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A MESSAGE from the PRESIDENT

Today our industry is more fashion oriented than ever before. We need people
who ate looking for a challenge, have an eye for style and fashion, and who are
looking for a {inancially rewarding professional career. \

Your creative talents can make all the difference in your Jife if you combine your
talent with personal discipline and if you properly develop your talents. If you are

serious 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 srends. Ours is, after all, an Image Industry!

‘We offer the most progeessive trzining 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/cetification

Boards/Exams, our iraining goes way beyond these fundamentals. Area owners
have expressed consistent sutprise over the advanced concepis our students learn
and master while in school. However our schopl 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 AHT, to be amenable to our structured
curricutam,

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 quartesly basis. We are proud of our success and will be glad

to let you review all of onrs. 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 wosk and ask them which one scheol they would recommend and why. If you

do these things, you will make an informed choice. Best of Luck in ajl your endcavors,

If you decide to choose our school, our entire staff will work with you 1o help you
achieve your greatest potential.

Sincerely,

James King
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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 fo 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/OBIJECTIVES

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 proprictary 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 pet the benefit of proven
training techniques developed and tested over 25 years. Pivot Point has over 2,000
member schools in 42 countries and a well-earned reputation as being a premiere
training program.

if you have a flair for hajr, 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 leaming that revolutionized hair and beauty
education, You learn by seeing, hearing and doing. Everything is presented in a
easy-to-understand way that lets you really grasp what yon are {eamning,

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 learning center.

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

~Pivot Pont is a trade mark of Pivot Point International, Chicago, 1Hinois,

“A LITTLE OYF THE TOP”

A “Little Off the Top™ is 2 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 a
professional when they graduate. The program teaches how to build clientele, increase
chemical services, increase retail sales, and how to plan for your success.

Michaei Cole has made this seminar available to professionals at advanced fraining
workshops, Those who have attended it report an average of 2 30% net increase in
their business within six months after completing the workshop.

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

People skills: where would we be without them? Every day, we interact with
hundreds of people 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 30 to §5 percent of your success
depends on your ability 1o deal effectively with people-~your clients and co-
workers. For this reason, the Academy offers a course in People Skills which we
believe will make a difference in your success.

EDUCATHON DAYS

The Academy supplements student training with frequent guest lectures on
different aspects of the industry. Lecturers 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 js 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
is a REDKEN Premiere School and Bioelements School.

CILLASS SIZE
The student to teacher ratio never exceeds 20:1

CLASS SCHEDULES

We define an Academic year as 900 clock hours of instruction over a period of at
Jeast thirty weeks and the program of cosmetology requires a minimum 1500 clock
hours to complete. The nail technician program requires a2 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 entire 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)
5:30pm -10:30pm, Monday through Thursday

(A half hour lunch break is scheduled off the clock 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-time 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 wouid be
scheduled to complete an academic year in seventy-five weeks, but since this
program is only 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 altend according fo their
contracted schedules. Cosmetology students are allowed 30 extra howrs 1o
complete the program at no charge. Cosmeiology students are allowed 3() extra
hours (beyond the 1500 scheduled hours) to complete the progran at no extra
charge. Esthetics students are allowed 40 extra howrs and nalf technicians are
allowed 24 extra hours to complete their respective programs at no extra charge.

STATE BOARD PREPARATION

Pre-boards are scheduled several times prior to the student completing the
prescribed program of study. These exams arc designed to stimulate the state
board exam in every way and provide feedback to the staff and the student on
how well they are learning the required material. Cosmetologists must complete
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
at least the fast 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
two 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

Tn addition, it is closed the Friday following Thanksgiving, Christmas Eve, and the day

following Christmas. Estheticians and Nail Technicians will be off New Year’s Eve
instead of New Year’s day because these are both night progrars.

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 to the radio and television for information
concerning such closing, Generally, we will be off when Furman, Bob Jones,
Clemson, and USC-Spartanbuirg have all cancelled their classes.

ENROLLMENTS

A student must enroll at the beginning of a class unit. Essentially, a new class starls
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 school' < 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 usuaily held on the Monday before
the beginning of a particular unit. Orientasion 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 10
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 appointment is not required but visits should be between
10:30am - 3:30pm, Tuesday through Friday.

Admission Requirements, cont’d Page 3

B. Fill out in detail an Application for Admissions and other forms as
required. These forms must be filled in by the student without assistance.

C. All students must fumish proof of former education by providing a copy of hisfher
{licensedfaccredited) high school diploma, {licensed/accredited) high school transeript showing
completion of 12 grade, or GED Certificate. Studenils who attendzd schoo! outside of the United
States must have evidence that verification of a foreign student’s high school diploms hes been
performted by agency that is qualified to franslate documents iito English and confirm the acndemic
equivalence to a U.S. high schoot diploma. {The agency musl be approved by the 5C Board of
Cosmatotogy). A fee is charged by such vendars. The smount varies and can best be asceriained
from thetm by the student. The school has a list of approved vendars as well as their contact numbers.
Credentialing must alse be completed prior to starting class.

In additian, the college atftows for a limited number high school students wio meet this
requirement tg enrcll in its nail technician program, which does not qualify for financinl aid, who
are nt least sixteen years of age and have completed the tenth grade in schoal as demonstrated o
Iigh scheal transcript for gradas completed,

D, Since licensing is restricted to candidates who can demonstrate a proficiency
with reading, writing and spezking English, a student must demonstrate such to
the satisfaction of the Academy prior to being aceepted.

Acceptance is based on an overall assessment of a candidate's qualifications,
interest, artistic sense, maturity, and appearance. Once these requirements are
completed and 2 decision made, the Acaderny will inform the applicant of
acceptance to the school either in person or in writing If, in the opinion of the
Academy staff, the documents provided are suspicious, an attempt to validate
them will be made but reviewing information on the web and/or asking for
additionat docurnentation 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,
race, color, ethuic 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 required job tasks,

Generally, the Academy feels that a student should complete the program of study
at the school first enrotled in and does not encourage transfers. Because of their
short ength, no transfers into our Esthetics or Nail Technician program will be
considered.



page 6 POLICY ON TRANSFER CREDITS ESTHETICS PROGRAMS

Cosmetology students wanling ro tansfer will be evaluated on acase-by-case basis Advanced Basic
and we wil} not transfer more than 750 hours. More over. any student graduating Appiication Fee 3100 5100
from the Academy must meet all its graduation requirerments. Bevause of tha relative {Tuitlon (1-300y"° 3,475 {1.225) §2.780
shortness of aur esthetics snd nail technician programs, we will not consider any Tuition (301-600) $3,475 (226-450) £2.780
transfer credits, ($9.84 per hour for program otherwise

$11.80 per hour) Total £7000 35000

CONDITYONS FOR RE- ENTRANCE
The tuition and fees include the cost of all materials and supplies

Students whose education is interrupted from school for either voluntary, academic or psed by the student fr training purposes while 8 student. A Student
disciplinary reasons may be considered for 12 envollment after a period of 90-days on can expect to purpose materials to practice and take the state board
a space available basis. practical exam (approx one hundred and fity dollare) The texts are

Toaned for the unrestricted nse of the student at no charge. Students are required
to purchase copper serubs to wear while in school. The texts are joaned for the

TUITION AND FEES (FY 2026/2027) unresirictad use of the student at no charge.
COSMETOLOGY PROGRAM NAIL TECHNICIAN PROGRAM
Application Fee 5 100
Tuition (0-450) £6.000 Application Fee I 100
Tuition {451-900) 56.000 Toition 252000
Tuition {901-1200) $3.000 ($8.00 per hour for program, otherwise $10.00 per hour)
Tuition {1201-1500) $3000

{89.27 per hour for program, otherwise $12.00 per hour) Total Cost for Program the Nail Technician Pragram $2.100
Totaf Cost for the Cosmetolegy Program $18.1000

Tuition inchudes the eost of texts required for the completion of the program. No

“Fuition includes the cost of all fraining and texts vequired for the completion of the provision is made for training kits, materiat and equipment required for use in the
program. Student may elect to purchase taining kits, material and equipment reguired course or to take the practical portion of the state administered by the vendor
For use in the course (and/or to take the practicaf portion ofthe state administered by selected by the state, Students should expect to spend 5330 to procure these items
the vendor selected by the state) these items which are required to participate in the which are required to participate in the training program. The texis are loaned fac
tratning program from any source they want, Students can elect o purchase these the unrestricted use of the student at no charge.
fram us for $750. The texts are loaned for the unresiricled use of the student at no
charge. Exvrn Required Costs Not Covared

Students who fail to complete their trining within the scheduled contracted
peried (Cosmetology: 1530 hours; Esthetics: 640, Nail Technician: 240 hours)
because of any ressos, aré charged an additional $5.00 per hour for cach 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 taught, A list of required cquipment 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 cenmrally 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
transportation 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
Baard two timas must document additional training prior to being allowed 1o 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 rake the exam again
without repeating the entire program. Such students should carefully weigh whether
they should pursue this career any further.

Non-Muandatory Costs That Are Not Covered

Addition costs which a student may elect to incur refate to those associated with
attending 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 international events. In
addition, from time to time the school schedules optional advanced cutting classes for
its cosmetology students, Cosmetology students interested in attending these
advanced classes 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 themn and must purchase a replacement for any such items lost or
destroyed at the current price charged to the school (school will provide
documentation of cost) or purchasing such at an area beauty supply store.

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

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

Normal Living Costs Wiliclt Are Not Covered, condinued

In addition to the costs outlined above, it is recognized that students will incuy
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
pantsfslacksfskirt (if a skit is worn, it must cover the knees and be wom with
nylon hose) with black or brown leather shoes that cover the entire foot. In
addition, they must wear a black lab coat that covers the knees and is buttoned.
Alternatively, a school T-shirt (not provided) may be purchased to wear in lieu of
the fab coat, Esthetics and nail technician students must wear a white uniform
with a white lab coat and white leather shoes covering the entire foot. AH
students must wear & school provided name tag which identiffes them as a
student. We estimate that the minimum a student who is not living with his/her
parents while attending school should budget for room and board while in school
would be $934 per month. For miscellaneoys 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
living 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

1f 2 student 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 to the student.
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Cosmetology, Esthetics and Nail Technology are dynamie careers! They enjoy the
recognition of being professions and its praciitioners have specizlized skills and
knowledge that is always in public demand. Various career avenues are available for
both cosmetologist and nail technicians, In the area of management, these include:
salon owner, salon manager and wholesale sales. In the area of education, these
include: instructor, educational researcher, school administrator, educational director,
school admissions, and school 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 esthelician.

A recent national survey* of salon owners and stylists has good news for
you! As a future 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 $36,000!

> Choose to work either full-time or part-time, Currently 62
percentof salon employees work full-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
opportunities, 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 Academy lead to excifing career fields. Since each
person is truly different, no two services are ever the same. Your knowledge must
constantly be-updated if you are to be successful. 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 nails exists. A stylist can choose
to generalize.or specialize-n:specific areas she-orhe particularly enjoys, such as cuts or
chemical services. ‘Anvesthetician can elect to specialize in any-area of skia care and
make-up. Anailtechuician:can electto specialize in any of 8 number of artificial nails
techniques-and even.nail-art. . Licensed cosmetologists, estheticians and nail technicians
often chose to become markefing representatives-for major cosmetic companies,
Another way'to represent these. companies.is as a platform artist at state, regional,
national, and international trade:skows. By completing additionst training, a
cosmetologist,.esthetician ornail technician.can‘earn an Instructor’s eense. The
opportunity-also-exists to.open-andrun.a salon, and through such, having an
opportunity to own a business.
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* SCHOOL FINANCED PAYMENT PLANS

Generally, 211 tuition required for any unit of instruction along with applicable fees is
required before the first day of class.

If a student can show that he or she is unable to pay the entire amount by that date but
could pay the entire wition before hisfher anticipated graduation date, payment
arrangements between the school and the student can be negotiated on a promissory
note basis, In some cases, based on credit reports, a co-signer will be required. At
the school’s option, the note may have to 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 o
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 sludent is certified
as a graduate,

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. [f the student
does not make & payment within 15 days from the due date, the student is subject to
being suspended unti! the student brings the account current.

The sindent may pay tuition using cash, checks, money arders or credif curds
accepted by the college.

VOCATIONAL REHABILITATION

The Academy is approved by the SC Vocational Rehabilitation Department as an
eligible institution, but has only submitted its cosmetology program for efigibility.
Students who are eligible for funding from this agency need o 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 qualify for veterans
benefits for afl training provided on the Academy's premises provided they meet
the Veteran's Administration attendance {a mininiten 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 help the student in completing his/her application
and will certify initial 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 fo the institution is pending from the VA, this school will not
(a) prevent the student’s enrollment, {b) assess a late penalty to the student, ( ¢)
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 mition and fee bills to the
institution, however such stidents may be required to provide Chapter 33
Centificates 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 elass,

This agency disburses funds directly to the student. [fany portion of these funds
is intended to be used pay for tuition, it will be the responsibility of the student to
coordinate such payments,



TITLE-IV, FEDERAL FINANCIAL AID

The US Departinent 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-IV. Grant programs are monies awarded to a student
and do not require repayments by the student. 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 studenis 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 af 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 program,

(3) bave z valid Social Security Number,

{4) make satisfactory academic progress,

{5) sign a siatement of educational purpose/certification statement on

refunds and defaults,.

{6) sign a statement of updated information if required,

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

{8) meet the drug certification requirements.

Page 10
Classification: Independent/Dependent

Students who are married, veterans of the US Armed Forces, born before Januvary
1® 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 financia) aid representative in the main school
office.

Required Documentation

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

If the student has any question concerning what documentation to provide, the
school representative, who will help the student complete his/her 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 complete 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 a1 the schooi or directly on line

{btp:ifwww fafsa.ed.gov),  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), histher spouse (or parents) must also sign this application. Besides
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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 secondary 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 school. The student will be notified of this adjustment, 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 if the
student is independent,

The school's representative may alse require the student and histher spouse or parents
to complete a verification of data forin and provide other supporting documents for
verification by the federal pracessor. This form requires the student to provide
information that the student should readily know and information related fo 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 meet a needs test as determined by the US Department of Education.
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). In 2010/2011, the
minfroum PELL award for 4 full academic year was 400 and the maximum award was
$£5550. Current levels are available through the financial aid representative. PELL
Awards are based on the data filled out on the Free Application for Federal Student
Ald.

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

Federal Aid AppHication 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 matriculation. .

DIRECT LOANS (Subsidized). Besides meeting the general requirements already
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 fram $1 to $3500 for the first academic year aud $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 months, The application regnires information of a general naturc
and two personal references. The school has adopted the policy of not certifying
this loan uniil the student has completed 30 days of training. Award amounis are
subject to change periodically and can be learned through our financial 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 a non-needs based loan, the maximum amounnt of which can be up to
the cost of education less other financial id up to $5500 the first academic year
and $4333 the second less the amount of a2 Federal DIRECT Subsidized loan the
student qualifies for per ecademic year. Independent students can be eligible for
up to $7500 the first academic year and $6000 the second academic year less the
mount of the Federal DIRECT Subsidized loan the student qualifies for. Unlike
the subsidized loan, however, interest accrues fom the date the loan is dishursed,
Students can elect to defer all payments until they have been out of school 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 financial aid.
The loan is actually made to the student’s parents. The loan check is co-payahle
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 a
clean credit record and be accepted by Federal Government underwriting the
foan. A PLUS loan goes into repayment sixty days after the check is endorsed
with 2 minimum monthly payment of $50 to 360 required from that point on.
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All financial aid awards are contingent on the student maintaining satisfactory
pragress and meeting other eligibility requirements.

Students are responsible for providing accurate information in regard 10 applying for
financial aid and for notifving 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. [n addition. the student

must notify the Academy of any change in hisfher name or address.

Financial aid is intended to assist 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 controlied substances. This restriction applies not only
while in schoo!l but also while outside of school.

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

Apy projection of possible awards across fiscal years are based on the assumptions
that the student's over-ali situation will not change and that the critetia for eligibility
and amounts of awards will be unchanged.

The school's loss of eligibility to participate in any or all of the Federally funded
programs does not alleviate the student of his/her responsibility to settle any uapaid
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 informed of any changes that may
affect hisfher financial aid and in his/her status in school. Students receiving a loan
will be advised of the conditions of the loan prior to originating the loan application
and prior to any -funds being disbursed. In addition, the student will be reminded of
his/her loan responsibilities pericdically on his/her monthly progress reports and prior
10 graduating,

Any funds that are surplus to the costs of education may be refunded to the student at
the time 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 graduation, the school recommends that any surplus that exists at that time be
‘returned to the lender to reduce the amount of the lvan sthe

Rights and Responsibilities. con t.d
will be responsible for repaying.

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

REFUND POLICIES

This policy applies to all teriminntions for any reason.. by either party, including student decrsion.
course or program canceltalion, or schood closure{a}  An applicant rejecied by the Academy shail be
entitled to a refund of all mondes paid (b) I astudent { or in the case of a student whao is under legal
age, her/his parent(s) or guardian(s) cancels herfhis enrollment ond demands herfhis money back in
writing within tree, days of signing an enroliment agreement ur contract. all monies collected by the
Academy shall be refunded (c) Ifa student eancels hee/kis enroliment after three busmess days. hut
prior {0 entering class, s/he will be entitled to a refund of alt moaws less an application fee ($100.
which i3 non refundsble) (4) For students who envoll in and begin class, and Jarer withdraws 1n
writing or is expefled by the school, except as noted above, a $100 upplication, plus the following
sehedule of charges will apply

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% t0 4.9% 20%
5% 10 9.9% 30%
10% to 14.9% 40%
15% to 24, 9% 45%
25% to 49.9% 70%
50% or over 100%

The cancellation date will be determinced by cuclier of the postmtark on writien natification or the
daie said information is delivered 10 the school's administratorfowner i person or the [ast day of
owtendance. This policy applies regardloss of whether the student has aclually started tenining or not
To determing refind cafculation, enrollment tune 1s defined as e tune i scheduled hours 3t lapsed hetween e
nctual staring date and the date of the sideat’s Jast day of stiendance ay tiie Acaderay The official cancelianan or
wibdrawal date shall seear on the earlier af he dates indicsted abave Al miemies due Uie opphenm ar siadent sliall
be refinded within 45 days of foanal cancetlation by e student or fonnal teampation by he Acadany for any
reason, ineluding not aucndiag clss—wiieh shall ocour 1301 nsore thawt 15 days from the Jast phvsical day of
nttendance through monioring clock liour attendance at leost every Wuety days  JTa stutlest does tet retuen fros on
appraved jeave of absence, the date of willidrawal detenmination skeif Ye the eaclier of the docwnented date of reium
or the date the student notifics the school that sAie will not retam, .

In the event an eilgitic Yeteran ar ather person eligible for Yateran's benefiy falfls o enter the couriy, o foll
refuad will be In made. 17 such person withdraws or discantinues any time prior 10 compledion, the ansaunt
charged for {uition, fees and other charges shall not exceed the approximate pro-rata portion of the tefal
tuition, fees and other charges the dength of the completed portlon of the, pertod beass 1o its tatal length .

1€ the student is o reeipicnt of Tithee1V funds, the stedent should verlize that white funds sire disbursed hased
an a payment feriod, they are earned based on Juurs cempleted inoa particular payment period. ‘Fhatis 10
say, that Title-1V Tunds arc cnrmcil on 2 straight pra-rafe Lusis, 202 student does nat complere hisher
educatian, the amount uncarncd will be returncd direetly te the government. It is nportant for the student tn
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venlize that only the amoant of fivancial aid the school is abie o retain will be used te credit the student balance not
the amount disbursed. The tolai amount the stulfent owes is sulely delermined by the refund infermation refleeted
wbuve anid would he reduced only by the amount of Title-1V retained and the amguat the siudent has aciually patd
him/herself,

Suidents are not required 1o [fle applivation for refund

Wike Academy is permimently closed and wo Jonger offering instrucuion afler a siudent has enrolled, 1he student shall be
entitled 70 a pro-reta refond of witon. I 2 course 1s canceled subsequent 1o a smident’s enrollment, bt before insinction
has begos, the school shall at its oplion {a} pravide a fuli refund of all monizs Paid, or (b} provide for the completion althe
conrse. IFn course is canceled afler the student has enrolled and clusses bave begun, the school shali af s eption (a)
provide far the compleion of the course, ib) panicpate il a wrain-owt agrearenl, ur @ provide a ol refund

1 the scheol should penranenily close. (f les sn 2 bond in pliace, a capry ol whic Iyas been filed witle e South Caroling
Board of Cosmetology, for the pumoss comgensating a sideat completini, 2 train ont at anather school 1 skt or lie has
prepaid any of hur/lus tition (paid for traineng yoi provided), Stch disbursements would be coordinated by flx: Board ona
first cowme, firse serve basis watll the amount of the bond was consumed. In addition, 1t has 2 teach-out agreement. A figg of
the names of the stdent ensalicd, the haurs complered, anount paid and retunds at the time e school closed will be
pravided ihe ncerediting agency.

[t ease of illness or disableng accident, deatds i tie fusmediate fomily, or other eircunstarces beyond the control of the
stideat. the Academy will arake a sewttoinent whicl 15 reasonable to both

Sindents are vor required to file an application for relund

The student’s rights hercunder may not be assigned, but the Academy may sell, assign pr transfer
its rights to payment kereunder, hut such assignment will not relieve the Academy from its
ablipations herennder. Both parties berele are bound to the fithful and carnest performance of this
eargiiment ugreement.

ANY HOLDER OF THIS CONSUMER CREDIT CONTRACT IS SUBJECT TO ALL CLAIMS
APPLICABLE UNDER THE FROVISIONS OF THE UNIFORM CONMMERCIAL CODE AND IS
SUBJIECT TO RELEVANT CLAIMS. DETENSES AND LIMITATION $ SET FORTH THEREIN.

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. 1f such person withdraws or
discontinues any time prior to completion, the amount chavged for tuition, fees and
other charges shall not exceed the approximate pro-rata portion of the rotal wition,
fees and other charges the length of the completed portion of the, period bears to its
total length .

If the student is o recipient of Title-1V funds, the student should vealize that while funds
are disbursed based on a payment peried, they are earned based on hours completed in a
particular payment period. That is to say, that Title-1V funds are earned on o straight
pro-rata basis. [fa student does not complete hisfher edecation, the ameunt unearned
will be returned direetly to the govermmnent. It is important for the student to realize that
onfy the amount of financial aid the school is able to retain will be nsed 1o credit the
student balance nol the amount disbursed. The total amount the student owes is solely
determined by the refund information reflected above and would be reduced only by the
amount of Title-fV retained and the amount the student has actually paid him/herself,

Students are not required o file application for refund

Refund Policies, cont'd page 13

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

If the school should permanently close, it has in a bond in place, a copy of which
has been filed with the South Carolina Board of Cosmetalogy, for the purpose
compensating a student completing a train out at another schoo! if she or he has
prepaid any of her/his tuition (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 list of the nomes of the student
enrotled, the howss completed, amount paid and refunds ot the tfime the scheol closed will be
provided the acerediting agency.

In 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 refurned in serviceable condition. Equipment is either
purchased directly by the siudent 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 surplus exists the
equipment can be returned for a full eredit or the student can elect to purchase the
itemns.

The contract may be terminated by written notice through registered or certified
mail. Termination is effective upon receipt of such notice,

REFUND OF UNEARNED FEDERAL FUNDS

If 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 eaned, If less than
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60% has been schedulad, 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 poliey iz available in the financial aid office for review.

{fa refnd/repayment/return is due, the amount to be refundedfreturned to Title-IV
accounts will be allovated to unsubsidized Direct or Stafford Joans, followed by
subsidized Direct or Stafford loans, followed by PLUS loans, followed by PELL to
the extent that these funds were disbursed.

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

CONFIDENTIALITY OF STUBENT RECORDS

All students are guaranteed the right of aceess to their grades and records
accumulated in the students file, Atthe time of such access and review, an instructor
or staff member shail 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 inspactions.

The Academy will not release information to anyone without a written consent form
from the student except as noted above and to parents or guardians iF the student is a
dependent and is a minor.

ACADEMIC POLICIES

The Academyreserves the right to make changes i surriculum, program requirements,
colrse offierings and all academic regulations whenever, fn the judgement of the
faculty, the Divector, or the Board of Advisers, such chunges are inthe best interests of

the students and the Academy.

Unforeseen oircumstances raay 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 acatlernic goals or modification of those goals.

Advisement/connseling

Atany stage in yourtraining, yous will b assipned 1o an instructor whios alsa thoadviser for the swidenis encolled i
ikt stage 2x well as e pantiple instmetor. The cibre profussional stallis ovailabke to Usten o iry 1o Twlp you solve 2
peoblem aswell. Al ofus ore faterasted in lielping one suederts find e sway o de the best they tan be

Beeonse our staff menbers ose enpaihete by nature, tier poal vl ohways be to felp you find a soluhioa 1o e probiu
towhich you ean commit, Ultimarefy, so0  must 1ake wirtever actions are needed lo get vour i under centsol i yau
e to acliave your gaal, kt we can allen help by supgesting sltemalivaconeses ofaction or waking referrals. You witl
be provided 2 copy of their progress repont cvery six weeks. This paeress cepartt nicludes information on curaakitive
atendante, writien prades. prackcal grades andilic number ofcuinulztive elinie services compleivd, The adwisor
assigued (6 e siudent will explain W8S matesial with iz siudant af e tme,

aller yrad

Persenad assistanee s available to sdems o iielp with financia aid and einploynant app

sz. prcwnlzon mid coonselimg rcf errdlsare available thiough e college aofl. Fhe Academy skso hasa bist of
1 ieg (assist siudenls with specific grobloms thal may warrant professional services Teyon the

&

coll Bid’s mIcans.

Leave of 4bsence Policy(LOAY

A authorized leave ofabsence (LOA) fs & temporay isteouption in a siudent's progrom of skudy, LOA refers tothe specilic
lime peried during & pragmm wien & Saident is hot in atendance, AnLOA s not required ifa siudent {s nol in attendance
oily Foran instisfionally seheduled break. However, a schedulzd broakmay oceurduring an LOA, A LOA must meet

cenain conditions to be counled 15 & temporary imermuption ina studest’s educasion instead of being cguated s a withdrawal
requiring an fostitution to perfonn a refind caloulation Tn order far a LOA to qualify a5 an 2pprovad LOA? Al} requests for
leaves ofabsence be submitted in sdvance in writing and dated, include the reason for the stndenl's request {sach a5 healih
related issues ofthe student oran Immediste family member, 2 financia? crists that can be resalvad widdn tbe period alowed
for 1 EOA, exe), and ineludo (lie student’s signstups, The student needs to apply inadvance for snEOAunless unforesean
drcumstances preveat fe siedent frem dofng so. A LOA may be granted to & studen who did not provide ke reguast prior to
11 LOA due 1o mforeseen dreamstasces, If the ipstilution documents for the reason for s decision o gront the LOA the
datawill e collecled from Me shedent 38 2 Jater date. I this example, Yhe berdnning date of the approved LOA would be
Jeteanined by the instiwtion te be the first date the studen? was unabledo altend the nstittion because of thie secident,

The student mest folkow the this policy in recuesting tha LOA Theremiust be a reasonable expectation tlear the student will
reum frem the LOA Approvalof the stidents request for an LOA i5 granted ofter she schoot director s reviewed the
irformation and signed off spproving # The student willngt be ussessed any additiancd institutional chaeges ns 8 result of e
EOA. A student willngt be pranted LOAE the LOA topather with any additional leaves of sheace previgusty pranted
exceed 4 tors] of T80 calaodar daysicany 2-manth period. A stutant granled anLOA that meels these criteria is not
consideced 10 have wididrawa, and na refund calcultion {srequired at that time, The student’s contracet period will be
extended by die same number of days laken in the LOA, Changes fo 1k contrast period on the entollment sprecment awess
be fndialed by o)l partics or bn oddendum must be signed sed dated by olf pattics, The withdrwat date for the pupote of
caleabiting & refunid i the studenr does wot retum Bom the LOA s the snedent’s lnst dayof anendance

TCLURTAIY TERMINATION

Anystudest 1 pood standing who wishc o witidraw from the Atademy may do 1o m pason othy witng & leller to the Duceine This
Flionen e sdet's pat wl preserve the studen’xrecord and providethe fghtio resenerister Anyuapaidbalincetar bosks, untan,
de, ¥acomes pyyable inmediately IPlesserseler to the corsract provisions of our Pafey on Tulilon Retind ard Scitement Ja it eatalogy

PROEENTART TERMINATION

Hesids pravzdons s suspensios avllined irthe secton ia Gis caabop; oa Sarddhdery Piogress, a student who (5l 1o atiend af feast one
efass ot nlelghl eantecunve scheduled clises wit be coasiderad o haveniithdrawn witkem aotice By ity 30 Toemally withdeaw, the
idanl i oot guaratlosd re-coroliment Istée In addiivon, My student who folls to wiste 10 Rules and Kepolagtens of the Acadimy 55
cailingd on thoeellment §uatract wnd detaifed In 1his catalow, may besabijeer 10 2 o o 20 cxpulzan & dingzon the
sicumyantes surtounding e vielation with ebice seltvanl factors Sludears fupedded Tor more than soven vm;:muvg g will e
cansidercd for re-encabment when the prrind of sirpension asbeen lidly satitlied  Sudents
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whormn we have expetled will not nomally be considered for enrolment any

unpaid balance for bocks, tuitloa, cte,. becomes puyeble immediately. (Please refer to the contract provisions or
our Policy on Tuition refund and Settlement in this eatalog),

Any suspension or expulsion aclion is subject to the progedures for hundling

complainls process outlined in the school handbook

. Basic Bsthetics cont'd
COSMETOLOGY CURRICULUM
EDUCATIONAL DBJECTIVES CLASS OUTLINE
Students enrolled in our 1500 hours cosmetology program will receive an education in hoth theary and practical PFiotessTona] Plactice 50 houls
experience thraugh o combination of Jecture, -
demansiration, audio-vidual presentions and hands on activities designed to train and instract students in the Seiences 120 houls
necessary skills and knowledge of all phases of cosmetic art, hair cutting, hair Styling, and related procedures: .
and scitnces of the cosmetology profession-mesting or exceeding the requirements set forth o sit for the state Faclal Tieatments 125 houis
Heensing exam. The graduation procedure is guilined or page 17 of this catalog, = .
CLASS OUTLINE = Hait Removal S0 houis
Sciencs of Cosmetology 400 hrs 0 houls
Sanitation and Disiafection 45 hws Mateup 5
Personal Hygiens and Grooming 30 hrs mody Wings 490 higuis
Professional Ethics 35 s ' ¥ Vg .
Public Relations, Salesmanship end Psychology S0 hrs SC State Laws, Rules, Regulations and Codes 15 houis
Dormarsogy 25 Tora] 450 bt
Trichology 25 s
Naif Struciure £5 brs ADYANCED ETRETIC CURRICULUM
Sy Peseauions s : EDUCATIONAL OBIECTIVES
Pragtice of Cosmutology 1065 hrs Students enrolling In aw 600 hour esthetics program witl receive ail education In
Shampeo and Rinses 45 hes holft Hisory and practical sxperiences through a eombinalion eflerture,
Isi?i]rpsah?; ::L(rs S?::;fremnenls (Safety) lsiﬂhh; demonsiration, sudio-vitual pressntations and hands-on actvities deslgned fo
Hair Styling (Safety) 325 s teain and fnsirect studests in the necassacy skills and knowledpe of all phases of
(Thermal Pressing, Thermal Curling, Wiggery, sk care and hals removal 85 well as r2lnted procedines within the scop of the
Nu%ﬁ?:hit‘f:g“g;g;;d% Fin Curling) 25 hrs license, Ftrther, the yciences related ta the esthetics profession will slso be
Chemicat (Cold) Waving, Chemical Relaxing or coverad. The course will mest or exceed the requirements set forth (o sit for
Struighlening (Safety) 225 hrs 1¢ licensing exam, Thegrding proceduce i outlined on page 17 of this
Hair Tinting {Coloring) and Lightening (Blesching) lh:;:! ¢ licensing exam, B P ¥ag
Safety 225 hrs catdog
Facial-Skin Coce, Make-up and Hair Remnovsl {Safety) . 40 hrs CLASS QUTLINE
8¢ State Law: Rules, Repulations, Codes 15 hrs : - 3 50 houis
Unassigned: Specific Needs 20 by Piotessioral Pizctice 130 hoits
TOTAL 1500 hrs' Sciences
A cosmetolagist student:aticnding 30 hours per week waud be cxpected re complete the Facial Tleatments 175 houls
progratn (1500 hours) in fifty weeke, and a student attending 24 hours per week can beexpected to complete the - 60 ol
piogram in sixty-two and one-half weeks. Hail Removal . u“.ls
Makeuy, eyelash and eyeblows 190 houls
rsody Wiaps 40 houls
8C State Laws, Rules, Regilations and Codes 15 houls
BASIC ESTHETICS CURRICULUM Unassigned Specitic Needs 30 houls
EEDUATIONAL OBIECTIVES Tota) GO0 houls
Students enrol ling in cur 450 hour esthetics program will receive an education in both basie theory and
practical experiences through a combination of lecturs, demonstration, audio-visual presentations upd hacds-on
activitics designed to train and instruct students in the necessary skills and knowledge of all basic phases of skin An esthetician student attending on a thiee.
care and hair removal as well as related basic procedures within the scope of the licensc, Further the seiences qualtels basis ({.2.20 howls pef week) would be

velated 1o the esthetics profession will also be covered. The course will mect the requiremenis set forth Lo sit for is nioiam i tha
the stale Heensing exam. The grading procedure is expected tocomplete this plogiem in thity

autlined on pape 17 of this catalog, This program docs not mect the requirements to receive Title-YV Financial weeks
Ald but we do offer a paymend plan al no interesl.

A student enrolied in this comicula attending 20 hours a seek can expeet 1o praduale in

twenly-two and a half weeks.
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NAIL TECHNICIAN PROGRAM
EDUCATIONAL OBJECTIVES

Students enrolled in our 300 hour nail technician program will receive an education
in both theory and practical experience through a combination of fecture,
demonstration, audio-vidual presentations and hands-on activities designed to train
and instruct students in the necessary skills and knowledge of manicuring,
pedicuring, advanced nails. nail art and aail mvaintenance and related procedures and
scicnees, covering both the theoretical and practical aspects of the nail profession—
and meeting or exceeding the requirements set forth to sit for the state licensing
exam. The grading procedure is outlined on page [7 of this catalog.

CLASS OUTLINE

Safety and Sanitation.....c..e..eerese.. 50 hours
Anatomny and Physiology...............50 hours
Manicuring. .o e prerrees bevermenins 16 hours
PediCUring ..o variscrmssmssencvrmrnnesress § NOUTS
Advanced Nail Techniques........... 148 hours
Polish Applications....ccocoevince e 8 hours
Success in the Salon.......c.orceeeeeea 20 hours.

A nail technician student (attending haif time) would be expected to complete the

progeam 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 calalog containing this policy is provided

each student prior to enrolfing and is explained during orientation,

Each student is expected to saisfactorily progress through their program of study

developing advanced levels of skills and theoretical knowledge. Al the end of each six
wecek session, an informational progress reports will be given to the student that reflects their
performance on writlen and practical exams.. over-al! attendance. 1otal number of hours
completcd. total absent hours accumulated, and total make-up hours credited. In addition,

the report will reflect the balance owed to the school. the date they were scheduled o
graduste when they enrolied as well as the computer estimated date of their anticipated

graduation. A projected over-time chacge is also provided based on their current rate of

atiendance. Perlodically. informalion concerning any student Joan they may have received is
also summarized. In addition to this six weck report. counseling letters conceming their rate
of attendance. writlen exam grade point average, and practical grade poind average as well as

other behavierally related matters and recognition and award citations are
" documénted in a timely manner.

Satisfactory Academic ngress, Cont'd page 16

To meet the specilied time frame referenced above, a studem must successfully complete (with
a "75" or better grade point average) at Jeast two-thirds of the hours attempted. In simple 1erms.
the above means that each program must be compleied within a maximum time frame which is
equal to one and one-half times the normal time required to complete a program il the stdent
were to receive a passing grade in all the hours sthe attempted. That is to say that since a
student who attended the cosmetology {1500 hours) program attending 30-hours per week
could expect to complete it in twelve 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
cxpect to camnplete it in fourteen months and the maximum amount of time 1o complete it woutd
be Lwenty-one months. Sinee a student who attended the esthetics {600 hours} program on a
three-quarter-time basis could expect to complete jt in thirly weeks, the maximum amount of
time a studen! could 1ake to complete the program would be forty-five weeks, A nail technician
{300 hours} student (attending half time) would be expecled to complete the prograny in twenty-
five weeks, the maximum, ameyn{ of time 2 student could take to complete the program would
be thirly-seven weeks, An cosmetology 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 atending
26 hours per week, could complete it in 17.3 weeks and must complele it in 25.95 weeks. If
attending 30 hours per week. the student could complete 300 hours in ten weeks and therefore
must complete it in 15 weeks, while if attending 26 hours per week. could complete itin {1.5
weeks and must complete it in 17 weeks,  An esthetics siudent could complete a 300-hour unit
in 15 weeks. and therefore must complete it in 22,5 weeks. A nail technician could complete a
150-hour unit in twelve and one-half weeks and therefore must complete it in eighteen and
three-quarter weeks

Students will be notified in writing concerning their status concerniag satislactory progress at
the end of each review period. A copy of this written notification will be filed in the student’s
seademic file after the student has signed ir..

The maximem number of hours ial a student has to complete a program 15 150% of the scheduled time
For a4 cosmeiologist, the student must complete the progrant within 2,250 scheduled hours, an esthelician
must complete the program within 900 scheduled Bours and a nail technician must complete the program
within 450 scheduled hours. Failure to complete the program enrolled in within that time period will
result in the student being dropped. Since during an approved leave of absence a student is siot charged
for absences, the contracted completion date and the maximum time period will be extended by
the same number of days taken in the leave of absence (sce leave of absence policy).
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Students must maintain a grade point average of “75" or better.

GRADING SCALE
A 95-100 Excellent
B 90949 Above Average
C  80-89.9 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 not applicable to this type of training and therefore no
policy regarding the effect of cach is necessary. 1T 2 sludent misses an exam or falls to
complete a project when scheduled, 2 grade of "0" will be recorded until the exam/assignment
is completed, No remedial courses wre affered by the Academy

Academic Standing

Based on actual hours, at the end of each review periad (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 average {qualitative) are determined and a written
evaluation will be given to cach stedent. In addition. the aitendance percentage (quantitative)
is calculated. 1f you meet the following criteria will be considered 10 be making satisfactory
academic progress until the next scheduled evaluation. Transfer hours will be added a1 the end
of the program and do not enter in to calculations but are counted as boih attempted and
completed for the purpose of determining when the allewable maximum has been reached.
Evatuations periods are based on actual contracied hours at the institution. Students whose
cducation has been temperarily disrupted because of disciplinary issues or ather matters will
not have these periods counted,

Academy Warning/Probation/Suspension

Cosmetology (totat of 1500 hours required 10 complete this program) studenis who do not
achieve a cumulative {over-all} “75" grade point average at the end of each revivw period
{430, 960, 1200 hours) will be placed on Academic Waming for the entire next review
perjod. An Esthetics (toral of 600 hours required to complete this program) student who does
not achieve a cumulative (over-all) “75" arade point average at the end of cach 300-hr review
period will be placed on Academic Warning for the next 300-hour block of instruction, Nait
technicians (total of 300 hours required 1o complete this program) who do not achieve a
cumulative (over-aff) “73" grade point average at the end of each 150-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
school and will be eligible to receive Title-1V financial aid,  If duripg this period there is no
propress and at the end of the Academic Warning period and you have pol raised your
cumuiative 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 Financial Aid, although this foss can be appealed . The appeal must
be filed in writing prior to the beginning probationary period and inelude a detailed plan
of action explaining hiow you will raise your performance to a level of satistactory progress
during the next similar review period along with reasons for failing meet this requirement,
such as recent death of a refative, a personal injury or illness, ete. 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 allows for achievement of satisfactory
progress at the end of the next review period. The student will be advised of resulls of the
appeal and o record will be recorded in the student’s file. An appeal can only be grented if'it
is possible 10 raise the students cumulative grade to above “75" 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
eriod and therefore the student will be eligible for financial aid while probationary
status Failing to do so will result in loss of financiat aid and/or suspension.
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A cosmetology studeat who falls to attend a least sixty-seven percent of the scheduled
class hours at the end of each review period will be placed on  Academic Warning for
the entire next review. An Esthetics student who falls to attend 2 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 least 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 block of instruction During thai time, the you will be considered
to be making satisfactory progress, may continue in schoo! and will be eligible to
receive Title-1V 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 Joose your eligibility to receive Title-IV
Financial Aid, although this loss can be appealed . The appsal must be filed prior to the
beginning will be placed on probation and inciude a detailed plan of action explaining
how you will raise your cumulative attendance rate to 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 mjury or illness. ete. In
making such an appeal, the student must provide documentation suppoerting the
reason(s) given as well as an explanation explaining what has changed that now zilows
for achievernent 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 recorded in the
student’s file, . Anappeal can only be granted only il it is possible to raise the students
curnulative percentage attendance can be raiscd to 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 loss of financial ald and/or suspension.

Students who fail to achjeve satisfactory academic progress in any review period can
make satisfactory academic progress again by raising their performance level during the
next pertod. 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 appeat of the determination that
resuited in the status of probation, in which case the student will still be eligible to
recseive Title-1V Financial Aid. Students will be notified in writing of the results of such
an appeal and the impacts on the student’s eligibility for financial aid. A record will be
recsorded in the student’s file,

-

Not with standing the above, Veterans benefits for cosmetologists will be
interrupted for unsatisfactory attendance when accumulated absences, tardies, and
class cuts exceed twenty (207 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 eoncerning our leave of
absence {LOA) policy

COUNSELING

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

A student who is on Academic Warning or probation because herthis written
exam grade average is below 75" is required to improve her/his grade to 3 75"
grade average or higher by the conclusion of the next review period.

A student who is on Academic Waming or probation because her/iis practical
work grade average is below *§0" to to improve her/his grade to a "80" grade
average or higher by the conclusion of the next review period.

While on probation due to poor attendance, you are expected to aitend 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 removed.

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 jast date of the review
period or the last date of attendance whichever oceurs first for the purpose of
refund calcutlations,

REINSTATEMENT

A student who has been suspended from school for failure to make satisfactory
progress {5 eligible to return to school after the completion of the suspension .
period has been satisfled. The student will be allowed 1o retum to the institution
in the same satisfactory academic progress status as when they left. {fshe orhe
does not make satisfactory progress after one payment period upon re-entering,
she or he would be permanently expelled
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APPEALS -

A student who is suspended or expelled from the Academy for any reason may appeal the action
by filing a written appeal to the {aculty within 48-hours from herfhis suspension. The appeal
should explain the student’s version of what caused the suspeasion and why the student should be
aliowed to continue in school. The faculty will consider alf appeals within fourieen days. the
results will be filed in the students fle.

REQUIREMENTS FOR GRADUATION

a. Each student must clock the required number of hours of training for each
program set forth in this catalog.
b. Each student must complete all required tests outlined on the monthly report

with minimum overali average of "75". The last writien and practical exam taken must
have a grade of eighty-five or better and must be taken the last session they are in school.

c. Each student must make satisfactory arrangerments to settle ali fees owed to the
Academy prior to the graduation being certified to the state board.
d. Upaon completion of the above the student will receive a diploma in

cosmetology, a diploma in esthetics or a certificate certifying hisfher completion as
a nail technician.”

LIFETIME PLACEMENT SERVICES

The Academy makes no claims concerning whether or not another school will
accept the hours or credits samed 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, personl appearance,
and personal adaptability. Students seeking placement assistance from our school
MUST sign a refease form allowing us to discuss their performance while in
schoo! 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
coraplete 200 hours, esthetics students after completing 500 hours and
cosmetology students after they complete 1250 hours. This service is offered at

no charge,



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
Regulations 10 promote an enviromnent that is conducive to learning and foster
personal habits and behaviors necessary for a suecessful crreer 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 accumuiating 18 or more demerits will be counseled by one of the
owners to determine if the student should be withdrawa.

Pericds of suspension of less than eight consecutive days will be chargedas -
regular absences

(13 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 school facility and the break area
immediately outside the student Jounge), you must clock out. Each student is
responsible for being in his‘her assigned seat before the beginning of instruction
ready to take notes and prepared for class. The student is responsible for
supplying notebooks, pens, pencils, ete., 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 aren

immediately outside of the student lounge).

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

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 Iunch) must
be cleared with the instructor. Any discrepancies arising when clocking in or
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 histher
assigned work area (whether to go on break, go to lunch or leave for the day),
the instructor should be notified. 1 demerit

(4) 1f you are going to he late, you must call before the start of your scheduled
class. Tardiness and absenteeism are not acceptable. Any tinte 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 a message can be left. } a student
misses more than one consecutive day, that student must call and talk to
her/his instructor or a school 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 aeither informed her/his instructor nor
called the school before class start the day of the absence will be assessed two
demerits. A student who is tardy without advanced notice or who has been
tardy three times in any four week period will receive one demerit.

{6) A student who is required to appear before a court (either as a witness or
juror) or enter temporary {fwo 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 2 salon as arranged by the school will also have
absent hours removed provided 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} Studerts missing a test, quiz, practical exercise, ete., 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) Students are not allowed to receive visitors during regulariy scheduted hours norare they
permilted (o visit other students during class/clinic hours

{9) Telephone calls with be limitcd 10 these of an emergency and veceived through the office
phone.

{10} Students cannol expect to inake or receive rovtine phone calls on the school's business
phone systein'er use personn] cell pliones within the premises of the school's facilities. Mot
only is the use of celf phones in the facilities de and distuptive, it also facilitales the
opportunity 1o cheat through "exting”

{11). Cosuietology studenis must wear an approved black [ab ceat and leather closed-toe
shoes that cover the entire foot. Esthetics students must wear charcoal serubs and black
teather closed-toe shoes the covers tie entire foot. Mail students must wear black serbs,
including black leather glosed-locs shoes that cover the entire fool, as well as a naine tag
identifying them as a student. All clothes must be clean and neat, No jean lype material is
acecptable.

{12) Students are to be polite and friendly at all thnes with clieats, schoo) officials, and feliow
swdents. The guideline is that of "treating othess us you would like 1o be treated” is tube
foHowed. Keep in mnind that any behavior that is offensive o anyone glse should be avoided
even il you personally doa't find such behavior offensive.

{13} Each studen is to maintain her/bis assigned area in a neat and orderly manner at afl
times, Students must observe good habils of personal hygiene, Sanitize and disinfect their
tools and work area while in school. 2 demerits

(14) Pedodic inspestion of personal appearance and toolsfequipment condition is conducted
on a routine basis. All containers (including deink cups) imust be properly labeled to identify
their contcnts. Cleaned and disinfected toolsfequipment must be stored ins clean, closed
container identifying them as “slean” whilt tools/equipment that have been used must be
stored in a container ideatifying them as “used" until they arc re-cleaned and disinfected.
Only the tools/equipment necessary o perfonm regular services should be bronght onte the
elinic fleor or necessary for class should be brougli into the classrom, While lockers (which
nay bo shared by 1wo students) are provided by the school, studeats are responsible for
providing Jacks to secure the lockers and or kits.

{15} Students must leave all school property (including texts and toclsfequipment) at the
scliool. A student may receive temporary pennission (o take a particular texi(s) home for the
purpose of preparing for the nexi elass

SCHOQL RULES & POLICIES, cont'd

(16} Students may not bring cralls, gantes, orunrelated reading material 1o school Any sparetime
a student has should be devoted 1o advancing her/his knowledge.

{17} Students are required 1o perfonn the dulies preseribed on the duty list each day prior to
leaving far te dat and to sign the sheet indicating such compliance 2 demerits.

(18) A student's wark (whethier it be Lests, prctical, or clinic activity) is an individual efTort accept
when authorized by an insiruotar, No student should seek or offer another student assistance in
perdforming such work, nor should a student seek credit for work performed by another student.
6 demorits

(19)No sinoking is perinitted in the facilitics. Smoking is penmitted in the break area cutside ol the
student Tounge. Smokers ave expected o clean up aficr themselves and cleaning does not mean
grinding the "buti inta the pround.

{20)Eating is enly allowed in the student lounge, staff office areas, and the Instructors lounge.
With ifte instructor’s permission, drinking non-aleoholic beverages is pemmitted anywhere in
thes school provided the container is propery identified. Students, instructors and staff are
expected fo clean up afler themselves,

{21} The use of profanity and other common vulgar expressions or behaviors are not acceptable
in any professional environment such as ours, Further behavior and or conversations with
sexual connotations are not appropriate.

(22) Aleoholic beverges are not io be brought inte the seheol or consumed during school
hours, A stedent who is under the influence ol any intoxicant while in schiool presents a salety
Tazard.

{23) We will not tolerate the unlawfu! conversion {theft) of the praperty of the schoal, an
instruetot, a staff mewber, or another student. Any sludent who conspires to steal, fakes partin
or receives stolen property is subject Lo immediate and pepnanent expulsion.

{24) Any student who participates in or conspires willfully and/or wantonly to damage or
desiroy the property of the school, a $iaff member, an instructor, or a student is subject to
iimnediate 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 198%9. Students who are intoxicated
or under the influence of any drug that interferes with their performance in
school wil 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 schaol but for the entire time she or he is entolled in school. A
minimum of § demerits will be assigned. As 2 participant in Title-IV Funds,
the schoot also agrees to maintain an epvironment that is free of these same
substances. Any student who comes to school under the influence of the above
or about whom rellable information becomes known conceming her/his use,
possession, or distribution of the same must, as 2 minimum, vofuntarily 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 resuit in the school referring that student to the
proper authorities for prosecution plus immediate expulsion from the Academy.
Further, if that same student is involved in 2 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 personnet

according to the Internal School Complaint Procedure 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
1o 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 elient, or when they are securing the
necessary chemicals to do a service or they are on an approved break.

{2} Students need to check with the front desk to check for services prior to
poing on the any break. |

{3) In keeping with a professional atmosphere, a studeat assigned 1o the clinic
must stay busy, either working on hisfher client or working on class exercises.
Al unnecessary conversation should be kept to 2 minimum. Above all else, the
chinic is not a break area, Students must not visit nor chit chat with each other,
nor should they congregate around the station of another student.

{4) Students may not refuse to perform any request {refated to their training) an
instructor or staff members asks them to do. Any student refusing to perform a
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. § demerit.

(6) Gnee informed that a client has arrived, the student assigned to the client
should greet the client at the front desk and secure the floor ticker from the font
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
nature of the service should be discovered. During this "consultation”, the
student should assure the floor ticket has been filled out completely as far as
possible and that the client has signed the release on the bottom of the floor
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ticket. Remember, before any service is begun, the studeat doing the service's
name and ID#, 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 ocour 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 maintain the style between services.
[fa chemical 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, sthe student should attempt to book the client's next
service plus sell the suppert products needed to maintain the service done.

Before any hair service should be attempted, an examination of the scalp should
be performed. Ifthe student believes there is a reason the service should not be

performed, the instroctor should be discrstely 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 not be

undertaken, the instructor will be discretely called over and make an svaluation.

Again, any time a service js refiised 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 instructor, 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. I the 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
inciude safety and sanitation. Each criteria will be graded separately by
“pench-marking” the performance level. In doing this, the first evaluation wilt
assess if the work in that one area superior. Superior work reflects a thorough
knowlsdge on the part of the student and is almost perfect. 1fit is, a grade of
“3* will be recorded. If 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. 1f neither a *5" or “3" has been recorded, a
defanlt prade 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 will 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.

Students’ will not be given credit toward graduation 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 cusfomer should pay him/her
atip. In faet, 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 froat desk and
should stay there until the customer receives herthis 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) Te assure an adequate number of students on the clinic floor at all times,
lunch periods and afternoon breaks must be coordinated and assigned by the
clinic instructor who maintains 2 sign in and ont sheet. Students must have the
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clinic instructor's approval and sign out on this sheet ‘before leaving for lunch.
o .
% 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 desires to take longer 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 arrange their lunch together on an
occasionat basis to celebrate a special event, arrangements must be made with
the clinic instructor at least a day in advance, The olinfc instructor’s priority
must be assuming that the clinic is adeqnately covered and such an
accommodation may not be always feasible.

Remember, if a student falls to clock out for lunch sometime during the day, the
computer will automatically charge the student sixty minutes. If a student
elects to skip lunch, she or he should clock 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 a 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 as 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 inform the front desk of her/his plans if she or he is assigned to the
clinic floor that day. 2 demerits.

(18) No student service will be performed on any student without the prior
approval of the instractor. No cosmetelogy 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 schoal 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 has 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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