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A Word About our Complaint/Dispute Resolution Process

We want to insure a positive educational environment to maximize your
potential, Help us help you achieve your goals for success.

If'you have a concern, question, or complaint about a policy, an employee, or
any other matter here at the Academy of Hair Technology, our internal
complaint procedure is outlined on pages 3 and 4 of your Student Handbook
and exists to solve your problems. We employ an cutside person,
Mr.GradyThompson to help resolve any problems you may experience at the
school. Youmay contact him at 370-2880 1o falk to him or schedule an
appointment. Tfyou bave an fssue relating to the Student Contract, you may
call our attorney or pursue satisfaction through the arbitration process (refer
to your Student Contract). Mr. Thompson will provide you with the
information you need.
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A MESSAGE from the PRESIDENT

Today our industry is more fashien oriented than ever before. We need people who are
looking for a challenge, have an eye for style and fashion, and who are looking for a
financially rewarding professicnal career.

Your creative talents can make all the difference in your life if you combine your
talent with personal discipline and if you properly develop your talents. If you are
gerious about a career in hair, we, at the Academy, can help you. Remember, if you
chose our school you will need to be a serious student who is also willing to keep up
with the latest fashion trends. Ours is, after all, an Image Industry!

We offer the most progressive training available anywhere. In doing so, we have
developed very structured programs. While every reputable school will provide the
necessary training that will give you the knowledge to pass licensing/certification
Boards/Exams, our training goes way beyond these fundamentals. Area owners have
expressed consistent surprise over the advanced concepts our students learn and
master while in school. However, our school is not for everyone. To benefit from this
type of program, a student must attend regularly and make-up missed work within
two weeks. Not everyone has this type of personal discipline or commitment to
excellence. We expect the students at the Academy of Hair Technology, furthermore
known as AIIT, to be amenable to our structured curmiculum.

There are few decisions you will make in life that are as important or more impacting
on your future as the choice of where to go to school. You owe it to yourself to shop
around. Before you decide which school to attend, visit all the other schools in the
area and eliminate those that just do not feel right to you. While visiting a school, ask
to see the statistics prepared by the State Board showing the school's pass/fail rate on
their exam. Summary statistics are sent to each school on a quarterly basis. We are
proud of our success and will be glad to let you review all of ours. Ask them if they
are accredited. Statistically, unaccredited schools tend to be more unstable. In
addition, even if you are not interested in financial aid, you receive tax credits on the
tuition you pay only if the school is accredited. Next, talk to owners at the types of
businesses you would like to work and ask them which one school they would
recommend and why. If you do these things, you can make an informed choice. Best
of luck in all your future endeavors. If you decide to choose our school, our entire
staff will work with you to help you achieve your greatest potential.

Sincerely,

James W. King, Jr. President
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HISTORY

The Academy was originally opened in 1984 in Powdersville, SC, and moved
to Greenville, SC in 1987. It moved to its current location in Vaughan's Plaza
on June I, 1993. The SC Board of Cosmetology has licensed it since it opened
and it has been continuously accredited by the National Accrediting
Commission of Career Arts & Sciences since 1987, The US Department of
Education certifies it to participate in Title-IV Financial Aid programs for any
600 hours or more program., It's cosmetology program is approved for
Veterans training and by the SC Vocational Rehabilitation Agency. The school
has also been approved by INS to accept foreign students (student visas). The
school became a PIVOT POINT Member School in 1992, In addition, it is a
RED KEN Premiere School. The school is a member of the American
Association of Cosmetology Schools (AACS) and the Better Business Bureau
(BBB) The school sponsors and provides advanced training to students
interested in competing at regional, state, national, and world hair
competitions. .

MISSION STATEMENT/PURPOSE/OBJECTIVES

Our mission a the Academy of Hair Technology is to educate and train
students to pass the state licensing examination necessary to become nail
technicians, estheticians or cosmetologists as well as prepare our students to
become productive, successful and professional in these fields.

BUSINESS ORGANIZATION

The Academy is organized as a profit proprietary business venture. It is solely
owned and managed by James W. King, Jr., Robert C. MacElhiney and Ervin
Smith. An Advisory Board consisting of the Academy's owners, faculty and
staff area salon owners, and professionals representing the programs of study
the college provides review and have input in the curricula, school policies,
and planning objectives for the Academy. It meets at least once a year.

FACILITIES

The Academy consists of over 8,789 square feet with classrooms,
offices., an esthetics demonstration area with shower, two additional
skin care rooms, a dedicated nail practical area, lounge, and
cosmetology practical stations at 3 715 East North Street, Suite F;
Greenville, South Carolina. The Academy has modem and up-to-date
equipment including audio-visual training aids such as VCR's,

As a Pivot Point (™) school, our cosmetology and esthetician students
are given access to Pivot Points ("™) computer-based lab material which
allows them to see and review all the textual material as well as the
training aids used in class and series of tests.

We also provide each student with access to our AHT application which
allows students to view their progress though the program on-line to
monitor their attendance, written exam and practical exam grades and
their progress in the clinic exercises they engage in as well as access to
our resource library at this location. All school training, both theory and
practical are conducted here,

ACCREDITATION AND LICENSING

The Academy of Hair Technology is accredited by the National
Accrediting Commission of Career Arts and Sciences; 3015 Colvin
Street, Alexandra, Virginia 22314, ((703) 600-7600) which is recognized
by the US Department of Education as the national accrediting agency
for private Cosmetology schools.

The Academy is licensed by the South Carolina Department of Labor,
Licensing and Regulations, Board of Cosmetology; 110 Centerview
Drive; Columbia, South Carolina 29211 ((803) 896-4494).

The cosmetology program is approved for Veterans Training and by the
South Carolina Department of Vocational Rehabilitation.

The credentials for licensing and accreditation are posted in the back
hall of our facilities.



- ) PIVOT POINT INTERNATIONAL

When you enroll in our cosmetology program at the Academy of Hair Technology,
a Pivot Point~ Member School, you get the edge. You get the benefit of praven
trafning techniques developed and tested over 25 years, Pivot Point has aver 2,000
member schools in 42 countries and a well-earned reputation as being a premiere
training program.

{f you have a flair for hair, you'll love being a hair dresser. First you’ll need to
understand the basic concepts behind cutting and designing. Pivot Point developed
its own training method, a system of learning that revolutionized hair and beauty
education. Yan learn by seeing, hearing and doing. Everything is presented in a
easy-to-understand way that lets you really grasp what you are learning.

As a Pivot Point graduate you'll receive two vouchers valued at a total of $1,000 as
part of your tuition. These can be applied towards advanced, hands-on workshops
at the Pivot Point Center in Chicago, a world~-renowned advanced leaming center.

Qur training is so different than that offered by other area schoals, that we feel
certain you will be able to see the difference by just visiting us for five minutes.

~Pivot Pont is a trade mark of Pivot Peint International, Chicago, Illinois.

“A LITTLE OFF THE TOP”

A “Little Off the Top” is a seminar developed by Michael Cole, one of the leaders in
motivation and sales development in the beauty industry. The Academy teaches this
seminar to all its cosmetology students to help them become more successful as 2
professional when they graduate. The program teaches how 1o build clientele, increase
chemical services, increase retail sales, and how to plan for your success,

Michael Cole has made this seminar available to professionals at advanced training
workshops. Those who have attended it report an average of a 30% net increase in
their business within six months after completing the workshop.

“A Little Off The Top” is copyrighted by Michael Cole
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PEOPLE SKILLS
(Your Guide to Salon Success)

Peaple skills: where would we be without them? Every day, we interact with
hundreds of peaple on both the personal and professional level, usually taking for
granted the skills required to make each interaction successful. The extent to
which our lives are satisfying and fulfilling often hinges on our knowledge of
people skills.

As industry research points out, as much as 80 to 85 percent of your success
depends on your ability to deal effectively with people--your clients and co-
workers. For this reason, the Academy offers & course in People Skills which we
believe will make a difference in your success.

EDUCATION DAYS

The Academy supplements student training with frequent guest lectures on
different aspects of the industry. Leeturers include professional practitioners,
salon owners, governmental officials, and manufacturers’ representatives. They
offer insight into the “real world” of the cosmetologist, estheticians and nail
technician and provide insight about being successful. This bonus to our
curriculum is an important benefit to our students.
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PROFESSIONAL PRODUCT LINE

in the salon, almost all your business involves a product of some type. The Academy
{s 2 REDKEN Premiere School and Bioelements School.

CLLASS S1ZE
The student to teacher ratio never exceeds 20:1

CLASS SCHEDULES

We define an Academic year as 9060 clock hours of instruction over a period of at
least thirty weeks and the program of cosmetology requires a minimum 13500 clock
hours to complete. The nail technician program requires a minimum of 300 clock
hours to complete. The esthetics program requires a minimum of 600 clock hours to
complete,

Cosmetology Program (scheduled 30 hours per week)
9:00am - 5:00pm, Tuesday through Friday

Cosmetology Program (scheduled 24 hours per week)
9:00am - 3:30pm, Tuesday through Friday

{ A half hour lunch break is scheduled off the clock}. A student on this schedule is
scheduled to complete an academic year in thirty two weeks and the eatire 1500 hour
cosmetology program in fifty-four weeks taking into account any inclement weather
or school holidays.

Three-Quarters Esthetician Program {scheduled 20 hours per week)
9:00am - 2:30pm  (Monday through Thursday
5:30pm ~10:30pm, Monday through Thursday

{A half hour lunch break is scheduled off the elock for the day program. There is no
lunch break scheduled in the evening program). A student on this schedule is
scheduled to complete an academic year in forty-five weeks, but since this program is
only 600 hours, it would be completed in thirty-two weeks, not taking into account
any inclement weather or school holidays..

,Half-timpe Nail Technician Program (scheduled 12 hours per week)
6:00pm - 10:00pm, Tuesday through Thursday

CLASS SCHEDULES, cont'd.

{There is no lunch break scheduled). A student on this schedule would be
scheduled to complete an academic year in seventy-five weeks, but since this
program is anly 300 hours, it would be completed in twenty-five weeks at this
rate, again not taking into account any inclement weather or school holidays,

The school Is open Monday through Friday, fifty-two weeks a year.  The school
does not offer flex-time and expecis students to attend according to their
conliracled schedules. Cosmetology stidents are allowed 30 extra hours 1o
complete the program at no charge. Cosmetology students are allowed 30 extra
hours (beyond the 1500 scheduled hours) to complete the program af no extra
charge. Esthetics students are allowed 40 extra hours and nall technicians are
aflowed 24 extra hours to complete their respective programs af no extra charge.

STATE BOARD PREPARATION

Pre-boards are scheduled several times prior to the student completing the
prescribed program of study. These exams are designed to stimnlate the staie
board exam in every way and provide feedback to the staffand the student on
how well they are learning the required material. Cosmetologists must compleze
at least three such exams, passing all phases of the last one. Esthetics and nail
technician students must complete at least two such exams, passing all phases of
al least the last one.

STATE BOARD EXAMS

Prior to being licensed, the student must pass both a written and practical exam
administered under the auspice of the SC Board of Cosmetology in Columbia,
SC.

The student must pass the written exam prior to being scheduled to take the
practical exam. These exams are normally scheduled at least monthly and are in
twa parts. To be certified by the school, the student’s payments and course must
be completed.
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HOLIDAYS
The Academy is closed on the following holidays:

New Year’s Day Independence Day Thanksgiving

Chrisimas

In addition, it is closed the Friday following Thanksgiving, Christmas Eve, and the day
following Christinas. Esthetiefans and Nail Technicians will be off New Year’s Eve
instead of New Vear*s day because these are both night programs.

INCLEMENT WEATHER

As a post secondary institution, normally classes are not canceled because of inclement
weather. If fhe school owners decide that weather conditions are too severe, we will
notify the local media. Please listen {o the radio and television for information
coneerning such closing. Generally, we will be off when Furman, Bob Jones,
Clemson, and USC-Spartauburg have all cancelled their classes.

ENROLLAMENTS

A smudent must enroll at the beginning of a class unit. Essentially, a new class starts
every six weeks, with orientation being on Monday. Because start dates are not the
same day of each month, a perspective student should call the schoo!' s office for the
next start date. A student may start at the beginning of any unit, but must attend an
orientation day before enrolling. Orientation is usually held on the Monday before
the beginning of a particular unil. Orientation usually lasts five hours and is
mandatory but does not count as part of any program.

ADMISSIONS REQUIREMENTS

Individuals wishing to enter the Academy must fulfill the following requirements to
be considered for acceptance:

A. Visit the Admissions Officer to discuss career objectives, the Academy's program
offerings, and tour the facilities. Students are encouraged to visit the school with their
parents or spouse. An appointmest is not required but visits should be between
10:30am -~ 3:30pm, Tuesday through Friday.

Admission Requirements, cent’d Page 5
B. Fill out in detail an Application for Admissions and other forms as
required. These forms must be filied in by the student without assistance.

C. Ali students must fumish proof of former education by providing a copy of histher
(licensed/zecredited) high schoot diploma, (licensed/aceredited) high school trinscript showing
completion of 12* grade, or GED Certificate, Students who attended schoal outside of the United
States must have evidence that verification of a foreign student®s high school diploma has been
performed by agency that is qualified 10 translate documents into Enplish and eonfitm the academic
equivalence to a U.S. high school diploma. (The agency must be approved by the SC Board of
Cosmeiology). A fes is charged by such venders, The amount varics and can best be ascertained
from them by the student. The school has a list of approved vendors as welt as their contact numbers.
Credentialing must alse be completed prior to starting class,

In addidion, the college allows for u limited number high schoo! students wha meef this
requirement to enrcll in its nail dechnician program, which does not qualify for financial aid, who
are at least sixieen yeors of age and have completed the tenth prade in sehaol s demonsitated o
high school transeript for grades eompleted,

D. Since licensing is restricted to candidates who can demonstrate a proficien cy
with reading, writing and speaking English, a smdent must demonstrate such to
the satisfaction of the Academy prior to being accepted.

Acceplance is based on an overall assessment of a candidate's qualifications,
interest, artistic sense, maturity, and appearance. Once these requirements are
completed and a decision made, the Academy will inform the applicant of
acceptance 1o the school either in person or in writing If, in the opinion of the
Academy staff, the docurents provided are suspicious, an attempt to validate
them will be made but reviewing information on the web and/or asking for
additional documentation such as actual transcripts. If not satisfied, the student
will be denied admissions. The decision by the Academy if final and is not
subject to appeal.

Enrollment sizes depending on the space available, time of year, and the rotation
of training. Never will there be more than 20 students under the supervision of
any one instructor. The average student to teacher ratio at the Academy is less
than 20:1.

The Academy does not discriminate and admits students of any sex, age,
raee, eblor, ethnic origin, or religion. The physical facilities meet or exceed
disability access laws. The Academy's admission policy does not discriminate
against disabled people except where the person's disability would limit that
person's ability to do the reguired job tasks.

Generally, the Academy feels that a student should complete the program of study
at the school first enrolled in and does not encourage transfers. Because of their
short tength, no transfers into our Esthetics or Nail Technician program will be
considered.
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Cosmetology students wanting to tansfer will be evaluated on a case-by-case basis
and we will not transfer rore than 750 hours. More over, any siudent pradvating
fram the Academy must meet alf its graduation requitements. Because of the relative
shoriness of our estheties and nail technician programs, we will not consider any
transfer credits,

CONDITYONS FOR RE- ENTRANCE
Students whaose aducation is nterrupted from school for either voluntary, academic or

disciplinary reasons may be considered for e enroflment after a period of 90-days on
a space available basis.

TUITION AND FEES (FY 2024/2025)

COSMETOLOGY PROGRAM

Application Fee 5 100
Tuition {0-450) 54,170
Tuition (451-900) 54,170

Tuition (901-1200) $£2,780
Tuition (1201-1500) £2,780
(£9.27 per hour for program, otherwise $12.00 per hour)

Towal Cost Tor the Cosmetology Program $14,000

‘Tuition includes the cost of all training and texts required for the completion of the
program. Student may elect to purchase training kits, material and equipment required
for use in the course (and/or to take the practical portion of the state administered by
the vendor selected by the state) these fems which are required to participate in the
training program from any source they want, Students can eleet to purchase these
from us for $750. The texts are loaned for the unrestricted use of the student at no
charge.

ESTHETICS FROGRAM

Appiication Fee 3 100 Tuition
(Tuitlon 300-300)"" £3,150
Tuition (301-680) §3, 150
{39.84 per hour for program otherwise 311.80 per hour)

Total Cost for the Esthetics Program. 36,400

The tuition and fees includs the cost of all materials and supplies
used by the student for training purposes while 2 student. A Student
can expect to purpose materisis to practice and take the state heard
practical exam (approx one hundred and fiity dollars) The texts are
loaned for the upyestricted use of the student at no charge, Sludents ave required
to purchase capper serubs (o wear while in school. The texts are loaned for the
unrestricted use of the student at no charge.

NAIL TECHNICIAN PROGRAM

Application Fee 3 oo
Tuition 51,700
(52.00 per hour for program, otherwise $10.00 per hour)

Total Cost for Program the Nail Technician Programn 31,800

Tuition includes the cost of texts required for the complelion of the program. Na
provision is made for training kits, material and equipment required for use in the
course or to take the practical portion of the state administerad by the vendor
selected by (he state. Students should expect to spend $350 to procure these items
which are reguired to participate in the training program. The texis are foaned for
the unrestricted use of the student at no charge.

Exira Required Costs Not Covered

Students who fail to complete their training within the scheduled contracted
period {Cosmetology: 1530 hours; Esthetics: 640, Mail Technician: 340 hours)
because of any reason, are charged an additional $5.00 per hour for each exira
hour of instruction provided.
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All students must purchase all supplies and equipment necessary for the training
before each unit is tavght. A list of required equipment and supplies needed will be
furnished by the instructor at least one week before needed,

These Figures do not include the examination or licensing fees. As of the date of this
catalog, the examination fee for programs under the Cosmetology Board is $175
which must be paid by certified check or money order made out to the order of
Professional Credentialing Service (PCS). The written portion of the licensing exam
can be taken locally, the practical portion of the test is administered centrally in
Columbia. These fees are subject to change and the current fee is available through
the admission’s office. Cosmetology related examinations are administered in two
parts in Columbia, South Carolina, After passing the written exam, a student will be
scheduled for the practical exam. Students are also responsible for their own
wansportation to the test site and many students decide to drive up early and spend the
night.

Cosmetology, Esthetics and Nail Technician Graduates who fail to pass the State
Board two times must document additional training prior to being allowed to sit for
the Board exam again, This training will be provided at no additional cost to our
graduates. Students who fail a fifth time will not be allowed to take the exam again
without repeating the entire program. Such students should carefully weigh whether
they shrould pursue this career any further,

Non-Mandatory Costs That Are Not Covered

Addition costs which a student may elect o incur relate to those associated with
artending advanced training sessions not conducted at the school during regularly
scheduled hours, upgrade on the quality of and additional equipment and tools, and
fees and expenses related to competing at state, national and intemnational events, In
addition, from time to time the school schedules optienal advanced cutting classes for
its cosmetology students. Cosmetology students interested in attending these
advanced ciasses must procure additional manikins. None of these events, upgrades
or additional equipment are required and the costs associated with

Students are expected to secure all texts and equipment issued for use at the school in
the locker issued to them and must purchase a replacement for any such items lost or
destroyed at the current price charged to the schoo} (school will provide
documentation of cost) or purchasing such at an area beauty supply store.

Students enrolling are required to sign an Enroliment Agreement before starting
actual training during orientation. The Enrollment Agreement is a

contract between the school and the student. Students under the legai age to negotiate
contracts {17), must have their parents co-sign this agreement as well.

Normal Living Cosis Which Are Not Covered, continued

In addition to the costs outlined above, it is recognized that students will incur
those expenses normally required to live. In addition, the student will have to
purchase clothes that meet the uniform requirements of the school which vary
depending on the program of study. Cosmetologists are required to wear black
pantsfstacksfskirt (if a skit is worn, it must cover the knees and be worn with
nylon hose) with black or brown leather shoes that cover the entire foot. In
addition, they must wear a black Iab coat that covers the knees and is buttoned.
Alernatively, a school T-shirz (not provided) may be purchased to wear in lieu of
the 1ab coat. Esthetics and nail technician students must wear a white uniform
with a white lab coat and white leather shoes covering the entire foot. All
students must wear a schoo! provided name tag which identifies them as 2
student. We estimate that the minimum a student who is not living with his/her
parents while attending schoof should budget for room and board while in school
would be $954 per month. For miscellaneous personal expenses we feel this
student should budget $403 per moth. Transportation will vary with the distance
to the school, but $208 per month should be budgeted. A student who is still
iiving with his/'her parents while in school should budget $381 per month for
room: and board, $215 per month for miscellaneous personal expenses, and $208
per month for transportation. Estimates are based on completing the program as
an accelerated student in twelve months.

Fines

1Fa studemt is sited during a state Board school inspection for not being in proper
uniform or a safety/sanitation issue, that fine will be passed on 10 the student.
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Cosmetology, Esthetics and Nail Technology are dynamic careers! They enjoy the
recognition of being professions and its practitioners have specialized skills and
knowledge that is always in public demand. Various carser avenues are available for
both cosmetologist and nail technicians. In the area of management, these include:
salon ovwner, salon manager and wholesale sales. In the area of education, these
include: instructor, educational researcher, school administrator, educational director,
school admissions, and scheool owner. In what can be considered artistry,
cosmetologists can work in makeup, styling, color, pedicures, manicures, platform
work, and as a competitive stylist. Estheticians can work in salons, skin salons, day
spas, and for dermatologists, Nail technicians can work In manicure, pedicure,
artificial nails, nail art, platform work, and as a competitive artist. Other related fields
include product research, cruise ship salons, photography, and modeling,
Cosmetologist are licensed to work as a cosmetologist, nail technician and esthetician.

A recent national survey* of salon owners and stylists has good news for
you! As a futore cosmetologist, esthetician or nail technician graduate
you can:

> Join a booming industry with oodles of jobs. There are almost
three openingsfor every new trained professional!

- Enjoy a salary that’s way above national average for all
occupations. The average annual salary for a full-time,
experienced cosmetologist is $36,0001

L4 Choose to work either full-time or pari-time. Currently 62
percent-of salonemployees work fisli-time, 24 percent work part-
time, and 14 percent are booth renters.

So, if you want.a high-paying, flexible career that is filled with
apportunities, CHOOSE A:COSMETOLOGY RELATED FIELD!

* Statistics based on Job Demand Survey conducted by the
National Accrediting Commission of Career Arts & Sciences and Career
World, Vol 26, No 5.
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CAREER ENRICHMENT AND GROWTH

The programs-offered by the Acadeny lead to exciting career fislds. Since each
person is truly different, no two services ate ever the same. Your knowledge must
constantly be-updated if you are to be saccessful. Besides completing a required
continuing education class of six-hours a year;  opportunities exist to attend seminars,
training sessions and shows nationally and internationally.

A wide range-of careers in-cosmetology; esthetics and pails exists. A stylist can choose
to generalize.ovspecialize-in specific areas she orhe partienlarly enjoys, such as cuts or
chemical services. A estheticiam can elect to specialize in any-avea of skin care and
make-up. A-nailtechnitianican ¢lect o specialize in any of @ number of artificial nails
techniques-and even-nail-art, - Licensed cosmetologists, estheticians and nail technicians
often chose to become marketing representatives for major cosmetic companies.
Another way torepresent these companies.is-as a platform artist at state, regional,
national; and-international frade shows. By completing additional training, a
cosmetclogist,esthetician or.nsil technician can‘earn an instruetor’s license, The
opportunity-also exists to.open-and un a salon, and through such, having an
opportinity to own a business.
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* SCHOGL FINANCED PAYMENT PLANS

Generally, all tuition required for any unit of instruction along with applicable fees is
required before the first day of class.

If a stucdlent can show that he or she is unable to pay the entire amount by that date but
could pay the entire wition before his/her anticipated graduation date, payment
arrangements between the school and the student can be negotiated on a promissory
note basis. 1n some cases, based on credit reports, a co-stgner will be required. At
the school’s option, the note may have 1o be secured. To ease tracking payments,
whatever payment interval is agreed on (monthly, quarterly, semiannually), the total
tuition for the entire program will be divided equally with the understanding that
monies owed accrue based on hours scheduled rather than the interval payments to
be made, The number of payments will not go beyond the scheduled graduation date
and full payment along with any extra charges will be due before a swdent is certified
as a graduvate.,

When the Academy and the student agree upon a payment plan, we assess no finance
or handling charges, All payments are due on or before the dates agreed and there
will be an $8.00 late charge if a payment is more than ten days late. If the student
does not make a payment within 15 days from the due date, fhe student is subject to
being suspended until the student brings the account current.

The student may pay tuition using cash, checks, money orders or credif cards
accepied by the college.

VOCATIONAL REHABILITATION

The Academy is approved by the SC Vocational Rehabilitation Departinent as an
eligible institution, but has only submitted its cosmetology program for eligihility,
Students who are eligible for funding from this agency need 1o coordinate directly
with their counselor for such. The school may refer students it feels might be
eligible for assistance by that agency as well,

Student eligibility and how much assistance is determined solely by this agency.
Since assistance is never made retroactive, this matter should be fully resolved
before starting school,

VETERANS BENEFITS

Students enrolled in our cosmetology program are eligible to quatify for veterans
henefits for all training provided on the Academy's premises provided they meet
the Veteran's Administration attendance (a_minfmen: of 80% of scheduled
classes) requirements and are otherwise eligible,

Eligibility for, the amount of, and duration of any award is determined solely by
this agency. The school will helip the student in completing his/her application
and will certify initia) and continued eligibility when appropriate. 1t is the
student's responsibility to apply for these funds and to follow up with this agency,

While payment {o the institution is pending from the VA, this school will not
(a) prevent the student’s enrollment, (b) assess a late penalty 1o the swdent, { c)
require the student secure alternative or additional funding, (d) deny the student
access to any resources {(access to class, libraries or other institutional facilities)
available to other students who have satisfied their toition and fee bills to the
institution, however such students may be required to provide Chapter 33
Certificates of Eligibility (or its equivalent) or for Chapter 31, VA VR&E"s
contract with the school on VA Form 28-1905 by the first of the next class.

This agency disburses funds direetly to the student. If any portion of these finds
is intended to be used pay for tuition, it will be the responsibility of the student to
cpordinate such payments,
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TITLE-IV, FEDERAL FINANCIAL AID

The US Department of Education has certified the Academy’s cosmetology and
esthetics program to participate in two broad categories of financial aid programs.
both of which are under Title-1V. Grant programs are monies awarded to a student
and do not reqguire repayments by the sudent. A lending agency may

fund and administer loans by a lending agency and guaranteed by the Government or
the Government may make the loan directly to students and parents through the
school. The student must repay the principle and interest of a loan according to the
terms specified by the lender.

To be eligible to qualify for Federal Student Aid Funds at the Academy, the student
must meet the following basic eligibility requirements:

(1} be an US citizen or eligible non citizen,

{2) be enrolled at least half-time in our cosmetology or esthetics propram.,

{3} have a valid Social Security Number,

(4) make satisfactory academic progress,

(5) sign a statement of educational purpose/certification statement on

refunds and defaults,.

{6} sign a statement of updated informarion if required,

(7) if a male, register with the Selective Service if required,

(8) meei the drug certification requirements,

Page 10}

'Classification: Independent/Dependent

Students who are married, veterans of the US Armed Forces, born before January
17 of the year in which applying for aid and are more than twenty-four, are an
orphan or wards of the court (or were wards of the court until age 18). or have
legal dependents other than a spouse that they support are classified as
independent for the purposes of applying for financial aid in FY 2000/2001.
Generally, all others are considered dependent. Current rules affecting such are
available through the school's financial aid representative in the main schoot
office.

Required Documentation

Before applying for financial aid, we require that the prospective student bring in
records of histher earnings, including a copy of the appropriate income 1ax forms
(1040, 1040A, 1040EZ) and all supporting documents and schedules for the
student, his/her spouse (if married), or histher parents (if dependent) and records
of any other monies that they may have received, including AFDC, ADC, social
seeurity benefits, child support received for all children and any other forms of
uniaxed income and benefits for the student and his/her spouse or parents (if
dependent). In addition, records of saving accounts, retirement accounts, bonds,
and other investments (including business and farm) for the student, hisfher
spouse or parents (if dependent).

If the student has any question concerning what documentation 1o provide, the
school representative, who will help the student complete hisfher financial aid
application, is available to outline the required documentation if desired.

Application Process

Normally, the entire application process will be completed before a prospective

student applies for financial aid.

The first step in applying for this type of assistance is to camplete the school' s
financial aid application, This form requires the student to provide information
that the student should readily know without any reference to other material.

The second step is to complete the Free Application for Federal Student Aid or its
equivalent. This can be done at the school or directly on line
hup:/iwww.fafsa.ed.oov), If you choose to apply at the school, the school's
financial aid representative will be available to answer any pertinent questions the
applicant might have and assist in interpreting what information is requested, but
will not prepare the application for the student, When applying on line, the
school’s code you will be aksed for is 017124, If the student is married {or
dependent), his/her spouse (or parents) must also sign this application. Besides
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bage 11 Federal Aid Application Process, Cont’d.

requiring information that the student should readily know, tax forms and other
records as indicated above, and records of any previous student loans received will be
required to complete this form,

If the student has attended any other post secandary school or institution in the same
fiscal year that aid is being applied for, the student’s aid will be adjusted for any aid
received at the prior schoal. The student will be notified of this adjustrnent, if any,
prior to starting school,

The school's representative may require the student to furnish documentation that he
or she is married or otherwise meets the guidelines for independence status i the
student is independent,

The school's representative may also require the student and hisfher spouse or parents
to complets a verification of data form and provide other supporting documents for
verification by the federal pracessor. This form requires the student to provide
information that the smdent should readily know and information related t¢ income
not reported on tax forms and child support received or given.

PELL GRANT. Besides meeting the general requirements already outlined for
eligibility to receive financial aid, students must not have completed a Bachelor's
degree and must rmeet a needs test as determined by the US Department of BEducation,
Need determines the student’s eligibility and thus the amount of the award, Awards
are based on that portion of an academic year completed or payment period that
overlaps a particular fiscal year (defined as July 1 - June 30). In2010/2011, the
minirum PELL award for 2 full academic year was 400 and the maximum award was
$5550. Current levels are available through the financial aid representative. PELY,
Awards are based on the data filled out on the Free Application for Fedsral Stndent
Aid.

FEDERAL DIRECT LOAN PROGRAM The school originates these loans that are
made by the Federal Government. Application forms for all these loans can be
secured through the school's financial aid officer, It is the policy of the school not 1o
originate a government subsidized student loan until the student has demaonstrated a
serious intent to complete the program by campleting at least one month of school,
The student’s over-all attendance and performance in class will be considered,
Eligibility for student Joans is not finalized unti] they are certified and while future
possible eligibility can be considered when

Federal Aid Application Process, Cont’d,

the student enrolls, the period prior to such certification must be factored in when
developing the structure of how the student will pay for the program enrolling for
the student at the time of matriculatior, .

DIRECT LOANS (Subsidized), Resides meeting the general requirements aiready
outlined for eligibility to receive financial aid, students must meet a needs test as
determined by the US Department of Education, Need determines the amount of
the award, ranging from $1 to $3500 for the first academic year and $3000 for the
portion of a second academic year completed in school. Interest charges and
principal payment for a subsidized loan are deferred until the student has been out
of school for six manths, The application requires information of a general nature
and two personal references. The school has adopted the policy of not cert; fying
this loan until the student has compieted 30 days of training. Award amounts are

subject to change periodically and can be learned through our finaneial aid
representative

DIRECT LOANS (Unsubsidized) Dependent Students applying for this loan must
meet the general requirements already outlined for eligibility to receive financial
aid. This is 2 non-needs based Ioan, the maximum zmount of which can be up to
the cost of education less other financial 2id up to $5500 the first academic year
and $4333 the second less the amount of a Federal DIRECT Subsidized loan the
student qualifies for per academic year. Independent students can be eligible for
ap to $7500 the first academic year and $6000 the second academic year less the
mount of the Federal DIRECT Subsidized Joan the student qualifies for, Unlike
the subsidized loan, however, interest accrues from the date the Joan is disbursed,
Students can elect to defer all payments until they have been out of schoot for six
months. The application for this loan is the same as for the Direct Subsidized
referred to above and the school delays certification of this loan until after the
student has been scheduled 30 days of training,

DIRECT PLUS LOANS. These loans are available to dependent students who are
otherwise eligible to receive Title-IV funds whatever their level of need up to the
amount of the cost of the program not covered by other forms of financia} aid,
The loan is actually made to the student's parents. The loan check is co-payable
to both the borrower and the school. Often the loan will be written to one parent
with the other parent serving as the endorser. To qualify, the parent must have 2
clean credit record and be accepted by Federal Government underwriting the
loan. A PLUS loan goes into Tepayment sixty days after thé check is endorsed
with a minimum monthly payment of $50 to $60 required from that point on,
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page 12 Rights and Responsibilities of Recipients

All financial aid awards are contingent on the student maintaining satisfactory
progress and meeting other eligibility requirements.

Students are responsible for providing accurate information in regard to applying for
financial aid and for notifying the Academy of any changes that may impact on their
continued eligibility, in particular a change in marital status or increase in projected
earning or eligibility for other types of assistance programs. In addition, the student
must notify the Academy of any change in his/her name or address.

Financial aid is intended to ussist the student in meeting those expenses related to
getting an education and any such funds must be used exclusively for this purpose.

A condition for receiving Federal financial aid is that a student agrees that he/she will
not possess, use or distribute controlled substances. This restriction applies not only
while in school but alse while outside of school.

Financial aid awards are tentative until they are actually disbursed and anticipation of
such awards in no way relizves the student of responsibility for any monies owed to
the school until they are received.

Any projection of possible awards across fiscal years are based on the assumptions
that the stident’s over-all situation will not change and that the criteria for eligibility

and amounts of awards will be unchanged.

The school's loss of eligibility to participate in any or 2l] of the Federally funded
programs does not alleviate the student of hisfher responsibility to settle any vnpaid
funds. In such a case, the school might be able to arrange privately financed payment
plans for the student.

If the student receives a loan of any type, he/she is responsible for honoring all the
terms of the loan, including keeping the lender infortned of any changes that may
affect hisfher finuncial aid and In his/ber status in school. Students receiving a loan
will be advised of the conditions of the loan prior to originating the oan application
and prior to any -funds being disbursed. In addition, the student will be reminded of
hisfher loan responsibilities periodically on his/her monthly progress reports and prior
to graduating,

Any funds that are surplus 1o the costs of education may be refunded to the student at
the lime the surplus exists. As an alternative, the school recommends that surpluses
be retained by the school to cover subsequent costs and unexpected charges. Further,
upon graduaiion, the school recommends that any surplus that exists at that time be
“returned to the Jender to reduca the amount of the loan sthe

Rights and Respounsibilities, con t.d
will be responsible for repaying,.

Because of changing availability and terms of financial 2id, students should check
with the school for additional financial aid information.

REFUND POLICIES

This policy applics ta all terminations for any reason,. by either party. including student deeision.
course or program caneellation, or school closure(s})  An applicant rejected by the Acodemy shall be
entitied to a refund of all monies paid (b) 1T aswudent  or in the cose of a student wi is under legal
age, hier/is parent(s} or guordiangs) concels her/his enroliment and demands hefis money back in
writing within three, days of signing an enroliment agreement ur contract, all monies colleeied by the
Academny shalt be refunded (o) If a swdent eancels her/his enrollment after three busmess days. but
prioF 1o entering class, s/e will be entitled 10 a refund of all nonas less an application fee (5100,
wiich is non refundable) () For students who ¢nroll in and begin closs, and laier withdraws m
wriling ar is expelled by the school. except as noted above, a $100 upplication, plus the folowmg
sthedule of charges will zpply

Amount of Total Tuition of current
payment period (in addition to any
payment period charges completed)

Percentage length completed to
Total length of course and/or program
Program or billing period per contract

Owed to the College
01% to 4.9% 20%
5%1t09.9% 30%
10%tc 14.9% 40%
15% 10 24. 9% 45%
25% 10 49.9% 70%
50% or over 100%

The cancellation date wilk be determined by enclier of the postmark on written natification or the
date said information is delivered 1o the school's ndmintstratorfowner in person or the fast day of
atiendance. This policy applies regardless of whether the student has aclually started training or ot
To d ine vefund calcudation, eurollment tine ts defined as the fane tn scheduled hours iy Iapsels between the
rctual staning date and the date of the studeat’s Jast day of attendance 11 thie Acadermy The official cancellanon or
withdrawal date shall cccar on the eailicr of the dates mdicated above A monies due tha spplicont or student shalk
be refinded within 45 days of fenmal cancetlaticn by the studen or format wnmsaton by the Acadeny for any
reasan. including st anending class—wlich shall eceur 501 imore than 15 days from e fast physieal day of
attendance throuuh monilorng clock hank aigndance ot Jeast every tineey days [T stsdent does pot retuem from an
approved eave of absence, e date of withdrawat detenmination shall be il cadier of the documwnted date of retvir
or the date ihe student notifies 1he schoo! that s/Me witl mot retum., ,

Ln the event an efigible Yeteran or ather persen eligitde for Veteran's beneflts falls t eater the coursy, z foll
refund will be it made. If such person withdraws or discontinues any time prise to completion, the apxount
charged for {uition, fees and ather charges shatl not execed the npprosimate pro-rata partion of the rotat
tuitfon, fees and other charges the length of the cempleled portion of the, periad Lears io its ttal lenpth .

1f the student is n recipient of Title-]V funds, the student should renlize that while Funds are dishursed based
an a payment period, they are earmed based on hours cumpteted in u particular payaent period. That s 10
say, that Title-JV funds are carnedd on a straight pro-rata basty, [fa student daes not complete hisAier
cducation, the amount unearned will re retwrned divectly ta the government. s imporiant for the sludent to
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Refund Policies, cont'd

ize that only the amount of finaneial aidd the school is able to retain will be used to credit the student balance nat
the amount thishursed. The total amount the student owes is solely delermined by the refund information reflected
stbuve anit woull be reduced enly by the amount of Title-IV retained und the amount the student has acdually paid
himaerseln

Students are vot sequired ta file applivation for refind

Hile Academy is permanently closed and no longer offening instruction aflee a siedent has enrolled, the stedent shall be
enlstied 10 0 pro-rata refund of wition, BFa course 1s canceled subsequent to 8 smdenr's enraliment, but befere insiruction
has begue, the schood shall at its opiian {2} provide a ful? refund ol all monies paid, or (b) provide for the completion of the
cowrse. 1P course is canceled after Hie siwdent lias enrolled and classes have begen, the schaot shali at its option ()
provide fur e completian ef (he course, (b} participate in A train-ont apreement, or © provide a full refind

1T the: school should pennanently close. ( hes 1 a bond 1n place. a copy of which has been filed with e South Caroling
Bonrd of Cosmetology, for ihie pirpose compensatiag a student eomplering & teatn ottt at avotlser school o' she or he Jias
prepaid any of lerfTus wition (peid for wachiy not provided), Sucl disbirsements veaudd be coordinated by the Board an
first sowne, first serve basis unti the amousnt of he bond was consumed, In addition, 1t bas a tench-out agreement, A tist of
e nasnes of e stadent enrolled, the hours completsd, ameunt paid and celings at the sime e scliog) daged witl be
provided e acercdiing apency.

In case of illness or dsabiing accident, deatl m the immediate fomily, or other citernsiances beyond 1lie controk of dw
stiideut, the Acaderay will make a seithanem whicl 13 reasonable to bath

Studrats are not required to file an application for relund

The student's rights hereuader may not be assigned, but the Academy may sell, assign or transfer
its rights te payment hereunder, but such assignment will not relieve the Academy from its
obligations hereunder. Both parties herete are bound to the fajthful and earnest performance of this
enragllment preement. :

ANY HOLDER OF THIS CONSUMER CREDIT CONTRACT 1S SUBJECT TO ALL CLAIMS
APPLICABLE UNDER THE PROVISIONS OF THE UNIFORM COMMERCIAL CODE AND IS
SUBJECT TO RELEVANT CLAIMS. DEFENSES AND LIMITATION S SET FORTH THERTIN.

IIn the event an eligible Veteran or other person eligible for Veteran's benefits fails to
enter the course. a full refund will be in made. [f such person withdraws or
discontinues any time prior to completion, the amount charged for tuition, fees and
other charges shall not exceed the approximate pro-rata portion of the total wition,
fees and other charges the length of the completed portion of the, period bears to its
total length .

If the stndent is a recipient of Title-1V funds, the student should realize that while funds
are disbursed based on a payment period, they are earned based on hours completed in a
particular payment period. That is {o say, that Title-1V funds are earned on a straight
pro-rata basis, If a student does not complete histher education, the amount unearned
will be returned directly to the goverament. It is imporiant for the student to realize that
onky the amount of finsneial aid the schioel is able to retain will be used to credit the
student balance nol the amount disbursed. The total amount the student owes is solely
determined by the refund information reflected above nnd would be reduced only by the
amaunt of Title-1V retained and the amount the student has actually paid him/herself.

Students are not required 10 file application for refund

Refund Policies, cont’d page 13

If'the Acaderny is permanently closed and no longer offering instruction after a
student has enrolled, the student shall be entitled to a pro-rata refind of tuition. If
& course is canceled subsequent to a student's enrollment, the school shall at its
option (a) provide a full refund of all monies paid, or (b) provide for the
completion of the course,

Ifthe school should permanently close, it has in a bond in place, a copy of which
has been filed with the South Carolina Board of Cosmetology, for the purpose
compensating a student completing a train out at another school if she or he has
prepaid any of her'his nuition (paid for training not provided). Such
disbursements would be coordinated by the Board on a first come, first serve

basis until the amount of the bond was consumed. . A listof the names of the student
entolled, tie hours completed, amount paid and refunds at the time the school closed will be
provided the accrediting ngency.

la case of illness or disabling accident, death in the immediate family, or ather
circumstances beyond the control of the student, the Academy will make a
settlement which is reasonable to both If this situation applies, the institution may
exceed the Minimum Tuition Schedule.

Costs not reflected in the tuition and fees (catalog page 6) are reflected on pages
six through seven are not subject to this policy. Texts are loaned to the student at
no costs and must be retumned in serviceable condition. Equipment is either
purchased directly by the stndent or given to the student in the form of an
advance on expected financial aid. If student who intends to pay for such
equipment with excess financial aid withdraws before a surpius exists the
equipment can be returned for a full credit or the student can elect to purchase the
itlems.

The contract may be 1erminated by written notice through registered or certified
mail. Termination is elfective upon receipt of such notice.

REFUND OF UNEARNED FEDERAL FUNDS

1f a student withdraws from the Academy, a refund of funds withdrawn and
credited to the student's account may be in excess of the tuition and fees earned
See the Academy's Refund Policy above to determine if any refund is duc.

Further, federal funds that are unearned must also be returned. Funds are earned
based on a straight percentage of hours completed or scheduled. If over 60% of
the scheduled hours for any payment period has been achieved, then the entire
amount disbursed for that period is considered to have been earned. [f less than
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€B% has been scheduled, and the student's attendance is 70% or better scheduled
hoUrs can be used to determine the percentage earned, otherwise actualhours are
used. A sample of this policy is available in the financial ald office for review.

{fa refund/repayment/retura is due, the amount to be refunded/returned to Title-IV
accounts will be allocated to unsubsidized Direct or Stafford loans, followed by
subsidized Direet or Stafford Joans, followed by PLUS leans, followed by PELL to
the extent that these funds were disbursed.

1f the refund exceeds that attributable to Title-IV funds, the remaining excess will be
allocated to Votational Rehabilitation followed by the Veterans Administration,
followed by scholarship reimbursement ta the extent that these funds were disbursed.
by other excess would be refunded to the student or student’s parent,

CONFIDENTIALITY OF STUDENT RECORDS

All students are guaranteed the right of access to their grades and records
accumulated in the students file, At the time of such access and review. an instructor
or staff member shall be present for interpretation of the records.

Students are advised that accrediting, state and governmental agencies will have
access to the students” files to conduct program reviews and inspections.

‘Fhe Academy wil not release information to anyone without a written consent form
from the student except as noted above and to parents or guardians if the studentis a
dependent and is a minor,

ACADEMIC POLICIES

The Academy reserves the right to make changes in curriculum, program requirements,
course offerings and all academic regulations whenever, in the judgement of the
faculty, the Director, or the Board of Advisors, such changes are in the best intereste of

the students and the Academy.
Unforeseen circumstances may interfere with the scheduling of a course or program

offering. Students must accept such developments even if doing so will mean a delay
in some of their academic goals or modification of those goals.

rra gy RO s cem =

Advisement/counseling

At any stage in yourtrnining, you wil b assigned to aa instaucter wha1s aso the advisor for the studems enraticd 1n
that seage s well as tie pantiple msteuetor. The it professwonal staff s available 1o sten to iry 1o Tudp yon solve 2t
prablam aswell, All ofus are interestcd in lichping ene sidenis find e way fo be tlis best they can be

Becanse aur slalf mesbers sre snpahelic by nature, thew poat will olways be o Telp yox [ind 3 solation to the prohilen
to whiclt yoit oan comnit, Ulifmalefy, you must take wlatever ccfions arc needed Lo get your lif under conlsal iryon
stz paclieve your goal, bat we can ofien hetp by suggesting slieratlvecanrses ofaction arinking referrals. You will
be pravided 2 copy of Mieir projress repon every siv weeks. This progress reportt niclades information on cuest
alendance, written grades, practical grades and e number oFcnnulnlive etinic services compltied. The advser
assigued ta tie student wilk explain (s materiat with 1l student o Hie fine.

Persons assistance is available to students o ielp sith financiat aid and emplayment apporienities adler graduatfon

Brug prevention sind counseling referrals are availntle frangl the college swil. The Aeademy akie hasa st af
fassianal agencies tn assist studems with gpecific problems il may wasrant professional services beyond the

P
cotlexe's means.

Leave of Abserice Palicy(LOA)

An aufiorized foave ofabsence (LOA}M s & temporaiy istermuption it a swdent's progrm of study. LOA refers 1o the specific
time perind during 8 progrem when & sdent # noLIn ateadance. AnLOA s notrequired ife siudeat is nol inattendance
oty For an instiutfonally scheduled bresk, Howaver, 0 scheduled break may occurduring sa LOA. ALOA mast mect

seriain conditions to be counted o5 & lemparary interrupiion in a student’s cducarion ihstead ofbeing counted s o withdeawal
cequitig an ustizution to perfonta fefund enfeulation Inorderfora LOA o qualifyas an appraved LOA: Alf requests for
haves ofabsence be subminted in advance in wriling and dated, include the reasen for the siodenl’s request {sich 25 health
refated isstes ofilie siudent or an fmmediote family member, & Financial coisis that can be resalved within thie pariod aNowved
for 1 LOA, etc), and include (he student’s signbtue, The student necds to apply in.advance for onLOAunless unforeseen
drepmstances prevect (e student fremdeing so. A LOA may bogranted 10 2 student who did rot provide lhe requast geior to
e LOA <ue to unft i t . [T &e ivstilution o for the reason for s decision © grant the LOA the
data wilbe colleelad from e studeni 3t a later date. It this example, e beginning date of the approved LOA would he
detennined by the inslition to be 1 first date the student was unable o attend the institulion besause of the Recident,

Thestudent must follow the this policy in requesting the LOA Theremust e areasonable oxpectaion that the student will
setum Bom the LOA. Approvalof (e shidents request [or an LOA s ganted ofter the sehoet director fias reviewed fhe
iaformation and signed off approving & The student willnet be assessad any odditiencl institiutional charges v 4 remlt of the
LOA A studens willnot be granted LOAT the LOAogether with any additional leaves of shsenee pieviously pranted
exceed a toral of 180 calendar daysioany 12+otonth period. A sdent granied anT QA that moeis thess sriterinis 1ot
considerad 10 have withdrawn, snd na refund caleulstion issequired at thal time, The student’s conlrct pertod witl be
extended by e same number of days fekenin theLOA. Clunges fo 1k contaet period on tha enrol{xent agreement aust
Be {nfisted by sl partics or an addendim muust be signed 2ad dated by all parics, The withdtawnl date for the purpose of
caleabting a refund if the student does nozretum Bom ihe LOA s the strdest’s jnst day of atfendance

TLLTAI DITOAT N
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Anysiwdent i good stzading who wishes to fibmihe Academy may to 46 3 pesson o by witsys 2 ller (o the Dieectar This
actionan the student’s part wil preszrve the strdeny” srecond and providethe gpbtie re-calerlaler sArgpunpaidbabincelar bosks, wtan

e, payable iomicdiarely {P) i1 10 the coniract plevisions of our Pokcy on Teifon Roltited and Scrdement in tas catzlagy

FRVOLUNTARY TERMINATION

Keside graviions for suspension awtined in tbe section ia is catsto; on SatisTaesory Peopress. a stadent whe vails toattend o feast ohe
etass ow nlcight heduled cutses wit be coasidered 10 Tehdi wtlont notice By fily o [ormally withdraw, the
stdent is e garaniced re-cooliment latee 0 addiven, iy siudent wia [lls 1o siitare 1 Hules and Regulsitens afthe Acadsmy 52
curtined on theenrolfment sontrast and demiled in 152 cotalog, puy besabisel e a suywasion of ap cxpulsen dependngonthe
Grawnsinaces suroundings o violaiket with oiher selevial Teness Studvats suspeadad Kz psare lhan feven consecelive dayswill e
consitered fox re-carolment when I perind of suspension hosbeen fufy satisfied  Studenis
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whom we have expeled will not normally be considered for re-enrollment. Any
unpaid balance for books, tuitton, ete., becomes payable immediately. {Please refer to
the contract provisions or our Policy on Tujtion Refund and Settlement in this
catalog).

Any snspension or expulsion action is subject to the Procedures for Hardling
Complaints pracess cutlined in the schoo) handbook.

COSMETOLOGY CURRICULIM
EDUCATIONAL OBJECTIVES

Stodents enrolled jn our 1580 hours cosmetology program will receive an education
in both theory and practical experience through  cambination of lecture,
demonstration, audio~vidual presentations and hands-on activities designed to (rain
and instruct students in the necessary skilis and knowledge of in phases of cosmetic
art, hair cutting, hair styling, and related procedures and sciences of the cosmetalogy
profession— meeting or exceeding the sequirernents set forth to sit for the state
licensing exsm. The grading procedure is outtined on page 17 of this catalog,

CLASS OUTLINE

Sanitation and Sterilization 45
Personal Hygiene ard Grooming 30
Professionalism--Professional Ethics 33
Public Refations, Salesmanship and Psychology 50
Anatomy 43

Dennatalogy 25

Tricheology 25

Mail SBructors 15

Chermnistry 100

Safety Precautions (Public Safety) 30
Shampoos and Rinses (Safety) 43

Scalp and Hair Carc-Treatments {Safory) 30
HairShaping (Safery) 150

Hair Styling (Safety) 32§

Thermal Pressing Thermal Curling, Higgety, Rolier Placement.
Adolding, Pin Crirling

Naoil Technology (Safety] 23
Chemical (Coid) Waving, Chemical Relaxing or Straightening 225
Hair Tinting (Coloring) and Lightening (Bleaching) 225

COSMETOLOGY CLASS OUTLINE, cont’d

Facial-Skin Care and Make-up (Safety) 30
State Law: Rules, Regulations, Code 13
Threading 10

Unassigned: Spesific Needs 20

A cosmetologist student attending 30 hours per week would be expected to
complete the program {1500 hours) in fifly weeks.

ESTHETIC CHRRICULUM
EDUCATIONAL OBJECTIVES

Students enrolling in our 600 Houy esthetics progrm will rezeive an education in
both theory and practical experiences through a combination of lecture,
demonstration, audio-vidual presentations and hands-on activities designed {0
teain and instruct students in the necessacy skills and knowledge ofall phases of
<kin care and hair removal as well as related procedures within the seop of the
license. Further, the sciences velated to the esthetics profession will also be
covered. The course will meet or exceed the requirements set farth to sit for the
state Jicensing exam. Thegrading procedure is outlined on page 17 ofthis
catalog,

CLASS OUTLINE

Professional and BUsiness Practices...uumsnsammeni 0 BOWIS
Related Soiences {denmatology, nutrition,
and anatomy and psychology)emeeeeissmses.1 50 ROUTS

FACIA] TTEAMNENIS iverererrenserrsmseramssssmeremstrmsissrsenasen 3o L 75 ROUTS

Hair Removal.... w 60 houts
Emwanﬂ.mu.&,mm:nnmh.ﬁw&Ssm.....:......................_..So hours

Body Wraps 40 hows

Rules & Regulations wure} 5 hOULS

An esthetician student attending o a three-quarters basis (i.e., 20 hours per week)
would be expected 10 complete this program within thirty weeks.



MNAIL TECHNICIAN PROGRAM
EDUCATIONAL OBJECTIVES

Students enrolted in our 300 hour nail technician program will receive an education
in both theory and practical experience through a combination of lecture,
demonstration, audic-vidual presentations and hands-on activities designed to train
and instruct students in the necessary skills and knowtedge of manicuring.
pedicuring, advanced nails. nail art and nail maintenance and refated procedures and
sciences. covering both the theorctical and practical aspects of the nail profession—
and meeting or exceeding the requirements set forth to sit for the stale licensing
exam. The grading procedure is outlined on page 17 of'this catalop.

CLASS GUTLINE

Safety and Sanitation............on......50 hoUrs
Anatomy and Physiology...............50 hours
MARICULINZ c1eiems e eemecearncnrsnsecsnnsone ] 6 HOUTS
PediCuring. .cocovverereismerestienconans wee. 8 hours
Advanced Nail Techniques........... 148 hours
Polish Applications......ousresenes -..8 ROUFS
Suceess in the Salof..c..n. ...20 hours.

A nail technician student (attending haif time) would be expected to complete the
program in six months.

SATISFACTORY ACADEMIC PROGRESS POLICY

For a student to continue in school, sthe must be making satisfactory academic
progress as defined herein. A copy of the catalog containing this policy is provided
each student prior to enrolling and is explained during orientation.

Each student is expected o satisfactorily progress through (heir program of sludy
developing advanced levels of skills and thearetical knowledge. At the end of each six
weck session. an informational progress reports will be given to the student that reflecets their
performance on written and practical exams.. over-all attendance, total number of houss
completed. total absent bours accumulated, and total make-up hours credited. In addition,
the report will reflect the balance owed to the school. the date they were scheduled 1o
graduate when they enrolled as well as the computer estimated date of their anticipated
graduation. A projected over-time charge is also provided based on their current rate of
atiendance. Periodically. information coneerning any student loan they may have received is
alse summarized. in addition to this six week report. counseling letters conceming their rae
of astendance. writien exam grade point average, and practical prade poinl average ag well as
other behaviorally related matters and recognition and award citations are

" documénted in a timely manner.
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To meet the specified time frame referenced above, a student must suecessfully complete (with
a"™75" or hetter grade point average) at least two-thirds of the hours attempted. In simple terms.,
the above means that each program must be completed within a maximum time ffame which is
cqual to one and one-half times the rermal time required to complete a program il the student
were 1o receive 4 passing grade in all the hours s/e attempied. That is to say that since a
student who attended the cosmetology {1500 hours) program attending 30-hours per week
colld expect to complete it in tivelve months, the maximum amount of time that a student could
take to complete it would be eighteen months. A student attending 26 hours per week could
expect to complete it in fourieen months and the maximum amount of time to complete it would
be twenty-onc months. Since a student who attended the estheties (600 hours) program onr a
three-quarter-time basis could expect to complete it in thirly weeks, the maximum amount ef
time a student could 1ake to complete the program would be forty-five weeks. A nail technician
{300 hours) student (attending haff time) would be expected to complete the program in twenty-
five weeks, the maximum. amount of time a student could take to complete the program would
be thirty-sever weeks, An cosmetelogy student attending 30 hours per week could complete a
450 hour unit in 3.6 months, and therefore must complete such in 5.5 months while if’ stending
26 hours per week. could complete it in 17.3 weeks and must complele i in 25.95 weeks. |
attending 30 howrs per week, the student could complete 300 hours in ten weeks and therefore
mast complete it in 15 weeks, while if attending 26 hours per week, could complete itin 11.5
weeks and must complete itin 17 weeks,  An esthetics student could complete a 300-hour unit
in 15 weeks. and therelore must complete it in 22.5 weeks, A nail technician could complete a
150-hour unit in twekve and onc-half weeks and therefare must complete it in eighteen and
three-quarter wecks

Students will be notified in writing concerning their status concerning satislaciory progress at
the end of each review peried, A copy of this wriuen notification will be fled in the student’s
scademic file after the student has signed it..

The maximum number of hours that a student has to complete a program 15 150% of the schicduled time
For 1 casmetologist, the student must complete the program within 2,250 scheduled hours, an esthetician
must cornplele the program within 500 scheduled hours and a nail technicizn must complete the program
witlin 450 scheduled hours. Failure to complete the progeam enrolled in within that time period will _
result in the student being dropped. Since during an approved leave of absence a student is not charged
for absences, the contracted completion date and the maximum time period will be extended by
the smne number of days taken in the leave of absence (sue leave of absence policy).
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page 17 Sarisfuctory Academic Progress, Cont’d

Students must maintain a grade peint average of “75™ or better.

GRADING SCALE
A 95-100 Excellent
B 90949 Above Average
C  80-899 Average
D 75799 Below Average
F Below 75  Unsatisfactory

Grades of Incomplete {I) are not given for the program itself or for any segment of the
program {including courses. units. sections, or individual tests), Grades of Incomplete, course
repetition and remedial course work are nat applicable 1o this ype of training and therefore no
policy regarding the effect of each is necessary. If 2 student misses an exam or falls o
complete a praject when scheduled, a grade of 0" will be recorded until the exam/assignment
is completed. No remedial courses e ofiered by the Academy

ST
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Academic Standing

Based on actual hours, at the end of each review period (450, 900. or 1200 for a
cosmetologist, 300-hours for an esthetics and 150 hours for nail technician, your grade
average and cumulative prade point aversge {qualitetive) arc determined and 2 wrilten
cvaluation will be given to each student. In addition. the aitendance percentage {quantitative)
is caleulated. 1€ you mect the following criteria will be considered 10 be making satisfactory
academic progress until the next scheduled evaluation. Transfer hours will be added at the end
of the program and do not enter in to calculations but are counted as both atlempted and
completed for the purpase of determining when the allowable maximum has been reached.
Evaluations periods are based on actual contracied hours at the inslitution. Students whaose
cducation has been temporarily disrupted because of disciplinaty issucs or other matters will
not have these periods counted.

Academy Warning/Probation/Suspension

Cosmetology {total of 1500 hours required 10 complete this program) students who do not
achieve & cumulative {over-all) “15" grade point average at the end of each review peried
{430, 900. 1200 hours) will be placed on Aczdemic Warning for the entire next review
pesiod. An Esthetics (total o[ 600 hours requited 1o complete this program} student who does
not achieve a cumulative (over-att) “75" grade point average at the end of each 300-hr review
periad will be placed on Academic Warning for the next 300-hour block of instruction. Nail
technicians {total of 300 hours required 1o complete this program) whe do aot achieve a
cumulative (over-all) “75" grade point average a1 the end of each 130-hr review will be
placed on Academic Warning for the next 150-hour block of instruction. During that period.
you will be considered to be making satisfactory academic progress and may continue in
schooi and will be eligible to receive Title-IV Financial aid.  If during this perjod there is no
progress and at the end of the Academic Warning period and you have not raised your
cumulative grade point average to a 75" or better, the you then you are subject to being
placed on probation. If you are on probation, you will loose your eligibility to
receive Title-IV Financiat Aid, although this loss can be appealed . The appeal must
be filed in writing prior to the beginning probationary peried and includy 2 detailed plan
of action explaining how you will raise your performance 1o a level of satisfactory progress
during the next similor review period alang with reasons for failing meet this requirement.
stich as recent death of a reiative, a personal injury or iliness, ete. In making such un appeal,
the student must provide docementation supporting the reason(s) given as well asan
explanation explaining what has changed that now allows for achievement of satisfactory
progress at the end of the next review periad. The student will be advised of results of the
appeat and a record will be recorded in the student’s fite. An appeal can only be granted if it
is possible 1o raise the students cumulative grade to above “73" by the end of the review
period in question. A A student who prevails upon appeal will be placed on probation
and considered to be making satisfactory progress until the next scheduled evaluation
period and therefore the student will be eligible for financial aid while probationary
status Failing to do so will result in foss of financial aid andfor suspension.
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A cosmetology student who falls to attend a least sixty-seven percent of the scheduled
class hours at the end of cach review period will be placed on Academic Warning for
the entire next review. An Esthetics student who falls to attend a least sixty-seven
percent of the scheduled class hours at the end of each 300-hour review period will be
placed on Academic Warning for the next 300-hour block of instruction. A nail
technician student who falls to attend a Jeast sixty-seven percent of the scheduled class
hours at the end of each 150-hour review period will be placed on Academic Warning
for the next 150-hour biock of instruction During that time, the yon will be considered
to be making satisfactory progress, may continue in schao! and will be eligible to
receive Title-IV financial aid.. If during this period there is no progress at the end of the
Academic Warning period your cumulative attendance has not been raised to higher
than sixty-seven percent or better, then you then you are subject to being placed on
probation. if you are on probation, you may loose your eligibility to receive Title-IV
Financial Aid, aithough this loss can be appealed . The appeal must be filed prior to the
beginning will be placed on probation and include a detailed plan of action explaining
how you will raise your cumulative aitendance rate o better than sixty-seven percent
during the next similar review period along with reasons for failing meet this
requirement, such as recent death of a relative, a personal injury or fllness, etc. In
making such an appeal, the student must provide documentation supporting the
reason(s) given as well as an explanation explaining what has changed that now atlows
for achievement of satisfactory progress at the end of the next review period. The
student will be advised of results of the appeal and a record will be recarded in the
student’s file. . An appeal can only be granted only if itis possible to rafse the studeals
curnulative pereentage attendance can be raised o above 67% by the end of the review period in
question. A A student who prevails upon appeal will be placed on probation and
considered to be making satisfactory progress until the next scheduled evaluation period
and therefore the student will be eligible for financial aid while on probationary status
Failing to do so will result in Joss of financial aid and/or suspension.

Students who fail to achieve satisfactory academic progress in ay review period can
make satisfactory academic progress again by raising their performance level during the
next period. Students who do not meet the satisfactory academic progress outlined
above will first be placed on Academic Warning and are eligible to receive financial aid.
If the student continues not to make satisfactory progress at the end of the next
evaluation period, they may no longer eligible for Title-IV, HEA program funds, if
applicable, unless the student has prevailed upon an appeal of the determination that
resulted in the status of probation, in which case the student will still be eligible to
receive Title-1V Financial Aid. Students will be notified in writing of the results of such
an appeal and the impacts on the student’s eligibitity for financial aid. A record will be
rec:orded in the student’s file.

. -

Not with standing the above, Veterans benefits for cosmetologists wili be
interrupted for unsatisfactory attendance when accumulated absences, tardies, and
class cuts exceed twenty (20) percent of scheduled class contact hours and will be
ended when they exceed 300 hours.

Students who are faced with a temporary disruption in their education should
review the provisions outlined on page 14 in this catalog concerning our leave of
absence (LOA) policy

COUNSELING

A sludent who is on Academic Warning or probation is counseled verbally each
week and in writing at least once each month conceming her/his need to improve,
At that time the student is reminded of the Academy's policy concerning
Academic Warning, probation and suspension.

A student who is on Academic Warning or probation because hetfhis writien
exam grade average is below "75" is required ta improve het/his grade to a "75"
grade average or higher by the conclusion of the next review period.

A student who is on Academic Warning or probation because her/his practical
work prade average is below 80" to to improve her/his grade to a "80" grade
average or higher by the conclusion of the next review perjod.

While on probation due to poor attendance, you are expected to atiend all classes.
A Veteran's benefits may be reinstated at the beginning of the term following
interruption because of unsatisfactory attendance only when the cause of
unsatisfactory attendance has been removad.

A cosmetology fails to achieve satisfactory progress after being on probation at
the end of the probationary period, and esthetics student after 300-hours and a
nail technician after 150-hours, will be suspended for ninety days. Such a student
will be considered to have involuntarily withdrawn on the last date of the review
period or the last date of attendance whichever accurs first for the purpose of
refund caiculations.

REINSTATEMENT

A student who has been suspended from school for failure to make satisfactory
progress is efigible to return to school after the compietion of the suspension -
period has been satisfied. The student will be allowed to return to the institution
in the same satisfactory academic progress status as when they left. [f she or he
does not make satisfactory progress after one payment period upon re-entering,
she or he would be permanentiy expelled
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APPEALS -

A student who is suspended or expelled from the Acadery for any reason may appeal the action
by filing a written appeal to the {boulty within 48-hours from herfhis suspension. The appeal
should explain the student's version of what caused the suspension and why the student should be
allowed 1o continue in school. The facully will consider aif appeals within fourteen days, the

results will be filed in the stodents file.

REQUIREMENTS FOR GRADUATION

a. Each student must clock the required number ofhours of training for each
program set forth in this catalog.

b. Each student must complete alj required tests outlined on the monthly report
with minimum overall average of "75". The last written and practical exam taken must
have a grade of eighty-five or better and must be taken the last session they are in schaol.
c. Each student must make satisfactory arrangements to settle all fees owed to the
Academy prior to the graduation being certified to the state board.

d. Upon completion of the above the student will receive a diploma in
cosmetelogy, a diploma in esthetics or a certificate certifying hisflier completion as

a nail technician.”

LIFETIME PLACEMENT SERVICES

The Academy makes no claims concerning whether or hot another school will
accept the hours or credits earned while in attendance for transfer credit..

The Academy cannot and does not guarantee employment upon graduation, It
does have an excellent placement record and aggressively helps students in
securing a position in cosmetology upon graduation.

Because our training is recognized for its completeness throughout the
community, the only factors affecting the types of employment a graduate might
be considered for {other than job demand) are attendance, persongl appearance,
and personal adaptability. Students seeking placement assistance from our school
MUST sign a release form allowing us to discuss their performance while in
school that identifies the names of the businesses they are interested in. We can
help students in identifying the names of businesses interested in interviewing and
hiring. We encourage nail technician students to begin their job search after they
cornplete 200 hours, esthetics students after completing 500 hours and
cosmetofogy students after they complete 1250 hours. This service is offered at
no charge.
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SCHOOL RULES & POLICIES

Enrollment in the Academy, shows that you intend to conform to both the letter
and the spirit of the Rules and Regulations published by the Academy while
enrolled,

Rules and Regulations are part of all phases of our lives. We intend our Rules and
Reguilations to promote ant environment that is conducive to learning and foster
personal habits and behaviors necessary for a suceessfut caxeer in the nail and
hairstyling professions

When a student breaks any school policy, rule or regulation, a demerit(s) may
result. Students can be expected to be sent home for the remainder of the day
as well. The number of demerits will depend on the nature and seriousness of
the violation. Students who accumulate 6 demerits will be suspended for three
days. Students who accumulate 12 demerits will be suspended for a week. Any
student accumulating 18 or mare demerits will be counseled by one of the
owners to determine if the student should be withdrawn.

Periods of suspension of less than eight consceutive days will be chargedas -
regular absences

{1) All students must clock in and be in scheduled classes promptly at
designated times. Hours are recorded to the second, Any time you leave the
premises of the Academy (defined as the sehoo) facility and the break area
immediately outside the student lounge), you must clock out. Each student is
responsible for being in his/her assigned seat before the beginning of instruetion
ready to take notes and prepared for class. The student is responsible for
supplying notebooks, pens, pencils, etc., and for organizing his/her class
material,

(2) Students must clock in when they arrive and clock out any time they leave
the premises of the school (i.e., defined as the building itself and the break area

immediately outside of the student lounge).

(3) Students attending 7.5 hours or more in a day are allowed one ten minute
break it the morning (between 10:00AM and 10:45AM} and one ten minute
break in the afternoon (between 2:30PM an 3:30PM) on the cloek. PM Studenis

SCHOOL RULES & POLICIES, cont’d Page 20

are allowed one ten minute break on the clock (between 8:00PM and 8:45PM).
Students must punch out for any other break, All breaks (including lunch} must
be cleared with the jnstructor. Any discrepancies arising when clocking in er
out should be brought to the attention of the instructor that day (adhering to
guidelines on pages 5-6 in this handbook). ) Any time a student leaves his/her
assigned work area (whether to go on break, go to lunch or leave for the day),
the instructor should be notified. 1 demerit

(4) If you are going io be late, you must call before the start of your scheduled
class., Tardiness and absenteeism are not acceptable. Any time a student knows
she or he is going to be late or absent, she or he must contact the school before
the scheduled start of class to explain her/his absenceftardy. The school hasa
voice box that operates 24-hours a day and & message can be left, If a student
misses more than one cansecutive day, that student must call and talk to
her/his instructor or a schoo! administrator in person to explain why she or
he will be out some time during that day.

(5) A student who Is absent who has neither informed her/his instructor nor
called the schosl before class start the day of the absence wiil be assessed two
demerits. A student who is tardy without advanced notice or who has been

tardy three times in any four wecek period will receive one demerit.

(6) A student who is required to appear before a court (either as a witness or
Jjuror) or enter temporary (two weeks or less) military duty will have the
absence hours removed for that period provided she or he informs her/his
instructor or the school and provides documentation of such. A student who
misses school to “shadow" in a salon as arranged by the school will alsa have
absent hours removed pravided the salon documents the fact that the student
actually did assist. Students participating in contests sponsored by the school
who miss scheduled class days will also have the absent hours removed.

(7) Students missing = test, quiz, practical exercise, etc., because of an absence,
need to make up the missed work as soon as they return. Failure to do so will
result in a grade of “0" being recorded when grades are submitted until such
time as the work is made up.
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SCHOOL RULES & POLICIES, cont'd

{8) Studens are not aliowed to reccive visitors during regularly scheduled hours nor are they
permilted 1o visit other students during class/clinic hours

(%) Telephone calts will be limiled to those of an emergency and received through the office
phosne.

(10} Students cannol expect to make or receive routine phone calls on the school's businesy
phone system'or use personal cell phones within the premises of the schonl's facilities, Mot
only is the use of cell phones in the facilities rude and disruptive, it also facililates the
opportunity o cheat through “texting”

{11). Cosmetology students must wear an approvet] black lab coat and leathur cloged-toc
shoes that cover the entire foot. Esthetics students must wear charcoal serubs and black
leatlies closed-toe shoes the covers the entire foot. Nail students must wear black seribs,
including biack leather closed-toes shoes that cover the entire foo1, as well a5 a name tag
identifying them as a student. All clothes must be clean and neat. No jean type materdal is
acceptable.

{12) Students are to be polite and friendly al all times with clienis, school officials, and feliow
students. The guideline is that of "treating others as you would like to be treated" is lube
toltowed. Keep in mind that any behavior that is offensive to anyone else should be avoided
even if you personally don't find such behavior offensive.

{13) Each student is to wmaintain her/his assigned area in 2 neat and orderly manner at all
times. Students must gbserve good habils of personal iygiene, santtize and disinfect their
tools and work area while in school. 2 demerils

{14) Periodic inspection of personal appearance and tocls/equipment condition is conducted
on & routine basis. All containers (including drink cups) must he properly labeled 1o idetify
their contents. Cleancd and disinfected toolsfequipment must be stored ins clean, ciosed
container identifying them as “clean” while toelsfequipment that have begn used must be
stored Tn a container identifying them as “used” until they are re-cleaned and disinfected.
Only the topls/equipment necessary to perform regular services shonld be brouglht onto the
clinic foor or nrcessary for class should be brought into the classroom. While lockers (which
may be shared by two students) are provided by the sehool, students are responsible for
providing locks to secure the fockers and or kits.

{15} Students must leave all schook property (inoluding texis and wolsfequipment) at the
school. A student may receive temporary pennission to fakea particular text(s} home for the
purpose of preparing for the next elass

SCHQOL. RULES & POLICIES, cont’d

{16)$tudents may not bring cralis, games, orunrelated reading material to school Any sparetime
a student has should be devoted 10 advancing her/his knowledge.

{17) Studenis are required 1o perform the duties preseribed on the duty Tist each day prior to
leaving for the dat and Lo sign the sheet indicating such compiiance 2 demerils.

(18) Astudent's work (whetherit be tests, prctical, orclinic activity) isan individual e[fort accept
when authorized by an instrctor, No student shovld seek or offer anather student assistance in
performing sucl work, nor should a student seek credi for work performed by another student.
6 demerits

{19)No smoking is permitted in the facilitics. Smoking is permitted in the break arca outside al'the
student lounge. Smokers are expected o clean up after themselves and cleaning dots not mean
grinding the "butt into the pround,

{20)Eating is only allowed in the stwdeal fownge, stalf office areas, and the instructors lounge,
With the instiuctor's permission, drintking non-alcoholic beverages is permilted enywhere in
the school provided the container is properly identiffed, Students, instreciors and siaif are
expected 1o clean up afier themselves,

{21} The use of profanity and other coimnon vulgar expressions or behaviors are not acceptable
in any professional environment such 95 ours. Further behavior and ot conversations with
sexual connolalions are not appropriate.

(22) Aleoholic beverngas are not ko be brought into the scheol or consumed during school
houss. A student who is under the influence ol any imoxicant while in school presents a salety
Trazard.

{23) We will not iolerate the unfawful conversion (theft) of the property of the school, an
instructor, a staff member, or another stedent. Any sludent who conspires {o steal, takes partin
or receives stolen propedy is subject 1o imimediate and pennanent expulsion.

(24} Any student who participates in or conspires willfislly and/or wantonly to damage or
destroy the property of the school, 2 s1afT member, an instructor, or a student is subject to
immediate and pennanent expulsion.
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{25) The Academy conforms to the “Anti-Drug Abuse Act” of 1988 and the
“Drug-Free Schools and Campuses Act” of 1989 Students who are intoxicated
or under the influence of any drug that interferes with their performance in
school will be sent home.

Each student agrees to refrain from the use, possession, or distribution of
preseribed drugs and controlled substances (including marijuana) not only
while at school but for the entire time she or he is enrolled in school. A
minimum of 6 demerits will be assigned. As a participant in Title-IV Funds,
the school also agrees to maintain an environment that is free of these same
substances. Any student who comes to school under the influence of the above
or about whom reliable information becomes known concerning her/his use.
possession, or distribution of the same must, as a minimum, voluntarily agree to
participate in a drug program she or he is referred to by the school for the
period set by that program administrator and must follow through by
participating in such. Failure to agree to such participation or follow through
with actual participation will result in the school referring that student to the
praper authorities for prosecution plus immediate expulsion from the Academy,
Further, if that same student is involved in a second offense while in school, we
will report that student to proper authorities and expelled from the school,

(26) No weapons are allowed on campus.
(27) Threatening any other person is not permitted.
(28) Fighting is not tolerated.

(29) Daily duties will be completed at least thirty minutes before the end of the
scheduled day.

(30} Student complaints will be registered with appropriate school personnel
according to the Internal School Complaint Pracedure in the Student Handbook.

RULES FOR CLINIC OPERATIONS

1) The purpose of clinic training is twofold, (a) to help the student gain
confidence in his/her technical abilities by doing services on clients, and (b) to
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prepare the student for the world of work by simulating as closely as possible
the conditions encountered in a professional establishment. Students assigned
to the clinic must behave professionally and are to stay at their assigned stations
unless they are escorting a client from the front * desk or to it, when they are in
the back bar or dryer area with the client, or when they are securing the
necessary chermicals to do a service or they are on an approved break.

(2) Students need to check with the front desk o check for services prior to
going on the any break. .

(3) in keeping with a professional atmosphere, a student assigned to the clinic
must stay busy, either working on hisfher client or working on class exercises.
Al upnecessary conversation should be kept to a minimem. Above all else, the
clinic is not a break area, Students must ot visit nor chit chat with each other,
nor should they congregate around the station of another student.

(4) Students may not refise to perform any request (related to their training} an
instructor or staff members asks them to do. Any student refusing to perform
service will be sent home for the remainder of the day

(5) Clients should receive the same respect and professional treatment they
would expect to receive in a premium establishment. 1 demerit,

(6) Once informed that a client has arrived, the student assigned to the client
should greet the client at the front desk and secure the {loor ticket from the front
desk operator. No client should be walked away from the front desk until either
the front desk operator or the student has prepared a floor ticket.

(7) After reviewing the ticket, a summary of the service to be done should be
entered on the floor log ( on the partition immediately behind the front desk).
The control number from that log should then be entered on the floor ticket.

(8) The client should then be walked back to the student's station and the exact
naturz of the service should be discovered. During this "consultation”, the
student should assure the floar ticket has been filled out completely as far as
possible and that the client has signed the release on the bottom of the floor



RULES FOR CLINIC OPERATIONS, cont’d page 23

ticket. Remember, before any service is begun, the student doing the service's
name and 1D#, the client's complete name and address (unless the address is on
file), and the nature of the service to be performed must be filled out on the
floor ticket,

(9) Each student should be familiar with our pricing policy in regard to clients,
family members, and student services. These prices are updated periodically
and students are informed of changes as they occur The approximate price for
the complete service should be discussed with the client before beginning the
actual service, 2 demerits.

{10} While doing a service, the student should explain to the customer what
praducts she or he is using and what she or he is doing with the goal of having
the client in the position that she or he can mainiain the style between services.
If a chernical service was performed, the client must be informed that we can
guarantee client satisfaction with the service if and only if the client purchases
and uses the prescribed products that are compatible with the service
performed. Before leaving, the student should attempt to book the client's next
service plus sell the support products needed to maintain the service done.

Before any hair service should be attempted, an examinatior of the scalp should
be performed. Ifthe student believes there is a reason the service should not be
performed, the instrnctor should be diseretely called over to evaluate the

situation. In all cases, sensitivity for the clients feeling will be shown. 2 demerits

Prior to beginning any nail service, the condition of the nails and surrounding
skin will be checked. Ifthere is any indication that the service should notbe
undertaken, the instructor will be discretely called aver and make an evaluation.
Apain, any time a service is refused by an instructor, discretion will be
maintained. 2 demerits.

Prior to beginning any skin service, a client consultation must be completed and
if any skin irregularities are noted, the instructor should be informed. . Again,
any time a service is refused by an instroctor, discretion will be maintained. 2
demerits
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{11} The clinic sheet will be graded by the instructor for work on manikins and
clients as the service is completed. [fthe student fails to have the work graded
at that time, no grade can be assigned.

{12) Practical and clinic exercises will be graded based on five criteria. The
nature of the criteria will depend on the nature of the task but in all cases will
include safety and sanitation. Each criteria will be graded separately by
“bench-marking” the performance level. In doing this, the first evaluation will
assess if’ the work in that one area superior. Superior work reflects a thorough
knowledge on the part of the student and is almost perfect. 1f it is, a grade of
“5* will be recorded. 1 not, the second evaluation will assess if the work is
unsatisfactory.,

Unsatisfactory work has numerous procedural errors andfor is sloppy. Ifitis. a
grade of “3" will be recorded. Ifneither a*5" or “3" has been recorded, a
default grade of *4" will be recorded to reflect satisfactory work on the part of
the student. In this sense, average is work that is neither superior or
unsatisfactory. The quality is at or above the minimum standards necessary.,
The total of the five separate criterial wiil be multiplied by 4

In the case of work on clients, the final grade assigned on the student’s clinic
sheet will be transferred to the floor ticket,

Stadents’ will not be given credit toward sraduation for those services with a
grade of "U" or for which the ticket has not been properly filled out.

{13} No student should ever suggest or hint that a customer should pay him/her
atip. In fact, the word TIP is never to be used around the customer. The
student should be with the client when she or he goes to the front desk and
should stay there until the customer receives herfhis change. 2 demerit,

(14} Students will clean their work area--including the sink, tables, etc.~-and
any tools used to do a service before accepting their next client. 2 demerit,

(15) To assure an adequate number of students on the clinic floor at all times,
Iunch periods and afternoon breaks must be coordinated and assigned by the
clinic instructor who maintains 2 sign in and out sheet. Students must have the
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clinic instructor's approval and sign out on this sheet ‘before leaving for lunch.
- -
2 demerits. Client services always take precedence to a student getting a service. An
additional, condition for receiving a student service is that the student
Anytime a student desites to take Jonger than thirty minutes for lunch. She or must be willing to interrupt the service to do a service on a client. 2
he must receive approval from her/his instructor. 2 demerits. demerits.

If a small group of students would like to amange their lunch together on an
occasional basis to celebrate a special event, arrangements must be made with
the clinic instructor at least a day in advance. The clinic instructor's priority
mmust be assuming that the olinic is adequately covered and such an
accommodation may not be always feasible.

Remember, if a student fails to clock out for lunch sometime during the day, the
computer will automatically charge the student sixty minutes. If a student
elects to skip Junch, she or he should elock out for at least one minute sometime
during the day.

(16) No break may be taken while a client is being serviced. 3 demerits.

(17) If & student does not plan to stay for her/his entire scheduled time, ideally
advanced notice of at least one day will be given. In all cases, the student must
inform her/his instructor as soon 2s she or he is aware of the fact that she or he
needs to leave early. Upon receiving the instructor’s permission, the student
must also infarm the front desk of her/his plans if she or he is assigned to the
clinic floor that day. 2 demerits.

(18) Mo student service will be performed on any student without the prior
approval of the instructor. No cosmetology student service will be performed
until after lunch. To be eligible for a student service, the student must be
caught up in their requirements and have attended school regularly. All student
services must be paid for in advance of the service being performed, Before
beginning such a service, the instructor must sign hisfher name on the floor
ticket indicating that it has been approved and who bas been approved to do the
service. 2 demerits

has been approved and who has been approved to do the service. 2 demerits,
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