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Jennifer Lenard

Film & TV Hair & Make-up Artist, Principle of The Biz Academy
The Biz 11Church street, Swadlincote, Derbyshire DE11 8LE
Email;   jenniferlenard@hotmail.co.uk    Mobile;   07940522145
Student Hand Book
Introduction

Welcome to The Biz Academy, we look forward to teaching you and building your skills.

Through out your induction programme you will be given time to read through this hand book, or to read in your own time so you can take full advantage of your course.

If you ever have any problems please don’t hesitate to talk to Jennifer Lenard or any of The Biz’s Tutors. We will be happy to help with anything, within reason.

We all look forward to working with you and wish you success on your course and career after.

The Staff Profiles

At The Biz we are all part of a team that helps each other. We work together to achieve high goals by supporting each other. The team below are listed incase you need to contact any member at a time; we advise you save these contact details. 
Jennifer Lenard – Principle of The Biz

Katie Garbett – Secretary and PA to Jennifer

Maria Pantellis – PA to Jennifer

Breda Shorten – Jennifer’s mother, skilled in wig making

Charlie Shorten – Father to Jennifer, very knowledgeable

Julie Atkins – tutor

Natalie – wig tutor

There are also staff members that come daily who give workshop days and assist with styling.
Career options

Make-up artist

Short films

Working for a make-up brand

Working for a creative skills team

Self employed in the wedding industry

Cruise liners

Spas

Sales rep

Advertising

Designers

Camera work

Wig making

Teaching

Further education
University

Becoming a teacher

Becoming an assessor

Additional Support

We want you to succeed in your studies and enjoy the course that you have chosen to learn.

Sometimes life makes you study hard.

1. perhaps someone is reading this to you because you find reading and understanding hard
2. perhaps you took one look at the packages and decided they are too hard

3. perhaps you have always struggled to organise yourself

4. perhaps you have always found learning hard

5. perhaps exams terrify you and make your mind go blank

6. perhaps you find using the computer hard

We can all help you at The Biz, and you should feel like you can talk to anyone.

Call Jennifer Lenard if you feel you need any help always (
07940522145

YOU CAN DO IT!!!

Induction programme

Because of the wide variation to attendance programmes it is let to the discretion of each tutor to organise the following information during the induction period.

Welcome and introduction to staff

Check class list

Ice breaker exercises

Information lessens that are available to all students:

· advice and guidance

· counselling

· text books and DVD’s

· Hand outs

· Learning agreement

Terms dates

Your term dates are fixed and signed for on your student document form. Only in a serious case can they be changed, however in certain circumstances the 6 month course can be held open for 3 years which you can complete the course in.

You must never expect to change learning dates or ours, and any days off should be written by letter or email to your tutor as soon as possible, this includes requested personal days off.

By not attending into class, this will be marked against you. For example, it is always important to bring a letter from where you have been, for example a doctor as evidence to none attendance. 

Safety and security
Students must be vigilant at all times with regard to their personal safety and security to their own belongings. There are lockers provided and always apparatus around that can be hot, heavy or sharp etc SO BE CAREFULL and do not touch anything you have no been shown how to use!

Medical information – please inform your progression tutor of any known medical conditions e.g. asthma, epilepsy, diabetes or pregnancy.

In case of an accident – report the matter immediately to the lecturer in charge, who will complete and accident report for and contact a qualified first aider if necessary.

In case of illness, for health and safety – see you class lecturer or tutor. Should you need to go home, or to hospital, please see that your tutor is informed, preferably in writing. First aid materials are available at various locations in the school.

In case of emergency – we must have on record an emergency telephone number where we can contact your parent(s)/ guardian, next of kin or a close relative in case or an accident or emergency.

To contact the school in an emergency – if someone at home needs to contact you, then use the schools telephone number but make sure the person who rings knows your details.
Smoking – SMOKING IS PROHIBITED IN ALL PARTS OF THE SCHOOL!!

Fire – in the event of a fire, warning is given by the sound of a fire alarm and the exits are in the hall way and in the back of the kitchen. Assembly point is john mills over the road.

STUDENTS MUST MAKE THEMSELVES AWARE OF AND ADHERE TO THE SAFETY PROCEDURE THAT HAS BEEN SHOWN!

Cleanliness of the school – all the students are responsible for cleaning up after themselves and The Biz provides files and storage areas for student work.

During each session – all personal belongings not in use must be stored in the schools allocated labelled draws and cupboards, no not over loads a cupboard or draw! Electrical equipment must be cleaned after every client. Towels must be provided and disposed of after use in the washing area. Waste products must be disposed of immediately. Working areas must be kept clean and tidy at ALL times.

At the end of each session – clean your area, put all equipment away, empty any filled rubbish bins.

The cleanliness of your work area will effect the successfulness and completion of assessments. Everyone is responsible for maintaining health, safety and hygiene standards of the school.

Assessments – it is the student’s responsibility to have their assessment book available at every practical session. No assessment will be carried out unless the book and correct kit is available. If the book is lost then the students will have to pay for a new one.
NO MOBILE PHONES IN LEARNING HOURS IS ALLOWED!

Emergency evacuations

Incase of a fire the assemble point is outside of john mills which is over the road

In event of a fire you must leave all belongings and leave the building immediately

You must not re-enter the building without permission from the evacuation team

Thank you

Code of dress/uniform

The following are the required standards to be maintained by students at all times. Sensible must be worn for all sessions.

1. usually wear black, this is if you get anything on your clothes it won’t show up as bad as a lighter colour – which is great when you are on work experience and want to keep looking clean and tidy

2. no open toe shoes

3. wash efficiently, always with clean teeth

4. don’t smoke before treating a client

5. stud earrings only

6. wedding bands are the only jewellery allowed

7. hair must be tied back at all times

8. nails must be short and clean

9. chewing gum is not allowed

10. no short skirts

11. if there is a uniform given out then it must be worn!

Equipment – all students must have their own personal tools, equipment and textbook. These must be brought to every particle and theory deliver sessions. No personal equipment can be borrowed or any equipment not pat tested used. 

Students will not be allowed to carry out practical sessions if they haven’t got their kit or dressed correctly, or don’t have their exam book.

It is important to look professional at all times. First impressions make a lasting impact. The team Manager will make code of dress checks if needed.

Absence and lateness

All students are expected to be present and on time to classes. Absence should only be for unavoidable reasons. You should plan holidays, dental appointments, doctor’s appointments etc to take place outside of class time but if unavoidable then a letter should be sent.

We if don’t turn up for class, the school will ring you to find out where you are.

Please note the following:

Students can be taken off their course if:

· their attendance is below 80%

· they miss 4 classes one after another without good reason

· they fall to behind their course and won’t except help

· they misbehave (and break the terms of their learning agreement)

· they are perpetually late to class (the maximum level is 5% lateness)

What to do if your absent:

· You must call the school as soon as possible
· Present your name

· Present you tutors name

· Present your course title

· How long you expect to be absent

· A contact number

· Reason why you are absent

If you are late for a class: please make sure you report to you tutor on arrival or they may not remember to mark the register with your present work.

Procedure for concerns
What should you do if you have issues regarding your course?

· First contact your tutor

· You don’t have to wait for the next tutorial

· Your tutor will then arrange a time with you as soon as possible

If you feel that you cannot speak to your course tutor then your next contact is:
· Anyone else on the team

Please do not feel that you can’t talk to someone in the team about a problem.

Students

We hope that all our students have a happy and rewarding experience whilst at The Biz. However, disciplinary action is taken if a student’s conduct is unsatisfactory. For example – poor attendance, poor effort, unacceptable behaviour etc. fortunately, this does not apply to the majority of students but disciplinary action can lead to suspension or expulsion.

Student appeals procedure
Step 1 

Speaking to the assessing tutor

IF UNRESOLVED

Step 2

Another assessing tutor will perform a second recorded assessment

IF UNRESOLVED

Step 3

The co-ordinator of the course or the internal verifier will see the student along with the original assessor.

If the candidate considers the appeal procedures have not been carried out properly they can complain firstly to the centre and if still dissatisfied they can go to the awarding body directly. The awarding body will investigate the complaint and if it is considered to be justified will make arrangements that redress or rectify the situation.
Code of safe practice
The following guidelines must be strictly adhered to in order to protect staff, clients and students from the serious infections that may transmitted by transferring small amounts of blood or serum from an infected person or carrier to a healthy person, e.g. Hepatitis B or AIDS.

General

1. students and staff must wear appropriate clothing at all times in the salon

2. all electrical plugs should be removed and sockets switched off at the end of every class

3. electrical equipment should not be used near water

4. electrical equipment should be checked before use for worn or damaged flexes
5. salon clients should be provided with clean towels

6. food and drink should not be taken into the classroom or salon

7. Soiled towels should be placed in the towel bin immediately after used.
8. All taps should be turned off firmly.

9. all personal equipment must be sterilised/sanitised after each client. Sterilises are available in the school. Disposable gloves must be worn when instructed to by the tutor, be careful if you are allergic to latex.

10. ensure all machinery is placed on a safe surface – with no trailing flexes

11. any equipment found to be faulty should be labelled and reported to the technicians/lecturers.
12. any spillages must be mopped up immediately

13. floors should not be polished with any substance likely to make them slippery

14. all chemicals that can effect the skin or clothing should be stored below waist height

15. when in use the tops of chemical containers should be replaced immediately

16. all products should be used in a well ventilated area
If you see anything that is dangerous or likely to cause an accident please report it immediately to the technician/lecturer.

If an accident occurs to either students or staff, please complete the appropriate accident form immediately.
The 10 codes of conduct for successful assessment

When you are undertaking an assessment you MUST ensure the subsequent instructions are adhered to.

Failure to comply with any of the following will result in non-achievement of assessments.

1. learners must be in full uniform or sensible, tidy clothes

2. Assessment record book must be available and open on appropriate pages. Students must read and understand the performance criteria.
3.  collect and complete relevant client analysis sheet/treatment plans – these MUST be completed in FULL

4. Confirm assessment with lecturer and inform them when you are about to start

5. tools and equipment clean, sterilised and ready for use

6. the assessor will observe you unobtrusively throughout the treatment and may ask questions at key stages to check knowledge and understanding

7. you must carry out all work to meet the requirements of the health and safety legislation

8. client record cards must be completed for all treatments

9. the assessor must see the finished result before the client is allowed to leave the treatment area

10. Students must ensure that the assessor signs each observation in their assessment record book at the next appraisal session.

Invalid assessments

There are a few situations where the assessor may call off the assessment

· If the assessor feels that the treatment will cause damage to the client

· If there are breaches in health and safety

· If the assessor hears you asking other members of the group or staff how to carry out the treatment
How assessments are carried out

There are different sections of assessment, which are all designed to give you, the candidate, an opportunity to show that your skills and knowledge have reached the required standard. When the standard is reached you will pass the assessment.

Students will be continually assessed throughout the course and build a portfolio of evidence.

Types of assessment

1. Observation

2. witness testimony

3. evidence generated through oral questions/written questions

4. written assignments

5. mandatory written papers

6. product evidence e.g. client treatment plans

7. mood boards

Question papers – all students will be issued with a folder containing topics for each unit that will be studied. These topics are to are to be completed on an ongoing basis either alone or researched with group members in lesson time as your tutor directs you.
Question papers are set by the awarding body and must be sat under strict exam conditions at set times during the year. The paper will be marked by the tutor out of 100%.

Resists will continue until you achieve 100%.

Clients – The working areas are fully equipped and open to the public throughout the term time and available when students being their models.

Male and female clients simply book their appointments over the phone.

Treatments are done by students who are at all different stages of their studies. When the students are competent to work with the public they are assessed.

Students will be required to provide their own clients for specific assessments and treatments. The Biz is not responsible for any models. When models attend they should have the highest respect and behaviour or will be asked to leave the building.

Always remember:

· the customer is the most important person in any business

· always be highly professional in your appearance, attitude and conversation

· do not stand around the reception desk or lounge, slump in any cases

· greet clients with a genuine smile

Client complaints: During your studies you may have to deal with an angry, confused or complaining client. Always stay calm, polite and professional, assess the situation by listening to the client without interrupting (take notes if necessary). If you can deal with the situation alone then do so but if not it should be directed to either you tutor or supervisor (if on reception).
When this is done the following must be given: client name and contact details and a brief overview of the complaint details. Any written complaints should be directed to Jennifer Lenard who is the Principle of The Biz.

Children: while we make every effort to accommodate students with children on all of our courses, we regret that it is not possible for children to be brought into any of the classrooms or salons.

We have to abide by a strict Health and Safety policy which is why we are obliged to make this ruling regarding children.

Fact sheet

Thank you for showing interest in one of our many courses we offer. Could you please take time to read this fact sheet which outlines some of the important points relating to your qualification.

To complete your course you will need to purchase a kit, which consists of all the make-up you will need. This can be purchased with student discount from the school shop.

Your course will consist of both practical and theory work, where you will be told prior to your class if you need to bring any special information. We endeavour to do most of the work within classes, another part of the course is assignment and test work. These are an essential part of your course and you must be prepared to put in a large amount of effort at home and within breaks if needed.

The biz  is giving you a VTCT qualification which is the world recognised and will hopefully allow you to gain employment. Attendance in any job is very important and in order to prepare you for this we must ask for a minimum of 80% to achieve your chosen qualification.

We will not ask you to work on the general public straight away, but once you are at an acceptable level, All practical assessments must be performed on clients from the general public. We will always try to find clients and models for you if needed, but you should only rely on yourself to provide the models and clients. In order to get an acceptable standard, you will practice all treatments on each other.  

Pre- contract 

We would be very grateful if you could be aware of the following important points before your commence your course. It is essential that you read carefully and sign below:

· You have received the necessary kit ordering forms

· Your fully aware of the materials cast to pay at the beginning of your course

· You are fully aware of the volume of work, home study and how you will be assessed

· There is not always a guarantee that you will always be educated in the school and can be taken to different work experience locations

· You will be working in a realistic salon environment and will be required to work on the general public

· You have received and understood the salon ethics and code of conduct

· All the necessary kit and paper work needs to be brought to every class

· You will be required to practice treatments on each other

· An 80% attendance is required to pass your course

· No mobile phones in class time!!!

· You will be required to bring your own models

PLEASE GIVE AS MUCH NOTICE AS YOU CAN IF YOU NEED A FULL KIT TO BE MADE!

Name.................................................................................................

Date...................................................................................................

Signature...........................................................................................

The curriculum
Formal entry requirements are not essential for all your programmes. Applications from mature students who have commitments are welcomed. We aim to provide an enjoyable and challenging learning experience though a rich and varied curriculum to ensure that each individuals needs are met and talents are recognised and enhanced. We recognise the importance to the individual of vital qualifications and support out students in achieving the highest standards.

Students must photograph all step by steps and work AT ALL TIMES!!!!! Even the bad pictures are best for evaluation and can be learnt from.

We appreciate the varied abilities of our student and we aim to help them fully realise those possibilities by providing first rate effective training from committed, highly qualified and experienced staff. If you suffer with any special needs, we need to be told to accommodate you as soon as possible.

At the Biz we teach VTCT qualifications but also accept students who want to learn quicker and receive a certificate but understand THIS IS NOT A QUALIFICATION!

