the client's feedback to help you

improve the standard of your service.

§ Each client's record should be completed neatly, thoroughly and brought up to date at the end of each

service. Remember, if the nail technician is sick, on holiday or leaves the salon and another nail

technician has to treat the client, they will find these details very helpful. It will also help you to set up

and prepare the work area, as  the client's records will tell you which products and equipment are

required for the service.
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Summary

Nail enhancement services include repairing damaged nails, providing ar�ficial nails, nail �ps and nail art 
services. 

There are two main approaches to crea�ng ar�ficial nails:
§ Tips

§ Forms

Some important nail enhancement terms:

§ Nail overlays

§ Nail extensions

§ Nail Art

§ Nail Stamps

§ Nail s�ckers

§ Appliques

Client consulta�on: There are two types of communica�on that you need to be aware of:

Non-verbal communica�on - This is how you show how you feel without even speaking to the client.  

Verbal communica�on -This is how you speak with the client

Nail �ps and their applica�on: Ar�ficial nails �ps are a growing in popularity. There are mainly two types of 
ar�ficial nail �ps

§ Gel - The gel �ps are hardened under UV lamp exposure
§ Acryli- the acrylic applied nails are hardened with exposure to air.

Nail �p applica�on equipment

Nail desk set up

§ Terry towel
§ Hand rest / rolled terry towel
§ Metal bin with lid and liner
§ Hard surface disinfectant
§ Suitable chairs and nail table

Disposable
§ Lint/co�on wool pads

§ Roll of paper towel

§ Toothpick or Birchwood s�ck

Tools/equipment

§ Steel Cu�cle pusher or Birchwood s�ck

§ Cu�cle nipper

§ Emery boards (100 to 180 grit)

§ Block buffer (100 to 120 grit)

§ Tip clipper

§ Nail cleaning brush

§ Poofy brush
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Products

§ Hand sani�zer

§ Acetone free remover

§ Instant nail glue

§ Nail �ps

Nail �p applica�on pre-service

§ Remove old polish

§ Push back cu�cles

§ Buff nail to remove shine

§ Shape free edge

§ Nail �p size

§ Apply Nail Glue

§ Slide on �ps

§ Blending the �p

§ Shaping nail �ps

Nail Art: Nail art is a crea�ve way to decorate nails. It is type of art which can be done on fingernails and 

toes.Nail art is an exci�ng part of Nail technician's job. Nail art technique includes:

§ Brush art-triple zero, flat, striper, fan, slant brushes

§ Marbling/do�ng pen

§ Gli�ers

§ Mylars

§ Decal Ta�oos

§ Gemstones/Diamon�es

§ Water nail art

§ Stripping tapes

§ Sponging

§ Stamping

§ Foils

§ Ta�oos/3D ta�oos

§ Brush Art

The importance and reasons for keeping records of services

§ Client records can be held on a computer or in a manual system.

§ Consulta�on records must be kept to include a list of ques�ons and answers given by the client.

Client records must the present condi�on of the client's skin and nails, the products they use at home and the 

products used during the service. 

§  It is important that the client signs the record card to confirm that they are happy with what has been

recorded and the service can take place.

§ Each client's record should be completed neatly, thoroughly and brought up to date at the end of each

service.

Assistant Nail Technician
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Exercise

1. List the three types of ar�ficial nails.

a) _____________________________

b) _____________________________

c) _____________________________

2. List at least 3 types of nail art materials used.

a) _____________________________

b) _____________________________

c) _____________________________

3. List at least 3 nail art techniques used.

a) _____________________________

b) _____________________________

c) _____________________________

d) _____________________________

Par�cipant Handbook
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Unit 7.2 – Language Skills

7. Professional and
Language Skills

BWS/N9003



Par�cipant Handbook

Key Learning Outcomes

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

1. Display a professional behaviour while dealing with clients

2. State the importance of Language skills

128
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UNIT 7.1: Professional Skills

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

1. Display a professional behaviour while dealing with clients

7.1.1 Introduc�on

When star�ng a career as an Assistant Nail Technician, it is impera�ve to develop professional ethics. Strong work 

ethics shows that a person is self-mo�vated, conducts works in a professional manner, and is able to self-evaluate. It 

is necessary to possess these quali�es because they will determine success that one can get in this industry. The 

first important fundamental of a strong work ethic is self-mo�va�on. Self-mo�va�on is the ability to sa�sfy a desire, 

expecta�on, or goal without being influenced to do so by another person. Developing and following a code of ethics 

for your salon business helps you set the tone for your employees, reassure your clients that you have their best 

interests at heart, and establish your salon as a reputable workplace.

Fig.7.1 Components of Performance: Knowledge, Skills & Abili�es
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7.1.2 Decision Making and Problem Solving

Problem solving is an essen�al part of every job role. As an Assistant Nail Technician you will encounter various 

problems where you will need to take a decision. For example, breakdown and malfunc�on of equipment, unsafe 

and hazardous working condi�ons, security breaches etc.

Steps in decision making and problem solving:

1. Recognize that there is a problem.

2. Iden�fy the problem.

3. Generate alterna�ve solu�ons.

4. Weigh the pros and cons of each solu�on and decide on the best solu�on.

5. Implement the chosen solu�on.

6. Evaluate the solu�on.

Fig. 7.2 Steps for Problem Solving
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Imagine the following scenario:

An angry client comes into the salon complaining that the Spa manicure you did on her yesterday has led to a 

severe rash on her arm. she is very angry and 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 situa�on. 

§ Be sympathe�c and listen carefully to the client.

§ Ask her politely to take a seat while you find someone in authority to speak to her.

§ Inform your employer or the most senior member of staff that you have a client at recep�on who would like

to discuss her last perm as there seems to be a problem.

§ You should then explain the situa�on in as much detail as possible so your superior is able to talk knowledgeably

to the client

§ You should be present at the following discussion so that you can see what the exact problem is and how

the problem is dealt with.

§ Only offer input to the conversa�on if asked.

Here are some of things you should not do:

§ Do not get angry with the client.

§ Do not be rude and tell her that nothing is wrong with her hand.

§ Do not lie and say there is nobody who can deal with her and ask her to come back on your day off!

In another situa�on, 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 accommoda�ng as possible. If it really is not possible to 

fit the person in at that �me, make an appointment. This also applies to a client who is late for an appointment or 

where a therapist has been over-booked. Re-scheduling appointments can work both ways. It might be as a result 

of staff sickness; clients may have to be juggled into other �me slots. If you always deal with clients in an open, 

genuinely apologe�c manner, most will be flexible! When a client changes a booking, again be flexible. If �me 

permits and the client's needs can be accommodated, then do so. The recep�onist will need to be made aware, so 

that the �me slot isn't double-booked. Flexibility is the way to encourage new and repeat business.

7.1.3 Planning and Organising

Planning involves se�ng objec�ves and determining a course of ac�on for achieving those objec�ves. Organizing 

is the func�on of management that involves developing an organisa�onal structure and alloca�ng human 

resources to ensure the accomplishment of objec�ves. For planning your task of the day you need to priori�ze your 

task and complete it in �me.

Prior�sing Tasks

For efficient working, we should prior�se our work. Let's 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 over each day. As new tasks are given to you, add them to the 

list. When you have completed your task list, you would then be ready to tackle the tasks you need to do in order of 

importance. Dealing with a customer's enquiry is more important than pu�ng the products on shelves/ at their 

place. 
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Ge�ng customer billed is more important than talking to your colleague. Some tasks are needed to be completed 

before specific deadlines for example, cleaning and se�ng the work area at the end of the day for next day. This is 

called priori�sing your tasks 

.As an Assistant Nail Technician, you should be: 

§ Planning and organizing service feedback files/documents

§ Planning and managing work rou�ne based on beauty salon procedure

§ Understanding the client scheduling and bookings and maintain the work area, equipment and product

stocks to meet the schedule

§ Maintaining accurate records of clients, treatments and product stock levels

§ Accep�ng feedback in a posi�ve manner and develop on the shortcomings

7.1.4 Time Management

Time management refers to managing �me effec�vely so that the right �me is allocated to the right ac�vity. 

Effec�ve �me management allows individuals to assign specific �me slots to ac�vi�es as per their importance. 

Time Management refers to making the best use of �me as �me is always limited. 

Effec�ve Time Management includes:

§ Effec�ve Planning for se�ng goals and objec�ves.

§ Priori�zing ac�vi�es and delega�on of responsibili�es.

§ Spending the right �me on the right ac�vity and avoiding �me robbers such as gossiping, extended tea

breaks etc.

Fig. 7.3 Time Management
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Your priori�es may be quite clear - serving customers and performing daily rou�nes. So on your list, the highest 

priority will be to serve the customer. The worst enemy to personal effec�veness is '�me-wasters'. They include:

§ Being disorganised – not doing enough thinking or planning before star�ng 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 instruc�ons.

§ Leaving tasks incomplete. Not feeling like doing it, or becoming bored.

§ Being easily distracted, or spending too much �me 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 instruc�ons 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 wri�en them all down.

§ Ask which ones are priori�es, 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 le� for you and you cannot understand the wri�ng, ask a colleague to have a look. Urgent

and Important Matrix

This matrix will help you plan and organize your targets and your schedule to help you meet the   company's 

expecta�on 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

§ Emergencies and complaints from customers

§ Demands from superiors

§ Planned tasks

§ Mee�ngs with superiors/colleagues

Important

Fig. 7.4 Urgent and Important Matrix
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2. The Non-Urgent but important tasks

REJECT AND EXPLAIN

§ Trivial requests from others

§ Apparent emergencies

§ Misunderstandings appearing in work

§ Pointless rou�nes or ac�vi�es

3. The Non-Important but Urgent tasks

PLAN TO DO THEM

§ Planning of displaying products in the store

§ Scheduling of daily ac�vi�es

§ Organising Inventory

§ Managing customer's details

4. The Non-Important and Non-Urgent tasks

RESIST AND CEASE

§ Comfort ac�vi�es

§ Computer games, net surfing

§ Excessive cigare�e breaks

§ Chat, gossips, social communica�ons

§ Reading irrelevant and useless material

Customer centricity doesn't mean, simply being there, opening the store, stocking products, and having someone 

to collect money. Being customer-centric means that everything you do from the environment that you place them 

in, and the way you serve those customers is centered on and about customers and their experience in the salon 

and this approach not only limits to external customers (daily customers, frequent customers, clients etc.) but also 

to the internal customers (other colleagues etc.). 

As an Assistant Nail Technician, you should be:

§  Commi�ed to service excellence, courteous, pleasant personality

§ Able to manage rela�onships with customers who may be stressed, frustrated, confused, or angry

§ Able to build customer rela�onships and use customer centric approach

§ Cleaning, spor�ng the professional uniform, neat combed hair, closed-in footwear, personal hygiene and

cleanliness (shower/bath), oral hygiene (clean teeth, fresh breath)

§ Maintaining a hygienic work area adhering to the salon and applicable legal health and safety standards

§ Sani�zing the hands and clean all working surfaces, use disposable products and sterilized tools

§ Able to manage the storage/ disposal/ cau�ons of use of products, fire precau�ons, occurrences, hygiene

prac�ce, disposal of waste and environmental protec�on

§ Handling, use and store products, tools and equipment safely to meet with the manufacturer's instruc�ons

7.1.5 Customer Centricity
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UNIT 7.2: Language Skills

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

1. State the need and importance of Language skills

135

7.2.1 Introduc�on

As a Beauty Assistant Nail Technician you a client facing job role. Hence the way you speak, listen and understand 

the client needs is very important. This sec�on focuses on understanding and building “Listening, Speaking, 

Reading and Wri�ng (LSRW)” skills. 

Listening: Focus on your client by using your eyes and ears to absorb what they are telling and showing you. Also, 

listening to your clients talk about their jobs, ac�vi�es and home life will also give you an indica�on of what works 

best for them. For eg: If a girl wants to get ready for a party and she describes the theme of the party then with the 

help of effec�ve listening you must be able to understand the kind of make-up she is demanding. 

Speaking: Speaking is the way of communica�ng your thoughts and opinion to the other person using your voice 

and words. For an Assistant Nail Technician effec�ve speaking helps in convincing customers, informing them about 

products and services and ensuring through words about effec�ve and exclusive services. 

As an Assistant Nail Technician, you need to: 

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

§ Ques�on customers/ clients appropriately in order to understand the nature of the problem and make a

diagnosis

§ Keep customers/ clients informed about progress

§ Avoid using jargon, slang or acronyms when communica�ng with a customer/ client, unless it is required

§ Manner and tone, professional, suppor�ve, respec�ul, sensi�ve to client

§ Speak clearly and precisely in a courteous manner and develop a professional rela�onship with the client

§ Ability to listen and understand the local language in dealing with clients and maintain client confiden�ality

Figure 7.5 Effec�ve Communica�on
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Reading: Reading refers to the specific abili�es that enable a person to read with independence and interact with 

the message.

 An Assistant Nail Technician need to: 

1. Update your knowledge through regular reading of informa�on regarding your field.

2. Read your customer queries sent in wri�en.

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

4. Read about new products and services with reference to the organiza�on and also from external forums

such as websites and blogs.

5. Keep abreast with the latest knowledge by reading brochures, pamphlets, and product informa�on sheets.

6. Reading and wri�ng comprehension to understand, communicate and maintain processes, techniques,

records, policies and procedures.

Understanding: As you are listening and consul�ng with your clients about their needs and wants, summarize 

what they said and repeat it back to them. If things are s�ll not perfectly clear make sure you ask enough ques�ons 

and demonstrate what you think the style will look like. Also, help your clients understand you; make sure you 

speak clear and use specific words. Avoid using slang and jargon. If a client says they want to take some of the 

weight off the back of their hair and you thought they meant cut the length but really they just wanted it thinned 

out, which is a big difference and can result in a very unsa�sfied customer. 

Wri�ng: Wri�ng is a medium of communica�on that represents language through the inscrip�on of signs and 

symbols. 

As an Assistant Nail Technician, you need to:

§ Maintain accurate records of client, treatments, opera�ng and closing checklists, product stock status.

§ Reading and wri�ng comprehension to understand, communicate and maintain processes, techniques,

records, policies and procedures.

Fig.7.6 Maintaining Records
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Summary

When star�ng a career as an Assistant Nail Technician, it is impera�ve to develop professional ethics. Strong work 

ethics shows that a person is self-mo�vated, conducts works in a professional manner, and is able to self-evaluate. 

It is necessary to possess these quali�es because they will determine success that one can get in this industry.

The first important fundamental:

§ Self-mo�va�on

§ Self-mo�va�on is the ability to sa�sfy a desire, expecta�on, or goal without being influenced to do so by

another person.

Decision Making and Problem Solving

As an Assistant Nail Technician you will encounter various problems where you will need to take a decision. 

Remember following steps in decision making and problem solving: 

1. Recognize that there is a problem.

2. Iden�fy the problem.

3. Generate alterna�ve solu�ons.

4. Weigh the pros and cons of each solu�on and decide on the best solu�on.

5. Implement the chosen solu�on.

6. Evaluate the solu�on.

Here are some of things you should not do.

§ Do not get angry with the client.

§ Do not be rude and tell her that nothing is wrong with her hand.

§ Do not lie and say there is nobody who can deal with her and ask her to come back on your day off!

Planning and Organizing

Planning: Planning involves se�ng objec�ves and determining a course of ac�on for achieving those 

objec�ves.

Organizing: Organizing is the func�on of management that involves developing an organisa�onal structure and 

alloca�ng human resources to ensure the accomplishment of objec�ves. 

Priori�sing Tasks

Remember following Point while Peritonising the task:

§ Ge�ng customer billed is more important than talking to your colleague.

§ Some tasks are needed to be completed before specific deadlines for example, cleaning and se�ng the

work area at the end of the day for next day.

§ This is called priori�sing your tasks. As an Assistant Nail Technician, you should be:

§ Planning and organizing service feedback files/documents

§ Planning and managing work rou�ne based on beauty salon procedure

§ Understanding the client scheduling and bookings and maintain the work area, equipment and product

stocks to meet the schedule

§ Maintaining accurate records of clients, treatments and product stock levels

§ Accep�ng feedback in a posi�ve manner and develop on the shortcomings
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Time Management: Time management refers to managing �me effec�vely so that the right �me is allocated to the 

right ac�vity.

Effec�ve Time Management includes:

§ Effec�ve Planning for se�ng goals and objec�ves.

§ Priori�zing ac�vi�es and delega�on of responsibili�es.

§ Spending the right �me on the right ac�vity and avoiding �me robbers such as gossiping, extended tea

breaks etc.

Customer Centricity: Customer centricity doesn't mean, simply being there, opening the store, stocking products, 

and having someone to collect money. Being customer-centric means that your approach must be customer 

oriented and aim is to sa�sfied customer fully to bring them back to your service in future.

Language Skills: As an Assistant Nail Technician you are at client facing job role. Hence the way you speak, listen 

and understand the client needs is very important.

Listening: Focus on your client by using your eyes and ears to absorb what they are telling and showing you. Also, 

listening to your clients talk about their jobs, ac�vi�es and home life will also give you an indica�on of what works 

best for them. 

Speaking: An Assistant Nail Technician effec�ve speaking helps in convincing customers, informing them about 

products and services and ensuring through words about effec�ve and exclusive services. 

Reading: Reading refers to the specific abili�es that enable a person to read with independence and interact 

with the message.

Understanding: As you are listening and consul�ng with your clients about their needs and wants, summarize 

what they said and repeat it back to them. 

Wri�ng: Wri�ng is a medium of communica�on that represents language through the inscrip�on of signs and 

symbols.
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Exercise

1. What are the steps involved on decision making and problem solving?

2. What is the importance of �me management for an Assistant Nail Technician?

3. What does customer centricity mean?

4. What is the importance of analy�cal and cri�cal thinking for an Assistant Nail Technician?

Prac�cal Exercise 

1. Prepare a decision making template on any one decision of your work life.
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2. Prepare an urgent important matrix of your own.

3. Write the 'Dos' and 'Don'ts' of building rapport with the customers.

Prac�cal Ac�vi�es

1. In a group of four, discuss how you will talk to the customer who has come to get the quotes for  Manicure.

Demonstrate how you will talk to her, what details you will give and how to convince that you will give her

best services. Two can be the customer and other two can be the Assistant Nail Technician Use

communica�on skills.

2. In a group of two, prepare and demonstrate how you will solve the issue of complaint of a customer who

had mailed saying that one of the Assistant Nail Technician at salon cut his elbow in the process. Use

reading and wri�ng skills.

3. Form a group of two. One can be the Assistant Nail Technician and other can be the customer. Make an

individual script. Customer should prepare the list of services she wants and read it out to the Assistant

Nail Technician Assistant Nail Technician then using her listening skills and understanding should prepare

the list of things customers wants to get done.
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Unit 8.1 – Workplace Health and Safety

8. Workplace Health
and Safety
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Key Learning Outcomes

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

1. Iden�fy risk and threat in the workplace and respond to them appropriately
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Unit Objec�ves

8.1.1 Introduc�on

Beauty therapy is an exci�ng, fast-moving industry, but just as it presents you with some great opportuni�es, it also 

involves responsibili�es. You will be working with clients and using certain tools and products, and there are 

procedures that you must follow in order to ensure that your ac�ons 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 responsibili�es at work include making sure that your ac�ons protect the health and safety 

of yourself and others, meet any legal responsibili�es and follow workplace instruc�ons.

In this unit you will learn about: 

§ Maintaining hygiene in the workplace

§ Iden�fying the hazards and evalua�ng the risks in your workplace

§ Health and safety laws

§ Workplace policies

Assistant Nail Technician

UNIT 8.1: Workplace Health and Safety

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

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

8.1.2 Parlour Health and Safety

Role of Assistant Nail Technician 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 infec�on. 

More than den�ng the image of the salon, it risks the health and safety of the people trus�ng the parlour and its 

employees. Be careful about the following.

Hands and Hygiene

Hands come into contact with more items throughout a normal day than any other part of our body. Consequently, 

they can pose the biggest risk to our health if they are not washed on a regular basis. The salon is no excep�ons. 

Shaking hands with people, taking their coat even removing a used coffee cup - can pose the poten�al risk of cross 

infec�on. 

145
Not for Sale - For Internal Circula�on only



Hands must be washed regularly throughout the day and especially in between clients. Remember to keep wash 

areas clean and �dy too! Use soap and sani�zer as and when required. If your daily rou�ne includes manicures or 

pedicures or other such direct skin-to-skin contact, ensure that your client's hands or feet are also thoroughly 

washed before star�ng. A�er washing, you can use sani�zer which will provide further protec�on to both you and 

your client from cross infec�on. Always use clean towels and coats.

Par�cipant Handbook

Fig. 8.1 Washing of hands Fig. 8.2 Sani�zing of hands

Fig. 8.3 Steps for proper Cleaning/Sani�sing of hands
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Work surfaces

It is crucial that work surfaces are kept clean to prevent the risk of cross-infec�on. It also has the advantage of 

making the salon look far more a�rac�ve too!

Don't be tempted to buy cheap products not only can these be ineffec�ve but would serve no purpose. Use a 

professional product that is designed for the job in hand. Hard surface disinfectant available in the market should 

be used to clean the surfaces. Alterna�vely, you could use a spray product for cleaning glasses and mirrors.

Salon chairs & couches

Most salon chairs and couches are made from PVC or vinyl. This has the advantage in that they are easy to clean. 

However, make sure you use the right product. Any disinfectant containing alcohol (ethanol) should be avoided as 

it is likely to react with the PVC or vinyl, making it bri�le, which will eventually make it crack. Once you get a cracked 

surface it is extremely difficult to disinfect it properly, resul�ng in an area where germs can easily mul�ply. 

Chairs and couches should be cleaned on a regular basis. Whilst you may think the risk of cross infec�on is small, it 

is s�ll there and good housekeeping can help eliminate the problem.

Fig. 8.4 Couch/chair of salon
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Instruments & Tools 

All instruments and tools should be thoroughly sani�zed in between clients (or sterilized where required). 

Fortunately, there are now technically advanced products that make this quick, easy and cost-effec�ve. Do not be 

tempted to short cut this procedure. Follow the manufacturer's instruc�ons precisely. Instruments and tools are 

not cheap, so don't be tempted to use poor quality disinfectant solu�on. Ensure it contains rust inhibitors to 

protect your metal equipment. 

Some instruments cannot be immersed in a disinfectant solu�on such as nail files. The debate con�nues as to 

whether files should be disinfected in between clients or whether each client should have a new file. The simple 

fact is this: If the file has not come into contact with any bodily fluids, then sani�zing is adequate - use a good 

quality broad spectrum disinfectant spray. If the file has come into contact with any bodily fluids, then throw it 

away.

Floors

Floors should be kept clean as a ma�er of rou�ne. If you have hard surface, use a good quality floor disinfectant. If 

you have clients walking bare foot on your floors, it would be preferable to mop the floor a�er treatment. Clean the 

floor immediately even if the smallest drop of wax has been dropped on it and a�er a haircut.

Fig. 8.5 Use of a disinfectant spray for sani�sing
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8.1.3 Iden�fying the Hazards and Evalua�ng the Risks
in your Workplace

This sec�on covers the health and safety responsibili�es for everyone in the beauty therapy industry. You must 

always make sure that your ac�ons do not create a health and safety risk. In the workplace, many things can cause 

accidents, injury or illness if they are not recognised and made 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. 

It is crucial that you understand the terms 'hazard', 'risk' and 'control'. 

§ A hazard is something with the poten�al 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.

Almost anything may be a hazard, but may or may not become a risk. Some hazards could be thought of as 

'accidents wai�ng to happen', as they pose such a high risk. Other hazards are less of a risk, but need to be iden�fied 

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 recep�on, 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 clients 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 exist in your workplace, and you will need to be able to spot hazards, 

iden�fy the risks that they pose, and take steps to make sure that they do not cause a problem to you, your clients or 

other staff .

Assistant Nail Technician

Hazard Risk Control measure

Electrical leads trailing 

on the floor 

Tripping over leads Run flexes alongside the wall 

A light bulb that has blown Accidents because of poor 

light 

Highly polished floors Slipping 

Badly fi�ng carpet Tripping up 

Trolleys and desks overloaded

 with equipment and products
Furniture �pping over 
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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. 

The water supply is used for sani�sing hands and tools, cleaning the salon, and for parts of the treatment, for 

example, mask removal or shampooing hair. 

Your Responsibili�es at Work

 Report to your supervisor immediately in case of the following: 

§ Blocked sinks, so that they don't overflow.

§ Water that comes out of the tap an unusual colour.

§ Any leak, loose tap or cracked pipe.

Don't:

§ 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.

8.1.4 Health and Safety Rules

Plugs that have loose or 

frayed leads 

Possible electric shock or 

risk of fire

Rushing about too much,

 without concentra�ng

Bumping into people and 

causing an injury

Staff carrying tools in the 

pocket of her uniform

Cuts or wounds if someone

bumps into her

Carrying too much at once Can't see where you are 
going which results in an 
accident or a bad back

Breakages or spills that are 

not cleared up instantly
Cuts or slipping over 

Unsterilized tools Cross infec�on
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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 recep�on or client areas. Even drinks in the salon should 

be reserved for clients, 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 clients. If this is the case, staff must give their clients preference and make sure 

that they leave the room spotless at all �mes. A staff area with comfortable sea�ng, tea- and coffee making facili�es 

and a microwave would also benefit the wellbeing of staff.

 In the hair and beauty industry, you are there to provide a service to clients, so there is not much �me 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.

Assistant Nail Technician

Few common workplace security threats and their responses are detailed below: 

8.1.5 Common Workplace Threats

Threats Responses

Fire: Fire is a significant hazard for most 

businesses. 

There are three main causes: 

§ It is started deliberately.

§ It occurs because people are not alert to

fire hazards.

§ It occurs because people are careless.

§ Safe storage of materials.

§ Maintain fire exit routes.

§ Rou�ne checks/end of day checks.

§ Fire figh�ng/protec�on equipment.

Electric shock: There are hazards presented by 

the electrical installa�on (the fixed wiring, plug 

sockets, distribu�on boards, etc.) and portable 

electrical equipment (any equipment that plugs 

into the electrical installa�on).

§ Rou�ne inspec�on of equipment.

§ Rou�ne inspec�on of installa�on.

§ Inspec�on, maintenance and tes�ng carried

out by competent person.

§ Effec�ve defect repor�ng system.
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Shopli�ing: It is the act of stealing products from 

parlour by customers. The salon may face loss on 

losing expensive beauty care products.

Violence: May be either verbal or physical and 

could arise during robberies, terrorist ac�vi�es or 

customer complaints

§ Observe any suspicious behaviour of

customers.

§ Frequently check CCTV surveillance.

§ Ensure that the guards/salon manager are

there in case such incident comes to

no�ce.

§ Provide panic alarms, training etc.

§ Cameras.

§ Immediately repor�ng to

police/authori�es.

This is a list of common threats that effect workplace security; there are a number of other situa�ons that might 

impact workplace security like the� by staff, aggressive customer, vandalism and even terrorist ac�vi�es. An 

employee has to be vigilant all the �me and also report any threats/situa�ons immediately to the supervisors or to 

authori�es. For instance, in case of fire the employee should immediately inform the fire department or in case of 

any violence/the�/robbery/terrorist act the police have to be informed. Also, if the situa�on involves physical harm 

to a person, hospital or emergency, medical services should be informed.

8.1.6 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 par�cular appliance, for example, a person 

employed by the company who supplies the equipment. All electrical checks must be wri�en 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. 

Informa�on must be given about the nature of the repair or check. The book must be available for inspec�on by 

the health and safety authority. 

Report to your supervisor immediately if there are any faulty plugs, frayed wires or loose connec�ons and any 

flickering or faulty lights. 
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Do:

§ Switch off and unplug all machines a�er use.

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

§ Wind up wires and cables neatly.

Don't:

§ Touch electrical equipment, plugs or switches with wet hands or place bowls of water nearby.

§ Leave trailing wires.

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

Assistant Nail Technician

People who work with their arms and elbow in an elevated postures are at risk for musculoskeletal disorders 

especially in the neck and shoulders just like everyone else. In-addi�on the constant standing and bending over can 

contribute to pain in your low back and knees as well. Such is the duty of a beauty Assistant Nail Technician where 

he/she o�en needs to work with their arms in elevated posi�on and stand for long hours while working.

Injury can be caused by: 

§ Wrong li�ing methods.

§ Poor posture.

§ Regular and con�nual 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 how you li� and carry stock. You also need to take care over the way you sit, 

whether at recep�on 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 posi�on regularly while working, it is be�er if you carry out a variety of 

treatments. In addi�on, you need to know how to hold tools correctly, and give your hands a chance to rest a�er a 

treatment. 

8.1.7 Posture, Li�ing and Carrying

Fig. 8.6 Correct posture for si�ng
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It is a good idea to: 

§ use height-adjustable couches and cu�ng stools.

§ get help when carrying large, heavy or awkward things.

§ move and stretch your body regularly if you remain in the same posi�on for a long �me.

§ do exercises to keep your hands flexible.

§ maintain good posture.

Safe li�ing method

As a member of staff, you will have a life�me of bending and standing in one posi�on and it is essen�al that you

look a�er your back. The safe li�ing 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 li� the weight.

§ never bend from the waist, as this could damage your lower back.

Think about the li�. 

Where is the load to 

be placed? Do you 

need help? Are 

handling aids 

available?

With your feet close 

to the load, bend your 

knees and keep your 

back straight. Tuck in 

your chin. Lean 

slightly forward over 

the load to get a good 

grip.

When you are sure of 

your grip on the load, 

straighten your legs 

and li� smoothly. 

Remember to keep 

your back straight.

Carry the load close to 

your body. 

Fig. 8.7 Safe li�ing methods of an object
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Your responsibili�es at work - Equipment and clothing

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

§ Always wear the recommended protec�ve clothing.

All products that could be harmful must be: 

§ used safely according to the manufacturer's instruc�ons.

§ 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 if swallowed.

§ cause irrita�on.

§ give out strong fumes.

§ be dangerous if inhaled.

§ be slippery if spilt.

The simplest way to record informa�on about the different products used by a salon is in a table, which is clear 

and easy to read. An example is given below. 

8.1.8 Equipment and Clothing
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Product Hazard Correct use Storage Disposal of waste Cau�on

Nail

varnish

remover

Inhala�on

of fumes;

highly

flammable

Inhala�on of 

fumes;

highly

flammable

Inhala�

on of 

fumes;

highly

flamma

ble

Inhala�on of 

fumes; highly

flammable

If spilt, clear up

immediately as it can

dissolve some plas�cs

such as cushion flooring 

and mark trolleys and

equipment. If spilt on

clothes, minimise the 

fumes by sponging with

water
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Summary

1. When picking up a large or heavy item:

1. Bend at the knee.

2. Use both hands to grasp the item.

3. Use the strength in your legs to help li� the weight.

4. Never bend from the waist, as this could damage your lower back.

2. It is a good idea to:

1. Use height-adjustable couches and cu�ng stools.

2. Get help when carrying large, heavy or awkward things.

3. Move and stretch your body regularly if you remain in the same posi�on for a long �me.

4. Do exercises to keep your hands flexible.

5. Maintain good posture.

3. Important points to keep in mind while handling electrical machines

Do:

1. Switch off and unplug all machines a�er use.

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

3. Wind up wires and cables neatly.

Don't:

1. Touch electrical equipment, plugs or switches with wet hands or place bowls of water nearby.

2. Leave trailing wires.

3. Plug in or use any equipment that has been reported as faulty.
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Exercise

1. Parlour hygiene includes cleaning of:

a. Floors

b. Instruments and tools

c. Chairs and furniture

d. All of these

2. What is the response towards shopli�ing?

a. Review CCTV footage

b. No�ce suspicious behaviour

c. Make sure guards are on duty

d. All of these

3. An Assistant Nail Technician may suffer headache and migraine due to:

a. Muscle �ghtness

b. Long conversa�on with clients

c. Hair-dressing

d. None of these

4. List workplace threats and response to them.
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Unit 9.1 – Crea�ng Posi�ve Impression at Workplace
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Impression at Workplace

BWS/N9003



Key Learning Outcomes
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At the end of this module, you will be able to:

1. Maintain good appearance and behaviour

2. Execute tasks as per organiza�on's standards

3. Communicate and record informa�on
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Unit Objec�ves

9.1.1 Introduc�on

Professional service depends on the effec�veness of the operator and also on the efficient way the salon is run. 

Effec�ve salon procedures maintain consistent standards, allocate job responsibili�es and help to ensure that 

rou�ne jobs are not forgo�en when it is busy. 

Good housekeeping is very important to maintaining a good salon image as well as being essen�al for health and 

safety.

Assistant Nail Technician

UNIT 9.1: Crea�ng Posi�ve Impression at Workplace

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

1. Create a posi�ve impression at the workplace

Fig. 9.1 Recep�on area

9.1.2 Recep�on Area

To create a posi�ve impression you must ensure that:

§ Recep�on desk is always �dy

§ Flowers are replaced at least once a week

§ Current magazines are available for the customer

§ Empty cups are removed as soon as possible
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9.1.3 Staff Room

A�er using the Staff Room, please ensure:

§ All books, manuals and magazines have been put away in the correct places

§ Your dishes have been washed and put away

§ Your client's dishes have been washed and put away

Fig. 9.2 Prepared treatment area for the customer 
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9.1.4 Providing a Caring Environment

Clients like to feel comfortable and relaxed while they are having their treatments done. They like to think you are 
rela�ng to them and their needs. For your client to feel comfortable with you, your behaviour must be genuine and 
sincere. How well you communicate your care, courtesy and your competence will encourage them to become a 
regular client. 

To provide a caring environment you must:

§ Demonstrate a posi�ve a�tude towards work and other people.

§ Have a clean neat appearance

§ Show a friendly and courteous a�tude to each other and to the clients. Always acknowledge the client, even if

you are on the phone or with someone else.

§ Have high personal standards of behaviour and conduct.

§ Be punctual, reliable and efficient. If you are running late for work, call the salon immediately. If you are

running behind schedule, explain the delay to your client; most will understand. Apologise for the

inconvenience and do not blame anyone.

§ Be reassuring to your client and put them at ease by your behaviour. This includes devo�ng your full

a�en�on to the client. It is rude to chat with other staff while a�ending to your client, however

professional discussion with co-workers is permissible.
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9.1.5 Making the Clients Comfortable

9.1.6 Communica�on
All living beings communicate with each other. Humans are the only living beings who communicate by a variety of 

ways. Communica�on is the process or ac�vity of sharing/conveying informa�on through the help of messages 

using methods like speech, wri�ng, 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 

communica�on has four major components:

Fig. 9.3 Communica�on Cycle

Answering the Telephone

Opinions of a salon can be formed by the operator's telephone technique and customers can be lost through 

poor telephone service. Therefore it is important that you use good telephone techniques to provide a high 

standard of customer service. 

Communica�ng by telephone

Speaking on the telephone is a li�le different to communica�ng with a person face to face. On the phone you 

can hear (tone of voice, intona�on, volume), but you cannot see (facial expressions, gestures, body language). 

Telephone communica�on is approximately 25% words and 95% tone, or the way the words are said. 

Therefore when you are communica�ng on the phone you will need to compensate for what you cannot see.

The client's physical comfort is also an important part of customer service. As a professional you must:

§ Provide current beauty and wellness, other general magazines for the clients to read

§ Offer a choice of refreshments including tea or coffee

§ Ensure the hea�ng/air condi�oning is turned on each morning, if required
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Your Voice

When you are speaking on the telephone:

§ Speak clearly

§ Speak directly into the mouthpiece

§ If you are si�ng, don't slump, your posture can affect your voice

§ Be efficient but friendly and smile

Your words:

Choose your words carefully because the listener cannot see you. Repeat and check names, �mes, dates and 

phone numbers. 

Your body language:

Even when the phone is answered with Hello? You can tell if that person is happy, bored or hassled. Smiling

 when you announce yourself can help to make you sound pleased to receive the call. 

Use body language even though it can't be seen, otherwise your voice may sound s�lted. 

§ Smile even though it can't be seen, it will be heard

§ Focus your eyes on something that will help you concentrate on your communica�on

§ Listen for body language eg. pauses and breathing pa�erns

Fig. 9.4 Telephone handling skills (smiling while talking; taking notes)

Telephone communica�on difficul�es

§ Not seeing the other person

§ Noise – in the background or on the line

§ Distrac�ons – someone trying to a�ract your a�en�on while you're on the phone

§ Language- poor enuncia�on or an unfamiliar accent
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Ways to reduce these difficul�es

§ Listen ac�vely

§ Turn your back on any distrac�on

§ Keep noise around you to a minimum

§ Focus solely on the phone call

§ Speak clearly

§ Check for understanding

Answering the phone - Announce yourself

A good gree�ng is: “Good morning/a�ernoon, this is XYZ salon, (your name) speaking. How may I help you?” 

Answer a call promptly

A good prac�ce is to answer the phone within three rings wherever possible. 

Three rings will give you �me to:

§ Stop what you are doing

§ Prepare to answer the phone

Answer the phone efficiently, when answering the phone:

§ Smile!

§ Say “Good morning” or “Good a�ernoon”

§ Announce yourself and the salon name clearly

§ Have a pen and paper ready to take notes

§ Listen carefully to the caller

§ Ask ques�ons to clarify the caller's needs

§ Repeat all the relevant informa�on to make sure that you have the correct details

Remember, you don't know who is on the end of the phone, and first impressions count.

Responding to the Customer's Needs - Using Ques�ons on the Telephone

Good telephone techniques include using ques�ons to structure and control your conversion.
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 Type of ques�on When receiving a call Example

“How may I help you?”

“Did you want an 

appointment today?”

“Exactly what do you want 

done to your hair today?”

“So I am wri�ng that Mrs 

Sharma you would like to 

take the 2.30 appointment 

today for a Facial and hair 

“Is there anything else I can 

help you with Mrs. Sharma? 

Thank you for calling.

Open 

Closed 

Probing 

Reflec�ve

Closed

Establishing the nature of the 

To establish or confirm 

informa�on

Gathering specific details of 

requirements

Checking for and showing 

understanding

Ending the conversion

Get on the same “wavelength“. Tune in to your caller's requirements. Callers will have different needs. 

A caller who:

§ Is in a hurry, wants you to be brisk and efficient

§ Has a complaint, wants understanding and ac�on

§ Is distressed, needs your empathy

Taking Messages

Some�mes people will call the salon to speak to an operator who is unavailable, or will want to leave a 

message. In these situa�ons it will be necessary to write down a message. Do not rely on your memory.

All messages must be wri�en neatly and accurately. Accurate message taking is very simple and should include:
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§ Name of the person the message is for

§ The caller's name

§ A return phone number

§ Message details

§ Time of call

§ Date of call

§ Name of person who took the call

Personal telephone call ethics for the Staff

§ Messages will be taken and le� at the recep�on desk. It is your responsibility to check for them on your

break.

§ Emergency calls are accepted, however, please tell your friends and family not to call unless it is an

emergency.

§ Please keep your calls to a minimum so that you do not hold up the salon or inconvenience customers

who may find the phone line engaged if someone is taking a personal call.

§ Mobile phones should be used for any other personal calls on your lunch break. Please keep it switched

off the rest of the �me and keep it in the Staff Room.

9.1.7 Hygiene and Personal Appearance

A beauty operator works in very close proximity with their clients. It is very unpleasant for a client to have an 

operator bending over them with either bad breath or body odours. Prac�cing a high standard of personal 

hygiene is vital.

§ Shower each morning before work

§ Groom your hair every day. Maintain clean hair, short or neatly �ed back

§ Keep your teeth and gums healthy by regular cleaning and dental a�en�on. Be conscious of how your

breath smells. Avoid ea�ng strongly flavoured foods

§ Do not smoke

§ Keep your nails and hands in excellent condi�on. Nails should be:

§ Short and unpolished for beauty/spa/massage therapists

§ Hairdressers and nail technicians should have carefully polished nails

§ Wash your hands before a�ending to a client. Wash your hands a�er ea�ng, smoking or going to the

toilet

§ Eat good food and prac�ce a healthy diet and get plenty of exercise

§ Most salons and spas provide a uniform for you to wear whilst working. You will be responsible for

maintaining the cleanliness and appearance of that garment. Wear fresh clean, ironed uniform/clothing

§ Wear light day make-up, not too heavy or bold

§ Men should be clean shaven or have neat facial hair

§ Wear clean, func�onal shoes and keep your salon shoes spate from your street shoes.
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Fig. 9.5 Personal Hygiene

9.1.8 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's the tendency in which one consumes alcohol to cope with difficul�es or to avoid the feeling sadness. The ill 

effects of alcoholism are:

§ Increases risk of heart diseases, cancer, impaired immune system, liver infec�on (Cirrhosis) etc.

§ Reduced work focus and drop in performance.

§ Degrada�on in social and economic status.

§ Induces withdrawal symptoms like anxiety, trembling, fa�gue, 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.
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Ghutka

Each sachet contains 4000 chemicals, including 50 that cause cancer like betal nut, tobacco, and flavouring.

 Impact of Gutkha on health: 

§ Loss of sensa�on in tongue

§ Disfigured mouth

§ Increased sensi�vity 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

The goal of any beauty salon is to an�cipate and fulfil clients' needs within a healthy and happy salon 

environment thereby promo�ng a thriving business. In order to achieve your salon's objec�ves, you and your 

colleagues need to agree 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 personali�es and it is important for everyone to get on when working 

together as part of a team. The team will only be effec�ve 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 

effec�ve team member by working as hard as you can. 

Regular team mee�ngs (ideally weekly) will help to maintain a good working rela�onship, as any problems can 

be sorted out in a business-like forum.

How to be an effec�ve 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 objec�ves and a sense of direc�on

§ Good balance of planning and ac�on

§ The right number of people

§ Good communica�on

§ Flexibility and tolerance

§ Clear job roles

9.1.9 Work Effec�vely as Part of Team
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§ A sense of humour!

§ The right mix of skills

§ Good listening skills and exchange of ideas

§ Enthusias�c, commi�ed 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 communica�ons

§ if team member(s) are 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.

As a team member, it is your responsibility to know: 

§ Who all the staff are in the salon

§ Who is responsible for what

§ Who to go to for informa�on and support.

Remember

§ If you need help or informa�on, you should ask for it politely. Sta�ng why you require assistance will

explain to other members of staff how they are helping you. Being polite and professional at all

�mes will promote team spirit.

§ When a colleague asks for your help you should respond willingly and politely to the request.

§ An�cipa�ng the needs of others and offering prompt assistance

§ Being capable and competent means doing a job as well as you have been trained to do. Do not a�empt

to bluff your way through a job this could put a client or colleague at risk.

§ Being responsible for your ac�ons involves taking responsibility for any mistakes you may make and

taking the appropriate ac�on to minimise any further damage.

Remember

§ Treat others as you wish to be treated.

§ Never a�empt 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.
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When we are working in a salon we must execute all tasks as per the organiza�onal standards within the limits 

of our authority. 

Scenario A

You do a spa pedicure for a teenager. At the end of the service she tells you that her mum is going to come in 

later to pay. You allow 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 situa�on. 

Appropriate Behaviour with Customers

As an Assistant Nail Technician, your major work and �me is invested in dealing with salon clients and 
customers. Your business depends solely on the number of customers a�racted to take services 

from and how happy they are at the end. When dealing with customers, it is of utmost importance that their 
interest should be kept in mind. While dealing with customers, always remember:

§ 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 customer do not wish to go for a par�cular service you are sugges�ng, do not feel bad and that

shouldn't affect the service you are giving.

§ Never get too personal with the customer.

§ Never get indulged in personal conversa�on with colleagues or on phone while customer is wai�ng for

you to start the process.

§ Be calm if at all a customer complains. Do not be too defensive. You can always apologise and give a

service free or discount.

9.1.10 Ac�ng within the Limits of your Responsibility

Not for Sale - For Internal Circula�on only
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Summary

Assistant Nail Technician's professional service depends on the effec�veness of the operator and also on the 

efficient way the salon is run. Effec�ve salon procedures maintain consistent standards, allocate job 

responsibili�es and help to ensure that rou�ne jobs are not forgo�en when it is busy. 

Recep�on Area

§ Recep�on desk is always �dy

§ Flowers are replaced at least once a week

§ Current magazines are available for the customer

§ Empty cups are removed as soon as possible

Staff Room

§ All books, manuals and magazines have been put away in the correct places

§ Your dishes have been washed and put away

§ Your client's dishes have been washed and put away

Providing a Caring Environment

§ Demonstrate a posi�ve a�tude towards work and other people.

§ Have a clean neat appearance

§ Show a friendly and courteous a�tude to each other and to the clients.

§ Have high personal standards of behaviour and conduct.

§ Be punctual, reliable and efficient.

§ Be reassuring to your client and put them at ease by your behaviour.

Making the Clients Comfortable

§ Provide current hair and general magazines for the clients to read

§ Offer a choice of refreshments including tea or coffee

§ Ensure the hea�ng/air condi�oning is turned on each morning, if required

Communica�on: The process of communica�on has four major components:

§ Answering the Telephone

§ Communica�ng by telephone

§ Your Voice

§ Your words

§ Your body language

Telephone communica�on difficul�es:

§ Not seeing the other person

§ Noise – in the background or on the line

§ Distrac�ons – someone trying to a�ract your a�en�on while you're on the phone

§ Language- poor enuncia�on or an unfamiliar accent

Ways to reduce these difficul�es:

§ Listen ac�vely

§ Turn your back on any distrac�on

§ Keep noise around you to a minimum

§ Focus solely on the phone call

§ Speak clearly

§ Check for understanding
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Answering the phone - Announce yourself: A good gree�ng is: “Good morning/a�ernoon, this is XYZ salon,

 (your name) speaking. How may I help you?”

Answer a call promptly: A good prac�ce is to answer the phone within three rings wherever possible. 

Answer the phone efficiently, when answering the phone:

§ Smile!

§ Say “Good morning” or “Good a�ernoon”

§ Announce yourself and the salon name clearly

§ Have a pen and paper ready to take notes

§ Listen carefully to the caller

§ Ask ques�ons to clarify the caller's needs

§ Repeat all the relevant informa�on to make sure that you have the correct details

Taking Messages: All messages must be wri�en neatly and accurately. Accurate message taking is very simple and

 should include:

§ Name of the person the message is for

§ The caller's name

§ A return phone number

§ Message details

§ Time of call

§ Date of call

§ Name of person who took the call

Personal telephone call ethics for the Staff

§ Messages will be taken and le� at the recep�on desk.

§ Emergency calls are accepted

§ Please keep your calls to a minimum

§ Mobile phones should be used for any other personal calls on your lunch break.

Code of conduct

§ Show respect and be fair and courteous to others. Do not cri�cise other staff or salons.

§ Be honest and always keep your word

§ Unlawful discrimina�on or harassment should not be tolerated and should be reported immediately.

§ It is inappropriate to speak about religion, poli�cs, another person's sex life, gossip or to swear.

Tolerance and Respect: As an Assistant Nail Technician you will come into contact with many different people, 

and not always will you agree and understand many of their values. However you must learn to recognise 

different values and respect the rights of anyone who thinks differently to you. 

Confiden�ality: Clients will o�en discuss their personal life with you. You should always be polite and listen. 

§ Always remember the professional nature of your rela�onship with the client.

§ If possible, discourage your client from divulging extremely personal and in�mate informa�on.

§ Likewise, you should not burden your client with your own personal problems

Not for Sale - For Internal Circula�on only
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Hygiene and Personal Appearance: A beauty operator works in very close proximity with their clients. It is very

 unpleasant for a client to have an operator bending over them with either bad breath or body odours. 

Prac�cing a high standard of personal hygiene is vital.

Things to avoid

§ Alcoholism

§ Tobacco

§ Ghutkha

Team Work: 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. 

Appropriate Behaviour with Customers: When dealing with customers, it is of utmost importance that their 

interest should be kept in mind. While dealing with customers.
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Exercise

1. Personal grooming of a personal involves:

a. Bathing and Showering

b. Hair care

c. Nail care

d. All of these

2. Choose the right behaviour a�ribute with customer:

a. Being warm with customer

b. Not preferring his opinion

c. Ge�ng upset if he does not agree with you

d. None of these

3. Tobacco is the main reason for:

a. Oral Cancer

b. Skin Cancer

c. Malaria

d. None of these

4. One should never have ______ and ________ specially during duty hours.

5. List four important �ps for behaviour with customers.
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Notes



10. Employability
Skills
Unit 10.1 - Employability Skills - 60 hours 

DGT/VSQ/N0102

https://www.skillindiadigital.gov.in/content/detail/1-10d218cd-31f0-41d0-a276-
b41ec3b52013

https://www.skillindiadigital.gov.in/content/detail/1-10d218cd-31f0-41d0-a276-b41ec3b52013
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It is recommended that all trainings include the appropriate Employability Skills Module. 
Content for the same is available here: 

https://www.skillindiadigital.gov.in/content/detail/1-10d218cd-31f0-41d0-a276-
b41ec3b52013

https://www.youtube.com/watch?v=MIsdO3U_rms
https://www.skillindiadigital.gov.in/content/detail/1-10d218cd-31f0-41d0-a276-b41ec3b52013
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978-1-111-22222-45-7

Beauty & Wellness Sector Skill Council
5B, Upper Ground Floor
23, Himalaya House, Kasturba Gandhi Marg, 
Connaught Place, New Delhi-110001
Office: 011–40342940, 42, 44 & 45
Email: info@bwssc.in
Website: www.bwssc.in

https://eskillindia.org/Home/handbook/496
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