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Thank you for your purchase of this correspondence course.  A correspondence 

course allows you (the student) to complete the course at your own pace; day or 

night, in the salon, at home or while traveling, depending upon your schedule.  

This correspondence course recognizes the fact that not every student has the 

time to learn material in a classroom environment or has the desire to take an 

online/internet class. 

 

This course is an ideal refresher for the busy stylist.  Industry specialist of today, 

have numerous demands in their professional and personal lives that must be met, 

while earning the state required 24 continuing education units to maintain their 

cosmetology license. 

 

We are confident that this course will be a valuable refresher for techniques in 

recognizing and maintaining healthy hair.  We believe the information and 

worksheets provided in this course will help you enhance the hair care services 

you already provide your clients.  This home study course is also designed to 

assist you in understanding the basic initial steps of setting goals that ultimately 

lead to successful business practices. 
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Introduction 

 

There is one statement in the hair care industry that holds true for every person 

seeking the service of a cosmetologist, they all want Healthy Hair, Every Day.  

Regardless of their profession, age, race or gender, each relies upon his/her hair 

stylist to help obtain and maintain a head of healthy hair. 

 

Healthy hair is beautiful hair that implies that individuals take very good care of 

themselves.  Women as well as men view their hair as an extension of their 

clothing and it completes their total look. No one in a beautiful outfit gets excited 

with topping it off with damaged hair that leaves numerous broken hairs on their 

collar and shoulders throughout the day.  That is why they rely on their hair 

stylist to keep their ñcrowning gloryò stunning and healthy. 

 

Hair follicle : sac-like structure from which hair grows 

Sebaceous gland: lubricates the skin and hair 

Muscle arrector pili : muscle that elevates the hair 

Root of hair : part of the hair implanted in the skin 

Papilla: part of the hair connected to tissue 

Inner root sheath: sheath formed of several layers of cells 

Epidermis: outer layer of the skin 

Hair shaft : a filament that grows from the skin 
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Can You Spot the Problem? 

 

Before you can maintain healthy hair you must be reminded of the common 

everyday elements that cause damage.  They are usually somewhere at the root of 

the problem and yet they are the most difficult to pin down, because you must 

rely on what you are told by the customer to diagnose the problem.  Since the 

customers are totally unaware they are causing the problem, they tend to 

eliminate the 7 items weôre about to list because to the customer, they seem 

irrelevant. 

 

1. Chemicals (relaxers/perms, hair dyes)  

2. Heat (flat & curling irons, pressing combs, sun U.V. rays, etc.) 

3. Brushes & Combs 

4. Head Coverings (hats, scarves, etc.) 

5. Curlers 

6. Medication 

7. Select Trendy Hair Styles 

 

The good news is, clients can rely on the knowledge and experience of their hair 

stylist to help reverse the damage when the cause can be identified and both are 

committed to the client having healthy hair.     
 

Be mindful that as the hair grows out of the scalp, the hair is no longer alive, so 

once the hair is damaged, it has no way of repairing itself.  Many things can 

cause damage to the hair, and although natural wear and tear can't be avoided, the 

hair can be protected from damaging elements. 

 

Hair is composed of strong structural protein called keratin.  This is the same 

kind of protein that makes up the nails and the outer layer of skin. 
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Chemicals 

If the customer is using home perms, frequency is usually the problem.  They 

perm to get the look they are searching for and do not realize the damages being 

caused by over processing. 

 

Heat 

Customers often use a curling or flat iron every day as well as a blow dryer.  

They often overlook the damages they can cause because of the variable settings.  

Remember most customers use each of these on the highest setting for speed 

purposes without considering the damages. 

 

Brushes & Combs 

Customers are not usually aware of the proper type brush and/or combs best 

suited for their needs and conditions.   Have them bring in the items they use 

most often for you to inspect. 

 

Head Coverings 

What, if any type head dress does the customer use most often?  Usually they 

dress for style and style only.  They never consider the pillows on which they 

sleep or the content of the fabric of their favorite hat.  Do they sleep with a head 

covering, if so, it could be part of the problem.  Have your customer bring in 

these items for you to inspect. 

 

Curlers 

Like brushes & combs, most customers have no idea if the curlers they have 

chosen are appropriate.  If they curl, to the customer, they work.  Inform your 

customers on the best type curlers for their hair.  If necessary have them bring 

one curler for you to inspect. 

 

Medication 

Numerous prescription drugs as well as over the counter drugs have adverse 

reactions on the hair or scalp.  Have you customer check any and all side affects 

carefully on all packaging.  Consult a pharmacist, online information site or 

doctor for additional medical details if necessary. 

 

Trendy Styles 

Some trendy styles are ruining the hair and scalp for the future.  The styles might 

be carefree, but they are quite damaging.  Point out styles to your customer that 

they should either avoid or change frequently.  
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Healthy looking hair has a smooth, tightly closed cuticle layer that protects the 

inner cortex from drying out.  The cuticle layer allows hair to maintain its 

moisture balance, and gives hair its elasticity, strength and shine.  Hair damage 

can range from uplifted cuticle scales resulting in dullness and decreased shine to 

bubbled and brittle cuticles to complete removal of the cuticle layer.  As you 

know damaged hair is dry, porous, weak and very hard to manage.  As a 

professional, itôs your responsibility to look for apparent signs of damaged hair 

with each client before you begin any and all services.  Some of the common 

indications of damaged hair are listed below. 

 

1. A dull look that lacks luster 

2. Hair that feels dry & brittle 

3. Hair that tangles easily 

4. Split ends 

5. Hair that is difficult to style or manage 

6. Patchy hair loss 

7. Inflamed scalp 

8. Redness of the scalp  

 

The above hair conditions can affect anyone regardless of hair texture, hair type, 

race, age or gender.  As a skilled and knowledgeable hair stylist you will help 

your clients damaged hair ñchangeò into healthy hair with (1) products tailored to 

the specific problem, (2) a hair care schedule to be followed at home and (3) a 

series of regular salon visits.  Many clients erroneously believe it is your   

responsibility to reverse the damage.   
 

Eating Your Way to Healthy Hair 

When it comes to healthy, shiny hair and glowing skin, what you eat and drink 

has more influence than you might expect.  Crazy diets that include too little 

protein and iron, a drastic decrease in calories and weight loss, in general, can 

lead to hair damage or hair loss.   

People who have too little fat in their diet typically have dry skin and dry hair. 

Low-fat and non-fat dieters are at risk for nutrition-related hair loss because hair 

needs essential fatty acids.  Essential fatty acid deficiency causes a drying-up of 

the scalp and skin.  These are vital nutrients that support follicular health.  When 

the follicle is not healthy, hair loss or thinning occurs.   
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Omega-3 fatty acids can be found in fatty fish such as salmon and mackerel, and 

in flaxseed oil, macadamia nuts and walnuts.  It's recommended that women, in 

particular, try to eat a food source of omega-3 fatty acids three times a week to 

maintain skin and hair health. 

Zinc deficiencies, which are associated with hair health, may also be a problem 

among people on low-calorie diets, especially young women.  Zinc is found in 

meat, eggs and seafood.  When all of these foods are removed from the diet, zinc 

needs to be replaced in the body by other sources. 

A healthy diet also includes eight to 10 glasses of water and juices a day for 

maximum hydration.  Water not only hydrates your body, but also aids in 

keeping your hair silky and shiny.   
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Identifying Common Medical Conditions 

 

The following damaged hair conditions may require a referral to a medical doctor 

for examination and prescription treatment in addition to hair styling products.  

Five (5) very common medical conditions to look for are, Traction Alopecia, 

Alopecia Areata, Psoriasis, Dermatitis and Folliculitis. 

 

Traction Alopecia is a form of Alopecia, or gradual hair loss, caused primarily 

by pulling force being applied to the hair.  This commonly results from the client 

frequently wearing his or her hair in a particularly tight ponytail, pigtails, or 

braids.  Traction Alopecia is a substantial risk in hair weaves, which can be worn 

either to conceal hair loss, or purely for cosmetic purposes. 

Patchy baldness which typically begins with patchy hair loss on the scalp can be 

known as Alopecia Areata.  This condition sometimes progresses to complete 

baldness and even loss of body hair.  The hair loss tends to be rather rapid and 

asymmetrical and is different than male pattern baldness.  Alopecia Areata affects 

both males and females.  It tends to occur most often in children and young adults 

but older individuals can also be affected.  The most common pattern of Alopecia 

Areata is one or more spots of hair loss on the scalp. There is also a form of more 

generalized thinning.  When all of the scalp hair is lost, it is referred to as 

Alopecia totalis.  Loss of all of the hairs on the body is called Alopecia 

universalis.  In this instance the bodies own immune system attacks the hair 

follicles and disrupts normal hair formation.  Alopecia Areata is sometimes 

associated with other conditions (allergic disorders, thyroid disease, vitiligo , 

lupus, rheumatoid arthritis, ulcerative colitis).  Some cases occur within family 

members and indicate a genetic basis.  In about half of those affected, the hair 

will grow within a year without any treatment. The longer the period of time of 

hair loss, the lower the chances the hair will grow again.  

A study reported in the journal Archives of Dermatology (Vol 134, 1998;1349-

52) showed effectiveness of aromatherapy essential oils (cedar wood, lavender, 

thyme, and rosemary oils) in some patients.  As with many disorders for which 

there is no clear cut beneficial treatment, a variety of remedies are promoted 

which in fact have no benefit. 

A reddish, scaly rash often located over the surfaces of the elbows, knees, or 

scalp, and around or in the ears is often known as Psoriasis.  It is a very common 

disease.  Chronic plaque psoriasis affects approximately 2% of people around the 

world. 

http://www.answers.com/topic/alopecia-areata
http://www.answers.com/topic/ponytail
http://www.answers.com/topic/pigtails
http://www.answers.com/topic/braid
http://www.answers.com/topic/hair-weave
http://www.answers.com/topic/alopecia
http://www.answers.com/topic/beauty
http://www.medterms.com/script/main/art.asp?articlekey=290
http://www.medterms.com/script/main/art.asp?articlekey=10560
http://www.medterms.com/script/main/art.asp?articlekey=9833
http://www.medterms.com/script/main/art.asp?articlekey=466
http://www.medterms.com/script/main/art.asp?articlekey=509
http://www.medterms.com/script/main/art.asp?articlekey=1992
http://www.medterms.com/script/main/art.asp?articlekey=20679
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The simple definition of Dermatitis is inflammation of the skin.  Dermatitis is a 

very common scalp disorder that causes damaged hair.  Many people think of 

dermatitis as having eczema but this is actually not true.  Almost any rash can be 

thought of as a form of dermatitis, including psoriasis and skin cancer. 

 

The scalp rash of dermatitis is itchy, red, and may or may not have distinct 

margins.  The specific look of the rash depends on the amount of time it has been 

present.  Acute 

dermatitis has blisters, 

sub acute dermatitis 
has scaling and crusting, 

and chronic dermatitis 

is a thick area of the 

scalp produced by 

excessive scratching. 

 

 
The diagram featured shows 

layers of skin. 

 

 

Folliculitis is a bacterial infection of the hair follicles or the skin surrounding the 

hair.  Folliculitis is probably the most common of all skin infections.  Inspection 

usually reveals pustules on the scalp, arms and/or legs similar to those on the face 

of bearded men.   

 

Hair loss can be an unwanted side effect of many arthritis medications.  Many 

medications for common ailments list hair loss as a common side affect.  Always 

inquire about any and all medications being taken when there are definite signs of 

hair loss.  

 

Preventive Measures - A Customers Checklist 

 

Any or all of the above medical conditions may require prescription treatment(s) 

before you can attempt to repair the damaged hair.  If you suspect any of the 

above conditions, recommend your client seek medial attention.  Instruct your 

client to bring back any information that pertains to medications that have been 

prescribed.   

http://dermatology.about.com/cs/psoriasis/
http://dermatology.about.com/cs/skincancers/
http://dermatology.about.com/library/bldefacute.htm
http://dermatology.about.com/library/bldefsubacute.htm
http://dermatology.about.com/library/bldefscales.htm
http://dermatology.about.com/library/bldefcrust.htm
http://dermatology.about.com/library/bldefchronic.htm
http://www.healthscout.com/ency/68/209/main.html
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When damaged hair occurs from common everyday problems, the treatments can 

begin immediately.  The sooner the treatment begins the sooner results can be 

seen.  Please note their must be consistency and a commitment by both you and 

the client to achieve results.  This is your profession and the basic hair care tips 

were presented to you early in your studies and have been revisited many times.  

The customer on the other hand, needs to be educated on the basic hair essentials 

and reminded until the basic hair care essentials become habit in their daily 

regime.    

 

Below is a list of hair care tips that need to be discussed with your client.  It is 

crucial that the client understand that they are ultimately responsible for 

maintaining the hair care regime outlined.  A copy of theses suggestions has also 

been included as Appendix B, (Hair Care Essentials) as a handout for your client 

to post for their frequent review.  Be sure to add your salon contact information 

before distributing the Hair Care Essentials check list. 
 

¶ EVERY DAY USE OF HEATED APPLIANCES SHOULD BE 

AVOIDED.  This includes curling & flat irons, blow dryers and other 

heated appliances.  If they must be used, check the settings to insure the 

setting is low as possible. 

¶ Brushes require the proper bristles  A combination of natural boar bristles 

on either a round or flat brush are best for dry hair, while soft, rubber-

toothed wide-paneled brushes are best for damp hair.  

¶ HAVE ALL CHEMICAL SERVICES DONE IN 

THE SALON.  This insures the proper strengths 

can be used and prevents the overlapping of 

chemicals on hair.   

¶ Have your stylist review the over the counter 

products you choose to use.  This includes 

shampoo, conditioner, color, etc.  

¶ If hair color must be used, consider using a hair 

color that is low to no ammonia.  

¶ ALWAYS WASH HAIR after swimming in 

chlorine pool or sea water if not wearing a swim 

cap.  

¶ Remember, a periodic trim is crucial to remove 

damaged ends.  
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¶ Head coverings may cause split ends and cause hair breakage.  Choose the 

fabrics carefully to insure the lining will not damage the hair.  Note that 

some wigs and wig caps also fall into this category.  

¶ MAINTAN A MOISTURE PROGRAM established by your stylist.  Too 

much is as damaging as too little.  A professional opinion will be best.  

¶ ALWAYS TAKE THE WEATHER INTO CONSIDERATION.  Hot, 

cold, wet or dry, ook to your stylist for hair care suggestions for every 

season.  

¶ EAT a balanced and nutritious diet.  

¶ Clean combs, brushes and hair ornaments periodically.  Sharing these 

items is also not recommended.  

¶ The average pillow case is 100% cotton or a cotton blend.  Note that cotton 

absorbs moisture out of the hair.  A satin or silk covering should be used 

instead.  These fabrics do not absorb moisture from the hair.  

¶ Hair also needs protection from UV rays given off by the sun. They 

damage the hair every time you step outside into daylight-even in the 

winter.   Be conscious of the sun U.V. rays and cover up if you plan to 

spend long periods of time in the sun.  

¶ Cold weather dries out hair more quickly because there is less humidity in 

the air. The dryness, combined with the cold makes hair brittle and 

susceptible to breakage.  Weekly deep treatments can help to protect hair 

from being dried out.  

¶ Over-washing.  Yes, washing your hair too much can dry out your scalp, 

cause flakes, and lessen the natural oils on your head that protect the roots 

of the hair.  
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Preventive Measures ï A Professional Stylist Checklist 

 
Now that you have given your customer a regime to follow, lets make sure you 

have the professional touch that prevents damaging the clients hair.  Listed below 

is a checklsit to review periodically.  

¶ Avoid clear of plastic-bristle brushes. The 

proper bristles are key.  A combination of natural 

boar bristles on either a round or flat brush are best 

for dry hair, while soft, rubber-toothed wide-paneled 

brushes are best for damp hair.   

 

¶ Brush before shampooing.  A few gentle 

strokes on dry hair will help remove product buildup 

and scalp flakes, as well as stimulate the scalp and 

promote blood flow (which delivers nutrients like 

oxygen) to hair follicles. 

 

¶ Know your water.  If the hair looks dull or is hard to style, the problem 

could be your tap water.  Well water contains natural minerals (called 

"hard water") that can leave hair lusterless and hard to manage.  Hard 

water can sometimes be identified by its orange hue (color).  Soft water, 

has fewer damaging minerals.  Ask your local water department if your 

water is soft or hard.  Using a clarifying shampoo each week on your client 

can avoid mineral buildup. 

 

¶ Trim ends at least 1/2 inch every four to eight weeks.  As the ends of the 

hair get older and damaged by rough handling, they become prone to 

splitting.  Hair grows (on average) half an inch per month, so trim to 

maintain healthy ends. 

 

¶  Chemical treatments like color can damage hair because the chemicals 

have to penetrate the outer layer of the hair to allow the color to be 

absorbed.  Use color-protective products designed to minimize dryness, 

keep color true and prevent damage when possible. 

 

¶ Remember to handle wet hair with extra care. It stretches and snaps more 

easily than dry hair, so be extra-gentle with it. 
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¶ Consider using the dryer nozzle to prevent frizz.  Without a nozzle the 

dryer grill gets very hot and may causes damage and/or breakage.   

 

¶ Use a curl attachment to gently surround the hair with air. 

 

¶ Give textured or relaxed hair a break.  Opt for gentle color choices like 

semi-permanent or vegetable color.  Spacing processing treatments at least 

two weeks apart, with weekly conditioning treatments in between for shine 

maintenance, helps. 

 

¶ African-American hair tends to be coarse due to a lack of natural oils 

(more so if chemically processed).  Spacing processing treatments at least 

five to six weeks apart, with weekly or bi-weekly conditioning treatments 

in between for shine maintenance, helps. 
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The Art of Gathering Client Information 

How data is obtained, monitored and filed is key.  The following appendices are 

included to assist in gathering client information and to provide a means for 

tracking.  Any and all forms can be modified or copied in their entirety for use.  

Note that your contact salon information should be included on any and all forms 

for distribution.  Electronic versions of the form can also be provided by 

contacting the provider of this correspondence course by email or telephone. 

 

Appendix D, (Client Questionnaire) is typically used during the initial 

consultation to gather pertinent data from the client.  To become familiar with the 

type of information you need and have a good understanding of the type of 

information requested, fill in the consultation form with your personal data.  This 

will allow you to review each question and give you the opportunity to make any 

modifications to the form before actually using the questionnaire to gather 

information from your client.   

 

The form is designed to gather information as well as assist you in devising a 

plan of action to be used in repairing your clients damaged hair.  Your plan of 

action can be documented along side of your customer data, creating an excellent 

means to track customer progress from the date of the initial consultation to the 

designated date of completion.  

 

Appendix B, (Hair Care Essentials) can be used 

as a daily reminder for the client.  Suggest that 

this information/leaflet be posted as a 

constant/daily reminder.  We suggest that each 

client get two (2) copies of this form.  Take a 

moment to include your salon contact 

information on this form before it is distributed. 

 

Appendix A, (Client Hair Care Record) can be 

used to record the steps your client needs to 

follow at home to help them achieve healthy hair.  

If you recommend a particular styling product, 

list the name and type if applicable.  Clients can 

easily forget your hair care instructions due to 

their responsibilities at home and work.  The Hair 

Care Record will be kept by the client and can be 

referred to as often as needed.   
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This form can be copied, enlarged or used as a template for you to create your 

own consultation record that will be used and referenced periodically.  

 

Many stylists are apprehensive about recommending their hair care products on 

the client hair care record and then selling those hair care products to their 

clients.  First and foremost, it is a reasonable assumption that if you sell hair care 

products they are high quality hair care products that perform well and give the 

intended results to your clients.  Second, selling quality hair care products at the 

salon can be viewed as a convenience for your clients because it eliminates the 

need to travel to one or more locations to buy the recommended products.  Third, 

hair care product sales can create a second income stream for you.  You will earn 

income from two sources: hair styling and product sales. 



Home Study:  Healthy Hair Tips 

Color Me Angel (910) 868-7471 Page 17 
 

Now Letôs Get Down To Business!! 
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You have the license  é youôre working the trade é so youôve proved you have 

skills, but do you know how to run the business? 

 

The first section ended discussing the benefits of increasing your income 

thorough the sale of quality styling products.  There are many ways for stylists to 

increase their income by using their knowledge and expertise in the cosmetology 

field. 

 

The sky is the limit for your earning potential!  It is not uncommon to hear about 

stylists that earn over $100,000.00 annually through various ventures.  Increasing 

your income should be a high priority for every stylist regardless if you are 

renting booth space, a commissioned worker or a salon owner. 

 

Increasing your income legally is not magical, it will not happen overnight and 

no one person or group possess the secret to increasing income.  Do not be fooled 

by any get rich quick products or schemes that guarantee you to double, triple or 

quadruple your income in 30 to 90 days. You can increase your income if you are 

sincere about your commitment to that goal and acquire the tools and knowledge 

necessary to run the business properly. 

 

Business Terms to Know: 

 

Sales/Revenues ï all money earned by performing salon services or selling retail 

products. 

 

Break Even Point- the point at which you are generating enough revenue to 

cover the cost of all supplies/materials for the services you render.  Any thing 

above and beyond the break even point can be considered profit. 

 

Target Market  ï the type of customer you plan to serve, male, female, young 

old, etc. 

 

Business Expenses ï all expenses you incur purchasing items necessary to 

perform services for your customer.  These expenses include dryers, irons, 

drapes, etc.  The items you use repeatedly are business expenses. 

 

Supplies - the cost of the materials used directly in hair care services performed 

on each client such as shampoo, conditioner, hair dyes and etc.  Keep an 

inventory of all the supplies you purchase and the price paid for them. This 
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allows you to compare supplierôs prices for the same product and what you 

charge clients for the services using the listed products.  If the price of the 

product increases you may be forced to increase your prices.  Reducing materials 

cost is one way to increase sales/revenue.   

 

Overhead Expenses -  all expenses necessary to conduct business on a daily 

business.  This includes booth rental fees or any other fees associated with 

providing you a place to work.  If you pay janitorial services, equipment rentals, 

utilities, etc., these are also considered to be overhead expenses. 

 

Long Term Goals ï Goals usually set 2 to 5 years out, maybe longer. 

 

Short Term Goals ï Goals usually set for 6 months out to 2 years. 

 

Immediate Goals ï Goals usually set for 30/60 or 90 days out. 

 

In order to increase your income you must first increase your sales/revenue.  

Sales/revenue is what you receive for styling services and products sold.  Income 

is basically what you pay yourself AFTER you pay the bills for your business.   

An increase in sales/revenue may not translate into higher income if the bills for 

your business increase.  

 

This section provides 5 easy steps/suggestions for increasing your income.  These 

steps are designed to get you to thinking or brainstorming about possible ventures 

that could increase your sales/revenue and hopefully ultimately your income.  

Ladies and gentlemen start your engines! 

 

Five Easy Steps to Increasing Your Income 

 

Step 1. 

Commit yourself to the task of increasing sales/revenue by 

setting goals.  Keep in mind that goals can be changed if 

necessary, but DO need to be established.  Goals must be 

reviewed periodically to remind you of your commitment 

to increase income.  

 

Appendix C (Goal Setting) allows you to record your goals and the steps to reach 

them.  Note that goals are set in intervals because they are designed to assist you 

in working toward success.  They are essentially steps to follow.   
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Long Term Goals.  Believe it or not, the best place to start is by setting long 

range goals first.  Establish where you want to end up and then you can figure out 

which roads actually lead you in that direction.  Without direction we rarely 

arrive at our desired destination and your business is no different.  Ask yourself 

the following question, where do you want your career to be in 5 to 10 years?  Do 

you want to be a healthy hair specialist, do you want to be a hair stylist for the 

stars, or do you want to be a color specialist?  You have hours of classroom time 

and experience, now where do you want it to take you.  Maybe you want to be a 

consultant to the salons, the sky is the limit. 

  

An example of long term goals: 

 To be known in my community as the Healthy Hair Expert 

 To own a salon with 5 employees 

 To have the flexibility to work only 3 days a week 

 

Short Term Goals.  Short term goals are usually set from 90 days out to 2 or 3 

years.  Ask yourself the following questions?  What type of training do you need 

to achieve your long range goals?  Where is the training, how long is that training 

and how much does it cost?  To achieve success in business today you must 

always be learning and growing.  So preparing for what ever training necessary 

should be a part of your short term goals. 

 

An example of short term goals: 

 To buy the car of my choice 

 To have 50% of my business be steady customers 

 To establish a well known referral program in my community 

 To attend the community college for book keeping classes 

 

Immediate Goals.   Immediate goals are set for the immediate future, usually for 

the next 30, 60 or 90 days.  What do you need to do know to get on the right 

track.  

 

An example of immediate goals: 

To earn an additional $600 this month 

To scout out salon locations for my next move 

To send thank you cards to every repeat customer 

To review the continuing education classes available to find those that  

 help me reach my goal. 
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Take a moment to complete the Goal Setting worksheet.  Once itôs completed, 

maintain your copy in a location that allows you to review it frequently.  Make 

changes as necessary, but make it a point to peek at it at least once a week.  

Youôll be amazed at how a subtle constant reminder can keep you on track to 

success.  If you want it, youôll work toward it. 

 

Step 2. 

Do a brief financial review of your business.  A thorough review will be 

necessary later, and YES it will be time consuming, but no more time consuming 

than figuring out how to pay the bills when the income is not generated.  For Step 

2, a brief look will be sufficient.  

 

This step involves reviewing Appendix E (Financial Review) to become familiar 

with the type of financial information your business should be tracking.  Below is 

a list of the items that you would need to do a thorough review.  If you do not 

currently track these items, set a short term goal to establish a method to track the 

information.  We have listed below the information required for a financial 

review and suggestions on tracking the information. 

1.  All sales/revenue, money you received, for the last 12 months    

Providing receipts to your customers that also provide a carbon copy for 

our records will allow you to track these receipts. 

2. All business expenses for last 6 to 12 months.  An envelope marked with 

the appropriate month can serve as files to keep receipts for all things 

purchased. 

3. All overhead expenses for the last 12 months.  An envelope marked with 

the appropriate month can serve as files to keep receipts for all bills paid. 

4. All marketing expenses.  Identify all methods you used to advertise your 

business, word-of-mouth, newspaper ads, hair care specials, etc. and the 

cost you incurred for the advertisement.  An envelope marked with the 

appropriate month can serve as files to keep receipts for all marketing 

expenses. 

 

Step 3. 

Establish a target market.  To avoid running in circles when looking for 

customers, determine who your customers will be based on the skill set you 

currently have and the services you plan to provide.   You need to determine 

gender, age, sex, interest, schedule, salary, etc. of the type customer youôre 

looking for.  Use the questions below to help you determine your market.   

 

1.  What is your specialty?  Color, healthy hair, particular styles, etc. 
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2. Do you offer customers different payment methods; credit cards, debit 

cards? 

3. Do you create special offers for your current clients? 

4. What are my hours of operation?  If you only work from 9-5, you miss 

most of the office workers and school children.  If you only work nights 

you miss the class of individuals having 2
nd

 shift jobs.   

5. Where is the salon located and who frequents the area? 

6. What type of jobs do the individuals who frequent this area have? 

7. What is the average salary of those in this area?  What is the average salary 

of the client you are after? 

 

Step 4. 

Itôs time for an Assessment.  Now that youôve established what you would like to 

accomplish, letôs see if your life style fits the bill or if you need to make some 

changes to achieve your goals.   

 

1.  If you decided to work more hours, how do you plan to accomplish that 

goal?  How many additional hours?  How long will you be able to keep up 

the new work schedule?  Clients will only trust their hair in the hands of an 

alert hairstylist. 

 

2. If you plan to sell styling products, which 

products and what brand?  What is the 

wholesale cost of those products?  Will you be 

able to purchase small quantities of those 

products or will the wholesaler accept only 

large orders? What can you reasonably expect 

to charge? What will the market bear, for those 

products?  Where will you obtain those 

products?  Where will you store those 

products?  

 

3. If you plan to reduce overhead and or materials 

expenses to help you increase sales/revenue, 

what items will be affected?  Will the changes 

affect the quality of hair care services performed?  How much time will it 

take to research and find cheaper replacements?   

 

To increase sales/revenue and ultimately income you may decide to do all of the 

above or something else.  Any business venture you select should excite you and 
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help you maintain your commitment to increase sales/revenue and hopefully 

income.  Remember nothing is written in stone and you can change business 

ventures whenever you desire, but give the venture sufficient time to succeed. 

 

Step 5.   

Itôs time you consider ways to market your business venture.  You should be 

marketing your business, if not, there is no time like the present to get started.   

 

Your method of marketing for new customers should be driven by the type of 

customer youôre after.  If youôre after male customers, there is no need to 

advertise in a womenôs magazine.  If youôre after working class individuals there 

is no need to take fliers to low income areas.  There are numerous methods to 

choose.  You may want to consider taking a marketing class in your short term 

goals.  Remember you must always be learning and growing.  We have listed 

below several means of marketing for you to consider.  As long as youôre in 

business, youôll need to be marketing to let the public know you exist. 

 

1. Carry business cards (all day, every day) and look for opportunities to use 

them.  

2. Become visible in the community and always, always, always ñLook Your 

Bestò.  You always represent your business regardless of how you carry 

yourself.    

3. Inform clients of new products you carry while their seated at your booth.   

4. Send post cards advertising your products or services to potential clients.  

Postcards are less expensive to send and print than fliers. 

5. Inform clients while they are sitting in the chair that you now carry or offer 

(name service). 

6. Send a press release to your local newspaper to inform them about the 

services or products that you offer that are unique and different.  Your first 

press release can be intimidating.  Contact your local small business center 

for assistance if necessary. 

7. Outline promotions that you plan to run over the next 6 months.  Which 

holidays or occasions do you plan to target, prom, new years, Womenôs 

business week, Grandparents day, etc.  Planning ahead for promotions will 

give you the opportunity to consider the appropriate avenue for 

advertising. 

 

There is no instant secret to success.  You have just reviewed five basic steps 

necessary to get your business off to a good start.  This is only the beginning.  As 

you progress and grow, youôll become aware of the many steps to follow.   
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Contact your local Small Business center for assistance in business operations.  

You can also access the Small Business Administrations website for additional 

business training and online business classes. 

 

 You must know your industry and know how to run the business youôre in.  We 

wish you nothing but success with your business venture(s) and may your 

sales/revenues increase ten-fold. 
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Appendices 
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Appendix A ï Client Hair Care Record 

This card can be copied for each client.  The size is appropriate for maintaining 

the cards in a file box in the event this is the method of filing. 

 

 

 

 

 

 

 

 

  

Client Hair Care Record     Date______________________________ 
 

Salon/Stylist Information_____________________________________________________________ 

 

Client Name________________________________ Phone Number______________________ 

Email_____________________________________________________________________________ 

 

Shampoo  Daily  Weekly  Bi-Weekly 

Recommended Shampoo ____________________________________________ 

Conditioning  Daily  Weekly  Bi-Weekly 

Recommended Conditioner___________________________________________ 

Next Recommended Salon Visit_______________________________________ 

Other instructions to follow: 
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Appendix B - Hair Care Essentials 

 

¶ EVERY DAY USE OF HEATED APPLIANCES SHOULD BE AVOIDED.  This 

includes curling & flat irons, blow dryers and other heated appliances.  If they must be 

used, check the settings to insure the setting is low as possible. 

 

¶ The proper bristles are key when brushing.  A combination of natural boar bristles on 

either a round or flat brush are best for dry hair, while soft, rubber-toothed wide-

paneled brushes are best for damp hair. 

 

¶ HAVE ALL CHEMICAL SERVICES DONE IN THE SALON.  This insures the 

proper strengths can be used and prevents the overlapping of chemicals on hair.   

 

¶ Have your stylist review the over the counter products you choose to use.  This 

includes shampoo, conditioner, color, etc. 
 

¶ If hair color must be used, consider using a hair color that is low to no ammonia. 

 

¶ ALWAYS WASH HAIR after swimming in chlorine pool or sea water if not wearing 

a swim cap. 
 

¶ Remember, a periodic trim is crucial to remove damaged ends. 
 

¶ Head coverings may cause split ends and cause hair breakage.  Choose the fabrics 

carefully to insure the lining will not damage the hair.  Note that some wigs and wig 

caps also fall into this category. 
 

¶ MAINTAN A MOISTURE PROGRAM established by your stylist.  Too much is as 

damaging as too little.  A professional opinion will be best. 
 

¶ ALWAYS TAKE THE WEATHER INTO CONSIDERATION.  Hot, cold, wet or 

dry, look to your stylist for hair care suggestions for every season. 
 

¶ EAT a balanced and nutritious diet. 
 

¶ Clean combs, brushes and hair ornaments periodically.  Sharing these items is also not 

recommended. 
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¶ The average pillow case is 100% cotton or a cotton blend.  Note that cotton absorbs 

moisture out of the hair.  A satin or silk covering should be used instead.  These 

fabrics do not absorb from the hair. 
 

¶ Hair needs protection from UV rays given off by the sun. They damage the hair every 

time you step outside into daylight-even in the winter.   Be conscious of the sun U.V. 

rays and cover up if you plan to spend long periods of time in the sun. 
 

¶ Cold weather dries out hair more quickly because there is less humidity in the air. The 

dryness, combined with the cold makes hair brittle and susceptible to breakage. 

Weekly deep treatments can help to protect hair from being dried out. 
 

¶ Over-washing. Yes, washing your hair too much can dry out your scalp, cause flakes, 

and lessen the natural oils on your head that protect your hair's roots. 
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Appendix C ï Goal Setting 

Everybody has dreams.  Obtaining them requires goals and objectives.  This form 

allows you to write down your goals in stages.  Identify your immediate goals for 

the next 30 to 90 days, your short term and long term goals.   

 

Immediate Goals ï 30/60/90 Days 

 

1.  _______________________________________________________  

2.   ______________________________________________________  

3.  _______________________________________________________  

4.  _______________________________________________________  

Short Term Goals ï6 Months to 3 years 

 

1.  _______________________________________________________  

2.  _______________________________________________________  

3.  _______________________________________________________  

4.  _______________________________________________________  

Long Term Goals ï 3 Years and Beyond 

 

1.  _______________________________________________________  

2.  _______________________________________________________  

3.  _______________________________________________________  

4.  _______________________________________________________  
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Appendix D ï Client Questionnaire 

 

1. How often do you shampoo your hair?   

2. How often do you visit a salon? 

3. Are your currently dieting? 

i. If no, have you been on a diet in the last 6 months? 

4. Do you have any of the following:  (circle all that apply) 

i. Color           Perm           Extensions           Weave 

5. Are you currently taking medications? (list if applicable) 

6. Have you been feeling an exceptional amount of stress lately? 

7. What type of shampoo do you use? 

8. What type of conditioner do you use? 

9. Does baldness run in your family? 

10. Would you attend a hair clinic periodically to review your hair? 

  and stay informed? 

11. Do you swim & how often? 

12. Have you been diagnosed with any medical conditions?   

13. Do you consider your hair/scalp to be dry or oily? 

14. How do you prepare your hair for bedtime? 

15. Do you use a curling iron?  How often? 

16. What problems if any are you currently having with your hair? 

 
Do Not Write Below This Line 

 

 

 

  

 

Date________________ 

 

 

Name 

 

 

Address 

 

 

 

 

Phone 

 

 

Email 

 

 

 

Occupation 

 

 

 

Date of last salon visit 

 

 

 

 

It is recommended the salon use this area to include the salon name and contact information so that it is 

visible to the client as well as enter any additional info gathered from questions asked during the initial 

customer/client assessment. 
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Appendix E - Financial Review 

Record each transaction for the month, to include each customer receipt and each 

expense receipt.  The form can be copied for each month.  The longer the length 

of time in business, the more in-depth your income and expense records will be.   

 

 
 

 

 

 

Date Services 

Income 

Retail 

Income 

Supplies Overhead Marketing Rent Utilities 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 

 

Notes: 

 

  

Sales/Revenue and Expenses 

Month:______________________ 
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How Do I Earn Credit For This? 

 

3 Easy steps to earning 2 hours of continuing education credit for this course. 

 

STEP 1. Read the course materials. 

 

STEP 2. Complete the enclosed quiz. 

 

STEP 3. Return the competed quiz in the self addressed stamped envelope. 

 

 

 

At least 7 out of 10 answers must be correct to receive credit. 

 

  Be sure to include your payment of $25.00 check or money order.

  Credit card /Debit card payments can be made over the phone. 

   

Submit your quiz and payment to: 

    Color Me Angel 

    7021 Trevor Lane 

    Fayetteville, NC 28314 

    Attn:  CE Credits  

 

You will be notified within 24 hours of receipt of your returned quiz that credit 

has been received.   

 

Needed additional copies of the quiz for your friends? 

Make as many copies as you need. 

Each copy must be returned with $25 payment. 
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Healthy Hair Tips  (QUIZ  A)   Date:___________ 
 

 

The following information must be provided or credit for the course can not be given. 

Name:__________________________________________________________________  

Addres:_________________________________________________________________  

City, State & Zip Code:____________________________________________________  

Day Phone:______________________________________________________________  

Email:__________________________________________________________________ 

License #________________________________________________________________  

Circle All Answers That Apply for Each Question. 
 

1)  Damaged hair may have the following conditions: 

A) Brittle  B)  Shiny in color  C)  Bald Spots  D) Split Ends 

 

2)  Healthy Hair requires the cooperation of two people? 

A) ___________________  B) ______________________ 

 

 3)  Damaged hair can be caused by: 

A)  Dryers  B) Flat irons  C) Combs  D) Water 

 

 4)  Only adults have Alopecia Areata? 

A) Yes  B) No 

 

 5)  A very common causes of Traction  Alopecia are: 

A) Swimming B) Braiding  C) Wigs  D) Vitamins 

 

6)   Business goals DO NOT need to be set for the first 6 months in business? 

A) True  B) False 

 

7)  Overhead expenses only occur when you initially open the business? 

A) Yes  B) No 

 

8)  Which of the following expenses need to be tracked for the success of your business?  

A) Utilities B) Overhead  C) Receipts  D) Towels 

 

9) The following are considered to be marketing expenses?  

A) Postage   B) phone bill  C) Shampoo  D) Advertising 
 

10) Sales & Revenue can be defined as which of the following? 

A) Services B)  Retail Products C) Booth Fees 

Return To:  

Color Me Angel 

7021 Trevor Ln 

Fay. NC 28314 
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Healthy Hair Tips  (QUIZ B)    Date:___________ 
 

 

The following information must be provided or credit for the course can not be given. 

Name:__________________________________________________________________  

Addres:_________________________________________________________________  

City, State & Zip Code:____________________________________________________  

Day Phone:______________________________________________________________  

Email:__________________________________________________________________ 

License #________________________________________________________________  

 

Circle All Answers That Apply for Each Question. 
 

1)  List 3 common medical conditions that cause damaged hair: 

A) ____________B)  _______________ C)  ________________ 

 

2)  Healthy Hair requires the cooperation of two people? 

A) ___________________  B) ______________________ 

 

 3)  List 3 ways that customers damage their hair:: 

A)  ___________ B) ______________ C) ________________ 

 

 4)  Only adults have Alopecia Areata? 

A) Yes  B) No 

 

 5)  A very common causes of Traction  Alopecia are: 

A) Swimming B) Braiding  C) Wigs  D) Vitamins 

 

6)   Business goals DO NOT need to be set for the first 6 months in business? 

A) True  B) False 

 

7)  Define Target Market? 

A) __________________________________________________ 

 

8)  Which of the following expenses need to be tracked for the success of your business?  

A) Utilities B) Overhead  C) Receipts  D) Towels 

 

9) The following are considered to be overhead expenses?  

A) Postage   B) phone bill  C) Shampoo  D) Booth Rent 

 

10) Sales & Revenue can be defined as which of the following? 

A) Services B)  Retail Products C) Booth Fees 

Return To:  

Color Me Angel 

7021 Trevor Ln 

Fay. NC 28314 
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3 Easy steps to earning 2 hours of continuing education credit for this course. 

 

STEP 1. Read the course materials. 

 

STEP 2. Complete the enclosed quiz. 

 

STEP 3. Return the competed quiz in the self addressed stamped envelope. 

 

 

 

At least 7 out of 10 answers must be correct to receive credit. 

 

  Be sure to include your payment of $25.00 check or money order.

  Credit card /Debit card payments can be made over the phone. 

   

Submit your quiz and payment to: 

    Color Me Angel 

    7021 Trevor Lane 

    Fayetteville, NC 28314 

    Attn:  CE Credits  

 

You will be notified within 24 hours of receipt of your returned quiz that credit 

has been received.   

 

Needed additional copies of the quiz for your friends? 

Make as many copies as you need. 

Each copy must be returned with $25 payment. 
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