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Unit 7
Salon Business Systems & Processes
Reception Diary

Day 1

Complete the table below 

	Explain 6 different functions of a reception area in the hair and beauty sector

	1.


	2.

	3.


	4.

	5.


	6.

	State how a reception in another business might be different to that of a hair and beauty reception.

Answer: 



	What tasks did you perform today? List below

	

	

	

	

	

	

	

	How well did you perform these tasks? What would you have done differently?

Feedback from observer:

To what extent did the candidate operate any systems i.e. book appointments/take money/answer the phone/deal with clients/sell retail items/provide hospitality? (make reference to how they worked independently) 

Signed (assessor):                                                   Candidate:


Resources and materials at reception

List the items that you see at the reception area and state the purpose of each. An example has been given in the table below:
	Resource/material
	Purpose 

	Health & Safety signs
	To give information to staff and visitors 

	
	

	
	

	
	

	
	

	
	

	
	


The price of services

List five services that are carried out at the salon and state the cost of each in the table below.
	Service
	Cost

	
	

	
	

	
	

	
	

	
	


Explain the considerations that need to be taken into account when a business calculates the cost of a service.

	

	

	

	

	

	

	

	


What did you sell today/how was it paid for/how was the payment processed/were there any discrepancies?
	

	

	


Day 2 
	Give an example below of how to book appointments in the hair and beauty sector



	Therapist/stylist one 
	Therapist/stylist 2

	9.00
	9.00

	9.15
	9.15

	9.30
	9.30

	9.45
	9.45

	10.00
	10.00

	10.15
	10.15

	10.30
	10.30

	10.45
	10.45

	11.00
	11.00


Explain how work is booked, making reference to the following:

1. Who is able to do the work and why

2. How long it takes to complete the work

3. When and how breaks are scheduled

4. Other factors
	1.

	

	

	2.

	

	

	3.

	

	

	4.

	

	


What tasks did you perform today? List below 

	

	

	

	

	

	

	How well did you perform these tasks? What would you have done differently?

Feedback from observer:

To what extent did the candidate operate any systems i.e. book appointments/take money/answer the phone/deal with clients/sell retail items/provide hospitality? (make reference to how they worked independently) 

Signed (assessor):                                                   Candidate:


What did you sell today/how was it paid for/ how was the payment processed/were there any discrepancies? 
	

	

	


How would you deal with a payment discrepancy? 
	

	


How do you ensure the security of client data and why is this important? 
	

	

	

	

	

	

	


How did you organise the reception area and why is important to keep the area tidy? Make reference to the following: retail products/appointment cards/stationery and promotional displays. 

	

	

	

	

	

	

	

	

	

	

	

	


Teamwork is important when working on reception. Why? 
	

	

	

	

	


How did you work as part of a team today? Did any issues arise? 
	

	

	

	

	

	

	


Ask for feedback on the communication, teamwork and behaviour skills that you displayed whilst working on reception. 
Explain how you can adapt your behaviour and communication to suit different situations. 
	

	

	

	

	

	

	

	

	

	

	


Name:





Group:








