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Version Release Date 

2020 version 1.0 20 August 2019 

2020 version 1.1 20 November 2019 

2020 version 1.2 9 December 2019 

2020 version 1.3 14 February 2020 

2021 version 1.0 3 August 2020 

2022 version 1.0 10 September 2021 

2023 version 1.0 9 September 2022 

2023 version 1.1 21 November 2022 

2024 version 1.0 16 August 2023 

 
Disclaimer: This Student Handbook and the contents within were correct at the time of printing. We reserve the right to alter 
any information as listed in this Student Handbook or on our Web site. While every effort is made to ensure the information 
presented is up-to-date and accurate, this Student Handbook should only be indicative, and students should check the 
Downloads section on our Web site for the current version of this document. Some dates within this document are indicative 
and may be subject to change. Some information may be subject to approval and / or audit by external agencies. 
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Important Things to 
Remember 
There are important things you need to remember while you are studying with us, including keeping 
your contact details up-to-date, looking after your mental and physical well-being, communicating 

openly, honestly, and promptly with us, staying on top of your studies, and so on.
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In This Section 
• Your Contact Details 

• Your Medical Status 

• Your Cell Phone 

• Your Workplace First Aid 
Certificate 

• Your Programme and Your 
Study 

o Your Study Routine 

o Your Study Spaces 
o Your Study Groups 

• Your Efforts 

• Your Mental and Physical 
Wellbeing 

• Keep Communication Open 
and Flowing 

• Keep Learning 
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Your Contact Details 
You are legally required to let us know if you change any contact details. Any party to a contract 

must inform the other parties of any changes. 

 
If any of these changes, you must let us know in writing (via email): 

 

• Physical address – where you live • Postal address – where post is delivered 

• Phone number – landline, if available • Cell phone number 

• Email address • Next-of-kin’s details 

• What type of accommodation you live at (international students only) 

 

You will also need to notify: 
 

• StudyLink, if you have a student loan or 

allowance 

• Work and Income New Zealand, if you are 

on a benefit 

• Any people or organisations who have an interest in you financially, legally or otherwise 

 
You breach your enrolment contract with us, your student visa and permit, and / or other 

requirements if you do not report your change in details.  

 
Report all changes in details in an email to info@nasa.co.nz  

 

Your Medical Status 
If your medical status changes – a medical condition is diagnosed or re-occurs – you will need to let 
us know as soon as possible. You may need to see your medical practitioner to fill out a medical 

disclaimer, available from the Operations team, or to provide us with a medical certificate. Please be 

aware we will protect your privacy and we need declarations to protect you and your health. 
 

Neither the National School of Aesthetics nor any of its team members or owners bears any 

responsibility if you, a classmate, client, team member or member of the general public is injured, 
disabled, infected, et cetera if you do not inform us of your current medical status or changes in 

medical status. 

 
We also have the right to terminate your enrolment without refund if you misrepresent yourself. 

  

mailto:info@nasa.co.nz
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Your Cell Phone 
Transmissions from cell phones can sometimes interfere with the equipment in the school. It is also 
disruptive to you, your classmates, and your tutors. You are here to learn. 

 
For safety reasons, your cell phone should always be switched to: 

• Off • Non-transmitting (flight) mode 

When you are on-campus and students are in class. 

 
Some frequencies have been known to interfere with beauty therapy equipment. This can include 

inducing shocks and, in rare cases, electrocution. We don’t want that to happen to anyone, and 

we’re sure you don’t either. 
 

 
 

 
 

 
 

 
 

Your Workplace First Aid Certificate 
• This workplace first aid certificate is due by the first day of your programme. 

• Your workplace first aid certificate must be current throughout your time studying with 
us. 

• If you don’t have your workplace first aid certificate, you must complete it as soon as 

possible. 

• Email or bring in evidence to the Operations team. 

• If you still don’t have a workplace first aid certificate, see the Student Liaison Officer 
immediately for a possible extension to your due date. 

• You cannot delay this past the end date of your programme or you will fail. 
  

Sleeping or silent modes still transmit. 

We bear no responsibility if your cell phone is on and our equipment malfunctions, injuring, 

disabling, et cetera you, a classmate, a client, team member, ore member of the general 
public. 

 
We bear no responsibility if your cell phone is on and our equipment malfunctions, delaying 

or stopping that lesson for the day. 

If too many students have their cell phones on, we will ban all cell phones on campus. 

Best rule: turn your cell phone to flight mode or off as you put your bag into the cubbyhole. 
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Your Programme and Your Study 
Your commitment to your programme and to studying and practicing routines for your programme 

outside of class hours should be one of your highest priorities. 

 
You should be putting in the following number of hours for your programme per week. 

 

Programme 

Inside class 
(hours per week) 

Outside class 
(hours per week) 

Total 
hours per week 

Entire programme 
First 12 
months 

Last 6 
months 

First 12 
months 

Last 6 
months 

New Zealand Certificate 

and Diploma in Beauty 

Therapy (Level 5) [CO3691] 

20 10 – 15 15 – 20 30 – 35 35 – 40  

Programme 
First 6 

months 

Last 6 

months 

First 6 

months 

Last 6 

months 

First 6 

months 

Last 6 

months 

New Zealand Certificate in 
Nail Technology (Level 4) 

[NZ3443] 

22 8* 12.5 – 15 20 – 25 34.5 – 37 28 – 33 

 

You need to put the time and effort into your programme, both on campus and off campus, to 
achieve and succeed. Tutors can tell if you are not studying or practicing routines at home. You owe 

it to yourself, your classmates, and your tutors to show up prepared with both knowledge and skills. 

 
In your outside class hours, you should be: 

• Reading the chapters or text your 

tutors have assigned you 

• Fully completing your assignments, 

ready to be turned in 

• Studying 

• Reviewing tasks and lectures on our 

Moodle site (beauty therapy only) 

• Practicing routines and treatments 

• Documenting treatments on case 

study forms 

• Cleaning up your case study forms 

• Creating and tidying up your portfolio 

(nail technology only) 

• Taking further notes and undertaking 

further study 

• Preparing for class (studying, making 

sure routines are up to speed) 

 

You should try to remain on top of your study and your assignments. If you feel rusty in an area, 
practice it or study it. 

 

 
 

* Indicates New Zealand Certificate in Nail Technology students will have to come two Fridays per 
month to meet with a team member to discuss and review their portfolio entries and review skills. 

We only allow a certain number of hours you can be absent before you fail the programme. 
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Your Study Routine 
Routine is an important part in successful study and many other disciplines. 

 
Routine isn’t to say you need to do the same thing at the same time every day, but it is important to 

have a schedule that mirrors a similar routine from week to week. 

 
For example, a weekly study routine can look like this: 

 

 Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

9 – 12  Class Class Class Class Class  

12 – 3 Study Class Class Class Class Class  

3 – 6   Study Study   Study 

6 – 9 Study Study   Study   

 
See how the study routine doesn’t always have the study at the same time every day? 

 

Setting down a routine can strongly reinforce your learning and make your brain and body know 
when it’s time to shift gears into “study and practice” mode. 

 

With your routine, it’s important to give yourself some buffer time between other events or 
commitments in your life and your study time. An example of buffer time could be the time it takes 

you to walk in your door, put your belongings away, have a glass of water, and make your way to 

your study space. 
 

It’s important to also take breaks. Trying to “cram” or engage in too much study in a short space of 
time sometimes can be detrimental to a person retaining that knowledge. 

 

Your Study Spaces 
Just like a study routine is important, where you study is important as well. This not only refers to the 
room or place you are studying in but also the surfaces and furniture you are studying at too. 

Your Study Spaces for Theory, Reading, and Written Assignments 

Having a clutter-free work surface helps immensely as it helps focus your mind. This can be a desk, 

a dining room table, or a breakfast bar in your kitchen area. Like having consistency in your study 

routine is important, having a consistent place or places where you study is also important. 
 

If you can set up your study space with all the supplies you need – laptop or computer, pens and 

pencils, paper, good lighting, good ventilation and atmosphere (not too hot, not too cold, not too 
draughty), a nice, comfy chair – all the better for you. This means you can sit down and start 

studying right away without having to set up each time. 
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You should also have a distraction-free or distraction-light area to study in. Some people find 

minimal or no noise beneficial, so a room where you can hunker down and be in your own 
headspace can give you the maximum impact for your learning. 

 

Remember you’ll have to clean the area at least once a week too, so make some time in your weekly 
routine to fit that in with your housework duties. 

 

 

Your Study Spaces for Practical Treatments 

Like your study space for your theory work, having a clutter-free work surface helps for your 

practical treatments. Besides ensuring you look after the hygiene, health and safety measures, a 
clutter-free work surface helps keep you and your client calm and focussed. 

 

You’ll need a stable surface to work on, whether this is a treatment bed for facials and waxing or a 
table for manicure treatments. Good lighting and a nice, relaxing atmosphere help too. Adequate 

ventilation keeps the air flowing and reduces chemical fumes from treatments using chemicals like 
nail polish. The area should be warm and private. 

 

Remember you’ll want to have adequate access to water and your supplies like products and 
implements. And don’t forget that for some treatments, you’ll need a comfy stool or seat to work 

from. 

 
If you have a spare area where you are living that you can set up as a dedicated clinic room, this 

would be ideal. You can then have some or all your equipment set up and ready to go. This means 

you can get right to the treatment after taking care of the necessities like consultation and preparing 
your products, water (if needed) and so forth for the treatment itself. 

 

It’s extremely important to keep any study spaces you use to perform practical treatments in clean 
and hygienic, as well as free from health and safety hazards. You should clean the area immediately 

before and immediately after the treatment as well as at least once a week too as a part of your 

normal housework duties. 
 

  

It’s important to avoid social media or other online distractions while studying. 
 

Put your phone away and on “Do Not Disturb”. 
 

If you’re working on a computer or laptop, try to use it in focus mode or focus on the tasks 

at hand for you. 
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Your Study Groups 
Forming a study group can help you and your classmates discuss ideas and learn from one another. 

Sometimes, your classmates might have a unique way of explaining knowledge or demonstrating 
skills that will help you understand better.  

 

There are different ways of engaging in a study group. They are: 

Online • Snapchat 

• Facebook group 

• Messenger (Facebook / Instagram) 

• WhatsApp 

In person • Meeting at each other’s flats and houses 

• Felt safer, quieter. 

• Helped them focus in a safe environment 

Both online and in 
person 

• You can combine both methods for optimum blended experience 

• Really helps for those who have kids or have a variable work 

schedule 

 

No matter which way you and your classmates choose, it is super important you don’t feel alone on 
your educational journey. 

 

Your Efforts 
You should always remain on top of your studies. This means fulfilling your hours both inside and 
outside of class. 

 

You need to practice your practical treatments and study and complete your assignments at home, 
outside of class time. 

 

You will struggle to be a competent and confident beauty therapist or nail technician if you do not 
practice your practical treatments and study your books and notes outside of class time. 

 

 
 

  

If you do not practice your practical treatments at home and / or 

if you do not study and do your assignments at home, 

you may not pass your programme. 
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Your Mental and Physical Wellbeing 
We all benefit from good mental and physical wellbeing. By keeping ourselves in a “good space” 
both mentally and physically, we can learn and engage better both in our studies and in everyday 

life. It’s important to look after yourself and your wellbeing while studying with us so you can be at 
the top of your game as often as possible. 

 

This is not to say there won’t be stressful times or times where you feel unwell during your 
programme. But by keeping yourself as well as possible generally during your time studying with us 

can help you through the more difficult times. 

 
We discuss mental and physical wellbeing more in the Student Support and Welfare section. 

 

Keep Communication Open and Flowing 
Communication is important in all aspects of our lives, and you should keep communication open 
and flowing with us. You also need to be honest and transparent. We can only help you if we know 

you need help, and the best way we can help is when we know the truth and weight of the situation. 

 
If you have a problem, come talk to us. We usually can do something about it, or we can point you in 

the right direction to someone who can help you if we can’t help. 

 
Communication is key in our industry. We need to be able to get our ideas and thoughts across in a 

clear and concise manner, and we need to be able to listen and understand what others are trying to 

say to us. This helps us all ensure we agree on a treatment, understand the way forward in treatment 
plans, and avoid acting where there might be hazards or safety issues, like contraindications to a 

treatment. 

 

Keep Learning 
We grow as people by continuing to learn throughout our lives. Learning is one important facet on 

how to stay mentally active and youthful. 

 
Aspects of our lives change too. Look at the evolution of cell phones, for example, and our reliance 

on them. Like life, our industry and our careers can change as time goes by too. 

 
Your programme teaches you a core set of skills and knowledge you can use and expand upon while 

you are active in the industry. You can add new skills and new knowledge to your existing skills and 

knowledge to help round out the treatments and advice you can offer your clients. 
 

Keep learning. No matter if you’ve been in this industry for 5 minutes or 50 years, it’s important to 

keep learning.




