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achievement. With over 8500 centres in 100 countries, City & Guilds is recognised by employers 
worldwide for providing qualifications that offer proof of the skills they need to get the job done.  
 
City & Guilds Group 
The City & Guilds Group includes City & Guilds, ILM (the Institute of Leadership & Management, which 
provides management qualifications, learning materials and membership services), City & Guilds NPTC 
(which offers land-based qualifications and membership services), City & Guilds HAB (the Hospitality 
Awarding Body), and City & Guilds Centre for Skills Development. City & Guilds also manages the 
Engineering Council Examinations on behalf of the Engineering Council. 
 
Equal opportunities 
City & Guilds fully supports the principle of equal opportunities and we are committed to satisfying this 
principle in all our activities and published material. A copy of our equal opportunities policy statement 
is available on our website.   
 
Copyright 
The content of this document is, unless otherwise indicated, © The City and Guilds of London Institute 
and may not be copied, reproduced or distributed without prior written consent. 
 
However, approved City & Guilds centres and candidates studying for City & Guilds qualifications may 
photocopy this document free of charge and/or include a PDF version of it on centre intranets on the 
following conditions: 
centre staff may copy the material only for the purpose of teaching candidates  working towards a City 
& Guilds qualification, or for internal administration purposes 
candidates may copy the material only for their own use when working towards a City & Guilds 
qualification 
 
The Standard Copying Conditions (which can be found on our website) also apply. 
 
Please note: National Occupational Standards are not © The City and Guilds of London Institute. Please 
check the conditions upon which they may be copied with the relevant Sector Skills Council. 
 
Publications 
City & Guilds publications are available from our website or from our Publications Sales department, 
using the contact details shown below.  
 
Every effort has been made to ensure that the information contained in this publication is true and 
correct at the time of going to press. However, City & Guilds’ products and services are subject to 
continuous development and improvement and the right is reserved to change products and services 
from time to time. City & Guilds cannot accept liability for loss or damage arising from the use of 
information in this publication. 
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1 Giltspur Street 
London EC1A 9DD 
T +44 (0)844 543 0000    www.cityandguilds.com 
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1 Introduction to the qualifications 
 

This document contains the information that centres need to offer the following qualifications: 
 

Qualification titles and 
level 

City & Guilds 
qualification 
numbers 

Ofqual 
accreditation 
numbers 

Last 
registration 
date 

Last 
certification 
date 

Level 3 Diploma in Creative 
Hair and Beauty Studies 

3004-03 500/8777/0 31/01/2015 31/01/2018 

Level 3 Certificate in Making a 
Hair Addition and Styling 

3004-90 500/9283/2 31/01/2015 31/01/2018 

Level 3 Certificate in 
Complementary Medicine 
and Principles of Massage 

3004-90 500/8588/8 31/01/2015 31/01/2018 

Level 3 Certificate in Creative 
Hair Design and Make-Up 

3004-90 500/8614/5  31/01/2015 31/01/2018 

Level 3 Certificate in 
Massage, Anatomy and 
Physiology 

3004-90 500/8589/X  31/01/2015 31/01/2018 

Level 3 Certificate in 
Anatomy, Physiology and 
Complementary Medicine 

3004-90 500/8571/2  31/01/2015 31/01/2018 

Level 3 Certificate in Nail 
Design and Make-Up 

3004-90 500/8586/4 31/01/2015 31/01/2018 

     

 
These qualifications have been approved as Specialist Learning by Habia, the DDP and OfQual for the 
14-19 Advanced Diploma in Hair and Beauty studies. Specialist Learning (SL) offers young people the 
opportunity to study a particular topic in more depth or broaden their studies through complementary 
learning. It has been designed to:  
 

• complement Principal Learning within the Diploma in Hair and Beauty Studies 

• provide a broad background understanding of the Hair and Beauty sector and an introduction 
to practical skills and knowledge required 

• provide an awareness of the range of jobs and work settings in the sector  
• enable learners to make an informed assessment of their own aptitude for work in this sector 

and to make informed decisions about careers; returning to work, career development options 
or possible career change 

• encourage learners to reach a level of knowledge and skills that will facilitate progress into 
further vocational learning or to potential employment in the sector 

• introduce learners to the discipline of the working environment and to encourage mature 
attitudes to the community in general 

• encourage learners to value continued learning and remain in the learning process 
• meet the needs of learners who work or want to work in the Hairdressing and/or Beauty Sector 
• allow learners to learn, develop and practice selected skills required for progression in the 

hairdressing and beauty sector 
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• provide progression to a Foundation Degree  or onto NVQ Level 3 in Hairdressing or Beauty 
Therapy  

• contribute to the knowledge and understanding towards the related City and Guilds Level  3 
N/SVQ’s in Hairdressing and Beauty Therapy 

• provide learners with an introduction to the six industries that make up the Hair and Beauty 
sector.  

 
 
Advanced Level Diploma will incorporate: 
Principal learning – this will develop knowledge, understanding and skills relevant to Hair and Beauty 
Sector, in a realistic learning environment with sector-relevant work experience. 
 
Additional or specialist learning – these options will allow learners to tailor their programme 
according to their interests and aspirations.  This may include further specialisation, for example the Art 
of Colouring hair, Dressing Hair, Body Art Design or adding options from outside the sector.  Young 
people can also opt to include GCSEs and other qualifications from the ASL catalogue. 
 
Generic learning – this will ensure that all Diploma students cover common skills which are key to 
successful learning and future employment.  Including Maths, English and ICT, it will develop Personal 
Learning and Thinking skills to ensure the learner has a wide base knowledge.  This generic learning will 
often be embedded in other aspects of the Diploma. 
 
The Diploma in Hair and Beauty studies will teach a combination of theory and practice enabling young 
people to be successful and allowing them to pursue a variety of career pathways, including  
 

• Hairdressing  
• Barbering  
• Beauty therapist  
• Nail technician  
• TV and film hairdresser/make up artist  
• Trichologist  
• Receptionist  
• Manager  
• Manufacturers technician  

 
Central to the Diploma in Hair and Beauty studies is the development of Personal Learning and Thinking 
skills.  These will form the spine of the whole qualification.  Running through the Principal Learning will 
be a common core – the 10 skills that hair and beauty businesses need new recruits to have. 
These are: 
 

• willingness to learn  
• teamwork  
• flexible working  
• customer care  
• positive attitude  
• personal and professional ethics  
• self management  
• creativity  
• communication skills  
• leadership  
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Opportunities for progression 
Progression routes for learners successfully completing this qualification will be many and varied 
depending on their age, background learning and current or previous work experience. 
Learners can progress from Advanced Diploma/Certificate to Level 4 Salon Management. 
 
On completion of the qualification candidates may progress into employment or to the following City & 
Guilds qualifications: 

• City & Guilds Level 3 NVQ/SVQ 3 in Beauty Therapy 
• City & Guilds Level 3 NVQ/SVQ 3 in Nail Services 
• City & Guilds Level 3 NVQ/SVQ 3 in Spa Therapy 
• City & Guilds Level 3 NVQ/SVQ 3 in Hairdressing.  

 
 
 

 
 
 
 
 
 
 
 
Age restrictions 
All of these qualifications are suitable for candidates over the age of 16. 
 
Centres and candidates should be fully aware of minimum age requirements and any implications on 
completing assessments. 
 

Qualification support materials 
City & Guilds also provides the following publications and resources specifically for this qualification: 
 

Description  How to access 

Assessment Pack  Downloadable from our website 

Fast track approval forms Please contact your regional office direct. 

Downloadable from our website 

Smart Screen  www.smartscreen.co.uk 

 
The Assessment pack is password protected, the password is available on Walled Garden. 
 
For the latest updates on our publications along with details of how to obtain them and other City & 
Guilds resources, please refer to the City & Guilds website. 

Foundation Degree  

Apprenticeship 
 
 

Advanced Diploma 
  

NVQ/VRQ Level 3 
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Related documents 
The following documents contain essential information on City & Guilds qualifications and should be 
referred to in conjunction with this handbook. These documents are available on line from 
www.cityandguilds.com.  
 
Publication Content 

Providing City & Guilds 
qualifications – a guide to 
centre and qualification 
approval 

This provides detailed information about the processes 
which must be followed and requirements which must be 
met for a centre to achieve ‘approved centre’ status, or to 
offer a particular qualification. 

Ensuring quality This has updates on City & Guilds assessment and policy 
issues 

Walled Garden This contains details of the qualification structure, 
registration and certification procedures and fees. 

 

http://www.cityandguilds.com/
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2 Qualification structure 
 

3004-03 Level 3 Diploma in Advanced Creative Hair and Beauty Studies 
A minimum of 42 credits is required to achieve this qualification.  368 guided learning hours are 
recommended. 

 GLH Credits  

Unit 307 Human resource management within the hair and beauty 
sector 

60 7 

Unit 310 Make and style a hair addition 60 7 

Unit 312 Anatomical and physiological knowledge of body 
systems 

60 7 

Unit 313 Origins, principles and theories of massage 60 7 

Unit 316 Creative hairdressing design skills 60 8 

Unit 330 Media make-up 60 7 

Unit 331 Maintaining personal health and wellbeing 60 7 

Unit 332 Explore technological developments within hair, beauty 
and associated areas 

60 7 

Unit 333 Camouflage make-up 60 7 

Unit 334 Nail enhancements and advanced hand and nail art 
techniques 

60 7 

Unit 335 Explore the origins of massage and  principles of 
complementary and alternative medicine 

60 7 

 

 
3004-90 Level 3 Certificate in Making a Hair Addition and Styling 
Learners must achieve both units to achieve this qualification. 

 GLH Credits  

Unit 310 Make and style a hair addition 60 7 

Unit 316 Creative hairdressing design skills 60 8 
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3004-90 Level 3 Certificate in Complementary Medicine and Principles of 
Massage 
Learners must achieve both units to achieve this qualification. 

 GLH Credits  

Unit 313 Origins, principles and theories of massage 60 7 

Unit 335 Explore the origins of massage and principles of  
complementary and alternative medicine 

60 7 

 

3004-90 Level 3 Certificate in Creative Hair Design and Make-Up 
Learners must achieve both units to achieve this qualification. 

 GLH Credits  

Unit 316 Creative hairdressing design skills 60 7 

Unit 330 Media make-up   60 7 

 

3004-90 Level 3 Certificate in Massage, Anatomy and Physiology 
Learners must achieve both units to achieve this qualification. 

 GLH Credits  

Unit 312 Anatomical and physiological knowledge of body 
systems 

60 7 

Unit 313 Origins, principles and theories of massage 60 7 

 

3004-90 Level 3 Certificate in Anatomy, Physiology and Complementary 
Medicine 
Learners must achieve both units to achieve this qualification. 

 GLH Credits  

Unit 312 Anatomical and physiological knowledge of body 
systems 

60 7 

Unit 335 Explore the origins of massage and principles of  
complementary and alternative medicine 

60 7 

 

3004-90 Level 3 Certificate in Nail Design and Make-up 
Learners must achieve both units to achieve this qualification. 

 GLH Credits  

Unit 330 Media make-up 60 7 

Unit 334 Nail enhancements and advanced hand and nail art  
techniques 

60 7 



 

 Level 3 Award /Certificate/Diploma in Beauty Therapy 12 

3 Centre requirements  
 

Government Gateway process  
Your school or college must pass through the Government Gateway process in order to receive 
approval to offer Diplomas in Hair and Beauty studies.  Once through the Gateway process approved 
consortia start teaching Diplomas.  More information is available on the DCSF website: 
http://www.dcsf.gov.uk 
 

If you are a Gateway approved centre working as part of a consortium delivering Diplomas, you will also 
need to register your centre with us. 
 

Only approved organisations can offer City & Guilds qualifications. Organisations approved by City & 
Guilds are referred to as centres. 
 

This section outlines the approval processes for Centres to offer these qualifications and any resources 
that Centres will need in place to offer the qualifications including qualification-specific requirements for 
Centre staff. 
 

Centres must meet a set of quality criteria including: 

• provision of adequate resources, both physical and human 

• clear management information systems 

• effective assessment and quality assurance procedures including candidate support and reliable 
recording systems.  

 

3.1 New centres to City & Guilds qualifications in this subject area 
An organisation that has not previously offered City & Guilds qualifications must apply for approval to 
become a centre. This is known as the centre approval process (CAP). Centres also need approval to 
offer a specific qualification. This is known as the qualification approval process (QAP), (previously 
known as scheme approval). In order to offer this qualification, organisations which are not already City 
& Guilds centres must apply for centre and qualification approval at the same time. Existing City & 
Guilds centres will only need to apply for qualification approval for these particular qualifications. 
 

Full details of the procedures and forms for applying for centre and qualification approval are given in 
Providing City & Guilds Qualifications - a guide to centre and qualification approval is downloadable 
from the City & Guilds website. 
 

Regional/national offices will support new centres and appoint a Quality Systems Consultant to guide 
the centre through the approval process. They will also provide details of the fees applicable for 
approvals. 
 

Assessments must not be undertaken until qualification approval has been obtained. 
 

City & Guilds reserves the right to withdraw qualification or centre approval for reasons of debt, 
malpractice or non-compliance with City & Guilds’ policies, regulations, requirements, procedures and 
guidelines, or for any reason that may be detrimental to the maintenance of authentic, reliable and valid 
qualifications or that may prejudice the name of City & Guilds. 
 

http://www.dcsf.gov.uk/
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Further details of reasons for suspension and withdrawals, procedures and timescales, are contained in 
Providing City & Guilds Qualifications. 
 

3.2 Centres already offering City & Guilds qualification in this subject area 
Centres approved to offer the 3021 Advanced Diplomas will have automatic approval to run the 3004 
Advanced Diplomas.  Centres approved to offer 3003 Level 3 Qualifications in Beauty Therapy or 3002 
Level 3 Qualifications in Hairdressing may apply for approval for the new 3004-03 using the fast track 
approval form, available from the City & Guilds website. 
Centres may apply to offer the new qualifications using the fast track form  

• providing there have been no changes to the way the qualifications are delivered, and 

• if they meet all of the approval criteria specified in the fast track form guidance notes. 
 
Fast track approval is available for 12 months from the launch of the qualification. After this time, the 
qualification is subject to the standard Qualification Approval Process. It is the centre’s responsibility 
to check that fast track approval is still current at the time of application. 
 

3.3 Resource requirements  
Physical resources 
Centres must have access to the range of services, professional products, tools, materials and 
equipment in the centre or workplace to ensure learners have the opportunity to cover all of the 
practical activities. 
 
The equipment must meet industry standards and be capable of being used under normal working 
conditions. 
 
The learning and assessment setting should incorporate a real, or simulated but realistic learning 
environment.  The setting should take account of any bye-laws, legislation or legal authority 
requirements that would affect commercial establishments. 
 
Use of the word client within these qualifications refers to any of the following; candidates themselves, 
peers, friends and family, head blocks, training hands or nail trainers.  For more specific information 
about each unit please refer to the assessment pack. 
 
Centre staff 
Centre staff must satisfy the requirements for occupational expertise for these qualifications. Quality 
assurance coordinators and assessors must: 
 

1. Have verifiable and relevant current or real industry experience and competence of the 
occupational working area at or above the level being assessed and evidence of the quality of 
occupational experience to ensure the credibility of the assessment judgements. Appropriate 
evidence will include:  

• curriculum vitae and references  

• achievement of a relevant qualification 

• continuing professional development (CPD) 
 

2. only assess in their acknowledged area of occupational competence 
 

3. participate in training activities for their continued professional development 
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4. be competent in making accurate assessment decisions: it is recommended, but not 
mandatory,  that assessors hold Learning and Development unit A1; or hold units D32 and D33 
and assess to A1 standard. 

 
Assessor and verifier requirements  
While the Assessor/Verifier (A/V) units are valued as qualifications for centre staff, they are not currently 
a requirement for the qualifications. 
 
Continuing professional development (CPD) 
Centres are expected to support their staff in ensuring that their knowledge of the occupational area 
and of best practice in delivery, mentoring, assessment and verification remains current, and takes 
account of any national or legislative developments. 
 

3.4 Candidate entry requirements 
There are no formal entry requirements for candidates undertaking these qualifications.  However, 
centres must ensure that candidates have the potential and opportunity to gain the qualification 
successfully.  
 

3.5 Quality Assurance 
Internal quality assurance 
Approved centres must have effective quality assurance systems to ensure optimum delivery and 
assessment of qualifications. 
  
Quality assurance includes initial centre approval, qualification approval and the centre’s own internal 
procedures for monitoring quality. Centres are responsible for internal quality assurance, and City & 
Guilds is responsible for external quality assurance. 
 
Full details and guidance on the internal and external quality assurance requirements and procedures 
are provided in Providing City & Guilds Qualifications.  This document also explains the tasks, activities 
and responsibilities of quality assurance staff. 
 
External quality assurance 
External verifiers are appointed by City & Guilds to approve centres, and to monitor the assessment and 
internal quality assurance carried out by centres. External verification is carried out to ensure that there 
is validity, reliability and good practice in centres.  
 
To carry out their quality assurance role, external verifiers/moderators must have appropriate 
occupational and verifying knowledge and expertise. City & Guilds external verifiers attend training and 
development designed to keep them up-to-date, to facilitate standardisation between verifiers and to 
share good practice. 
 
External verifiers: 
The role of the external verifier is to:  

• provide advice and support to centre staff 
• ensure the quality and consistency of assessments within and between centres by the use of 

systematic sampling 
• visit centres regularly to ensure they continue to meet the centre and qualification approval criteria  
• Provide feedback to centres and City & Guilds. 
 
External quality assurance for the qualifications will be provided by the usual City & Guilds quality 
assurance process.  
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Further details of the role of external verifiers are given in Providing City & Guilds Qualifications. 

 
3.6 Registration and certification 
 
Full details of City & Guilds’ administrative procedures for these qualifications are provided online to 
City & Guilds registered centres via the Walled Garden. This information includes details on: 

• registration  

• enrolment numbers 

• fees  

• entry for examinations  

• certification 
 
These details are also available on Walled Garden. 
 
Centres should follow all guidance carefully, particularly noting that fees, registration and certification 
end dates for the qualifications are subject to change. 
 
Centres should be aware of time constraints regarding the registration and certification periods for the 
qualifications, which are specified in the City & Guilds Walled Garden. 
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4 Course design and delivery 
 

Recommended delivery strategies 
Centre staff should familiarise themselves with the structure, content and assessment requirements of 
the qualifications before designing a course programme.   
 
In particular, staff should consider the skills and knowledge related to the National Occupational 
Standards. 
 
Provided that the requirements for the qualification are met, centres may design course programmes 
of study in any way that they feel best meets the needs and capabilities of their candidates. Centres 
may wish to include topics as part of the course programme, which will not be assessed through the 
qualifications. 
 
Relationship to other qualifications and wider curriculum 
City & Guilds recommends centres address the wider curriculum, where appropriate, when designing 
and delivering the course. Centres should also consider links to the National Occupational Standards, 
Key/Core Skills and other related qualifications. 
 
Health and safety 
The requirement to follow safe working practices is an integral part of all City & Guilds qualifications and 
assessments, and it is the responsibility of centres to ensure that all relevant health and safety 
requirements are in place before candidates start practical assessments.  
 
Should a candidate fail to follow health and safety practice and procedures during an assessment (for 
example, practical assessment, assignment) the assessment must be stopped and the candidate 
advised of the reasons why. The candidate should be informed that they have failed the assessment. 
Candidates may retake the assessment at a later date, at the discretion of the centre. In any cases of 
doubt, guidance should be sought from the external verifier. 
 
Data protection and confidentiality 
Centres offering these qualifications may need to provide City & Guilds with personal data for staff and 
candidates.  Guidance on data protection and the obligations of City & Guilds and centres are explained 
in Providing City & Guilds Qualifications. 
 
Initial assessment and induction 
Centres will need to make an initial assessment of each candidate prior to the start of their programme 
to ensure they are entered for an appropriate type and level of qualification.  
 
The initial assessment should identify any specific training needs the candidate has, and the support 
and guidance they may require when working towards their qualifications.  
 
City & Guilds recommends that centres provide an induction programme to ensure the candidate fully 
understands the requirements of the qualifications they will work towards, their responsibilities as a 
candidate, and the responsibilities of the centre. It may be helpful to record the information on a 
learning contract.  
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Equal opportunities 
It is a requirement of centre approval that centres have an equal opportunities policy (see Providing City 
& Guilds Qualifications). 
 
The regulatory authorities require City & Guilds to monitor centres to ensure that equal opportunity 
policies are being followed. 
 
The City & Guilds equal opportunities policy is set out on the City & Guilds website, in Providing City & 
Guilds Qualifications, in the Directory of Qualifications, and is also available from the City & Guilds 
Customer Relations department. 
 
Access to assessment 
City & Guilds’ guidance and regulations on access to assessment are designed to facilitate access to 
assessments and qualifications for candidates who are eligible for adjustments to assessment 
arrangements. Access arrangements are designed to allow attainment to be demonstrated.  For further 
information, please see Access to assessment and qualifications, available on the City & Guilds website. 
 
Appeals 
Centres must have their own, auditable, appeals procedure that must be explained to candidates 
during their induction. Appeals must be fully documented by the quality assurance co-ordinator and 
made available to the external verifier or City & Guilds. 
 
Further information on appeals is given in Providing City & Guilds Qualifications. There is also appeals 
information for centres and learners on the City & Guilds website or available from the Customer 
Relations department. 
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5 Assessment 
 

For each of these qualifications, candidates will be required to complete the following assessments: 
 

• one assignment for each mandatory unit 
• one assignment for each chosen optional unit 
 
Assignments are externally set and internally marked.  Each assignment will be made up of a series of 
tasks.  Please see individual assignments in the Assessment pack for specific requirements and grading. 
 
 
For more information about the tasks please refer to the following documents: 
 

Assessors Pack www.cityandguilds.com/hairandbeauty 
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6 Units 
 

The qualifications comprise of a number of units.  A unit describes what is expected of a candidate in 
particular aspects of his/her job. 
 
Each unit is divided into learning outcomes which describe in further detail the skills and knowledge 
that a candidate should possess.  
  
Each learning outcome has a set of assessment criteria (performance, and knowledge and 
understanding) which specify the desired criteria that have to be satisfied before an individual can be 
said to have performed to the agreed standard.  
 
Range statements define the breadth or scope of a learning outcome and its assessment criteria 
by setting out the various circumstances in which they are to be applied.  

Structure of units  
The units in these qualifications are written in a standard format and comprise the following: 

• title 

• unit reference 

• rationale, aim and any entry requirements (where specified) 

• list of learning outcomes for the unit 

• statement of guided learning hours 

• connections with other qualifications, eg NOS  

• assessment details 

• learning outcomes in detail expressed as practical skills and underpinning knowledge. 
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Unit 307 Human resource management within the hair 
and beauty sector 

 

Level:   3 
 
Credit value:  7 
 
NDAQ number:  M/601/2481 
 
Unit aims 
The aim of this unit is allow the learner to develop an understanding of human resources management 
in relation to the hair and beauty sector; covering relevant employment legislation, modes of 
employment and relevant legislation to these employment options, employment rights and 
responsibilities, recruitment methods, job description, contracts of employment, appraisal systems, 
Continual Professional Development (CPD) and training opportunities. 
 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 
1. Be able to research Human Resource Management  
2. Be able to carry out a practical presentation 
 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit, although patterns of 
delivery are likely to vary. 
 
Endorsement of the unit by a sector or other appropriate body (if required) 
This unit is endorsed by Habia.  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 307 Human resource management within the hair 
and beauty sector 

Outcome 1 Be able to research Human Resource Management 

Practical skills  
The learner can: 
1. research into Human Resource Management  
2. use a variety of presentation methods including ICT  
3. communicate and behave in a professional manner  
 
 
Underpinning knowledge 
The learner can: 
1. describe the purpose of job descriptions 
2. describe the purpose of contracts employment  
3. state methods of employment options 
4. explain relevant employment legislation, rights and responsibilities  
5. identify a range of ICT applications that can be used in the hair and beauty sector  
6. explain how to communicate in a professional manner  
 
Range 
Communicate  
Speaking, listening, body language, reading, following instructions, giving instructions, presentation. 
 
Employment options  
Self employment, full or part time, permanent or temporary 
 
Rights and responsibilities 
Rights: contract of employment, minimum wage, safe working environment, training (CPD) 
Responsibilities: work safely to meet salon and legal requirements. 
 
ICT applications  
Internet searches, word processing, spreadsheets, databases, presentations. 
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Unit 307 Human resource management within the hair 
and beauty sector  

Outcome 2 Be able to carry out a practical presentation  

Practical skills  
The learner can: 
1.  present a practical demonstration  
2.  evaluate the presentation 
 
 
Underpinning knowledge 
The learner can: 
1. state the cost implications of staff  
2. describe the methodology of retaining staff  
3. describe the function of industry associations 
 
Range 
Methodology of retaining staff  
Psychology of team behaviour, effective communication, motivation, conflict resolution, appraisals 
 
Industry associations  
Advisory, Conciliation of Arbitration Services (ACAS), Standard Setting body (Habia), National 
Hairdressers Federation (NHF), Federation of Holistic Therapists (FHT), Guild of Holistic Therapists, Guild 
of Beauty Therapists, Guild of Nail Technicians, British International Spa Associations (BISA), 
Hairdressing Council, Guild of Hairdressers, Fellowship of British Hairdressing. 
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Unit 310 Make and style a hair addition  
 

Level:   3 
Credit value:  7 
NDAQ number: K/600/8638 
 
Unit aims 
The aim of this unit is allow the learner to discover how to make a simple hair addition using the 
wigmaking technique of weaving a weft. The learner will develop and extend their creative and 
imaginative skills, through the use of perming and/or colouring techniques. The learner will then be able 
to develop a mood board to plan how they would incorporate their designed hair addition into a 
creative hair design. The learners’ interest will be engaged through the experiential and innovative 
aspects of this unit, and their skills of dexterity will be strengthened. The learner will have the 
opportunity to work with others in small groups to research and produce their findings, and participate 
in a short verbal presentation to an audience of peers. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 
1. Be able to develop a mood board  
2. Be able to make and style a hair addition  
 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit, although patterns of 
delivery are likely to vary.  
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Habia.  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 310 Make and style a hair addition 
Outcome 1 Be able to develop a mood board  

Practical skills  
The learner can: 
1. develop a mood board which incorporates woven hair additions and accessories, and takes into 

account influencing factors  
 
Underpinning knowledge 
The learner can: 
2. describe how to develop a mood board 
3. outline the purpose of a mood board 
4. outline how to present a mood board which incorporates hair additions, accessories and 

ornamentation 
5. describe the main styles of wigs and hair additions used in historical civilisations and cultures 
6. explain how wigs and hair additions are used in modern society 
7. describe the employment opportunities for wig making and hair additions specialists 
8. describe the influencing factors that need to be considered when creating a hair addition 
 
 
Range 
Accessories  
Feathers, ribbons, flowers.  
 
Influencing factors 
Ornamentation, hair length, hair colour, degree of curl, gender, and culture, fashion trends, desired 
finished result. 
 
Purpose of a mood board 
Creativity, linked themes, choice of specialised techniques. 
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Unit 310 Make and style a hair addition 
Outcome 2 Be able to make and style a hair addition 

Practical skills  
The learner can: 
1. communicate and behave in a professional manner  
2. select products, tools, equipment and accessories to achieve the desired effect 
3. produce a woven weft of hair on a weaving frame 
4. produce a final finished hair addition 
5. style the woven weft of hair using permanent styling techniques  
6. present the final finished style addition 
7. provide suitable aftercare advice  
8. record techniques, products, tools, equipment and accessories used to achieve  
9. follow safe and hygienic working practices 
10. evaluate the finished hair design 
 
Underpinning knowledge 
The learner can: 
1. describe how to maintain hair additions 
2. describe hair styling techniques for hair additions for men and women 
3. describe the aftercare advice that should be provided 
4. outline safe and hygienic working practices 
5. state how to communicate and behave within a salon environment 
 
 
Range 
Communicate and behave 
Communicate: Speaking, listening, body language, reading, recording, following instructions, using a 
range of related terminology  
Behave: Working cooperatively with others, following salon requirements 
 
Products, tools, equipment and accessories 
Products: styling products, finishing products, hand held dryer, hood dryer, diffuser, nozzle, round 
Tools and equipment: brushes, flat brushes, rollers secured with pins, pin curls, straighteners, curling 
tongs, heated rollers. 
Accessories: feathers, ribbons, flowers.  
 
Permanent styling techniques  
Colouring, perming  
 
Aftercare advice  
Maintenance of style, removal and care of the temporary hair extension 
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Safe and hygienic working practices  
Methods of sterilisation, disposal of contaminated waste, health and safety legislation, PPE, instructions 
to others and own responsibility.  
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Unit 312 Anatomical and physiological knowledge of 
body systems 

 

Level:  3 
Credit value:  7 
NDAQ number: J/601/3569 
 
Unit aim 
This unit will allow the learner to gain knowledge of the anatomical structure and the physiological 
function of the following: skin, nails and hair, skeletal, circulatory, lymphatic, muscular, nervous, 
respiratory and digestive systems. The learner will also investigate aspects of dermatology, 
microbiology and trichology related to this topic. 
 
Learning outcomes 
There are nine learning outcomes to this unit.  The learner will: 

1. Be able to have knowledge of the skin, nails and hair 
2. Be able to have knowledge of the skeletal system 
3. Be able to have knowledge of the muscular system 
4. Be able to have knowledge of the nervous system 
5. Be able to have knowledge of endocrine system 
6. Be able to have knowledge of the respiratory system 
7. Be able to have knowledge of the cardiovascular system 
8. Be able to have knowledge of the lymphatic system 
9. Be able to have knowledge of the digestive system 
10. Be able to have knowledge of further career pathways 
 

Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit. This may be on a full-
time or part-time basis. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Habia.  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 1 Be able to have knowledge of the skin, nails and hair 

Underpinning knowledge 
The learner can: 

1. describe the structure of the epidermis and dermis 
2. describe the function of the skin 
3. describe the structure of the nail 
4. describe the structure of the hair 
5. explain the stages of hair growth 
6. describe the function of the hair 
7. describe the function of the nail 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 2 Be able to have knowledge of the skeletal system 

Underpinning knowledge 
The learner can: 

1. describe the classification bones  
2. identify the position of the bones in the skeletal system 
3. describe the function of the skeletal system 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 3 Be able to have knowledge of the muscular system 

Underpinning knowledge 
The learner can: 

1. identify the position of the major muscles of the head, neck and body 
2. describe the basic function of the major muscles of the head, neck and body 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 4 Be able to have knowledge of the nervous system 

Underpinning knowledge 
The learner can: 

1. describe the components of the central nervous system 
2. describe the structure of sensory and motor neurone 
3. describe the function of sensory and motor neuron 



 

 Level 3 Award /Certificate/Diploma in Beauty Therapy 32 

Unit 312 Anatomical and physiological knowledge of  
 body systems 
Outcome 5 Be able to have knowledge of the endocrine system 

Underpinning knowledge 
The learner can: 

1. identify the structure of the endocrine system 
2. describe the function of the endocrine system  
3. identify the effects and influences of the endocrine system on the body 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 6 Be able to have knowledge of the respiratory system 

Underpinning knowledge 
The learner can: 

1. describe the structure of the respiratory system 
2. describe the function of the lungs 
3. describe the process of gaseous exchange 
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Unit 312  Anatomical and physiological knowledge of 
body systems 

Outcome 7 Be able to have knowledge of the cardiovascular 
system 

Underpinning knowledge 
The learner can: 

1. describe the structure of the heart 
2. describe the function of the cardiovascular system 
3. identify different blood vessels 
4. identify the composition of blood 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 8 Be able to have knowledge of the lymphatic system 

Underpinning knowledge 
The learner can: 

1. describe the function of the lymphatic system 
2. identify the structure of lymph vessels 
3. identify the major groups of lymphatic nodes 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 9 Be able to have knowledge of the digestive system 

Underpinning knowledge 
The learner can: 

1. describe the structure of the main digestive organs 
2. describe the function of the digestive system 
3. describe the process of digestion 
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Unit 312 Anatomical and physiological knowledge of 
body systems 

Outcome 10  Be able to have knowledge of the digestive system 

 
Underpinning knowledge 
The learner can: 

1. identify career opportunities in trichology and dermatology. 
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Unit 313 Origins, principles and theories of massage 
 

Level:    3 
Credit value:   7 
NDAQ number: M/601/4358 
 
Unit aim 
This is a preparation for work unit, which is based on capability and knowledge. This unit is about 
providing massage treatments to the following areas of the body: head, arms and hands, neck and 
shoulders.  To carry out this unit the learner will need to maintain effective health, safety and hygiene 
procedures throughout their work. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 

1. Be able to prepare for massage treatment 
2. Be able to provide massage treatment 

 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit. This may be on a full-
time or part-time basis. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Habia.  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 313  Origins, principles and theories of massage 
Outcome 1 Be able to prepare for massage treatment 
 

Practical skills  
The learner can: 

1. prepare themselves, the client and work area for a massage treatment 
2. use suitable consultation techniques to identify treatment objectives 
3. advise the client on how to prepare for the treatment 

 
 
Underpinning knowledge 
The learner can: 

4. identify influencing factors 
5. provide clear recommendations to the client based on factors 
6. describe salon’s requirement for client preparation, preparing themselves and the work area 
7. identify different consultation techniques used to identify treatment objectives 
8. describe the factors that need to be considered when selecting techniques, products and 

equipment 
9. describe the environmental conditions suitable for massage treatment 
10. describe the safety considerations that must be taken into account when providing massage 

treatment 
11. identify the range of equipment used for massage treatment 
12. identify products used and their key ingredients 
13. describe contra-indications that prevent or restrict massage treatment 

 
 
Range 
Consultation techniques 
Speaking, listening, body language, reading, recording, following instructions using a range of related 
terminology linked to massage. 
 
Factors 
Sensitivity of the skin and scalp, adverse skin, hair and scalp conditions, degree of subcutaneous tissue, 
age, muscle tone, muscle tension, skin type and condition. 
 
Client preparation  
Importance of keeping areas of the body covered, positioning the individual correctly, use of a suitable 
chair or couch, ensuring comfort for both themselves and the model, protection of clothing, removal of 
accessories, lighting, temperature and noise levels. 
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Techniques, products and equipment 
Techniques: effleurage, petrissage including frictions, tapotement and vibrations to be used on the 
following areas as appropriate: head, arms and hands, neck and shoulders 
Products: skin cleansing products, creams, lotions, oils.  
Equipment: towels, disposable paper, spatulas, head bands, tissues, cotton wool. 
 
Contra–indications 
Prevent treatment: fungal infection, bacterial infection, viral infection, infestations, severe eczema, 
severe psoriasis, severe skin conditions, dysfunction of the muscular system, dysfunction of the 
nervous system, eye infections, deep vein thrombosis, during chemotherapy, during radiotherapy 
Restrict treatment: broken bones, recent fractures and sprains, cuts and abrasions, recent scar 
tissue, skin disorders, skin allergies, product allergies, epilepsy, diabetes, high/low blood pressure, 
undiagnosed lumps and swellings 
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Unit 313  Origins, principles and theories of massage 
Outcome 2 Be able to provide massage treatment 
 

Practical skills  
The learner can: 

1. communicate and behave in a professional manner 
2. position themselves and the client correctly throughout the treatment  
3. select and use products, equipment and techniques taking into account identified factors 
4. follow safe and hygienic working practices 
5. identify contra-actions and take appropriate action during treatment 
6. provide suitable aftercare advice 
7. complete the treatment to the satisfaction of the client 
8. evaluate the results of the treatment with the client 

 
Underpinning knowledge 
The learner can: 

1. describe how to communicate and behave in a professional manner 
2. state the importance of positioning themselves and the client correctly throughout the 

treatment 
3. describe safe and hygienic working practices 
4. describe contra-actions which might occur during and following the treatment and how to 

respond  
5. describe the aftercare advice that should be provided 
6. state the importance of completing the treatment to the satisfaction of the client 
7. state the methods of evaluating the effectiveness of the treatment 
8. describe the physiological effects and benefits of massage  
9. describe the psychological effects of massage 

 
 
Range 
Communicate and behave 
Speaking, listening, body language, reading, recording, following instructions using a range of related 
terminology linked to massage, working cooperatively with others, following salon requirements. 
 
Products, equipment and techniques 
Products: skin cleansing products, creams, lotions, oils.  
Equipment: towels, disposable paper, spatulas, head bands, tissues, cotton wool. 
Techniques: effleurage, petrissage including frictions, tapotement and vibrations to be used on the 
following areas as appropriate: head, arms and hands, neck and shoulders  
 
Factors 
Sensitivity of the skin and scalp, adverse skin, hair and scalp conditions, degree of subcutaneous tissue, 
age, muscle tone, muscle tension, skin type and condition. 
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Safe and hygienic working practices 
Methods of sterilization, disposal of contaminated waste, legislation, PPE, relevant Health & Safety. 
 
Contra-actions  
Lethargy, headache, muscle ache, nausea, emotional, frequent urination, bruising, allergy to massage 
medium. 
 
Aftercare advice 
12-24 hours following treatment: no physical exercise, ensure light food intake, no alcohol, rest, 
increase water intake. 
Suggest further treatment, recommend products, and recommend lifestyle changes, postural 
awareness 
 
Physiological effect and benefits  
Improves blood and lymph circulation, stimulating/sedating nerves, improves skin texture, improves 
muscle tone, aids digestion, improves underlying structures 
 
 
Psychological effects 
Relaxation, uplifting, sense of wellbeing, positive thought, stress and tension relief 
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Unit 316 Creative hairdressing design skills 
 

Level:  3 
Credit value:  8 
NDAQ number: J/601/3569 
 
Unit aim 
The aim of this unit is allow the learner to develop their personal creativity by exploring, researching 
and demonstrating a variety of complex creative dressing techniques, incorporating a range of 
temporary hair extensions, accessories and ornamentation. The learner will then be able to develop a 
plan and incorporate their hair extensions, accessories and ornamentation into a creative hair design, 
to achieve different, finished looks. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 

1. Be able to plan an image 
2. Be able to create an image 

 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit. This may be on a full-
time or part-time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to the Hairdressing NOS, unit GH21. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Habia.  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 316 Creative hairdressing design skills 
Outcome 1 Be able to plan an image 

Practical skills  
The learner can: 

1. identify opportunities for creating a total look 
2. research ideas for developing the image of the total look 
3. create and provide a detailed design plan for the total look 
4. agree design plan with others involved in a manner which promotes good working 

relationships 
5. evaluate the design plan. 

 
Underpinning knowledge 
The learner can: 

1. explain how to research and develop ideas for creating an image for a total look 
2. describe ways of combining styling, dressing and finishing techniques to create the 

completed total look 
3. explain ways of presenting a created image and look effectively 
4. describe methods of evaluating the design plan 
5. describe the potential commercial benefits of developing and creating design work 
6. state the importance of accurate planning, attention to detail and working to timescales 
7. explain how the venue could affect design plans 
8. describe how to remedy problems that may occur with the different opportunities for 

creating an image. 
 
 
Range 
Opportunities 
Hairdressing competition work, hair show, photographic session 
 
Image 
Avant-garde, based on a theme, commercial 
 
Design Plan 
Creative techniques, combination of styling, dressing and finishing techniques, clothes, make-up, 
accessories, tools and equipment, products, media and budget 
 
Styling, dressing and finishing techniques 
Pin-curling, finger-waving, twisting, knotting, plaiting, weaving and incorporation of temporary hair 
extensions (wefts, pin-curls, ringlets, switches, wiglets), accessories and ornamentation 
 
Problems 
Availability of models, space limitations, venue restriction, budget, availability of resources 
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Unit 316 Creative hairdressing design skills 
Outcome 2 Be able to create an image 

Practical skills  
The learner can: 

1. communicate and behave in a professional manner 
2. select other services to complement the image and look 
3. select and use products, tools and equipment required to achieve the image 
4. use and combine techniques and skills to present the image 
5. create the finished image to the requirements of the final design plan 
6. evaluate the finished result 
7. follow safe and hygienic working practices. 

 
Underpinning knowledge 
The learner can: 

1. explain the safety considerations that  must be taken into account 
2. outline the skills required for presenting the image 
3. explain how other services can develop and complement the image and look 
4. outline safe and hygienic working practices 
5. state how to communicate and behave within a salon environment. 

 
 
Range 
Communicate and behave 
Communicate: Speaking, listening, body language, reading, recording, following instructions, using a 
range of related terminology 
Behave: Working cooperatively with others, following salon requirements 
 
Services 
Colouring, perming, cutting, styling and dressing, adding hair, shaving 
 
Image 
Avant-garde, based on a theme, commercial 
 
Design plan 
Creative techniques, combination of styling, dressing and finishing techniques, clothes, make-up, 
accessories, tools and equipment, products, media, budget 
 
Safe and hygienic working practices 
Methods of sterilisation, disposal of contaminated waste, legislation, PPE, positioning of client and 
stylist, removal of accessories, relevant Health & Safety 
 
Safety considerations 
Client preparation, personal protective equipment, COSHH, manufacturer’s instructions, client/self 
positioning, visual checks of electrical equipment, sterilising tools/equipment, first aid procedures, 
protection from infection and cross infection 
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Unit 330 Media make-up 
 

Level:  3 
Credit value:  7 
NDAQ number: T/601/3566 
 
Unit aim 
This unit is about providing media make-up service.  To carry out this unit the learner will need to 
maintain effective health, safety and hygiene procedures throughout their work. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 

1. Be able to prepare for media make-up  
2. Be able to provide media make-up  

 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit, although patterns of 
delivery are likely to vary. 
 
Details of the relationship between the unit and relevant national standards 
This unit is linked to the Beauty Therapy NOS, unit B11 and B22 
 
Support of the unit by a sector or other appropriate body 
This unit is endorsed by Habia  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 330 Media make-up 
Outcome 1 Be able to prepare for media make-up 

Practical skills  
The learner can: 

1. prepare themselves, the model and work area for media make-up 
2. use suitable consultation techniques to identify service objectives  
3. identify influencing factors 
4. provide clear recommendations based on factors 
5. develop a mood board including components for media/character/special effect make-up 

techniques 
6. present a mood board 

 
Underpinning knowledge 
The learner can:  

1. describe requirements for client preparation, preparing themselves and the work area 
2. describe different consultation techniques used to identify service objectives 
3. describe the factors that need to be considered when selecting techniques, products and 

equipment 
4. explain the environmental conditions suitable for media make-up 
5. explain the safety considerations that must be taken into account when providing media make-

up 
6. identify the range of tools and equipment used for media make-up 
7. identify products used and their key ingredients 
8. explain how to develop a mood board to include components of media/character/special 

effects  make-up techniques 
9. describe the aims and limitations of media and special effects make-up  
10. explain the principles of colour theory 
11. describe the skin types and characteristics  
12. explain the importance of skin compatibility checks prior to using media and special effects 

make-up 
13. describe how to carry out  compatibility tests 
14. describe adverse skin reactions to products 
15. explain known contra-indications that prevent or restrict media make-up 

 
 
Range 
Consultation techniques 
Verbal: questioning techniques, language used tone of voice 
Non-verbal: listening techniques, body language, eye contact, facial expressions 
Use of: visual aids, client records 
 
Components 
Scars, burns, bruises and other ‘casualty’ effects, skin aging, facial contouring alterations 
 
Mood board 
Physical images of media and special effects, make-up undertaken, record of techniques, tools, 
equipment and products used to achieve the effects 
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Client preparation 
Correct positioning on a suitable chair to ensure comfort for themselves and the individual, protecting 
clothing, removing accessories, consideration of suitable lighting,  comfortable temperature 
 
Products, tools and equipment 
Products: liquid latex, liquid ‘blood’, coloured cosmetics, pancake, petroleum jelly, powders, spirit 
gum, spirit remover, food colourings, cereals, other texturising materials 
Tools and equipments: Brushes, fingers, sponges, velour puffs, cotton wool, disposable spatulas, 
modelling tools, mixing palette, palette, spatula, headband, gown, disposable applicators, mirrors, 
towels 
 
Aims and limitations 
Consistency, coverage, how colours can be altered in different types of lighting, stability, its variance on 
different skin types, environment in which it is worn, limitations of colours available 
 
Colour theory 
Colour selection, effective blending of a range of media, special effects make-up, the colour wheel 
 
Skin type and characteristics 
Oily, dry, combination, different culture, skin tones 
 
Adverse skin reactions 
Erythema, skin irritation, swelling 
 
Contra–indications 
Prevent treatment: fungal infection, bacterial infection, viral infection, infestations, severe eczema, 
severe psoriasis, severe skin conditions, dysfunction of the muscular system, dysfunction of the 
nervous system, eye infections, deep vein thrombosis, during chemotherapy, during radiotherapy 
Restrict treatment: broken bones, recent fractures and sprains, cuts and abrasions, recent scar 
tissue, skin disorders, skin allergies, product allergies, epilepsy, diabetes, high/low blood pressure, 
undiagnosed lumps and swellings  
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Unit 330 Media make-up 
Outcome 2 Be able to provide media make-up 

Practical skills  
The learner can:  

1. communicate and behave in a professional manner 
2. position themselves and the model correctly  throughout the service  
3. select and use products, tools, equipment and techniques taking into account identified 

factors 
4. apply media and special effects make-up to age a character using components and 

prosthetic pieces 
5. record the techniques and products used 
6. follow safe and hygienic working practices 
7. identify contra-actions and take appropriate action during service 
8. provide suitable advice on the removal of products 
9. complete the service to the satisfaction of the client 
10. evaluate the results of the service 

 

Underpinning knowledge 
The learner can: 

1. describe how to communicate and behave in a professional manner 
2. describe the importance of positioning themselves and the model correctly throughout the 

service 
3. explain safe and hygienic working practices 
4. explain contra-actions which might occur during and following the service and how to 

respond  
5. explain the advice on the removal of products that should be provided 
6. describe the importance of completing the service to the satisfaction of the client 
7. describe the methods of evaluating the effectiveness of the service 
8. explain how to carry out  media and special effects make-up techniques to create characters 

using products 
9. describe how to apply, preserve, maintain and safely remove small ready made prosthetic 

pieces 
10. explain the importance of accurately recording the techniques and products used and of 

making a physical recording of the results 
 
 

Range 
Communicate and behave 
Communicate: Speaking, listening, body language, reading, recording, following instructions, using a 
range of related terminology 
Behave: Working cooperatively with others, following salon requirements 
 
Products, tools and equipment 
Products: liquid latex, liquid ‘blood’, coloured cosmetics, pancake, petroleum jelly, powders, spirit 
gum, spirit remover, food colourings, cereals, other texturising materials 
Tools and equipment: Brushes, fingers, sponges, velour puffs, cotton wool, disposable spatulas, 
modelling tools, mixing palette, palette, spatula, headband, gown, disposable applicators, mirrors, 
towels



 

 Level 3 Award /Certificate/Diploma in Beauty Therapy 50 

Characters 
Witches, tramps, monsters, aging a character, scars, burns, bruises and other ‘casualty’ effects, using 
liquid latex, liquid ‘blood’ and coloured cosmetics 
 
Components 
Scars, burns, bruises and other ‘casualty’ effects, skin aging, facial contouring alterations 
 
Prosthetic pieces 
Ear tips, noses and chins 
 
Safe and hygienic working practices 
Methods of sterilisation, legislation, manufacturer’s instructions, positioning of client and nail 
technicians, removal of accessories, PPE, ventilation 
 

Contra-actions 
Severe erythema, allergic reaction 
 

Methods of evaluating 
visual, verbal, written feedback, repeat business 
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Unit 331 Maintain personal health and wellbeing 

 

Level:  3 
Credit value:  7 
NDAQ number: D/600/8779 
 
Unit aim 
This is a preparation for work unit which is based on capability and knowledge. This unit is about 
maintaining personal health and wellbeing to include health eating and lifestyle choices and monitoring 
weight management 
 
This unit applies to both hairdressing and barbering salons. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 

1. Be able to maintain personal health and wellbeing  
2. Be able to monitor weight management  

 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit, although patterns of 
delivery are likely to vary. 
 
Support of the unit by a sector or other appropriate body 
This unit is endorsed by Habia  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 331 Maintain personal health and wellbeing 
Outcome 1 Be able to maintain personal health and wellbeing 

Practical skills 
The learner can: 

1. access sources of information on health and wellbeing  
2. compare own dietary intake with recommended daily intake 

 

Underpinning knowledge 
The learner can:  

1. state sources of information available on personal health and wellbeing 
2. describe the components that contribute to a balanced diet 
3. describe how nutrients are absorbed within the human body 
4. describe the effects of nutrients on the human body 
5. describe the influencing factors that effect food intake and choice 
6. state the principles of healthy eating choices 
7. describe how to interpret retail food labelling 
8. describe the considerations that need to be identified when looking at body image 
9. describe how lifestyle choices affect personal health and wellbeing 

 
 
Range 
Sources of information 
The Internet, NHS guidelines, government 
 
Components 
Fibre and water, and how nutrients are absorbed and their effects within the human body 
 
Factors 
Food intake, age, food allergies, pregnancy, eating disorders, cholesterol levels, salt intake, fat and 
sugar content 
 
Choices 
Budgetary constraints, cooking abilities and facilities, time restrictions, food preferences, cultural and 
religious beliefs 
 
Considerations 
Basal metabolic rate, body shape and type (endomorph, ectomorph and mesomorph), posture and 
weight.  How to establish a person’s body mass index, measure weight accurately and interpret 
reference tables and guides 
 
Lifestyle choices 
Sleep quality and patterns, working environments, shift patterns, work-life balance, smoking, drug, 
alcohol and substance abuse, stress levels and ways of coping with stress 
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Unit 331 Maintain personal health and wellbeing 
Outcome 2 Be able to monitor weight management 

Practical skills 
The learner can: 

1. evaluate weight management programmes 
2. evaluate safe exercise methods 
3. communicate and behave in a professional manner 
4. follow safe and hygienic working practices 

 
Underpinning knowledge 
The learner can: 

1. explain the principles of figure analysis 
2. describe how to identify and analyse good posture 
3. describe the effects of poor posture on the body 
4. explain the principles of safe exercise on the human body 
5. describe the benefits that regular activities have on fitness 
6. describe how to measure and improve personal fitness 
7. outline safe and hygienic working practices 

 
 

Range 
Safe exercise methods 
Aerobic, isotonic, isometric and yoga 
 
Communicate 
Speaking, listening, body language, reading, recording, following instructions, presentation 
 
Safe and hygienic working practices 
Methods of sterilization, disposal of contaminated waste, legislation, PPE, relevant Health & Safety, 
instructions to others and own responsibility 
 
Effects of poor posture 
Hereditary and degenerative postural and figure faults, for example body fat and spinal curvatures 
(lordosis, scoliosis and kyphosis) 
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Unit 332 Explore technological developments within the 
hair, beauty and associated areas 

 

Level:  3 
Credit value:  7 
NDAQ number: F/601/3568 
 
Unit aim 
This is a preparation for work unit which is based on capability and knowledge. The aim of this unit is 
allow the learner to research the technological innovations within hair, beauty and associated areas in 
recent years. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 

1. Be able to research and produce a report on technological developments  
2. Be able to present research results on technological developments 

 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit, although patterns of 
delivery are likely to vary. 
 
Support of the unit by a sector or other appropriate body 
This unit is endorsed by Habia  
 

Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 332 Explore technological developments within the 
hair, beauty and associated areas 

Outcome 1 Be able to research and produce a report on 
technological developments  

Practical skills 
The learner can: 

1. research into technological developments in hair, beauty and associated areas  
2. produce a report on technological developments 

 

Underpinning knowledge 
The learner can:  

1. describe the technological developments within hair, beauty and associated areas 
2. describe the benefits and drawbacks of technological developments  
3. describe details of the qualifications relevant to each technological developments 
4. describe the licensing and monitoring regulations that apply to each technological 

development  
5. outline the popularity of each technological developments  
6. outline the average innovation 
7. describe the consumer demand for technological developments  

 

 
Range 
Technological developments 
Micro-pigmentation – enhancement to eyebrows, eyes, lips, beauty spots 
 
Hair transplants – strips to follicle unit transportation 
 
Hair extensions – clipped in, sewn in, glued or bonded in 
 
Laser and light pulsed equipment – vascularity, pigmentation, removal of epidermal layers/wrinkles,  
photo-rejuvenation, hair removal 
 
Injectables - dermal fillers, Botox 
 
Chemical skin peeling – developments in chemical solutions 
 
Tooth whitening – professional, home kits 
 
Facial cosmentic surgery – rhinoplasty (nose surgery), otoplasty ( ear surgery), rhytidectomy (face lift) 
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Unit 332 Explore technological developments within the 
hair, beauty and associated areas 

Outcome 2 Be able to present research results on technological 
developments 

Practical skills 
The learner can: 

1. present research results into technological developments using a variety of presentation 
methods, including ICT 

 
Underpinning knowledge 
The learner can: 

1. describe different presentation methods 
 
 

Range 
Technological developments 
Micro-pigmentation – enhancement to eyebrows, eyes, lips, beauty spots  
 
Hair transplants – strips to follicle unit transportation 
 
Hair extensions – clipped in, sewn in, glued or bonded in 
 
Laser and light pulsed equipment – vascularity, pigmentation, removal of epidermal layers/wrinkles,  
photo-rejuvenation, hair removal 
 
Injectables - dermal fillers, Botox 
 
Chemical skin peeling – developments in chemical solutions 
 
Tooth whitening – professional, home kits 
 
Facial cosmentic surgery – rhinoplasty (nose surgery), otoplasty ( ear surgery), rhytidectomy (face lift) 
 
Presentation methods 
Using ICT, handouts, visual aid, verbal, diagrams, charts 
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Unit 333 Camouflage make-up 
 

Level:  3 
Credit value:  7 
NDAQ number: D/601/4355 
 
Unit aim 
This is a preparation for work unit which is based on capability and knowledge. This unit is about 
providing camouflage make-up. 
 
To carry out this unit the learner will need to maintain effective health, safety and hygiene procedures 
throughout their work. 
 

Learning outcomes 
There are two learning outcomes to this unit. The learner will: 

1. Be able to prepare for camouflage make-up  
2. Be able to provide the application of camouflage make-up  

 
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit, although patterns of 
delivery are likely to vary. 
 
Details of the relationship between the unit and relevant national standards 
This unit is linked to the Beauty Therapy NOS, unit B22. 
 
Support of the unit by a sector or other appropriate body 
This unit is endorsed by Habia.  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 333 Camouflage make-up 
Outcome 1 Be able to prepare for camouflage make-up 

Practical skills  
The learner can: 

1. prepare themselves, the client and work area for a camouflage make-up  
2. use suitable consultation techniques to identify treatment objectives  
3. advise the client on how to prepare for the treatment 
4. identify influencing factors 
5. provide clear recommendations to the client based on factors 

 
Underpinning knowledge 
The learner can:  

1. describe salon’s requirement for client preparation, preparing themselves and the work area 
2. identify different consultation techniques used to identify treatment objectives 
3. describe the factors that need to be considered when selecting techniques, products tools 

and equipment 
4. describe the environmental conditions suitable for camouflage make-up 
5. describe the safety considerations that must be taken into account when providing camouflage 

make-up 
6. identify the range of equipment used for camouflage make-up 
7. identify products used and their key ingredients, their qualities and limitations 
8. describe contra-indications that prevent or restrict camouflage make-up 

 

 
Range 
Consultation techniques 
Verbal: questioning techniques, language used tone of voice 
Non-verbal: listening techniques, body language, eye contact, facial expressions 
Use of: visual aids, client records 
 
Factors 
Hyper and hypo pigmentation, erythema, scar tissue, birth marks, tattoos, skin types, dilated capillaries, 
client wishes 
 
Preparation 
Correct positioning on a suitable chair to ensure comfort for themselves and the individual, protecting 
clothing, removing accessories, client wishes, consideration of suitable lighting,  comfortable 
temperature  
 
Products, tools and equipment 
Products: Creams, powders, setting products 
Tools and equipment: Brushes, sponges, palettes, cotton wool, fingers, velour puffs, disposable 
spatulas, mixing palette 
 



 

  Level 3 Award /Certificate/Diploma in Beauty Therapy 59 

Environmental conditions  

Warmth, ventilation, lighting, privacy, volume and type of music/sounds, pleasant aroma. 
 
Qualities and limitations 
Density of product, duration, waterproof. 
 

Contra-indications  
Prevent treatment: fungal infection, bacterial infection, viral infection, infestations, severe eczema, 
severe psoriasis and severe skin conditions. 
Restrict treatment: broken bones, recent scar tissue, hyper-keratosis, skin-allergies, cuts and 
abrasions, skin disorders and product allergies. 
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Unit 333 Camouflage make-up 
Outcome 2 Be able to provide the application of camouflage 

make-up 

Practical skills  
The learner can:  

1. communicate and behave in a professional manner 
2. position themselves and the client correctly throughout the treatment  
3. select and use products, tools, equipment and techniques taking into account identified 

factors 
4. follow safe and hygienic working practices 
5. identify contra-actions and take appropriate action during treatment 
6. provide suitable aftercare advice 
7. complete the treatment to the satisfaction of the client 
8. evaluate the results of the treatment with the client 

 
Underpinning knowledge 
The learner can: 

1. describe how to communicate and behave in a professional manner 
2. state the importance of positioning themselves and the client correctly throughout the 

treatment 
3. describe safe and hygienic working practices 
4. describe contra-actions which might occur during and following the treatment and how to 

respond  
5. describe the aftercare advice that should be provided 
6. state the importance of completing the treatment to the satisfaction of the client 
7. state the methods of evaluating the effectiveness of the treatment 
8. describe the origins of camouflage make-up 
9. describe the principles of colour theory 
10. describe different types of light 
11. describe different skin types, conditions and tones 

 
 
Range 
Communicate and behave 
Communicate: Speaking, listening, body language, reading, recording, following instructions, using a 
range of related terminology 
Behave: Working cooperatively with others, following salon requirements, adjusting behaviour to 
support an individual, adopting a tactful and patient manner, applying empathy, being non-
judgemental, being non-discriminatory 
 
Products, tools and equipment 
Products: Creams, powders, setting products 
Tools and equipment: Brushes, sponges, palettes, cotton wool, fingers, velour puffs, disposable 
spatulas, mixing palette 
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Safe and hygienic working practices 
Methods of sterilization, disposal of contaminated waste, legislation, PPE, positioning of client and 
therapist, removal of accessories, relevant Health & Safety 
 
Contra-actions 
Irritation, swelling, erythema 
 
Aftercare advice 
Preserving and removing products, further guidance and treatment requirements, product 
recommendations 
 

Methods of evaluating 
Visual, verbal, written feedback, repeat business 
 
Origins 
Plastic surgeons in World War II, the present day position, inter-relationship of camouflage make-up in 
beauty and allied healthcare sectors, ethical considerations when liaising with other professionals 
 
Colour theory 
Colour selection, effective blending of a range of media, special effects make-up, the colour wheel 
 
Skin types and conditions 
Skin types: normal, dry, oily, combination 
Conditions: sensitive, mature, dehydrated 
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Unit 334 Nail enhancements and advanced hand and nail 
art techniques 

 

Level:  3 
Credit value:  7 
NDAQ number: M/601/3565 
 
Unit aim 
This is a preparation for work unit which is based on capability and knowledge. This unit is about 
providing nail enhancement treatments.  To carry out this unit the learner will need to maintain 
effective health, safety and hygiene procedures throughout their work. 
 

Learning outcomes 
There are two learning outcomes to this unit. The learner will: 

1. Be able to prepare for nail enhancements and hand and nail art treatments  
2. Be able to provide nail enhancements and hand and nail art treatments 

  
Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit, although patterns of 
delivery are likely to vary. 
 
Details of the relationship between the unit and relevant national standards  
This unit is linked to the Beauty Therapy NOS, units N6, N7, N8, N9, N10, N11 and N12. 
 

Support of the unit by a sector or other appropriate body 
This unit is endorsed by Habia  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 334 Nail enhancements and advanced hand and nail 
art techniques 

Outcome 1 Be able to prepare for nail enhancements and hand 
and nail art treatments 

Practical skills  
The learner can: 

1. prepare themselves, the client and work area for a nail enhancement treatment 
2. use suitable consultation techniques to identify treatment objectives  
3. identify influencing factors 
4. provide clear recommendations to the client based on factors 
5. develop a mood board that demonstrates the ideas and concepts that can be used to reflect 

themes 
 
Underpinning Knowledge 
The learner can:  

1. describe salon’s requirement for client preparation, preparing themselves and the work area 
2. describe different consultation techniques used to identify treatment objectives 
3. describe the factors that need to be considered when selecting techniques, products and 

equipment 
4. explain the environmental conditions suitable for nail enhancement treatments 
5. explain the safety considerations that must be taken into account when providing nail 

enhancement treatments 
6. describe the range of tools and equipment used for nail enhancement treatments 
7. describe products used and their key ingredients 
8. describe how to prepare and use nail art products, tools, equipment and techniques 
9. describe how to plan and develop free-hand designs for hand and arm decoration  
10. explain the importance of preparation procedures for natural nails and nail enhancement  

systems 
11. explain the principles of general nail care 
12. describe methods of  selecting and using natural nail overlays, nail repairs and nail 

enhancement systems 
13. explain known contra-indications that prevent or restrict nail enhancement  

 
 

Range 
Consultation techniques 
Verbal: questioning techniques, language used tone of voice 
Non-verbal: listening techniques, body language, eye contact, facial expressions 
Use of: visual aids, client records 
 
Factors 
Length, shape and strength of the nail, adverse skin or nail conditions, nail growth rate, occasion, 
durability, fashion trends and cultural factors 
 
Mood board 
Images of nail art used, record of techniques, tools, equipment and products used to achieve the 
effects 
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Preparation  
Correct positioning on a suitable chair to ensure comfort for themselves and the individual, protecting 
clothing, removing accessories, client wishes, consideration of suitable lighting,  comfortable 
temperature  
 
Products, tools, equipment and techniques 
Products: adhesives, tips, powders, primer oils, UV gels, natural nail cleansers and dehydrators, resins, 
setting agents, fibreglass, silk, polish, polish remover, acrylic liquid, sanitisers colour polishes, polish 
secure (rhinestones, flatstones, pearls), base coat, glitters, topcoat, transfers, foil, tape, striping pen 
Tools: brushes, tip cutters, cuticle tools, files, buffers, dappen dish, consumables, scissors, jewellery 
tool  
Equipment: table, hand support, UV lamp, light, training hand 
Techniques: embedding, airbrushing, 3D, cut-outs and free-hand application 
 
Environmental conditions 
Warmth, ventilation, lighting, privacy, volume and type of music/sounds, pleasant aroma 
 

Contra-indications  
Prevent treatment: fungal infection, bacterial infection, viral infection, infestations, severe nail 
separations, severe eczema, severe psoriasis, severe skin conditions and eye infections 
Restrict treatment: broken bones, recent scar tissue, skin-allergies, cuts and abrasions, skin 
disorders, recent fractures and sprains, product allergies, respiratory conditions, dysfunction of the 
nervous system, recent botox, facial piercing, metal pins and plates and pregnancy 
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Unit 334 Nail enhancements and advanced hand and nail 
art techniques 

Outcome 2 Be able to provide nail enhancements and hand and 
nail art treatments 

Practical skills  
The learner can:  

1. communicate and behave in a professional manner 
2. position themselves and the client correctly throughout the treatment 
3. select and use products, techniques, tools and equipment correctly taking into account 

identified factors 
4. carry out a nail enhancement treatment using suitable techniques 
5. carry out planned free hand designs to the nail, hand and arm using a suitable medium 
6. follow safe and hygienic working practices 
7. identify contra-actions and take appropriate action during treatment 
8. provide suitable aftercare advice 
9. complete the treatment to the satisfaction of the client 
10. evaluate the results of the treatment with the client 

  

Underpinning knowledge 
The learner can: 

1. describe how to communicate and behave in a professional manner 
2. describe the importance of positioning themselves and the client correctly throughout the 

treatment 
3. explain safe and hygienic working practices 
4. explain contra-actions which might occur during and following the treatment and how to 

respond  
5. explain the aftercare advice that should be provided 
6. describe the importance of completing the treatment to the satisfaction of the client 
7. describe the methods of evaluating the effectiveness of the treatment 
8. describe the importance of  the correct maintenance, removal and aftercare advice 

 
 
Range 
Communicate and behave 
Communicate: Speaking, listening, body language, reading, recording, following instructions, using a 
range of related terminology 
Behave: Working cooperatively with others, following salon requirements 
 
Products, tools, equipment and techniques 
Products: adhesives, tips, powders, primer oils, UV gels, natural nail cleansers and dehydrators, resins, 
setting agents, fibreglass, silk, polish, polish remover, acrylic liquid, sanitisers colour polishes, polish 
secure (rhinestones, flatstones, pearls), base coat, glitters, topcoat, transfers, foil, tape, striping pen 
Tools: brushes, tip cutters, cuticle tools, files, buffers, dappen dish, consumables, scissors, jewellery 
tool  
Equipment: table, hand support, UV lamp, light, training hand 
Techniques: embedding, airbrushing, 3D, cut-outs and free-hand application 
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Factors 
Length, shape and strength of the nail, adverse skin or nail conditions, nail growth rate, occasion, 
durability, fashion trends and cultural factors 
 

Nail enhancement techniques 
Natural nail overlay, nail repair, one nail enhancement system 
 
Safe and hygienic working practices 
Methods of application and removal of products, sterilization, disposal of contaminated waste, 
legislation, PPE, relevant Health & Safety, instructions to others, own responsibility 
 
Contra-actions 
Severe erythema, allergic reactions to products, tissue damage resulting in blood loss 
 
Aftercare advice 
Correct maintenance, aftercare, correct removal of the selected nail enhancements 
 

Methods of evaluating 
Visual, verbal, written feedback, repeat business 
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Unit 335 Explore the origins of massage and principles of 
complementary and alternative medicine 

 

Level:   3 
Credit value:   7 
NDAQ number:  T/601/4359 
 
Unit aim 
This is a preparation for work unit, which is based on capability and knowledge. This unit is about 
knowledge of the differences between complementary, alternative and allopathic medicine in respect 
of training, regulation and government guidelines. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will: 

1. Be able to understand the development and diversity of massage 
2. Be able to distinguish the popularity, scope and availability of complementary and alternative 

medicine in their local area 
3. Be able to understand the differences between complementary, alternative and allopathic 

medicine 
4. Be able to understand the progression routes when working in complementary and alternative 

medicine 
 

Guided learning hours 
It is recommended that 60 guided learning hours should be allocated for this unit. This may be on a full-
time or part-time basis. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Habia.  
 
Assessment  
This unit will be assessed by: 

• practical and knowledge and understanding tasks. 
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Unit 335 Explore the origins of massage and principles of 
complementary and alternative medicine 

Outcome 1 Be able to understand the development and diversity 
of massage 

Underpinning knowledge 
The learner can: 

1. Explain the origins of massage  
2. Explain the development of the different forms of massage 

 
 
Range 
Origins 
Ancient Egypt, China, India, Rome, Greece, Sweden 
 
Forms of massage 
Alexander Technique, Aromatherapy, Body work (traditional massage therapies), Bowen Technique, , 
Neuroskeletal Re-alignment Therapy, Reiki, Remedial and Therapeutic Massage, Therapeutic Touch 
(communication, nurture and healing techniques), Shiatsu 
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Unit 335 Explore the origins of massage and principles of 
complementary and alternative medicine 

Outcome 2 Be able to distinguish the popularity, scope and 
availability of complementary and alternative 
medicine in their local area 

Practical skills  
The learner can:  

1. implement a market analysis to ascertain the popularity, scope and availability of 
complementary and alternative medicine  

 
 
Underpinning knowledge 
The learner can: 

1. describe the importance of analysing data collected from market analysis 
 
 
Range 
Market analysis  
Yellow Pages, Internet, interviews with local salon owners, salon price lists, popularity, scope, 
availability of complementary and alternative therapies/medicine in the local geographical area. 
 
Research procedures: understanding of its concept, training required, how the therapy/medicine is 
regulated, origins and development, popularity and credibility, awareness of any evidence relating to its 
effectiveness; identifying if this is anecdotal, empirical, or clinical. 
 
Sources of information: Aromatherapy Council (AC), General Council for Massage Therapy (GCMT), 
Reflexology Forum (RF), Prince’s Foundation for Integrated Health (PFIH), Aromatherapy and Allied 
Practioners’ Association (AAPA), International Federation of Reflexologists (IFR), reference to the 
government guidelines provided in the House of Lords, Science and Technology – Sixth Report - 21 
November 2000, on Complementary and Alternative Medicine, The NHS Directory of Complementary 
and Alternative Practitioners, The Department of Health report on Complementary and Alternative 
Medicine, and the World Health Organisation’s Traditional Medicine Strategy 2002-2005. 
 
 
Complementary and alternative medicine 
Acupuncture, Alexander Technique, Bowen Technique, Chiropractic, Healing (spiritual and natural), 
Hypnotherapy, Iridology, Kinesiology, Neurolinguistic Programming (NLP), Neuroskeletal Re-alignment 
Therapy, Osteopathy, Physiotherapy, Traditional Chinese Medicine, Yoga. 
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Unit 335 Explore the origins of massage and principles of 
complementary and alternative medicine 

Outcome 3 Be able to understand the differences between 
complementary, alternative and allopathic medicine 

Underpinning knowledge 
The learner can: 

1. interpret the terms complementary, alternative and allopathic medicine 
2. explain the concepts of complementary and alternative medicine compared to allopathic 

medicine 
3. critically compare the differences between complementary, alternative and allopathic 

medicine 
4. explain the importance of government guidelines in relation to education, training and 

regulation of complementary and alternative medicine 
 
 
Range 
Complementary and alternative medicine  
Acupuncture, Alexander Technique, Bowen Technique, Chiropractic, Healing (spiritual and natural), 
Hypnotherapy, Iridology, Kinesiology, Neurolinguistic Programming (NLP), Neuroskeletal Re-alignment 
Therapy, Osteopathy, Physiotherapy, Traditional Chinese Medicine, Yoga. 
 
Allopathic medicine 
Bach Flower Remedies, Homeopathy, Herbalism. 
 
Government guidelines 
Prince’s Foundation for Integrated Health (PFIH), government guidelines provided in the House of 
Lords, Science and Technology – Sixth Report - 21 November 2000, on Complementary and Alternative 
Medicine, The NHS Directory of Complementary and Alternative Practitioners, The Department of 
Health report on Complementary and Alternative Medicine, and the World Health Organisation’s 
Traditional Medicine Strategy 2002-2005. 
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Unit 335 Explore the origins of massage and principles of 
complementary and alternative medicine 

Outcome 4 Be able to understand the progression routes when 
working in complementary and alternative medicine 

Underpinning knowledge 
The learner can: 

1. review training and career pathways in the complementary and alternative medicine field  
2. explain the importance of identifying related sectors in terms of further career progression 

 
 
Range 
Career pathways 
Complementary therapist, spa therapist, massage therapist, herbalist, chiropractor, homeopath, 
physiotherapist, aromatherapist in the following environments: salons, spas, cruise liners, sports 
rehabilitation, physiotherapy centres, healthcare centres, hospice and palliative care centres, chronic 
healthcare centres and support groups, health shops 
 
 
Complementary and alternative medicine  
Acupuncture, Alexander Technique, Bowen Technique, Chiropractic, Healing (spiritual and natural), 
Hypnotherapy, Iridology, Kinesiology, Neurolinguistic Programming (NLP), Neuroskeletal Re-alignment 
Therapy, Osteopathy, Physiotherapy, Traditional Chinese Medicine, Yoga. 
 
 
Sectors 
Beauty therapy, health care, sport, travel, retail 
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Appendix 1 Anatomy and physiology range 
 

The range of knowledge for each system is listed on the following pages. This is guidance for 
tutors/assessors as to what needs to be covered within the delivery of the qualification for 
each body system. 
 
 

Body systems 
 
A  Skin 
 
B Nail 
 
C Hair 
 
D Cardiovascular system 
 
E Lymphatic system 
 
F Nervous system  
 
G Skeletal system 
 
H Muscular system 
 
I Urinary system  
 
J Digestive system 
 
K Endocrine system 
 
L Respiratory system 
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 A Skin 
 

1 the function of the skin – to provide:                                                                

 a sensation:  temperature; touch; pressure; pain     

 b heat regulation:  sweating; vasoconstriction; vasodilation 

 c absorption 

 d protection 

 e excretion  

 f secretion 

 g vitamin production (vitamin D generation) 

   

2 the normal structure of the skin                                                       

 a main layers 

  i epidermis  

  ii dermis                                                                                                         

  iii subcutaneous  

 b epidermis – layers/ structures 

  i horny – stratum corneum 

  ii clear – stratum lucidum 

  iii granular – stratum granulosum 

  iv prickle cell – stratum spinosum 

  v basal cell – stratum germinativum 

 C dermis - layers/ structures 

  i papillary layer 

  ii reticular layer 

  iii subcutaneous layer 

  iv hair in follicle 

  v hair bulb 

  vi dermal papilla 

  vii arrector pili muscle 

  viii eccrine and apocrine sweat glands and ducts 

  ix sebaceous gland and sebum 

  x blood and lymph capillary network 

  xi sensory and motor nerve fibres and endings 

 d subcutaneous  

  i adipose tissue 
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B Nail 
 
 
1 the function of the nails 
 a protection of extra sensitive areas of fingers and toes 
 
2 the structure of the nail unit 
 a nail bed 
 b hyponychium 
 c eponychium 
 d lateral nail fold 
 e nail grooves 
 f matrix 
 g lunula 
 h cuticle 
 i nail plate 
 j free edge 
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C Hair 
 
1 the basic classes of hair 

a vellus hair 
b terminal hair 
c lanugo hair 

 
2 a growth cycle of the hair 

i anagen 
ii  catagen 
iii  telogen 

     b the hair follicle   
i sebaceous gland  
ii sweat gland 
iii arrector pili muscle 
iv inner root sheath 

 
3 the structure of the hair shaft 

a hair shaft structure 
i hair cuticle 
ii cortex 
iii medulla (where present) 
   

4 hair types and growth characteristics  
a hair texture 

i fine 
ii  coarse 

 
5 function of the hair 

a protection 
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D Cardiovascular system 
 

Structure, function, diseases and disorders  

1 the basic structure of the cardiovascular system  

 a the heart 

 b the blood 

 c the blood vessels 

  

2 the main circuits of the cardiovascular system, their location and function   

 a systemic 

 b pulmonary: particular purpose of 

 c portal/hepatic  

   

3 Structure of the heart   

 a internal structure of heart: 

  i right atrium 

  ii left atrium  

  iii right ventricle  

  iv left ventricle 

  v pulmonary artery  

  vi pulmonary vein 

  vii aorta 

 b passage of blood through the heart  

  i returned blood received via right atrium, except from lungs  

  ii right atrium to right ventricle  

  iii right ventricle to right and left pulmonary arteries, to lungs 

  iv oxygenated blood returned via pulmonary veins to left atrium 

  v left atrium to left ventricle  

  
vi 
 

left ventricle to ascending aorta, to branches of the aorta to the heart and the 
rest of the body 

  

4 the functions of the blood                                                                           

 a transports oxygen from the lungs to the cells of the body   

 b transports carbon dioxide from the cells to the lungs   

 c transports waste products from the cells to the kidneys, lungs  

 d transports hormones from the endocrine glands to the cells 

 e transports enzymes to the appropriate cells 

 f helps in the regulation of body temperature 

 g prevents fluid loss through its clotting mechanism  

 h transports white corpuscles to the source of infection 

 i transports nutrients from the digestive tract to the cells of the body  
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5 the constituents of the blood                                                                      

 a appearance (relative oxygenation)  

  i arterial blood:  bright red  

  ii venous blood: dark red 

 b blood volume in the body 

  i 5 – 6 litres in an adult 

 c basic constituents  

  i 55% fluid:  plasma 

  ii 45% solids:  blood cells (corpuscles) 

 d components of blood plasma  

  i water = 90%+ of volume  

  ii salts 

  iii hormones 

  iv proteins 

  v enzymes 

  vi antibodies 

  vii antitoxins 

  viii food substances: products of digestion  

  ix waste products 

  x gases 

 e types of blood corpuscles: purpose  

  i erythrocytes (red blood cells) – carry oxygen to the body cells  

  ii 
leucocytes (white blood cells) – destroy disease causing micro-organisms, 
ingest bacteria and dead matter   

  iii platelets – role in clotting 
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6 types of blood vessel: their structure and purpose  

 a arteries 

  
i 
 

thick-walled, muscular, elastic vessels conveying blood from the heart to the 
arterioles 

  ii help maintain blood pressure 

 b arterioles 

  i small arteries which convey blood to the capillaries 

  capillaries 

  i microscopic blood vessels composed of a single layer of cells   

  ii connect arterioles and venules 

  
iii 
 

allow the passage of nutrients and waste products between the blood and 
tissue cells 

  iv capillaries help to regulate body temperature by delating or contracting  

 c venules 

  i form when groups of capillaries join  

  ii collect blood from capillaries and drain into veins 

  iii thinner walled than arteries 

 d veins 

  i convey blood back to the heart from the venules  

  ii contain valves to prevent back flow 

  iii thinner walled than arteries 
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E Lymphatic system 
 

Function, structure, diseases and disorders  

1 the origin, composition, basic flow of lymph fluid 

 a clear, straw-coloured, tissue fluid derived from blood plasma through capillary filtration          

 
b 
 

comprises plasma substances eg fibrinogen; serum albumin; serum globulin;  water; 
lymphocytes                                                                                  

 c lymphatic system returns tissue fluid to blood                                           

  

2 the basic functions of the lymphatic system: to                                                 

 a carry excess fluid and foreign particles from the body tissues and cells 

 b transport fats from the digestive tract to the blood: chyle 

 c produce lymphocytes to deal with waste and toxins  

 d develop antibodies to defend the body against infection 

  

3 the general structure of the lymphatic system                                                      

 a lymphatic capillaries 

 b lymphatic vessels 

 c lymphatic nodes (glands) 

 d lymphatic ducts 

 e lymphoid tissue including tonsils, spleen, appendix and Peyer’s patches 

  

4 the structure and function of lymph capillaries and lymph vessels                       

 a lymphatic capillaries 

  i thin-walled, permeable,  

  ii collect tissue fluid 

  iii return some interstitial fluid to veins 

  iv carry lymph to lymphatic vessels 

 b lymphatic vessels 

  i contain valves to prevent backflow 

  ii transport lymph through lymphatic nodes  

   

5 the structure, function, characteristics of lymph nodes and lymph nodules           

 a vary in size from a pin head to an almond 

 b found all over the body 

 c 
nodes generally found at sites where infection can pass from one part of the body to 
another 

 d structure of lymphatic nodes  

  i are a mass of lymphoid tissue 

  ii surrounded by connective tissue capsule 

  iii fed by lymphatic vessels 

  iv efferent and afferent vessels 



 

 Level 3 Award /Certificate/Diploma in Beauty Therapy 80 

   

6 the location of the major lymphatic nodes, their function                                

 a nodes in the head and neck 

  i buccal group 

  ii mandibular group inc submandibular group 

  iii anterior / auricular (mastoid group) 

  iv occipital group 

  v parotid group 

  vi superficial cervical group 

  vii deep cervical group 

 b nodes in the body 

  i cervical 

  ii axillary 

  iii intestinal 

  iv iliac 

  v inguinal 

  vi supratrochlea 

  vii popliteal 

 c function  

  i lymph drainage 

  ii produce antibodies 

  iii detoxify lymph to fight infection  

    

7 location and function of lymphatic organs                                                            

 a spleen; its location and function  

  i largest lymphatic tissue mass in body 

  ii located in abdomen behind and left of the stomach 

  iii produces lymphocytes and assists in fighting infection 

  
iv 
 

produces phagocytes to destroy worn out erythrocytes (red blood cells) and 
abnormal cells 

  v selectively filters white cells and platelets 

 b thymus  

  i processes lymphocytes into active ‘T’ cells vital to immune system  

  ii located behind sternum (breast bone) 

  iii endocrine function, pre-puberty, in the control of growth   

  

8 location and function of the lymphatic ducts                                                         

 a location 

  i thoracic duct  

  ii right lymphatic duct 

  iii cisterna chyli 

 b function 
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  i general:  drain lymph and return it to the blood stream 

  
ii 
 

thoracic duct: drains lymph from abdomen and lower limbs; drains into left 
subclavian vein 

  iii right lymphatic duct: drains upper right quadrant;  drains into right subclavian vein 

  iv cisterna chyli:  drains lymph laden with digested fats (chyle) from the intestines 
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F Nervous system 
 

Structure and function 

1 the basic function, to  

 a sense change within the body 

 b sense change in the environment outside the body 

 c interpret and respond to change to maintain homeostasis 

  

2 the structure, organisation and basic function  

 a the three major parts of the nervous system 

  i the central nervous system (CNS) 

  ii the peripheral nervous system (PNS) 

  iii the autonomic nervous system (ANS)  

 b the three nerve types and roles of the peripheral nervous system 

  i the motor nerves  

  ii the sensory nerves   

  iii the autonomic nerves 

 c nerve cell structure 

 d the two basic functions of the peripheral nervous system 

  
i 
 

the afferent system: conveys information from the sense organs and receptors 
to the central nervous system 

  
ii 
 

the efferent system: conveys information from the central nervous system to the 
muscles and glands  

 e the basic parts and functions of the autonomic nervous system 

  i sympathetic system:  stimulates activity  

  ii parasympathetic system: inhibits activity 

  

3 the structure of the central nervous system  

 a the basic components 

  i the brain 

  ii the spinal cord 
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G Skeletal system 
 

Function, structure, characteristics, homeostasis, diseases and disorders 

1 the function of the skeleton – to provide  

 a shape 

 b allows for movement: attachment for skeletal muscles and leverage 

 c support 

 d protection of internal organs 

 e blood cell production 

 f calcium storage 

  

2 the structure and classification of bone                                                              

 a types of bone tissue 

  i compact  

  ii cancellous 

  iii bone marrow 

  

3 
 

basic production of erythrocytes (red blood cells/ haemoglobin) and thrombocytes (platelets) 
and leucocytes in the marrow of spongy (cancellous) bones 

 
4 the structure of the skeleton  

 a distinction between axial and appendicular  skeleton 

 b the bones of the head, features and functions 

  i frontal 

  ii parietal 

  iii temporal  

  iv occipital 

  v nasal 

  vi zygomatic  

  vii maxillae 

  viii mandible 

  ix the basic functions of the bones of the head – protect brain, provide face structure  

 c the bones and structure of the spine                                                           

  i cervical vertebrae:  atlas; axis 

  ii thoracic vertebrae 

  iii lumbar vertebrae 

  iv sacral vertebrae 

  v coccygeal vertebrae 

  vi intervertebral discs 

  vii functions of the vertebral column 

 d the bone structure of the torso                                                                    

  i ribs 



 

 Level 3 Award /Certificate/Diploma in Beauty Therapy 84 

  ii sternum 

  iii function of the thoracic cage 

  iv clavicle 

  v scapula 

  vi pelvic girdle:  ilium; ischium; pubis 

 e the bone structure of the upper limbs (arms)                                             

  i humerus  

  ii radius 

  iii ulna 

 f the bone structure of the hands                                                                   

  i carpals  

  ii metacarpals 

  iii phalanges  

 g the bone structure of the lower limbs (legs)                                                 

  i femur 

  ii patella 

  iii tibia 

  iv fibula 

 h the bone structure of the feet                                                                      

  i tarsals 

  ii metatarsals 

  iii phalanges  

  

5 types of joints and range of movement provided                                                  

 a basic types of joint 

  i fibrous  

  ii cartilaginous 

  iii synovial 

 b types of synovial joint                                                                                   

  i gliding 

  ii hinge 

  iii pivot 

  iv ball and socket 

  v condyloid and saddle 
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H Muscular system 
 

Function, structure, characteristics, diseases and disorders 

1 the common properties of muscle tissue                                                           

 a ability to contract, response to nervous stimuli 

 b ability to return to original shape 

  

2 types of muscle tissue: typical location                                                                                                              

 a skeletal: voluntary; striated; attached to bone  

 b visceral: involuntary; non-striated (smooth)  

 c cardiac: involuntary; only found in the heart  

   

3 the structure and organisation of skeletal muscles                                          

 a muscle  

 b muscle fibres (muscle cells) 

 c nucleus of muscle cell 

 d myofibrils 

  

4 the location and action of skeletal muscles                       

 a muscles of the head and face 

  i frontalis 

  ii temporalis 

  iii corrugator 

  iv orbicularis oculi 

  v orbicularis oris 

  vi risorius 

  vii buccinator 

  viii depressor labii 

  ix mentalis 

  x masseter 

  xi platysma 

  xii sternocleido-mastoid 

  xiii zygomatic  

   

 b muscles and associated tissues of the shoulder, arm and hand                    

  i deltoid 

  ii levator scapulae  

  iii biceps  

  iv triceps 

  v extensor carpi radialis: longus; brevis  

  vi flexor carpi radialis 

  vii extensor carpi ulnaris  
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  viii flexor carpi ulnaris 

  ix extensor digitorum 

  x thenar eminence 

   

 c muscles and associated tissues of the hip, leg and foot                              

  i tensor fasciae latae 

  ii sartorius 

  iii adductor longus  

  iv adductor brevis 

  v adductor magnus 

  vi gracilis 

  vii gluteus maximus 

  viii vastus lateralis 

  ix vastus intermedius 

  x vastus medialis 

  xi biceps femoris (hamstrings) 

  xii gastrocnemius 

 d muscles of the thorax, and abdomen                                                           

  i pectoralis major 

  ii trapezius 

  iii sacro-spinalis (erector spinae) 

  iv latissmus dorsi 

  v serratus anterior 

  vi quadratus lumborum 

  vii external obliques 

  viii rectus abdominis 

  ix internal obliques 

  x transversus  abdominis 
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I Urinary system 
 

Function, structure, diseases and disorders 

1 the basic function of regulation of body fluids 

 a distribution of intracellular and extra cellular fluid 

 b the need to balance fluid intake with fluid output 

 c general electrolyte composition and the need to maintain electrolyte balance  

 d pH values of the body’s fluid systems  

 e basic mechanism of regulation of blood pressure 

  

2 the general structure of the urinary system                                                          

 a kidneys  

 b ureters  

 c bladder  

 d urethra  

   

3 the functions of the urinary system                                                                       

 a kidneys 

  i the secretion and excretion of urine   

  ii filtration under pressure   

  iii basic action of osmosis 

  iv selective reabsorption 

  v active secretion 

 b ureters  

  i direction of urine from kidneys to bladder     

 c bladder  

  i average capacity 

 d urethra  

  i to conduct urine to the exterior  

  ii in males functions as part of both reproductive and urinary system 

  

5 
 

contra-indications associated with diseases of the urinary system and those that are detectable 
by the composition of urine  

 a cystitis 

 b nephritis 

 c diabetes 
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J Digestive system 
 

Function and structure  

  

1 the structure, location and function of the components of the alimentary canal      

 a mouth   

  i tongue 

  ii teeth: types and purpose  

  iii salivary glands 

 b oesophagus  

 c stomach  

 d small intestine 

 e appendix 

 f ileocecal valve  

 g large intestine 

   

2 the structure, location and function of the components of the accessory digestive organs                  

 a liver  

  i production of bile  

  ii deactivates amino acids and converts simple sugars 

  iii stores various fat and water soluble vitamins, iron and copper  

  iv synthesizes Vitamin A from carotene 

  v detoxifies drugs and noxious substances  

  vi metabolises ethanol in alcohol 

  vii desaturates fat 

  viii produces heat  

 b gall bladder 

  i stores, concentrates and bile  

 c pancreas 

  
i 
 

produces enzymes to act upon carbohydrates, protein and fat  in the small 
intestine 

  

3 contra-indications associated with diseases and disorders of the digestive system 

 a Crohn’s disease 

 b gall stones 

 c hiatus hernia 

 d irritable bowel syndrome (IBS) 
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K Endocrine system 
 

Function, structure and characteristics  

1 the basic function of the endocrine system 

 a meaning of endocrine as ‘ductless’: hormone secretion directly into the blood stream 

 b function, in relation the nervous system, in the maintenance of homeostasis 

 c controlling effect on body’s functions 

  i emotion 

  ii appetite 

  iii sexual activity 

  iv metabolism 

  v water balance 

  

2 the location in the body, and the basic structure of the endocrine glands    

 a pituitary (anterior and posterior) 

 b pineal 

 c thyroid 

 d parathyroids 

 e thymus 

 f adrenals 

 g pancreas (islets of Langerhans) 

 h gonads (ovaries and testes) 

   

3 the function of the hypothalamus 

 a primary link with the autonomic nervous system 

 b enables or inhibits the actions of the pituitary 

 
c 
 

produces antidiuretic hormone (vasopressin) and oxytocin: both stored in the posterior 
pituitary 

  

4 the anterior pituitary: the hormones secreted, their target sites, and functions  

 a thyroid stimulating hormone (TSH); targets thyroid; regulates metabolism,  

 b adrenocorticotrophic hormone (ACTH); targets cortex of suprarenal glands;  

 
c 
 

somatotrophic (growth) hormone; targets hard tissues of the body; increases rate of 
growth and maintains size in adults  

 
d 
 

follicle stimulating hormone (FSH); targets sexual organs; oestrogen and maturation of 
ovarian follicles in females and sperm production in males  

 
e 
 

luteinising hormone (LH); targets sexual organs; prepares breasts for lactation and 
progesterone in female and testosterone in the male 

 f lactogenic hormone (prolactin PRL); targets mammary glands; production of milk 

   

5 the posterior pituitary: the hormones secreted, their target sites, and functions  

 a 
antidiuretic hormone (vasopressin) ADH; targets kidneys and arteries; decreases urine 
production  
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 b oxytocin; targets uterus and breasts; stimulates labour and ejects milk from the nipple 

6 the role of the pineal gland in production of melatonin and regulating the ‘body clock’ 

    

7 the thyroid and parathyroid glands: the hormones secreted, their target sites, and functions  

 a thyroxine; target cells and tissues throughout the body; controls the basal metabolic rate 

 b calcitonin; targets bones and kidneys to regulate calcium levels 

 
c 
 

parathormone PTH; targets bones; regulates calcium/phosphorus levels, increases blood 
calcium levels and activates Vitamin D    

    

8 the adrenal glands: the hormones secreted, their target sites, and functions 

 
a 
 

mineralocorticoids e.g. aldosterone; targets water content of tissues; regulates mineral 
content of body fluids, salt and water balance, blood pressure;  

 
b 
 

glucocorticoids e.g. cortisone, cortisol; targets liver, blood sugar; regulates metabolism of 
carbohydrates, involvement in response to stress  

 
c 
 

sex hormones (androgens and oestrogen) target reproductive organs; development and 
function of the sex organs, and the physical and psychological characteristics of both 
sexes  

 
d 
 

adrenaline; in conjunction with and stimulated by the sympathetic nervous system; 
controls ‘fight or flight’ mechanism  

 e no-adrenaline; targets circulation; contracts blood vessels and raises blood pressure;  

    

9 the pancreas: the hormones secreted, their target sites, and functions  

 a relationship between its endocrine and exocrine functions 

 
b 
 

insulin: target site – blood sugar; controls metabolism of carbohydrates and lowers blood 
sugar levels. 

 
c 
 

glucagon: target site – blood sugar; releases glycogen stored in the liver to raise blood 
sugar levels 

 
d 
 

somatostatin: same hormone as released from hypothalamus but secreted from the 
pancreas inhibits growth hormone and glucagon, insulin and pancreatic enzymes 

    

10 the gonads: the hormones secreted, their target sites, and functions  

 
a oestrogen: affects secondary sexual characteristics in females; development of female 

reproductive system, external genitalia, uterus and breasts, regulates menstrual cycle    

 
b 
 

progesterone: affects structures involved in pregnancy; maintenance of pregnancy, 
development of the placenta, preparation of breast for lactation  

 
c 
 

androgens: development of male reproductive system, male hair growth patterns, voice 
deepening, muscle bulk   

 
d 
 

testosterone: controls male secondary sex characteristics and promotes development of 
sperm in the testes 
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L Respiratory system 
 

The structure and function of the respiratory system 

  

1 The structure of the upper respiratory system 

 A mouth 

 B nose 

 C pharynx 

 D larynx 

 e  trachea 

  

2 The function of the upper respiratory system 

 A mouth:  enables intake of air when high demand is required or if the nasal cavity is blocked  

 B nose 

  i vascular mucus membranes warm inhaled air  

  ii mucus moistens air  

  iii mucus and cilia trap dust particles 

 c pharynx 

  
i 
 

oro-pharynx part of both respiratory and digestive system but cannot be used 
simultaneously: breathing ceases while swallowing  

 d larynx 

  
i 
 

moves upwards and forwards during swallowing causing epiglottis to block its 
opening 

  ii also enables the production of sound 

 e trachea    

  i epithelial lining secretes dust trapping mucus      

  ii epithelial cilia sweep particles upwards away from the lungs   

  

3 principles of gaseous exchange in lungs and the typical composition of inspired and expired air 

 a gaseous exchange 

  
i 
 

dissolved oxygen diffuses through alveolar lining cells and walls of the capillaries 
into the plasma of the blood 

  ii from plasma, oxygen diffuses into the erythrocytes (red blood cells) 

  iii combines with haemoglobin to form oxyhaemoglobin 

  
iv 
 

oxygenated blood leaves capillary network and enters pulmonary veins for 
transport to the heart then around the body 

  v de-oxygenated blood leaves pulmonary artery via capillary network to alveoli 

 b composition of inspired and expired air 

  i inspired air:   oxygen – 21%;  carbon dioxide – 0.04% 

  ii expired air:   oxygen – 16%;  carbon dioxide – 4.5% 

  iii nitrogen and inert gases remain same 79%;  water vapour varies 
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4 the structure and function of the lower respiratory system (the lungs) 

 a bronchii 

  i divide progressively into smaller bronchii 

  ii carry air from the trachea into the bronchioles 

 b bronchioles 

  i carry air from the bronchii into the lungs 

 c lungs  

  i three lobes on the right and two on the left   

 d alveoli 

  i minute tubular branches of bronchioles 

  ii inhaled air reaches alveoli via respiratory tract 

 e capillary network 

  i network of blood vessels surrounding the alveoli 

  
ii 
 

location of gaseous exchange between the air in the alveoli and the blood in the 
vessels 
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7 contra-indications associated with diseases and disorders of, or associated with, the respiratory 
system  

 a asthma 

 b bronchitis 

 c pulmonary embolism  

 d emphysema 

 e hay fever 

 f hyperventilation 

 g lung cancer 

 h pleurisy 

 i pneumonia 

 j rhinitis 

 k sinusitis 
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Appendix 2 Connections to other qualifications and NOS 
 

City & Guilds has identified the connections to other qualifications and the NOS. This mapping is 
provided as guidance and suggests areas of overlap and commonality between the qualifications. It 
does not imply that candidates completing units in one qualification are automatically covering all of the 
content of the qualifications listed in the mapping.  
 
Centres are responsible for checking the different requirements of all qualifications they are delivering 
and ensuring that candidates meet requirements of all units/qualifications. For example, a qualification 
may provide knowledge towards an N/SVQ, but centres are responsible for ensuring that the candidate 
has met all of the knowledge requirements specified in the N/SVQ standards. 
 
The qualifications have connections to N/SVQ Beauty Therapy Level 3 
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Appendix 3 The wider curriculum 
 

Delivery of these units can contribute to the learner’s understanding of spiritual, moral, ethical, social 
and cultural issues in the following manner: 
 
Spiritual/Moral/Ethical: Providing quality of service and value for money has an important 
moral/ethical dimension, as does the importance of respecting client confidentiality.  Appreciating and 
respecting other’s beliefs, values, gender and disabilities is key to building good client and working 
relationships.  It underpins all of the units in these qualifications. 
 
Social/Cultural: Learning how to communicate effectively and to develop good relationships with 
others – their peers, assessors/teachers, supervisors, and clients – will be key to their career success 
and the success of the salon.  It underpins all of the units in these qualifications. 
 
Environmental/Health and Safety: Understanding the importance of maintaining cleanliness in the 
salon, the safe disposal of waste products, and ensuring that the salon environment is congenial and 
free of avoidable risks, is key to providing good service. It underpins all of the units in these 
qualifications. 
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Useful contacts 
 

UK learners  
General qualification information 
 

T: +44 (0)844 543 0033 
E: learnersupport@cityandguilds.com 

International learners 
General qualification information 
 
 

T: +44 (0)844 543 0033 
F: +44 (0)20 7294 2413 
E: intcg@cityandguilds.com 

Centres 
Exam entries, Registrations/enrolment, 
Certificates, Invoices, Missing or late exam 
materials, Nominal roll reports, Results 
 

T: +44 (0)844 543 0000 
F: +44 (0)20 7294 2413 
E: centresupport@cityandguilds.com 

Single subject qualifications 
Exam entries, Results, Certification, Missing or 
late exam materials, Incorrect exam papers, 
Forms request (BB, results entry), Exam date 
and time change 
 

T: +44 (0)844 543 0000 
F: +44 (0)20 7294 2413 
F: +44 (0)20 7294 2404 (BB forms) 
E: singlesubjects@cityandguilds.com 

International awards 
Results, Entries, Enrolments, Invoices, Missing 
or late exam materials, Nominal roll reports 
 

T: +44 (0)844 543 0000 
F: +44 (0)20 7294 2413 
E: intops@cityandguilds.com 

Walled Garden 
Re-issue of password or username, Technical 
problems, Entries, Results, GOLA, Navigation, 
User/menu option, Problems 
 

T: +44 (0)844 543 0000 
F: +44 (0)20 7294 2413 
E: walledgarden@cityandguilds.com 

Employer 
Employer solutions, Mapping, Accreditation, 
Development Skills, Consultancy 
 

T: +44 (0)121 503 8993 
E: business_unit@cityandguilds.com 

Publications 
Logbooks, Centre documents, Forms, Free 
literature 

T: +44 (0)844 543 0000 
F: +44 (0)20 7294 2413 

 

If you have a complaint, or any suggestions for improvement about any of the services that 
City & Guilds provides, email: feedbackandcomplaints@cityandguilds.com 
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