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Assessment Form for ITEC Level 1 Certificate in Hair and Beauty Salon Services
Unit 73 – Arranging and Booking Appointments
	Assessment Task
	Assessment
	General Comment

	
	1st
	2nd
	3rd
	

	
	Competent
	Not Competent
	Competent
	Not Competent
	Competent
	Not Competent
	

	APPEARANCE
	
	
	
	
	
	
	

	Clean, ironed professional overall/uniform.
	
	
	
	
	
	
	

	Beauty salon:

Hair must be clean, neat and tied back/up if long and off the collar and face
Hair salon:

Hair must be neat and styled
	
	
	
	
	
	
	

	Beauty salon:

Nails must be short, clean, well manicured with no varnish and clean hands
Hair salon:

Hands and nails must be well maintained
	
	
	
	
	
	
	

	Clean, sensible full flat shoes, socks should be worn.
	
	
	
	
	
	
	

	Females if wearing a skirt must have tights which are an appropriate colour for the uniform
	
	
	
	
	
	
	

	Beauty Salon:

No jewellery - with the exception of a wedding band and 1 pair of small stud earrings (religious jewellery must be taped).
Hair Salon:

Appropriate jewellery may be worn
	
	
	
	
	
	
	

	No body or breath odour.
	
	
	
	
	
	
	

	No chewing gum or sucking sweets.
	
	
	
	
	
	
	

	Underskirts/underwear should not be visible.
	
	
	
	
	
	
	

	Skirts to the knee. Trousers cropped no higher than calf/ trousers not trailing on the floor.
	
	
	
	
	
	
	

	MAINTAINING RECEPTION AREA
	
	
	
	
	
	
	

	Clean and tidy reception area and displays
	
	
	
	
	
	
	

	Change displays
	
	
	
	
	
	
	

	Demonstrate hospitality to the client
	
	
	
	
	
	
	

	Receive and pass on messages appropriately
	
	
	
	
	
	
	

	STOCK CONTROL
	
	
	
	
	
	
	

	Demonstrate how to check and carry out valuation of stock
	
	
	
	
	
	
	

	Rotate stock
	
	
	
	
	
	
	

	Order appropriate new stock
	
	
	
	
	
	
	

	Remove faulty stock from display and report to appropriate person
	
	
	
	
	
	
	

	TREATMENT KNOWLEDGE
	
	
	
	
	
	
	

	Demonstrate basic knowledge of facial treatments and the time they will take to administer
	
	
	
	
	
	
	

	Demonstrate basic knowledge of body treatments and the time they will take to administer
	
	
	
	
	
	
	

	Demonstrate basic knowledge of nail treatments and the time they will take to administer
	
	
	
	
	
	
	

	Demonstrate basic knowledge of hair treatments and the time they will take to administer
	
	
	
	
	
	
	

	Demonstrate knowledge of the cost of individual treatments, courses of treatments and special offers
	
	
	
	
	
	
	

	Explain the benefits of offering a course of treatments
	
	
	
	
	
	
	

	SCHEDULING APPOINTMENTS
	
	
	
	
	
	
	

	Demonstrate how to time appointments
	
	
	
	
	
	
	

	Take client’s telephone number
	
	
	
	
	
	
	

	Re-schedule cancelled appointments
	
	
	
	
	
	
	

	Demonstrate ability to refer queries to the appropriate person where necessary
	
	
	
	
	
	
	

	PREPARING THE CLIENT FOR TREATMENT
	
	
	
	
	
	
	

	Show the client to the treatment room/area
	
	
	
	
	
	
	

	Give the client a suitable gown for the treatment
	
	
	
	
	
	
	

	Check the client is comfortable
	
	
	
	
	
	
	

	Demonstrate ability to record basic client details 
	
	
	
	
	
	
	

	Inform the therapist/hairdresser that their client is ready
	
	
	
	
	
	
	

	METHODS OF PAYMENT
	
	
	
	
	
	
	

	Demonstrate effective and accurate handling of different methods of payment
	
	
	
	
	
	
	

	

	Candidate Name:


	Candidate Signature:
	Date:

	Assessor Name:
	Assessor Name:
	Date:
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