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Getting Started

[image: image6.wmf]“A toolbox is a collection of resources, suggested learning strategies and supporting materials to support online delivery of qualifications from recognised Training Packages”. Australian National Training Authority (ANTA)

The Hairdressing Toolbox contains nine problem-based scenarios, which encourage the learner to explore the content through the completion of tasks, review of learning resources and participation in online chats.

Competencies

The National Hairdressing Training Package competencies for Certificate II (WRH20100) and Certificate III (WRH30100) in Hairdressing are listed below. The Certificate II comprises the Units: WRH01A to WRRS1A and the Certificate III includes Units WRH01A to WRH15A.

Practical components (skills) are taught either in the workplace, or in a Registered Training Organisation (RTO).  This Hairdressing Toolbox uses a holistic approach, integrating more than one unit or element of competency to cover the underpinning, theoretical knowledge to cater for differences in learning styles and interests.

The essential knowledge and understanding is well suited to an online learning environment, where learners can safely explore and experiment.

Competency Code
Competency

WRH01A
Maintain a Clean and Efficient Work Environment

WRH02A
Communicate In the Workplace

WHR03A
Receive and Direct Clients

WRH04A
Prepare Clients for Salon Services

WRH05A
Co-Ordinate Salon Services

WRH06A
Remove chemicals from the Hair

WRH07A
Schedule and Check-out Clients

WRRS1A
Sell Products and Services

WRH09A
Consult with Clients and Diagnose Hair and Scalp Conditions

WRH10A
Treat Hair and Scalp

WRH11A
Cut Hair

WRH12A
Dress (Style) Hair

WRH13A
Perform Permanent Wave and Chemical Relaxation Services

WRH14A
Colour Hair

WRH15A
Co-Ordinate Salon Team

Target Audience

The toolbox facilitates a flexible approach to the theoretical knowledge which can be accessed by learners from metropolitan, regional, rural and national locations. This toolbox caters to learners who are visually oriented and do not respond well to reading large text passages.

These may be:

· Apprentices and Trainees (full or part time), undertaking either Certificate II or III in Hairdressing

· Skilled immigrants re-training to Australian standards

Toolbox Use Prerequisites

The learners will need to be:

·  Able to read, interpret and apply knowledge

· Confident using a PC or Mac and accessing the Internet

Assessment

The provision of assessment is outside the scope of this toolbox. The toolbox provides the learner with theoretical knowledge and you, as a teacher (Certificate IV Assessment and Workplace Training), decide the practical components and appropriate assessment strategies.

Learners will compile an evidence folder (either paper-based or electronic) containing work created whilst completing the toolbox, which may comprise part of their assessment. 

Tools are provided to assist learners in completing evidence folder items. They are MS Word documents formatted to allow space for the learner to answer questions, complete forms etc. These are provided as a guide only and can be replaced by your own tools or templates.

These tools are indicated within the toolbox by the icon below:
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Learners will submit their evidence folder to the Assessor to demonstrate their knowledge of the theoretical components of the competencies.  Teachers can collect these documents from learners to gauge learning.

Whilst successful completion of the evidence folder is the only assessment required, in some circumstances it may be advisable to utilise other submissions if further evidence of competency is required. These could include:

· Online Chats

·  Written or verbal tests – which may include short answer testing, multiple choice testing or project work

· Observation of practical assessment which could be carried out either in the workplace or in a RTO environment using live models or manikin’s.

Under the Australian Quality Training Framework (AQTF), the requirements for an Assessor are that the person conducting assessment, must have all competencies in Certificate IV from the Nationally endorsed Training Package for Assessment and Workplace Training.
Australian Quality Training Framework (AQTF) states in 7.3, that assessments must be carried out by a person who:

A(i):
Has the following competencies from the Training Package for Assessment and Workplace Training, (Certificate 1V),

BSZ401A Plan Assessment

BSZ402A Conduct Assessment

BSZ403A Review Assessment and 

(ii
Relevant vocational competencies, at least to the level being assessed.

B:
If the person assessing the learner does not have all of the above combined competencies (7.3 a (i) and 7.3 a (ii) they may asses in partnership with someone having the appropriate competencies.

  If you do not have all of the competencies listed in the AQTF standards for 7.3a (i), and 7.3 a (ii), then you may work in a partnership arrangement with someone having the appropriate competencies.

The 7.4 in the AQTF also states that training must be delivered by a person who has:

All of the competencies in the Certificate IV from the Training Package for Assessment and Workplace Training

Or

Has demonstrated the equivalent competencies

Or

Who is under the direct supervision of a person with these competencies and is able to demonstrate vocational competencies at least to the level of those being delivered.

Assessment is a critical part of any training program.  Learners are assessed against standard criteria of the Hairdressing Training Package WRH30100.  Whether the learner has reached the level of competence is based on evidence provided by them.  

Practical Work Requirements

Most workplace trainees will have access to a workplace coach as well as their online facilitator to assist them in working through the resources. The workplace coach will be responsible for organising learner participation in any required practical tasks.

Only full time trainees will complete their course in a RTO.  Other learners will undertake a partnership contract (Apprenticeship/Traineeship Training Contract), made between the employer, the trainee and the appropriate State/Territory government department.

Teacher Preparation

Before commencing, it is recommended that you:

· Explore each scenario

· Complete the tasks and the associated evidence folder items for each scenario

· Check all links, especially those to external websites

The toolbox is a teaching aid that you can use to supplement your traditional teaching methods.  It is suggested that you complete the following tasks prior to the commencement of the Hairdressing Toolbox and during the initial weeks of the program.

Task Description
Completed 

Organise an area of your institution’s online Bulletin Board facility for online chats.  This area should include:

· The discussion topics for each problem.

· A Bulletin Board where learners can post information.

· An information page which you can use to communicate with learners about administrative matters.


Write an initial email and forward it to your students.  Your email should include:

· An introduction and a picture of yourself.

· A description of your interests and background.

· Your contact details, including details for contacting you during class time, during office hours and via email.

· A request for the learners to create a similar email and return it to you.

The learner’s email could contain their:

· Interests, social pursuits and background.

· Age, education history and geographical situation.


Divide the learners into pairs using the information contained in the learner’s introductory emails to assign partners.  

Ensure individual learning styles, previous online experience and personalities have been considered.


Notify learners of their online fellow learners and have them forward their initial email to their online fellow learner as a means of introduction.

Your notification should also inform learners that they will be working together and reviewing each other’s work throughout their work on this Toolbox.


Organise learner access to the online chat.  Ensure learners are aware of the lo in details they need to use to access the Bulletin Board.


Develop and distribute ground rules or a code of conduct with your learners to ensure team or pair activities progress effectively.

Ensure the ground rules include reviewing peer work and giving feedback.  Make your expectations of the learners clear.


Regularly schedule and distribute times that you will be available online.


Printing

If your learners do not have access to a printer, you may need to consider printing hard copies of resources or tools. These could be distributed prior to the commencement of the course or during a facilitator-led session as required.

Most screens in the toolbox are designed to print in landscape, rather than portrait.

Toolbox Overview

NB: Appendix 3: Graphical Representation of Hairdressing Toolbox may be helpful when reading the following description of the toolbox structure.

In this overview, the following major areas of the Hairdressing Toolbox are explained:

· Orientation

· Client Menu

· Learning Resources

Orientation

At the outset of the toolbox, learners are asked whether they would like to start work, or if they prefer to be shown around. If they select the later option, they are presented with the Orientation. It contains:

· CHS salon background, staff profiles, tour of major areas in the salon including the staff room and its resources

· Client profiles, introduction to toolbox screens and navigational options

· Information on the Units of Competency covered in toolbox

· Information on providing material to the Assessor and applying for recognition of prior learning

· Tips on how to be a successful online learner

· A listing of the hardware and software requirements for using the toolbox

The Orientation can also be accessed from most points within the toolbox.

Client Menu

If the learners select the option ‘start work’ from the home page, they will be presented with the Client Menu where they can choose from nine different scenarios.

After a scenario is selected learners are taken to the Your Client screen, which contains:

· Information about the work that the learner will produce as they attend to the client

· A scenario briefing

· A list of Units of Competency elements addressed in the scenario

· Links to the tasks that the learner will complete as they attend to the client

When a learner selects the task from the Your Client screen they are taken to the Your Task screen, which contains:

· Information about what the learner will produce as they complete the task

· A Story So Far (An explanation for those learners who do not proceed in a linear fashion)

· Links to the activities that the learner will complete for the task

When a learner selects an activity from the Your Task screen they are taken to the Cyber Hair Studio, where they will work through various virtual environment screens to complete their chosen activity. At appropriate points in the activity, learners are provided with a listing of relevant learning resources under the heading of ‘Staff Room Information’.

Learning Resources

The learners have access to a range of study resources that help them to understand the problem and to develop an appropriate solution. In an effort to cater for the varying needs of learners and Assessors, a range of different options are available for accessing the resources, including:

· The Staff Room

· The Resources Menu

· Directly from the Virtual Environment

Staff Room

The Staff Room contains learning resources presented in a variety of formats. Learners can access resources from:

· Christina (Cyber Hair Studio Hairdresser)

· Nic (Cyber Hair Studio Manager)

· The Noticeboard

· The Bookcase

· The Magazine Rack

· The Computer

The computer contains links to:

· Useful external websites

Although the study resources within the toolbox are extensive they are by no means exhaustive, so a number of links to public domain web sites have been provided.

These links are indicated by the following text and graphic: 

Useful external website:
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Note: Ensure learners reference any material that they source from the Internet.

Learners are also encouraged to pursue their own research by conventional methods, such as visiting a library, referring to other reference materials or speaking to other learners or you, the Assessor.

· Online chat topics

· Online chat room

Resources Menu

The Resources Menu provides another means for accessing all of the toolbox resources, either according to client or according to Unit of Competency.

The Resource Menu can be used to access these resources either according to client, or according to competency. Learners can also link to the tasks that are relevant to the listed resources.

Directly from the Virtual Environment

At appropriate points in the activities, learners are provided with a listing of relevant learning resources under the heading of ‘Staff Room Information’. These lists are hyperlinked and therefore provide learners with direct access to the resources.

Scenarios

See Appendix 1: Clients, Scenarios and Competency Elements to review the competency elements covered in each scenario.

Client 1 – Anna Young

Anna Young has an appointment this afternoon at the Cyber Hair Studio.

This scenario contains three tasks:

· Task 1 – Provide Good Customer Service
· Task 2 - Ensure Safety in the Salon
· Task 3 - Handle Anna’s Complaint
Each of these tasks is broken up into a series of activities.

Task 1 – Provide Good Customer Service

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Take messages

Listen to audio telephone messages and note down important details.
CHS Customer Service Policy in the Bookcase (Receive and direct clients WRH03A)

Activity 2: Make appointments
Appointment Book page
Follow instructions from Christina to complete a page from the CHS Appointment Book.
CHS Cost and Timings on the Noticeboard (Schedule and check-out clients WRH07A)

Christina: Making Appointments (Schedule and check-out clients WRH07A)

Activity 3: Change appointments
Offering Alternative Appointment worksheet
Read feedback given to a colleague about her telephone manner, then decide whether to agree or disagree with the feedback given.
Answering the Telephone section: CHS Customer Service Policy in the Bookcase (Receive and direct clients WRH03A)

Christina: Making Appointments (Schedule and check-out clients WRH07A)

Activity 4: Care for the client

Join the Online Chat: Caring for Your Clients and discuss how salons can care for their clients.
Caring Environment section of the CHS Customer Service Policy manual in the Bookcase (Maintain a safe, clean and efficient work environment WRH01A)

Task 2 – Ensure Safety in the Salon
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Identify and Control Salon Hazards
Common Hairdressing Hazards and Controls
Identify hazards at CHS.

Write ways to prevent hazards becoming serious problems
CHS OH&S Manual in the Bookcase (Maintain a safe, clean and efficient work environment WRH01A)

SalonSafe: Hazards and Risks on the Magazine Rack (Maintain a safe, clean and efficient work environment WRH01A)

Newspaper article on the Noticeboard (Maintain a safe, clean and efficient work environment WRH01A)

Activity 2: Complete an Accident Report Form

Complete an Accident Report Form detailing the client’s incident
Tact section in the Customer Service Policy in the Bookcase (Consult with clients and diagnose hair and scalp conditions WRH09A)

Activity 3: Understand the Legislation
Two online quizzes on Work Safe Smart Move website.
Answer three multiple choice questions about OH&S legislation
Health and Safety Legislation section in the CHS OH&S Manual in the Bookcase (Maintain a safe, clean and efficient work environment WRH01A)

Task 3 – Handle Anna’s Complaint
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Respond to Anna’s Complaint
Part 1: Working with Others
Choose the most appropriate way to respond to client complaints.

Listen to audio of Anna’s complaint and response. From response, choose what should be kept, stopped or started.
Communication News: Client Complaints on the Magazine Rack (Communicate in the workplace WRH02A)

Communication News: Client Communication on the Magazine Rack (Communicate in the workplace WRH02A)

Activity 2: Work in a Team
Part 2: Working with Others
Complete an online quiz about how you work in a team.
Christina: Working in Teams (Communicate in the workplace WRH02A)

Communication News: Dealing with Conflict on the Magazine Rack (Communicate in the workplace WRH02A)

Client 2 - Barbara Button

Barbara Button is a new client at Cyber Hair Studio. She has an 11:00am appointment for a haircut and style finish.
This scenario contains three tasks:

· Task 1 – Welcome Barbara to the Salon

· Task 2 - Analyse Barbara’s Hair and Scalp Condition

· Task 3 - Treat Barbara’s Hair and Scalp Condition

Each of these tasks is broken up into a series of activities.

Task 1 – Welcome Barbara to the Salon

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Greet Barbara
Part one and two of the Communicating with Clients Report
Join the Online Chat: Tips for Greeting Clients and discuss questions raised by CHS staff.
Christina: Receiving and Greeting Clients (Receive and direct clients WRH03A)

Activity 2: Conduct a Consultation with Barbara
Personal Details section of Barbara’s Client Profile (see Appendix 2: Suggestions for Improving Conversation Text)

Part three and four of the Communicating with Clients Report
Listen to the audio about Barbara Button’s contact details.

Listen to the audio of Barbara Button’s consultation.
Study Notes: Record Client Details on the Bookcase (Receive and direct clients WRH03A)

Communication News: Client Communication on the Magazine Rack (Consult with clients and diagnose hair and scalp conditions WRH09A)

Consultation Tips on the Noticeboard (Consult with clients and diagnose hair and scalp conditions WRH09A)

Task 2 – Analyse Barbara’s Hair and Scalp Condition
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Examine Barbara’s Hair and Scalp
Part one of the Hair and Scalp Analysis sheet 

Hair and Scalp Characteristics part of Barbara's Client Profile
Choose suitable methods for examining hair and scalp conditions.

Look at pictures and text which provide clues on Barbara’s hair and scalp condition.
Analysing Hair and Scalp Conditions on the Noticeboard (Consult with clients and diagnose hair and scalp conditions WRH09A)

Hair Science: Hair Structure on the Magazine Rack (Consult with clients and diagnose hair and scalp conditions WRH09A)

Hair Happenings: Hair and Scalp Disorders on the Magazine Rack (Consult with clients and diagnose hair and scalp conditions WRH09A)

Activity 2: Tell Barbara About her Hair and Scalp Condition
Part two of the Hair and Scalp Analysis sheet
Join the Online Chat: Tact and Confidentiality and discuss the questions raised by Christina.

Explore possible options for explaining to Barbara her hair and scalp condition.
Tact section in the Customer Service Policy in the Bookcase (Consult with clients and diagnose hair and scalp conditions WRH09A)

Activity 3: Choose a Suitable Treatment for Barbara
Part three of the Hair and Scalp Analysis sheet
Select an appropriate shampoo and conditioner from the CHS product stand.


Task 3 – Treat Barbara’s Hair and Scalp Condition
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Gown and Shampoo Barbara
Poster about Gowning and Shampooing Clients
Read Christina’s speech about gowning clients.

Read the manufacturer’s instructions on the shampoo and perform Barbara’s shampoo by choosing items in the basin area in the correct order.


Activity 2: Apply Intensive Conditioning Treatment
Tips for Applying Conditioning Treatments
Read the manufacturer’s instructions on the conditioner and condition Barbara’s hair by choosing items in the basin area in the correct order.
Hair Science News: Heat Acceleration on the Magazine Rack
OH&S Manual on the Bookcase

Client 3 – Georgina Delahunty

Georgina Delahunty is a regular client and has an 11:30am appointment for a hair trial.
This scenario contains two tasks:

· Task 1 – Maintain stock levels at CHS

· Task 2 – Design and apply Georgina’s long hairstyle

Each of these tasks is broken up into a series of activities.

Task 1 – Maintain stock levels at CHS
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Check incoming stock for discrepancies
Advice to Nic
Examine the stock delivered and compare with Purchase Order and Invoice to find discrepancies and determine the best way to notify Nic of discrepancies.


Activity 2: Process incoming stock
Stock Control Questions
Explore options of other things to remember when processing incoming stock.
Stock Control Manual on the Bookcase (Maintain a safe, clean and efficient work environment WRH01A and Schedule and check-out clients WRH07A)

Task 2 – Design and apply Georgina’s long hairstyle
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Learn the elements and principles of hair design

Identify the elements and principles in the picture provided.
Theory of Hair Design Manual on the Bookcase (Dress hair WRH12A)

Christina: Analysing Hairstyles (Dress hair WRH12A)

Activity 2: Analyse Georgina’s characteristics and discuss her needs
The Physical Characteristics section of Georgina’s Client Profile 

The three Chosen Design sections of Georgina’s Design Plan
Listen to Georgina and explore the possible ways of replying to her.

Examine the shape of Georgina’s face. 

Review the websites provided and research three other websites and post them to the Bulletin Board.
Christina: Face Shapes (Dress hair WRH12A)

Christina: Basic Face Shape Rules (Dress hair WRH12A)

Christina: Client Characteristics (Dress hair WRH12A)

Activity 3: Identifying techniques and products for Georgina’s style
The three Basic Techniques and Tools and Products sections of Georgina’s Design Plan
Identify classic long hair styles.

Explore the uses of particular products.
CHS Tools on the Bookcase (Dress hair WRH12A)

CHS Products on the Bookcase (Dress hair WRH12A)

Hair Science: Electrical Equipment on the Magazine Rack (Dress hair WRH12A)

Client 4 – Janine Delahunty

Janine Delahunty has a 1:00pm appointment to have her hair styled.
This scenario contains two tasks:

· Task 1 – Design Janine’s style

· Task 2 – Recommend products to Janine

Each of these tasks is broken up into a series of activities.

Task 1 – Design Janine’s style
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Learn the essentials of hair styling

Complete various online activities that explore some of the principles behind styling hair.
Hair Science News: Temporary Changes on the Magazine Rack (Dress hair WRH12A)

Wet Hair Styling in the Study Notes on the Bookcase (Dress hair WRH12A)

Hair Happenings: Hair control on the Magazine Rack (Dress hair WRH12A)

Activity 2: Investigate styling techniques

Identify various styling techniques
Hair Happenings: Blow Drying Tips on the Magazine Rack (Dress hair WRH12A)

Activity 3: Plan Janine’s design

Advise Janine about hair growth to alleviate her concerns.

Consider how to produce her requested style.
Hair Science News: Hair Structure on the Magazine Rack (Dress hair WRH12A)

Activity 4: Select tools and products for Janine’s style
Janine’s Design Plan
Identify tools that could be used to produce the style Janine has requested.

Identify appropriate products to address client’s needs.
CHS Tools on the Bookcase (Dress hair WRH12A)

CHS Products on the Bookcase (Dress hair WRH12A)

Task 2 – Recommend products to Janine
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Approach the client
Part 1: Sales Strategy for Janine
Consider what influences your own decision to buy something.

Choose an appropriate time to approach Janine to sell products to her.

Place products in a suitable place so that Janine can examine them.
Nic: Visual Display of Products (Sell products and services WRRS.1A)

Activity 2: Identify your clients’ requirements
Part 2: Sales Strategy for Janine
Listen to Janine talk about her needs.
Nic: Basic Steps to Selling (Sell products and services WRRS.1A)

Activity 3: Overcome uncertainties
Part 3: Sales Strategy for Janine
Join the Online Chat: Salon or Supermarket? and discuss the questions raised by Nic.

Explore ways of overcoming objections using the “Yes, but…” technique.


Client 5 – Katya and Michael Stanlevski

Husband and wife, Katya and Michael Stanlevski have appointments today. Katya is having her hair cut and Michael is having an outline shave and beard trim.

This scenario contains three tasks:

· Task 1 – Recommend a Style Cut
· Task 2 – Learn the Theory of Haircutting
· Task 3 - Perform an Outline Shave and Beard Design
Each of these tasks is broken up into a series of activities.

Task 1 – Recommend a Style Cut

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Analyse Katya’s characteristics
Client Profile
View pictures of Katya’s hair so that Client Profile can be completed.
Hair Happenings: Haircutting Hints on the Magazine Rack (Cut Hair WRH11A)

Activity 2: Select some hair cuts to recommend to Katya
Client Profile
Ask questions to find out what Katya wants and listen to her responses.

Join the Online Chat: Selecting a Style for Katya and discuss the hair styles that you and others selected for Katya.
Theory of design manual (Cut Hair WRH11A)

Task 2 – Learn the Theory of Haircutting

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Learn about haircutting principles
Katya’s Style Cut Guide

Cutting Quiz
Answer various questions and quizzes covering:

Head parts

Projection, angles and lines

Distribution
Hair Happenings: Haircutting Hints on the Magazine Rack (Cut Hair WRH11A)

Activity 2: Define the basic cutting structures
Katya’s Style Cut Guide

Cutting Quiz
Answer various questions and quizzes relating to the four main cutting structures
Hair Happenings: Haircutting Hints on the Magazine Rack (Cut Hair WRH11A)

Christina: Introduction to Haircutting (Cut Hair WRH11A)

Activity 3: Select appropriate tools
Katya’s Style Cut Guide

Cutting Quiz
Describe tools by matching phrases and tools

Select the tools needed for cutting Katya’s hair

Answer questions regarding tool and equipment maintenance

Recommend after care products and a maintenance program for Katya
CHS Tools in the Bookcase (Cut Hair WRH11A)

Infection in the Workplace section of the CHS OH&S Manual in the Bookcase (Cut Hair WRH11A)

SalonSafe: Clipper Maintenance in the Magazine Rack (Cut Hair WRH11A)

CHS Products in the Bookcase (Cut Hair WRH11A)

Task 3 – Perform an Outline Shave and Beard Design

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Prepare for an outline shave
Recommendations for Michael’s Bears/Moustache
Answer questions regarding outline shaving

Join the Online Chat: Oops, I Cut the Client! and discuss what to do if the client’s skin is accidentally cut
Nic: Outline Shaves (Cut Hair WRH11A)

Nic: Using an Open Blade Disposable Razor (Cut Hair WRH11A)

CHS OH&S Manual in the Bookcase (Cut Hair WRH11A)

Activity 2: Choose a beard design for Michael
Recommendations for Michael’s Beard/Moustache
Identify men’s face shapes.

Experiment with beard designs on Michael’s face.
Hair Happenings: Styling Facial Hair in the Magazine Rack (Cut Hair WRH11A)

Client 6 – Tanya Kingston and Kade Durrian

Tanya Kingston has a 9:00am appointment to have her hair permed. Kade, Tanya’s partner has an appointment straight after to have his hair relaxed.
This scenario contains two tasks:

· Task 1 – Perm Tanya’s hair

· Task 2 – Relax Kade’s hair

Each of these tasks is broken up into a series of activities.

Task 1 – Perm Tanya’s hair
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Learn perming basics

Answer questions about applying a perming solution

Investigate why blotting off moisture after rinsing is important

Investigate a mesh of hair

Investigate end paper techniques

Explore the purpose of retaining bands 

Research perming tools
Hair Science: Chemical Action of Perming and Relaxing on the Magazine Rack

The Perm Technical Manual on the Bookcase

CHS tools on the Bookcase

Activity 2: Consulting with Tanya

Explore how colleagues interpret a client’s wishes.

Interpret Tanya’s wishes
Communication News: Consulting for a Perm on the Magazine Rack

Activity 3: Analysing Tanya’s hair condition
Update the Hair and Scalp Characteristics section of Tanya’s Client Profile
Investigate Tanya’s hair condition
Christina: Hair Condition and Perming

Activity 4: Product and tools selection for Tanya’s perm
Perming Analysis section of Tanya’s Client Profile
Investigate tool and solution selection
Choosing the Size of the Tool on the Noticeboard

Activity 5: Performing Tanya’s perm
Tips for Perming
Explore the steps of perming


Hair Science: Physical Action of Perming

Task 2 – Relax Kade’s hair
Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Check Your Knowledge of Relaxing
Relaxing Worksheet


Answer various questions and quizzes covering:

Relaxing do’s and don’ts

Relaxing safety issues

Different types of relaxers
Taking Care when Using Relaxers on the Noticeboard (Perform Permanent Wave and Chemical Relaxation Services WRH13A)

Hair Science News: Types of Chemical Relaxers on the Magazine Rack (Perform Permanent Wave and Chemical Relaxation Services WRH13A)

Manufacturer's Instructions: Prestige Chemical Hair Relaxing Kit on the Bookcase (Perform Permanent Wave and Chemical Relaxation Services WRH13A)



Activity 2: Consult with Kade Before Relaxing
Relaxing Worksheet

Explanation for Christina
Determine important factors for choosing relaxing cream strength and processing times, and practise choosing these for various clients

Review the findings of Kade’s hair and scalp analysis

Explain to Christina the planned procedure for relaxing Kade’s hair
See Christina about Consulting for Chemical Hair Relaxing (Perform Permanent Wave and Chemical Relaxation Services WRH13A)

Manufacturer's Instructions: Prestige Chemical Hair Relaxing Kit on the Bookcase

 (Perform Permanent Wave and Chemical Relaxation Services WRH13A)



Activity 3: Explain Relaxing Mishaps
Relaxing Worksheet
Provide possible explanations for the causes of three different ‘relaxing mishap’ scenarios
See Christina for a Step by Step Guide to Relaxing (Perform Permanent Wave and Chemical Relaxation Services WRH13A)

(Perform Permanent Wave and Chemical Relaxation Services WRH13A)

Client 7 – Clarissa Tran

Clarissa Tran has an appointment for a colouring service at the Cyber Hair Studio.

This scenario contains three tasks:

· Task 1 – Learn the Theory Behind Colouring
· Task 2 - Analyse Clarissa's Hair for Colouring
· Task 3 - Use Colouring Products on Clarissa's Hair
Each of these tasks is broken up into a series of activities.

Task 1 – Learn the Theory Behind Colouring

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Learn the basics of colour
Colour Report
Answer various questions and quizzes covering:

· Primary, secondary and tertiary colours

· Neutralising colours

· Light waves, reflection, absorption
Colour and Light Show on the Bookcase (Colour Hair WRH14A)

Activity 2: Learn about hair pigmentation and colouring products
Colour Report
Join the Online Chat: Grey Hair and Colouring Products and discuss the questions raised by Christina.
Hair Science: Does Grey Hair Exist? on the Magazine Rack (Colour Hair WRH14A)

Colour Technical Manual on the Bookcase (Colour Hair WRH14A)

Task 2 – Analyse Clarissa's Hair for Colouring

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Check Clarissa's hair for metallic salts
Colour Analysis section of Client Profile
Ask Clarissa questions to determine whether she used a metallic dye to colour her hair at home.
Article from The Standard on the Noticeboard (Consult with Clients and Diagnose Hair and Scalp Conditions WRH09A  and Colour Hair WRH14A)

Colour Technical Manual on the Bookcase (Colour Hair WRH14A)

Study Notes: Peroxide on the Bookcase (Colour Hair WRH14A)

Activity 2 Analyse Clarissa's existing hair colour
Colour Analysis section of Client Profile
Use colour swatches to assess Clarissa’s natural and artificial level

Record Clarissa’s artificial reflect.

Answer various questions about assessing white hair and determine the percentage of white in Clarissa’s hair.
Hair Science: Does Grey Hair Exist? on the Magazine Rack (Colour Hair WRH14A)

Colour Technical Manual on the Bookcase (Colour Hair WRH14A)

Activity 3: Analyse Clarissa's hair condition
Colour Analysis section of Client Profile
Analyse and record the porosity, resistance and diameter of Clarissa’s hair.
Christina: Hair Condition and Colouring (Colour Hair WRH14A)

Activity 4: Choose colouring products for Clarissa's hair
Colour Analysis section of Client Profile
Choose a suitable type of colour and peroxide mix to use on Clarissa’s roots
Colour Technical Manual on the Bookcase (Colour Hair WRH14A)

CHS Products on the Bookcase.

Manufacturer's Instructions: Prestige Colouring Products on the Bookcase (Colour Hair WRH14A, Remove Chemicals from the Hair WRH06A)

Study Notes: Peroxide on the Bookcase (Colour Hair WRH14A)

Task 3 – Use Colouring Products on Clarissa's Hair

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Perform a skin test
Colour Application worksheet
Answer questions about skin tests
Article from The Standard on the Noticeboard (Consult with Clients and Diagnose Hair and Scalp Conditions WRH09A and Colour Hair WRH14A)

Activity 2 Colour Clarissa's hair
Colour Application worksheet
Read Christina’s advice about development times and work out how long to leave each product on for.

Plan the steps for colouring Clarissa’s hair.

Apply the colouring products to Clarissa’s hair by choosing items in the cutting chair area in the correct order.

Match the steps in colouring Clarissa’s hair to various key points.
Manufacturer's Instructions: Prestige Colouring Products on the Bookcase (Colour Hair WRH14A, Remove Chemicals from the Hair WRH06A)

Activity 3: Provide after care advice to Clarissa

Choose the best phrases for giving Clarissa after care advice.


Suggestions for Practical Activities

Following are some suggestions for practical, salon based activities which can be used to augment the learning in the Clarissa Tran scenario. 

Analysing for Porosity

At your salon find one person with natural hair and one person with chemically treated or damaged hair. Do a porosity test on each of them and record the difference.

Hair Texture

Pull out a hair from your head and ask several friends to do the same. Place all the hairs on a piece of paper and compare the different thicknesses.

Oxidation

At your salon watch the colour of tint when it is first mixed with peroxide. After 30 minutes check what has happened to the tint left in the bowl.

If you have a bleach service at your salon, mix one scoop of bleach and one scoop of peroxide in a bowl. Look at the texture of the bleach when it is first mixed. Leave for one hour and then check what has happened. Does the bleach look different? What has changed?

Para and Ammonia

At your salon read the ingredients on tint packets. Look at a variety of shades and then answer the questions below.

· Do the tints contain para?

· Do they contain ammonia?

· Is there a difference in the proportions of para and ammonia for different shades?

· Is there a health warning for skin testing on the packets?

Repeat this exercise using other colouring products at your salon.

Selecting Products

Jill has no white hair and just wants to add a warm tone and condition her hair.

· What product will you choose?

· Will there be a chemical change to Jill’s hair?

· Would you mix this product with peroxide?

Lisa has 80% white hair and would like her white covered.

· What product will you use?

· Will there be a chemical change to Jill’s hair?

· Would you mix this product with peroxide?

Jackie has a natural level 5 and would like some very light blonde highlights. 

· What will you use?

· Will there be a chemical change to Lisa’s hair?

· Would you mix this product with peroxide?

Colour Application

At your salon practice applying semi-permanent colour on friends or clients.

Ask your senior to watch you practice applying tint to a regrowth. You can use conditioning cream or, if they are tinting a regrowth, ask your senior if you can apply tint to a section of the hair. Ask your senior to watch you.

Reading Colour Charts

Using either the Prestige Colour Chart (see Manufacturer's Instructions: Prestige Colouring Products on the Bookcase) or the colour chart that is used at your salon, work out the colour codes for:

· Auburn

· Ash blonde

· Golden brown

Client 8 – Hilary Grant

Hilary Grant has an appointment to get highlights at the Cyber Hair Studio.

This scenario contains two tasks:

· Task 1 – Choose Products and Techniques for Lightening Hilary's Hair
· Task 2 - Use Lightening Products and Process Payments
Each of these tasks is broken up into a series of activities.

Task 1 – Choose Products and Techniques for Lightening Hilary's Hair

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Analyse Hilary's hair colour and condition
Lightening Quiz
Listen to Clarissa’s request, analyse her hair colour and characteristics (diameter, density and porosity)
Colour Technical Manual on the Bookcase (Colour Hair WRH14A)

Hair Science: Does Grey Hair Exist? on the Magazine Rack (Colour Hair WRH14A)

Christina: Hair Condition and Colouring (Colour Hair WRH14A)

Activity 2: Choose products for lightening Hilary's hair
Lightening Quiz
Join the Online Chat: Lightening Hair and discuss the questions raised by the CHS staff

Find out the shade that Hilary wants for her highlights

Choose the correct peroxide strength to use
Colour Technical Manual on the Bookcase (Colour Hair WRH14A)

Hair Science: Does Grey Hair Exist? on the Magazine Rack (Colour Hair WRH14A)

Study Notes: Peroxide on the Bookcase (Colour Hair WRH14A)

Study Notes: pH on the Bookcase (Colour Hair WRH14A)

Manufacturer's Instructions: Prestige Colouring Products on the Bookcase (Colour Hair WRH14A, Remove Chemicals from the Hair WRH06A)

Activity 3: Choose a technique for lightening Hilary’s hair
Lightening Quiz
Choose a method for applying the bleach

Plan how to explain the service and the time and cost involved to Hilary
Advertisement from S&B Suppliers on the Noticeboard (Colour Hair WRH14A)

CHS Timings and Price List on the Noticeboard

Task 2 – Use Lightening Products and Process Payments

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Prepare for foiling Hilary’s hair
Use Lightening Products and Process Payments
Answer questions regarding how to use foils
Manufacturer's Instructions: Basic Foil Technique on the Bookcase (Colour Hair WRH14A, Remove Chemicals from the Hair WRH06A)

Activity 2 Correct Hilary’s highlights
Use Lightening Products and Process Payments
Check whether Hilary is pleased with her highlights

Answer questions regarding neutralising reflects

Choose the correct colour to use from the Prestige Light Semi Permanent Range
Colour and Light Show on the Bookcase (Colour Hair WRH14A)

Colour Technical Manual on the Bookcase (Colour Hair WRH14A

Manufacturer's Instructions: Prestige Colouring Products on the Bookcase (Colour Hair WRH14A, Remove Chemicals from the Hair WRH06A)

Activity 3: Process Hilary’s payment
Use Lightening Products and Process Payments
Provide after colour advice to Hilary

Place the steps for processing payments in the correct order

Update the Service History section of Hilary’s Client Profile
Hair Happenings: Processing Payments on the Magazine Rack (Schedule and Check-Out Clients WRH07A)

CHS Timings and Price List on the Noticeboard

Client 9 – Jasmeen Malek

Jasmeen Malek is going to be a model for an in-salon hair show that you are organising.

This scenario contains three tasks:

· Task 1 – Plan a Hair Show
· Task 2 – Coach to Improve Performance
· Task 3 - Follow up After the Show
Each of these tasks is broken up into a series of activities.

Task 1 – Plan a Hair Show

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Identify Goals and Allocate Tasks
Part 1: Hair Show Action Plan
Consider an agenda for a hair show meeting.

Participate in the first meeting for the hair show where jobs are allocated.
Nic: Setting Goals (Co-ordinate salon team WRH15A)

Hair Happenings: Planning a Hair Event (Co-ordinate salon team WRH15A)

Activity 2: Fulfil your Responsibilities
Part 2: Hair Show Action Plan
Identify which tasks still have to be completed for the Hair Show.

Prioritise the tasks to be completed.

Consider the show’s program and equipment requirements.

Join an online chat to discuss what sponsors could be approached and how to ‘sell’ the hair show to them.

Consider the cost of the hair show.
Nic: Setting Priorities (Co-ordinate salon team WRH15A)

Hair Happenings: Planning a Hair Event (Co-ordinate salon team WRH15A)

Activity 3: Design a Guest Invitation
Part 3: Hair Show Action Plan
Consider what needs to be included on the invitations to the guests and design an invitation.


Task 2 – Coach to Improve Performance

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Support Phuong
Budget section of the Action Plan
Find out how much it would cost to have a fourth year apprentice work two hours of  overtime.


Activity 2: Coach Phuong
Coaching Plan
Observe Phuong at work and identify areas for improvement.

Model the correct behaviour through selection of a correct response.

Give feedback to Phuong as she practices the new behaviour.

Find out how the learner’s salon measures performance.
Study Notes: What is Coaching? (Co-ordinate salon team WRH15A)

Christina: Giving Feedback 
(Co-ordinate salon team WRH15A)

Task 3 – Follow up After the Show

Activity
Deliverable/s
Learner Activities
Staff Room Information

Activity 1: Resolve Jasmeen’s Complaint
Hair Show Summary
Write words to replace the inflammatory words provided that would calm an irate client.

Suggest a resolution to Jasmeen Malek’s complaint.
Communication News: Handling Client Complaints (Co-ordinate salon team WRH15A)

Activity 2: Debrief After the Event
Hair Show Summary
Consider the benefits of a post-event review meeting.


Customising the Toolbox

This toolbox has been designed so that the RTO can customise it for different contexts of delivery. The toolbox is disaggregated down to the task level. This means that each task can ‘stand alone’ and be taught independently from the other toolbox content.

The following information has been provided for customising purposes:

· Directory Structure

· Delivering Scenarios and/or Tasks Individually

· Source Files

· Changing HTML Text

· Changing Word Documents

We recommend you consult your IT manager before making any substantial changes to this toolbox.

Directory Structure
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The following table explains the files and folders contained in the root directory.

Subdirectory
Material stored in folder

comp
All the files associated with the Resources Menu

glossary
All glossary entries. There is a separate file for each letter of the alphabet

gwimages
Images used for the ‘ gee whizz scrollers’ (see any of the Your Client screens for example of scrollers)

gwstyles
Style sheet for ‘gee whizz scrollers’

headers
Frames and frameset pages associated with resources

images
All global graphic images (images used only in specific scenarios or resources are stored in image subfolders within the relevant scenario or resource folder)

intro
All the files associated with the Orientation

Library
A Dreamweaver generated folder which contains images and phrasing which is used repeatedly throughout the site

scenarios
All the files associated with each scenario including the Client Menu, Your Client, Your Task and the virtual environment screens.

staff_room
All files associated with learning resources. There are subfolders for each ‘area’ in the Staff Room, such as the Bookcase, the Noticeboard etc.

style
All style sheets for the site (except “gee whizz scroller’ style sheet)

templates
Various templates used by the developer to create the virtual environment screens

home.htm
index.html
The home page for the hairdressing toolbox

install.txt
Start up requirements and installation information

Various other files in root directory
Various files used to check that the user has the correct software for running the toolbox

Delivering Scenarios and/or Tasks Individually

This toolbox can be divided into content that is shared across all scenarios and tasks (for example the glossary and the Staff Room learning resources) and content that is specific for each scenario and task. The directory structure reflects this division, thus making it possible to install only select scenarios and/or tasks on your server.

Following are examples of how to copy only individual scenarios and tasks to your server. 

To Copy an Individual Scenario

Copy everything on the CD ROM across, except for the scenarios folder. Create a new scenarios folder on your server with the following path:

hairdressing_toolbox/scenarios
Select the individual scenario folder that you need and copy it into the empty scenarios folder. For example, if you wanted to deliver client 1: Anna Young, you would copy the sc1 folder into the scenarios folder. Note that all scenario folders are numbered according to the client numbers.

This method results in broken links to other clients from the client menu. To avoid learner confusion, it is suggested that you delete the links on all the client images on the client menu (hairdressing_toolbox/scenarios/client_menu.htm), except for the client that you have chosen to deliver.

To Copy an Individual Task

Copy everything on the CD ROM across, except for the scenarios folder. Select the task that you wish to deliver and create new scenario folders accordingly on your server. For example, if you wanted to deliver only client 6, task 2 you would create empty folders with the following paths:

hairdressing_toolbox/scenarios
hairdressing_toolbox/scenarios/sc6
You would then copy the task2 folder into the empty sc6 folder. In addition, you need to copy all the other files and folders contained within the sc6 folder except for the other task folders. This includes the images folder, the docs folder, the your_client.htm file and so on.

To avoid broken links, remove all the unnecessary links on the client menu as described above. It is also advised that you remove the text links for the tasks that you are not delivering in the your_client.htm file of the scenario that you are delivering.

Source Files

The uncompressed source files for various graphics and flash animations are in the source folder. They may be helpful for customising the toolbox.

They are in various formats, including:

· .fla (Macromedia Flash)

· .png (Macromedia Fireworks)

· .psd (Adobe Photoshop)

· .pub (Microsoft Publisher)

· .tif and.bmp (uncompressed graphic which can be read by most graphics applications)

Changing HTML Text

Basic text changes can be made to most files using a text editor or web site authoring tool. The learning resources are generally the least complex and therefore lend themselves to simple text changes. It is possible to make changes to other files within the Toolbox, however care must be taken not to disrupt the page layout. For example, if too much text is placed inside a table, the cells can expand and result in disjointed images.

Some interactive activities are designed using Javascript and/or Flash and are not easily editable. If changes are required, then specialist multimedia expertise is necessary. Original working files can be found in the source folder.

Changing Word Documents

Materials such as the assessable documents (accessed from the Your Task screens), some learning resource manuals and all the Client Profiles are in Microsoft Word ® 97 format. They are saved as read only files and need to be made writable before editing.

The Client Profiles are protected forms. To edit them, you will need to unprotect them as well as making them writable. It is important to protect the forms again after you are finished, as the drop down menus and text fields only function when the documents are protected. It is also recommended that all documents are converted to read only once editing is complete.

Updating Web Sites

Since web sites change regularly, it is important to check that the sites still exist before commencing teaching.

Web sites can be updated by changing the URL link on the appropriate web image (hairdressing_toolbox/images/web.gif). You should also update the alt tag on the image with the new URL at the same time.

Please note that each web site is listed twice, once in the learning resource or activity where it is pertinent, and once in the list of all web sites used in the toolbox, on the computer in the Staff Room. Any URLs that are changed, therefore need to be updated in both places. The Staff Room computer web site list is found at: hairdressing_toolbox/staff_room/computer/useful_websites.htm

Introduction to Teaching Online

Teachers delivering learning online for the first time will find that they are faced with many opportunities to challenge their teaching or facilitation practice and to develop new strategies for helping their students learn.  This section will give you some suggestions on how to do this.

The Teacher’s Role

The Hairdressing Toolbox does not replace the teacher.  It provides relevant problems and resources, which enable learners to explore and develop their own understanding of the subject matter.

This is a different approach to teaching and training than that which is usually found in a classroom, where the experience is instructor led and therefore the teacher determines the content and pace of the learning.

The problem or task-based learning approach encourages learners to actively engage in finding the solution to a problem or completing a task in a way that is meaningful to them and at their own pace.  This Toolbox, containing problems to solve or tasks to complete and various resources, encourages this approach.

Therefore, as a teacher, there is no one ‘right’ way to use this Toolbox; it is completely up to you and your learners. 

The following are some points you may wish to consider:

· [image: image7.wmf]The Toolbox can be used in conjunction with classroom based training, for example, you may wish to expand upon particular content or you may wish to replace an online discussion with a facilitator led face-to-face discussion.

· Review the Tasks, Activities and content resources provided in the Toolbox and change or customise them according to your needs.  

· Also decide which Tasks and Activities you would like the learners to complete so that you can provide feedback on progress and standard of work

· The materials and references provided in the Toolbox are not exhaustive so add resources of your own where appropriate.  

Different approaches to learning, relationships with you as a teacher, levels of motivation and personality will manifest themselves differently in an online environment.  You can ensure these differences are dealt with appropriately, by:

· Giving feedback in an online environment

· Facilitating online discussions within the Staff Room

Giving feedback in an online environment

In order to provide an encouraging environment for the learner, it is important to ensure that you give meaningful feedback to the learner.  This may be in the form of guiding the learner through the environment or it may be responding to comments generated by email or via the Staff Room.

Providing fast and effective feedback reduces the risk of isolating learners and encourages learners to become actively involved in forums, teams and discussions.  To provide this level of feedback, consider the following guidelines:

· If appropriate, respond to each contribution, either directly to the contributor or by referring to their comments in a conference.  Don’t overdo this, though – use your judgment and weave multiple contributions together by responding to several at once.

· Accept all comments publicly and deal with exceptions off line.

· Avoid humour and sarcasm, especially with a diverse student group.

· Don’t be too concerned about spelling, grammar and typing; the purpose of conferencing is to encourage lively and focused discussions.

· Be prepared to wait several days for responses, as delays of this length are typical.  

· Don’t expect too much – if two or three well articulated ideas, issues or points are raised in a particular thread of discussion, this is a good result.

· Don't dominate the discussion.

· Monitor each participant’s level of contribution.  Suggest that an overactive participant wait a few responses before contributing.  Ask less active participants to become more actively involved, or prompt them specifically for responses.  Consider agreeing guidelines for minimum or maximum contributions if necessary.

Facilitating online chats within the Staff Room

Online chars and email are the primary means for communicating with learners in an online environment.  It is therefore important that it is used effectively and that the advantages of using this technology are exploited.  

Online chat groups allow:

· Learner to learner and learner to teacher interactions that are independent of time and place. [image: image8.png]42




· The teacher to act as a learning facilitator; contributing special knowledge and insights, bringing together various discussion threads and course components and maintaining group harmony.

You must also be aware of and deal with the following limitations of online discussion technology:

· Problems with computer hardware and reliability of access to the Internet can significantly affect the quality of chat.

· Momentum can sometimes lag as responses go through several rounds.

· Quality of group collaboration can be variable, especially with larger groups.

· Variability of opinion and familiarity with content can create frustration.

Guidelines for facilitating online chats within the Staff Room

In this Toolbox the online chats are accessed through the Staff Room.  The learner is introduced to the Staff Room in the Before You Begin component of the Toolbox.  

The learning potential of the online chat is maximised by:

· Ensuring all learners have access to your organisation’s online discussion facilities.  This means that they will need to have a username and password.  Speak to your IT department for further information.

· Ensuring pages are established for the various topics (see Section 2: - The Key Result Areas / Development Projects) and a structure is in place that allows learners to post contributions to the relevant page.

· Considering the effect of group size on the discussion participation.  Larger groups may lead to fewer interactions by some learners.  One option is to have smaller teams interacting with each other in the early stages of working in the Hairdressing Toolbox, with a final solution collated by larger teams.

· Acknowledging ‘lurkers’ – people who ‘listen’ but don’t contribute.  Lurkers should be encouraged to participate in the discussion but, if the lurker is logged in, learning may still be taking place even if no overt contributions are being made.  However, keep an eye on lurkers and ensure that they participate in future discussions.

· Scheduling either classroom activities or teacher access in the early stages of the discussion (for example when learners are first posting responses in the Staff Room), to deal with difficulties that might arise and to boost learner confidence.

· Ensuring that there is adequate access to technical support.

· Developing a Question and Answer online chat, which allows learners to post questions about the process and content of the learning activities and receive responses from other learners.

· Regularly monitoring the Staff Room to ensure that questions are answered within a reasonable time.

Facilitating the Toolbox when there is only one learner

In some cases the Toolbox may be used in a salon environment with only one learner. A different approach to collaborative work needs to be adopted in these circumstances. Some suggestions for these situations are:

· Instead of having the learner participate in an Online Chat, organise face to face discussions with yourself or other suitable staff members

· Contact other RTOs who are using the Toolbox and organise for your learner to join their Online Chats

· Collaborate with other salons using the Toolbox and arrange collaborative tasks with their learners
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Guidelines for Facilitating Team Work in an Online Environment

Teamwork can be highly motivating.  Key motivators include:

· The participative learning process

· The opportunity for task related interaction

· Team building

· Exchange of ideas

The Hairdressing Toolbox encourages the use of online teams or Fellow Learners to complete activities and share ideas.  Guidelines for facilitating teams in an online environment include:

· Assign teams carefully, taking into account the learning styles of individuals, personalities and group dynamics.

· Actively schedule group meetings to ensure group participation takes place.

· Consider developing ground rules, or a code of conduct (a 'netiquette' statement) with the class, so that behaviour that impacts on effective teamwork is highlighted.

· Acknowledge and reinforce behaviour that contributes to good group work.  For example, simply thanking students who respond effectively online can help to encourage courtesy and interaction. Discourage inappropriate behaviour by dealing with it privately (offline or via email) and referring to the agreed ground rules.

· Encourage interactivity by referring student enquiries to other participants, pairing up students with similar interests, encouraging informal discussions, drawing attention constructively to conflicting opinions and encouraging debate.

Establish ways of using the group as support for learners who have difficulty with a particular piece of work.

The following website may be valuable if you would like more information about facilitating online learning:
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Full Circle Associates
http://www.fullcirc.com/resources.htm
Individual Learning Styles

In any group there are individual learning needs and styles that need to be acknowledged and addressed. However, in an online environment the cues that you would typically observe in face-to-face interaction will not be available.  A predominantly online learning environment means that individual learner needs and styles must be both identified and addressed differently.

Individual learner needs will be impacted by the following factors:

· Whether the learner is working in industry or classroom based 

· Access to resources and technology

· Level of comfort with the online learning environment

The following website may be valuable if you would like more information about learning styles:
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Learning Styles and Strategies 
(http://www2.ncsu.edu/unity/lockers/users/f/felder/public/ILSdir/styles.htm)

Appendices

Appendix 1: Clients, Scenarios, Tasks and Competency Elements

Competency
Study resources
Relevant scenario and task

Maintain a Clean and Efficient Work Environment (WRH01A)
· OH&S Manual

· Risks and Hazards

· Reporter Article

· Stock Control Manual
Client 1 – Anna Young:

· Task 1

· Task 2

Client 3 – Georgina Delahunty:

· Task 1, Activity 2

Communicate in the Workplace (WRH02A)
· Customer Service Policy

· Client Complaints

· Working in Teams

· Dealing with Conflict
Client 1 – Anna Young:

· Task 3

Client 3 – Georgina Delahunty:

· Task 1, Activity 1

Receive and Direct Clients (WRH03A)
· Communication

· Receive and Greet Clients

· Record Client Details

· Customer Service Policy
Client 1 – Anna Young:

· Task 1

Client 2 – Barbara Button:

· Task 1

Co-Ordinate Salon Services (WRH05A)

Client 3 – Georgina Delahunty:

· Task 1, Activity 1

Client 9 – Jasmeen Malek

· Task 1

· Task 2

Remove Chemicals from the Hair (WRH06A)
· Chemical Action of Perming and Relaxing

· Colour and Light Show

· Manufacturer’s Instructions: Prestige Colouring Products

· Manufacturer’s Instructions: Basic Foil Technique 

· Physical Action of Perming
Client 6 – Tanya Kingston and Kade Durrian

· Task 1

Client 7 – Clarissa Tran

· Task 3 

Schedule and Check-out Clients (WRH07A)
· Making Appointments

· CHS Timings and Price List

· Processing Payments

· Customer Service Policy Manual
Client 1 – Anna Young:

· Task 1

Client 3 – Georgina Delahunty:

· Task 1, Activity 2

Client 8 - Hilary Grant:

· Task 2

Sell Products and Services (WRRS1A)
· Visual Display of Products

· Basic Steps to Selling
Client 4 – Janine Delahunty

· Task 2

Consult with Clients and Diagnose Hair and Scalp Conditions (WRH09A)
· Analysing the Hair and Scalp

· Article from The Standard
· Consultations

· Contagious Hair/Scalp Conditions

· Hair Diameter

· Non Contagious Hair/Scalp Conditions

· Physical Structure of the Hair

· Tact
Client 2 – Barbara Button:

· Task 2

Client 6 – Tanya Kingston and Kade Durrian:

· Task 1

Client 7 – Clarissa Tran:

· Task 2

· Task 3

Client 8 - Hilary Grant:

· Task 1

Treat Hair and Scalp (WRH10A)
· Heat Acceleration
Client 2 – Barbara Button:

· Task 3

Cut Hair (WRH11A)
· Hair Characteristics and Cutting

· Theory of Hair Design Manual

· Haircutting Hints

· Introduction to Haircutting

· CHS Tools

· Clipper Maintenance

· Outline Shaves

· Using an Open Blade Disposable Razor

· Styling Facial Hair
Client 5 – Katya and Michael Stanlevski:

· Task 1

· Task 2

· Task 3

Dress (Style) Hair (WRH12A)
· Theory of Hair Design Manual

· Analysing Hairstyles

· Face Shapes

· Basic Face Shape Rules

· Client Characteristics

· Classic Long Hairstyles

· Electrical Equipment

· CHS Tools

· CHS Products

· Temporary Changes

· Wet Hair Styling

· Hair Control

· Blow Drying Tips

· Hair Structure
Client 3 – Georgina Delahunty:

· Task 2

Client 4 – Janine Delahunty:

· Task 1

Perform Permanent Wave and Chemical Relaxation Services (WRH13A)
· Perm technical Manual

· Chemical Action of Perming and Relaxing

· Physical Action of Perming

· CHS Tools

· Consulting for a Perm

· Hair Condition and Perming

· Choosing the Size of the Tool
Client 6 – Tanya Kingston and Kade Durrian

· Task 1

· Task 2

Colour Hair (WRH14A)
· CHS Tools

· Study Notes: Colour

· Colour and Light Show

· Colour Technical Manual

· Does Grey Hair Exist?

· Hair Condition and Colouring

· Manufacturer’s Instructions: Prestige Colouring Products

· Study Notes: Peroxide

· Scoop on Henna

· Standard article

· pH

· Manufacturer’s Instructions: Basic Foil Technique

· S&B Suppliers Advertisement
Client 7 – Clarissa Tran

· Task 1

· Task 2

· Task 3

Client 8 – Hilary Grant:

· Task 1

· Task 2

Co-Ordinate Salon Team (WRH15A)
· Running Meetings

· Setting Goals

· Planning a Hair Event

· What is Coaching?

· Giving Feedback

· Handling Client Complaints

· CHS Client Complaints Process
Client 9 – Jasmeen Malek

· Task 1

· Task 2

· Task 3

Appendix 2: Suggestions for Improving Conversation Text 

Some suggestions for improving the Conversation Text: Barbara Button’s Contact Details include:

Check spelling of names and locations, for example Kerrimuir St and Bellevue

Ask for telephone number and date of birth

Don’t shorten client’s name to Babs – it is unprofessional

Appendix 3: Graphical Representation of Hairdressing Toolbox
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