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PHILOSOPHY, OBJECTIVES, AND MISSION STATEMENT

The Hair Academy of Safford is under the ownership and direction of Mrs. Joey Scott. This institution is proudly located in
the heart of Safford, Arizona, a small southeastern Arizona community that is long established and rich in Arizona history.
Safford also offers a small town environment that is rapidly flourishing and considered to be an area of expanding

opportunity. Our school has been in business since 1935.

The courses taught at The Hair Academy of Safford offers the challenge of a very stimulating and rewarding career in the
fields of Cosmetology, Nail technology, and Instructor training. The school is fully equipped to meet all of the demands in
the fields of Cosmetology, Nail Technology, and Instructor Training. The Hair Academy of Safford provides a high-tech

atmosphere and model for progressive personal development for its students.

MISSION STATEMENT

Our mission is to provide a quality educational system to prepare students to pass the state board examination and to
gain employment within the field of Cosmetology, Nail Technology, and Instructors. The Hair Academy of Safford is
passionately committed to providing a solid educational foundation to empower our students in the pursuit of excellence

and we strongly believe that when people come first, success will follow.

FACULTY

The Hair Academy of Safford’s instructional staff is licensed by Arizona State Board of Cosmetology. Our Instructors are

highly successful professionals who receive continuous education to meet the growing demands of our industry.

EDUCATION GOALS

The quality education system at The Hair Academy of Safford includes providing an outstanding learning facility,
experienced and competent instructors, and a curriculum developed through years of experience and expertise. Our

goals are:

1. To educate students to be professional, knowledgeable and skilled students for marketability within the industry.

2. To maintain a program that is constantly updated so students will have complete knowledge to compete in the field
they are enrolled in.

3. To promote the continuing educational growth of the faculty and students, using current teaching methods and
techniques.
To teach courtesy and professionalism as the foundation of a successful career.
To prepare the student to successfully pass the State Licensing Exam for entry level employment.
To train and graduate students while empowering them to become confident and excited to enter a successful career

within the salon and beauty industry.




FACILITIES
The Hair Academy of Safford is located in the business section of Safford Arizona at 1550 W Thatcher Blvd. The present

owners acquired the Academy and initiated extensive remodeling and expansion by adding a modern skin care clinic, as
well as additional clinic floor and administration offices. The school maintains an extensive styling area, drying area,
reception and retail area, dispensary, and laundry facilities, training room, instructor’s and administration offices. The
school is continually being updated and improved to add to the quality of training provided and to the atmosphere in which

students work and learn.

Note: The Hair Academy of Safford invites and welcomes visitors, prospective students, parents, high school guidance
counselors, and the community to visit our school. We are available any time to answer questions, or conduct a tour of our

facilities and to see our training program in action.

TEXTBOOKS, EQUIPMENT AND SUPPLIES

The Hair Academy of Safford uses the CLIC system that is a dynamic, colorful and innovative way of presenting a
comprehensive curriculum. Students receive a visually exciting, artistically based education with emphasis on
development of practical skills needed for success in today’s progressive salon market. The Professional kit remains
property of The Hair Academy of Safford until the student completes the course he/she is enrolled in. The kit contains all
of the tools, implements, equipment, textbook(s), and workbook(s) necessary to assist the student in his/her successful

completion of the course they are enrolled in.

All items are of professional quality, acquired from suppliers that deal only with professionals. Upon being issued, the kits
are inventoried and inspected by the student with the issuing administrator to ensure that all items are present, are new
and in working condition. Once issued, it becomes the sole responsibility of the student to use, clean, and keep track of. It

is recommended that all items be marked for identification.

It is required that lost or damaged items be replaced by the student, at discounted school prices. Any items that prove to
be lost or damaged because of neglect, the student will be responsible for the cost of replacement. The school for the
student’s use furnishes all other materials such as permanent wave rods, towels, lamps, nets, etc. It should be understood
that the kit, or anything in the kit, not be removed from school property. The only exception is the student’s books needed

for studying.




ADMISSIONS REQUIREMENTS

The school only admits as students those persons having:

1.
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Proof that the student is beyond the age of compulsory school attendance in Arizona.

a. “Tenth grade equivalency” means 10 high school credits, including 2 in English, from any school recognized
by the basic education authority or the department of education in the jurisdiction in which the credits were
obtained.

A certificate of graduation/diploma from a school providing secondary education, or the equivalent of such certificate
(i.e. G.E.D.).
“High School Equivalency” means:

a. A high school diploma from a school recognized by the basic education authority or the

b. Department of education in the jurisdiction in which the school is located;

c. Atotal score of 45 points on a high school equivalency general educational development test or its equivalent
as required by the Arizona Department of Education;

d. An associate degree or 15 academic credits from a junior college recognized by the basic education authority
in the jurisdiction in which the college is located, or;

e. Any degree or university recognized by the basic education authority in the jurisdiction in which the college or
university is located.

The applicant can display the ability to benefit from the training offered. The ability to benefit is determined by
professionally devised aptitude testing that is given at Eastern Arizona College.

a. Applicants accepted for enroliment under the ability to benefit provision MUST, before the course of training is
completed, obtain a tenth grade equivalency or G.E.D. in order to comply with Arizona State Board of
Cosmetology laws and meet the requirements for examination for licensure. Applicants found to have
deficiencies in reading skills, may be required to participate in remedial programs depending on our
evaluation of the severity of the deficiency.

Submit Applications for Enroliment.
Personal interview prior to start date.
Submit all financial documentation to The Hair Academy of Safford.

A picture ID (drivers license), social security card and passport quality photo.

The Hair Academy of Safford does not discriminate on the basis of race, creed, color, religion, financial status, country or

area of origin of birth, sex, age or ethnic origin. The above requirements relate to all courses of training offered by the

institution.

ATTENDANCE AND TARDINESS POLICY
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Students will clock in and out upon entering or exiting the school, or upon interrupting training time.
All students are to check in and out with the instructor before leaving the school and upon returning.
Students will not leave indiscriminately at any time without prior clearance.

Time clock “clock-ins” are considered legal recordings, recording actual training time.




11.

12.

13.
14.

15.

16.

17.
18.

19.

20.

Students will not clock other students in or out. This action constitutes forgery and will be dealt with accordingly and
under the discretion of the instructor.

Students shall actively participate in the training program at all times. “Hiding Out”, refusal of patrons, or being too
incapacitated will result in that student being clocked out until such time as they resume participation, such time will
be up to the instructors discretion. To receive credit for nonparticipation constitutes fraud.

Classes begin at 8:00 am at which time the students will be seated and prepared to begin class.

ALL students arriving after 8:15 am on theory days will be required to wait until theory is over, and the clinic floor is
opened, to clock in.

Absences and tardies other than authorized leaves of absence require notification by phone by 8:15 am.

. Students determined to be excessively tardy and/or absent will be subject to a suspension or a probation period,

under the discretion of the supervising instructor.
Any student whose attendance is not up to the requirements put forth by the Arizona State Board of Cosmetology will
be required to apply for special consideration due to special circumstances.
Exceeding the 20% absence rate (approximately 2 days per month) can be cause for:

a. Suspension, warning, or counseling

b. Probation

c. Suspension from the program, with refund pro rata of tuition paid, less applicable fees
The above is all up to the discretion of the instructor.
Re-enrollment after suspension from the program will require undergoing complete re-enroliment with all applicable
fees.
All unnotified or unauthorized absences of a minimum of 10 consecutive school days, or in the case of Leaves of
Absence, 10 days after the scheduled return will be cause for cancellation of all contracts and refund of tuition paid,
as per refund schedule.
At the discretion of the Administrator, additional time required for completion of the stated required number of hours
due to excessive absence will be charged at a rate disclosed in the “Enroliment Agreement/Application”. (I.E. $5.00
per program hour still required, after scheduled graduation date).
Addition time required resulting from an authorized leave of absence shall be exempt from any additional charges.
A leave of absence will be granted for the requested time period, except for a maternity leave of absence, which shall
be granted for a maximum of 90 days, unless a doctor requests, in writing, that a student be put on a longer leave of
absence. In which case, it shall not exceed 6 months.
A leave of absence may be applied for in circumstances deemed to be beyond control of the student. Validity of
circumstances will be evaluated and determined by the staff through private, confidential consultation.
Circumstances accepted for excused absences or leaves of absence are:

a. Death in the family

b. Severe family emergency

c. Family vacation with a 2 week pre-arrangement

d

A maternity leave of absence of up to 90 days




21.

22.

23.
24.

25.

26.

27.

All circumstances will be subject to school evaluation as to authenticity or validity, and determination of the school is
final.
Unexcused absences consist of:

a. lliness or any other incapacitation without a doctor’s note, or appropriate authority’s note (I.E. court

appearances, the clerk can give you a note, etc)

b. Any absence that was not requested off
Saturdays are clinical days where students get hands on training.
Any days needed/requested off by a student must be requested off in writing at least two (2) weeks in advance. If the
student misses enough days to be put over contract, the same over contract charges apply. No provisions are made
for days off, vacations or similar activities in “contract time”.
Two breaks are allowed, but NOT required. We permit students to take a 15-minute break in the morning and a 15-
minute break in the afternoon. These breaks cannot be taken in conjunction with the 30-minute lunch break. Breaks
will be taken with the permission from the floor instructor. If the clinic floor is busy you may not get any break at all.
If you forget to clock in, you need to clock in immediately, being that you will lose the hours in which you weren’t
clocked in for.
The receptionist will make all appointments. The only people allowed to move an appointment is the receptionist and

the instructors.

APPEALS

Students may appeal an unsatisfactory status determination, in order to re-establish eligibility in three ways:

1.
2.
3.

By achieving the standards listed previously; or

By successfully appealing the unsatisfactory status determination; or

By withdrawing from the program and re-entering when he/she is better able to achieve the standards required. Any
student re-entering the program after leaving in UN-satisfactory progress would re-enter with the same status. The
student would re-enter with a 30-day probationary period for which they must achieve satisfactory progress before aid
would be reinstated. Failure to do so would result in termination. Financial aid eligibility is reinstated for the payment
period in which the student regains satisfactory progress status, but not for prior periods in which the student did not

have satisfactory status.

LEAVE OF ABSENCE

If enroliment is temporarily interrupted for a Leave of Absence, the student will return to the Academy in the same

progress status as prior to the Leave of Absence. Hours elapsed during a Leave of Absence will not be included in the

student’s cumulative attendance percentage calculation. Students may be granted a leave of absence with proper

documentation. An approved leave of absence will extend the student’s contract period by the same number of days

taken in the leave and will result in no additional charges to the student. Students who withdraw prior to completion of the

course of study and wish to re-enter within six months of the original formal withdrawal date will re-enter at the same

progress status as applicable at the time of withdrawal. Course incompletes, repetitions, and non-credit remedial courses

have no effect upon the academy’s satisfactory progress standards.




STUDENT PROFESSIONAL DEVELOPMENT GUIDELINES

The following are a list of guidelines that all students must commit to and follow during their enroliment at The Hair

Academy of Safford. The guidelines were established to assist in creating a safe, focused and enjoyable learning

experience.

Attendance and documentation of time

1.

The academy records attendance in clock hours and gives appropriate attendance credit for all hours attended or
does not add or deduct attendance hours as a penalty. Attendance is calculated using a computerized time clock and
does not round hours.

The academy is open from 8:00 a.m. to 4:30 p.m. All courses require continuous attendance.

The prescribed attendance schedule must be maintained each week. Students may not miss Saturdays.

Students must be on time as it inhibits the learning process. Students who are late for theory class may not enter the
classroom and will not receive theory credit. They may “clock in” and will be assigned special projects or assignments
pertaining to their course study. Students who are late for an elective cutting, coloring, perming, or special class may
attend the class, but must be accompanied into the classroom by an Instructor. Students are never excused from
mandatory theory class to work in the clinic.

During the enroliment contract period, the student is allowed to miss 160 hours before having to pay extra
instructional charges. If the student’s training goes beyond the contracted ending date for course completion, the
student will be charged an additional $7.00 for each hour completed after the contract ending date. The student may
use the allowed hours for vacation, doctor appointments, iliness, etc.

If you are late or cannot attend school you must contact the school and talk to the school receptionist immediately.
Day students must call in by 8:00 a.m.

Students must request time off from school with the proper day off request sheet.

Students are required to be in attendance a minimum of: 7 hours per day, 35 hours per week for the fulltime schedule;
20 hours per week for part-time students. Holidays such as Thanksgiving, Christmas and New Year's Day will be set
according to the calendar each year.

Lunches and breaks are scheduled for all students. Day students will take a 30-minute lunch between 12:00 noon
and 1:30 p.m., if possible, according to their booking. Students should communicate with their Instructor if they have

not had lunch by 1:30 p.m.

Documentation of time

a. Students may not leave the academy premises during regular hours without the permission of an instructor.
Students who will be leaving the academy premises for more than 15 minutes or leaving early must document
their time by:

b. Clocking out on the time clock.

c. Signing the sign-out sheet.

Have an Instructor book them out.




e. Day students must check out for lunch for 30 minutes every day.

f. Students will not receive credit for the hour if he/she fails to clock in/out for lunch.

10. Students may not clock in or out for another student.
11. Students must keep a record of all services each day on the hourly break down sheet. The “hourly break down sheet”
must be completed daily and turned in every Tuesday.

12. The instructors shall sign progress records as competencies are performed and graded.

Professional image
1. A professional image is a requirement for successful participation in the academy. Students must maintain the
following professional dress code:
a. Core and Phase One future professionals must wear professional dress.
b. Future professionals must dress in attire that is suitable for work.
c. A minimal print in clothing is acceptable.
d. Clothing must be professional, clean, and free of stains and tears.
2. Shoes should be professional and comfortable for all future professionals.
1. Hair must be clean and styled prior to arriving at the academy.
3. Cosmetics must be applied using trend appropriate make-up techniques and applied prior to arriving at the academy.
4. The following is a list of unacceptable dress:
a. Foot thongs or beach sandals.
b. Sweat pants or pajama material.
c. Tank or sleeveless tops.
d. Sweatpants and shirts.
e. Printed t-shirts with inappropriate writing.
f.  The t-shirt must be clean and professional, and you must dress it up!
g. Short skirts that fall above fingertips.
h. Shorts, spandex or biking shorts.
5. Future professionals who fail to comply with this professional dress code will be asked to leave and return with

appropriate attire.

Sanitation and personal services
Students must keep workstations and classroom areas clean, sanitary and clutter free at all times.
Students must clean their station, including the floor, after each service.

Hair must be swept up immediately after a service is completed, before blow-drying.
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Workstations must be cleaned at the end of the day prior to receiving a time card to clock out for the day.

5. Students may have their hair or other services done Tuesday through Friday. To receive a service students must do

the following prior to starting the service:




a. Notify an instructor
Be scheduled off the service books by an instructor

c. Pay for service supplies for personal including perms, tints, bleaches, rinses, conditioning treatments,
manicures, nails, etc.

d. Personal services must be rescheduled when the service desk personnel has a regularly schedule service
client. Students must re-schedule their personal service and complete the service appointment assigned to
them.

e. Personal services are considered rewards and scheduled for students who are up to date with all projects,

tests and worksheets. Academy assignments and successful learning are the priority.

Communication guidelines and professional conduct

1.

© N o o bk w

Visitors are allowed in the reception area only. Visitors are not allowed in the classrooms, student lounge or work
floor area.

Only emergency calls are permitted on the business phone. Students may use the student phones for a limited time.
Please keep your calls to 3 minutes.

Cell phones are to be on vibrate.

Students may not visit with another student who is servicing a guest.

Students may not gather around the reception desk, the reception area, or the offices.

Food, drinks, or water bottles are allowed only in the lunchroom.

Smoking is allowed in designated outside areas only.

Stealing or taking the academy’s or another’s personal property is unacceptable.

Learning participation guidelines

1.
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Instructors guide and encourage peer teaching and tutoring, but oversee at all times. Taking credit for another’s work
or cheating during exams is unacceptable.

Students will be expected to maintain an average of 75% on all theory tests and assignments.

Students must take all appointments assigned to them. This includes last minute walk-ins.

Students may not be released from required theory class to take a guest.

Only Desk Personnel may schedule or change client service appointments.

All services must be checked and the service ticket initialed by the instructor.

Students are expected to be continuously working on academy related projects, assignments, reading or test
preparation during academy hours.

Students will receive clock hours during the times they fully participate in their learning experience.

When students are not scheduled with service appointments or are not scheduled to attend theory or an elective class
the following may be focused on:

o Completion of monthly worksheets.




o Completion of theory review worksheets.
o Performing a service on another student.
o Listening or reading school resource center materials to include educational videos, audiotapes and books.

10. Students must comply with academy personnel and instructors assignments and requests as required by the
curriculum and student guidelines and rules.

11. Students may not perform hair services outside of the academy.

12. Students are responsible for his/her own equipment, and may use a station drawer only while working at that station.
All equipment, tools and personal items must be secured in their assigned locker. The Academy is not responsible for
any articles that are lost or stolen.

13. Parking is allowed in assigned parking areas only or cars may or towed at their own expense.

COACHING AND CORRECTIVE ACTION

Part of your learning experience includes fine-tuning and mastering the skills and behaviors of a salon professional. The
Academy Team will coach all students to correct noncompliance or destructive behavior. The following are a list of actions

that may be expected for non-compliance:

A. Attendance and documentation of time guidelines
Attendance, promptness and documentation of work are cornerstones to successful work practices. Students may be

clocked out, released for the day or suspended when they do not comply with guidelines.

B. Professional image standards
Professional Image Standards were created to provide guidance and direction to students as they develop their
professional image and persona. Students may be clocked out and released for the day when they do not meet

professional image standards.

C. Sanitation and personal service procedures
Sanitation and service procedures have been established to comply with state laws and to provide a safe and clean
service environment. Students may be clocked out and released for the day when they do not follow sanitation and

personal service procedures.

D. Communication guidelines and professional conduct

It is the academy’s responsibility to provide a learning environment that is professional, positive and conducive to learning.
Staff and students all contribute to a mutually respectful learning environment that fosters effective communication and
professional behavior. Students who fail to follow communication guidelines and who do not conduct themselves in a

respectful and professional manner may experience suspension or termination.

E. Learning participation guidelines




The learning participation guidelines have been established to provide a creative, fun, interactive and collaborative
learning environment that empowers students to act as “future salon professionals” and committed learners. Positive
behavior is required to create a mutually beneficial learning environment for all students. Students who fail to meet the
guidelines and create challenges for others students or staff may be released from the academy, suspended or

terminated.

Corrective action steps
After a student has received five suspensions he/she may be terminated. Terminated students may only be readmitted to
the academy after a thirty-day waiting period and must pay a $100 re-admittance fee. If the student receives another

suspension after re-admittance, he/she‘s attendance will be permanently terminated.

At The Hair Academy of Safford, we believe in providing a quality environment with an exceptional educational program.
This framework gives everyone the opportunity to enjoy the experience! The entire staff appreciates the students' respect

of these guidelines.

ATTENDANCE AND PROGRESS STANDARDS

Students attending The Hair Academy of Safford must maintain satisfactory academic progress in order to remain on the
active student roster, and if eligible, to receive funding in the Title IV assistance programs. These policies apply to all

students for all courses offered by the institution. Satisfactory progress of 75% must be maintained by all students in both
academic and attendance, which are reviewed monthly. Students must complete the course within 150% of the published

time frame for the course they are enrolled in.

This institution expects their students to maintain Satisfactory Academic Progress. Students are evaluated monthly and
only students who are making Satisfactory Academic Progress, as defined by this policy, are eligible for financial aid.

Student not receiving financial aid must also adhere to the same requirements.

To be in compliance with these standards and requirements the student must:
1. Maintain a minimum grade average of 75% on exams and classroom work and a 2.0 on practical performances.
2. Maintain a minimum monthly attendance rate to ensure completion within the contracted time frame; this rate for ALL

programs is 75% of accountable hours for the current month.

If a student does not meet all of the requirements and standards during the evaluation, they may be placed on probation.
Students on probation stilled deemed to be making satisfactory progress. Financial aid (if applicable) continues during

probation. During probation the student is required to improve to satisfactory progress.

Student will be re-evaluated at the end of the 30-day probationary period. If student has achieved satisfactory progress

they will be taken off of probation. If satisfactory progress is not achieved the student will remain on probation. A




maximum of two probation periods are allowed before the student’s financial aid will be put on hold. Course incompletes

and repetitions have no effect on the satisfactory progress standards.

TRANSFER POLICY

1. The student that is dropping/transferring will also have to fill out an exit interview and a withdraw/transfer form.

2. A calculation of the refund will be done on the computer to get an exact figure of the amount owed or the amount to
be refunded.
The student’s locker and station will be cleaned out.
The student file will be put into the drop/grad student files.

The papers of the student in the current student binder will be removed and placed in the drop/grad binder.

In case of a student who transfers into the student body of THE HAIR ACADEMY of SAFFORD he/she would be
responsible for any transcript or testing fees that may be required. We accept all previously earned hours for students
transferring or re-entering into any program offered. Transfer-out student hours are forwarded upon written request by the

student.

AVAILABLE SERVICES
THE HAIR ACADEMY of SAFFORD does not provide housing for any student. Locating housing is an individual

responsibility.

THE HAIR ACADEMY of SAFFORD is available to the student at all times to provide counseling on progress and positive
suggestions for continued improvement. THE HAIR ACADEMY of SAFFORD is fully continent of the fact that personal
problems and stresses have a direct, negative affect on the performance of the individual and are things that must be
dealt with to promote success in the lives of the potential professionals we are training. We feel that it is critical that
assistance is provided to those individuals in need whether the problems encountered are marital, financial, psychological,
or drug-alcohol dependency related. If a problem arises that our faculty feels it cannot deal with, we will refer our students
to a professional. It should be understood that THE HAIR ACADEMY of SAFFORD will not take financial responsibility for

these services if they are so needed.

ACCREDITATION AND APPROVAL

THE HAIR ACADEMY of SAFFORD is accredited by the National Accrediting Commission of Cosmetology Arts and
Sciences, located at 4401 Ford Avenue, Suite 1300, Alexandria, Virginia, 22302-1432, Telephone (703) 600-7600;
licensed by the Arizona State Board of Cosmetology, located at 1721 E. Broadway, Tempe, Arizona, 85282, Telephone
(480) 784-4539; and recognized as an eligible institution to participate in Federal Financial Aid Programs by the United
States Department of Education, located at 400 Maryland Ave., SW, Washington, DC 20202.




LICENSING

After graduating, student who elect to take Arizona State Board of Cosmetology licensing examinations are required to
pay to the Arizona State Board of Cosmetology the following examination fees. Please note that all licenses issued to
individuals to practice within the field of cosmetology by the Arizona State Board of Cosmetology expire yearly on the
holder’s birthday, and are renewable 30 days prior to the holder’s birthday. Renewing your license is the licensee’s

responsibility.

FEES EFFECTIVE MAY 6, 2008 ARE:

Examination Fees Personal License

Written $60.00 Initial $40.00

Practical $85.00 Renewal $30.00

Review of exam $50.00 Delinquent up to 4 years $50.00

Re-grade of exam $25.00 Duplicate $20.00
Reciprocity $110.00

Salon Schools Other fees

Initial $110.00 Initial $600.00 Educational class $25.00

Renewal $50.00 Renewal $500.00 certification of license

Delinquent $80.00 Delinquent $600.00 and hours $25.00

Duplicate $20.00

*Penalty for a dishonored check is $20.00




TUITION AND FEE SCHEDULE/TERMS OF PAYMENT

Cosmetology Course

Enrollment Fees $100.00*
State Post-secondary education Fee 110.00
Tuition 10200.00
Total $10,410.00

Nail Technician Course

Enrollment Fees $100.00*
State Post-secondary education Fee 104.38
Tuition 4.,300.00
Total $4,504.38

Cosmetology Instructor

Enrollment Fees $100.00*
State Post-secondary education Fee 104.95
Tuition 4,550.00
Total $4,754.95

*$100.00 is due at time of enrollment with financial aid in place.

Kit is furnished and is the property of THE HAIR ACADEMY of SAFFORD. It will be issued once the student has
clocked over 300 hours and entered onto the clinic floor. When the student has fulfilled the graduation requirements,

the kit will then be given to the graduate to continue with a Cosmetology career.

*We offer Federal Pell grants and Stafford Loans to those who qualify.
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COSMETOLOGY CAREER OPPORTUNITIES

Licensed Cosmetologist

Salon Owner School Owner
Salon Manager School Director
Salon Operator Supervisor

Branch Specialist
Hair Colorist Trichologist
Hair Stylist Unisex Hair Cutter

Hair &Scalp Specialist

Electrologist

Aesthetician

Cosmetologist

Research -
Testing New Products

Make-up Artist

Platform Artist

Product Demonstrator

Technical-\riter-
Beauty Editor

Competition Stylist

Career compensation

Proctor for State Board
Examinations

Because cosmetology offers so many different job opportunities, there is virtually unlimited potential, depending on the job

you have, your ability, and your interest in advancing in your career. In general, beginning cosmetologist earn minimum

wage to $20,000 per year. Experienced cosmetologist can expect to earn from $20,000 to $40,000+ annually. Owners of

Salon(s) earn much more, and projections vary from geographical areas and career field saturation per area.

Physical demands

Cosmetologists generally work in a clean, pleasant environment with good lighting and comfortable temperatures. You

would be on your feet for hours at a time with your hands at shoulder level. On an average workload is 40+ hours per

week, including some evenings and Saturdays so salons can accommodate working clientele.

The Hair Academy of Safford « 1550 West Thatcher Boulevard « Safford, Arizona 85546 < 928.428.0331 » HairAcademySafford.com



SAFETY REQUIREMENTS

The 1600-hour cosmetology course also includes safety factors to be aware of, some of which are:
a. Closed-toe shoes

b. Reading manufacturer’s instructions

c. Sanitation procedures

d. Gloves (when using chemicals)

e. Chemical awareness

f. Emergency Procedures

LICENSING REQUIREMENTS
1. Proof of education, High School Diploma, GED or 10th Grade with 2 years of English passed.

Certified 1600 hours completed from licensed school.
Arizona State Board of Cosmetology Exam (written and practical) must be passed with a minimum of 75% on each

section.

EMPLOYMENT APPLICATIONS

1. Read the entire application before you begin to fill it out.

N

Make sure you understand the information the employer is requesting. If you do not understand something, inquire
about it.

Follow the instructions for each part.

Do Not Give False Information.

Type or write legibly.

Always make a follow-up call on your application. This lets them know you are interested and will follow through.

N o g &~ w

Prepare and have available a professional resume. This should include education, job skills, past and current

employment information, a limited section on personal facts as well as a list of references. (See sample of resume)

PAYROLL DEDUCTIONS

Payroll deductions are one of your first concerns whether you are renting a station, or opening your own salon. Here are
some tips:

a. Consult a Guide

Income Tax Preparation Firm (like H&R Block)

b

c. An accountant or bookkeeper
d. Books available on the subject
e

State and Federal websites on the subject.




JOB PLACEMENT / EMPLOYMENT

THE HAIR ACADEMY of SAFFORD enjoys a high success rate for job placement. Some of our licensed graduates have
gone on to further their education at a traditional college campus, others elected to stay home with their children or have
moved to other cities. Jobs are available for anyone that desires work in the field of cosmetology. There is a list of salons
in need of operators or manicurists available from the director, or posted on the career opportunities bulletin board.
Newspapers (local and out-of-town) have want ads available for career opportunities both here and in other cities. Visiting

salons is an excellent way to research the market for employment. Simply ask the receptionist for an application.

APPLICABLE LAWS AND REGULATIONS

You will receive a Law and Rules & Regulations book on your first day of class. Study it, as there will be more that one

class on the topic in the course.

CONSUMER SAFETY

Consumer safety is a must. It will protect you and your salon from legal action if you will learn and practice the pertinent

aspects. It is vital you learn and understand the material offered in this course. If you don’t understand, ask questions.

| have read and understand the Cosmetologist Career Opportunities. | understand | will be going over each of these

topics more thoroughly in my course of study.

Student Signature Date

COSMETOLOGY COURSE CURRICULUM

Course Synopsis

The first three months of 300 clocked hours are devoted to the basic practical aspect of the profession. This is termed
Phase |. During this time students are in group theory classes designed to provide them the information needed to pass
the written portion of the State Board Exam. The school offers a minimum of four (4) hours of theory training per week for
the entire enroliment time of each student. At the conclusion of 300 clocked hours, students must be able to demonstrate
the correct procedures of the practical tasks learned in phase | and pass the written test with a minimum of 75%. Upon
completion, students are moved to the clinic floor. Students may now take clients and perform learned tasks on paying
customers. Instructors are present to further demonstrate, supervise and inspect students work. See the Hours
Requirement Break-down for a more detailed description of the remaining 1300 hours of coursework. There are 1600
total hours of coursework required. When coursework has been successfully completed and all fees have been paid,

students are now eligible to take the School Board Exam. This Board evaluates practical work, theory comprehension,




and professionalism. Students must achieve a minimum of 75% on both written and practical exams. If any part is failed,
students may re-take School Boards for a nominal fee. Following successful School Board Exam, students are issued
documents and forms required to take the Arizona State Board of Cosmetology. These forms must be completed and the
appropriate fee attached for submission to the proper department to schedule a date and time for exam. During the
interval between the School Board and State Board Exam, students are welcome to be on our campus to practice
practical skills and sit in on theory classes at no extra charge. Once Stat Boards are successfully completed, student
receives licensing for the practice of cosmetology in the state of Arizona. We have job listings available should a student

need assistance obtaining employment.

Teaching Methods
During the course of study, instructors will implement all available learning methods such as: Lectures, Discussions,
Demonstrations, Audio Visual Aids, Practice on clients and provision of Specialty Classes/ Clinics by Platform Artists,

Demonstrators, Guest Speakers etc.

Grading System
Progress reports on each student are maintained and are reviewed individually once each month unless closer
supervision is indicated, Theory requires a minimum grade average of 75% to pass. Practical/ Clinic requires a letter

grade minimum of 2.0 or 75% be maintained.

Theory Grading and Practical Grading*
91%-100% A Excellent

81%-90% B Good

75%- 80% C Average

Below 75% D Unsatisfactory

*Practical grading based on: sanitation, implements and finger dexterity, draping, sectioning and customer satisfaction.

HOURS SUMMARY

Demonstrations and Lectures 200 hours
Supervised Practical Instruction 1300 hours
Unassigned Specific Needs 100 hours

Total Clock Hours required 1600 hours
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HOURS REQUIREMENT BREAK-DOWN

The curriculum is composed of a minimum required accumulation of 1600 hours divided approximately as follows:

Supervised Practical Instruction Including Practical Application of Cosmetology and Theory

Theory of cosmetology history, Life skills, Your professional image, 200 0
Communicating for success, Arizona State laws and rules

Anatomy and physiology, Chemistry and electricity 10 0
Infection Control, Disinfection procedures 50 175
Hair and scalp treatments, Hair brushing 20 35
Haircutting 230 150
Hair styling, Pressing, Thermal curling and waving 130 110
Shampooing/Conditioning 50 150
Hair coloring 230 80
Chemical hair relaxing, specifically chemical hair reconstructing including 230 40
permanent waving, thioglycolatge, and sodium hydroxide

Braiding/braid extensions, Wig/hair enhancements 100 10
Massage 100 0
Histology of the Skin, Hair Removal 100 32
Facials, Facial make-up 100 32
Manicuring and pedicuring, Advanced Nail Techniques 75 40
Creative preference 40 0
Salon business, Seeking employment 35 0
Total 1600 hours

The Hair Academy of Safford « 1550 West Thatcher Boulevard « Safford, Arizona 85546 < 928.428.0331 » HairAcademySafford.com



The

INTERNAL SCHOOL COMPLAINT PROCEDURE F S rd

Any complaint to the school should be in writing to the school owner/director and should outline the
allegation or nature of complaint.

A school representative will meet with the complainant within ten (10) days of receipt of the written
complaint. If through careful evaluation and discussion the problem cannot be resolved, the complaint will
be referred to the school Complaint Committee. The school will document the meeting between the school
representative and complainant in writing. The complainant will be provided a copy of this written record at
the time of this meeting, with a signed copy in complainants file, if complainant is a student.

The complaint committee, made up of school owner, director, and instructor, will review all allegations
received in writing.

The complaint committee will meet within twenty-one (21) calendar days of the receipt of the written
complaint and review all allegations.

If more information is required from the complainant, a letter will be written outlining the additional
information requested.

If no further information is required, the Complaint Committee will act on the allegations and a letter will be
sent to the complainant within fifteen (15) calendar days. This letter will state the steps taken to correct the
problem, or provide information showing the allegations were not warranted, or perhaps not based on
factual information.

The complainant is required to attempt to resolve the complaint through the school complaint process
stated above prior to filing a complaint with the school's accrediting agency. If the complainant wishes to

pursue the matter further, a formal complaint may be sent to:

NACCAS (National Accrediting commission of Cosmetology Arts and Sciences)
4401 Ford Avenue, Suite 1300
Alexandria, Virginia 22302-1432
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NAIL TECHNOLOGY CAREER OPPORTUNITIES

Licensed Nail Technician

| |

Salon Owner School Owner
=alon Manager/Operator Mail Technician Director
Manicurist/Pedicurist supervisor/instructor

Product Educator

| |

Technical Writer Product Demonstrator
MNail Editor Artificial Nail Specialist

Platform Artist

Career Growth

The National Accrediting Commission of cosmetology Arts and Sciences report 1991 the following figures were reported:
"In December 1991, there were 1,361,000 professionals employed in beauty salons, barber shops, unisex salons, and nail
salons. Approximately 82,000 of these professionals worked in nail salons...in 1991, there were more nail salons than
barber shops; 19,000 versus 17,000. There are numerous demands for entry-level employment. Supply is 1/4 of the

demand."

NAILS magazine ranks Arizona eighth in the United States where nails are a thriving business and an emerging specialty.

Career Compensation

According to NAILS 1993 CAREER HANDBOOK, 32.7% of the licensed nail technicians receive a weekly gross income of
less than $200; 26.6% receive a weekly gross income of $200-$300; 13.2% receive $301-$400;

10.35 receive $401-$500; and the remaining make from $501-$1,000 per week.

Compensation systems (the method of payment) range from highly complex (sliding scale with varied service charges) to
very simple (a flat fee for space rental). Specific compensation methods may include straight salary, salary and

commission, straight commission, or booth rental.

Physical Demands

Nail technicians generally work in clean, pleasant surrounding with good lighting and comfortable temperatures. Work
can be arduous and physically demanding because nail technicians must sit/lean over a table for hours at a time. Many
full-time nail technicians choose to work more than 40 hours per week, including evening and weekends when salons are

often the busiest.
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SAFETY REQUIREMENTS

The 300-hour nail technician course also includes safety factors to be aware of, some of which are:
a. Proper dress

b. Proper ventilation

c. Posture

d. Nail product chemicals

e. Sanitation procedures

f. Reading manufacturer’s instructions

g. Chemical awareness

h. Emergency Procedures

LICENSING REQUIREMENTS
1. Proof of education, High School Diploma, GED or 10th Grade with 2 years of English passed.

2. Certified 300 hours completed from licensed school.
3. Arizona State Board of Cosmetology Exam (written and practical) must be passed with a minimum of 75% on each

section.

EMPLOYMENT APPLICATIONS

1. Read the entire application before you begin to fill it out.

2. Make sure you understand the information the employer is requesting. If you do not understand something, inquire
about it.

Follow the instructions for each part.

Do Not Give False Information.

Type or write legibly.

Always make a follow-up call on your application. This lets them know you are interested and will follow through.

N o g &~ w

Prepare and have available a professional resume. This should include education, job skills, past and current

employment information, a limited section on personal facts as well as a list of references. (See sample of resume)

PAYROLL DEDUCTIONS
Payroll deductions are one of your first concerns whether you are renting a station, or opening your own salon. Here are
some tips:
a. Consult a Guide
Income Tax Preparation Firm (like H&R Block)

b

c. An accountant or bookkeeper
d. Books available on the subject
e

State and Federal websites on the subject.
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JOB PLACEMENT / EMPLOYMENT

THE HAIR ACADEMY enjoys a high success rate for job placement. Some of our licensed graduates have gone on to
further their education at a traditional college campus, others elected to stay home with their children or have moved to

other cities. Jobs are available for anyone that desires work in the field of nail technology.

There is a list of salons in need of nail technicians available from the director, or posted on the career opportunities
bulletin board. Newspapers (local and out-of-town) have want ads available for career opportunities both here and in other
cities. Visiting salons is an excellent way to research the market for employment. Simply ask the receptionist for an

application.

APPLICABLE LAWS AND REGULATIONS

You will receive a Law and Rules & Regulations book on your first day of class. Study it, as there will be more that one

class on the topic in the course.

CONSUMER SAFETY

Consumer safety is a must. It will protect you and your salon from legal action if you will learn and practice the pertinent

aspects. It is vital you learn and understand the material offered in this course. If you don’t understand, ask questions.

| have read and understand the Nail Technician Career Opportunities. | understand | will be going over each of these

topics more thoroughly in my course of study.

Student Signature Date

NAIL TECHNOLOGY COURSE CURRICULUM

Program Summary Anatomy and Physiology Manicuring Acrylic Nails
Your Professional Image Nail Disorders Pedicuring Gel Nails
Bacteriology Skin Disorders Nail Tips Salon Business
Sanitation Client Consultation Nail Wraps Selling Products

Safety in the Salon
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Goals

To provide training in all phases of Nail Technology in
order to assist the student in passing the Arizona State
Board Exam for Nail Technology Licensure, providing
student with the tools required for a career in Nail

Technology.

Course Synopsis

The first two weeks or 80 clocked hours are devoted to the
basic practical aspect of the industry which includes
manicuring and pedicuring. You will learn to identify and
use equipment, implements, materials and cosmetics
needed for manicures and pedicures. Describe the basic
table set-up and the four basic nail shapes. Students learn
the steps for pre-service, procedures for water manicure,
hot oil manicure, male manicure and pedicures as well as
hand and arm massage. There is a very basic introduction

to the electric file.

The next 140-clocked hours will include nail tips, nail
wraps, acrylic nails, and gels. The student will learn to
identify the supplies needed for the application of these
services and explain their uses. Students will demonstrate
proper procedures and precautions for

the application and safe removal of: nail tips, fabric wraps,
acrylic over forms, acrylic over tips, acrylic over bitten
nails, odorless acrylics, light/no light cured gels as well as
the precautions necessary for applying primer. This
section also covers maintenance procedures for the
services covered. In creative touch, different methods and
supplies for nail artistry are demonstrated including air
brushing techniques and equipment. The electric file will
be taught more thoroughly at this time. As part of the
completion of these 140-clocked hours, students are
introduced to the clinic floor to perform freshman services

to the public for a fee.

The junior level of the course, or the next 140 clocked
hours, are devoted to understanding the importance of
professional image, the study of bacteriology, sanitation,
disinfection and safety in the salon. Students will learn
salon conduct, professional ethics and appearance. The
comprehensive study of bacteriology, salon contaminants,
sterilization, sanitation and disinfection and their practical
applications; what overexposure is and how to detect it;
Material Safety Data sheets, ventilation and the
recognition of cumulative trauma disorders will be covered.
Student continues performing clinic services at a more

advanced level.

The senior level begins at 340 clocked hours, and for the
next 140 hours students will study nail product chemistry
and how it functions, anatomy and physiology, the nail, nail
disorders (causes and treatment), skin, skin disorders
(causes and treatment), when treatment is possible and
when it is not.

Anatomy and physiology chapters include metabolism,
body tissue, organs, systems, muscle stimulation and
functions of the blood. Client consultation will go in depth
on when client referral to a physician is advisable, health
card information and the importance of healthy nails.
Services performed on the clinic floor will now be at a

senior level.

The final 100 hours of training will cover salon business
and selling nail products and services. These chapters are
very important and will enable the student to recognize the
advantages and disadvantages of full-service salons/nail
only salons, and the importance of good record keeping.
Student will now begin preparing for final exams and

honing procedure skills for the mock state board exam.

Successful completion of 600 hours, and all fees paid,
student is now eligible to take the School Board Exam.

This Board evaluates practical work, theory
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comprehension, and professionalism. Students must
achieve a minimum of 75% on both written and practical
exams. If any part is failed, students may re-take School

Boards for a nominal fee.

Following successful School Board Exam, students are
issued documents and forms required to take the Arizona
State Board of Cosmetology. These forms must be
completed and the appropriate fee attached for submission
to the proper department to schedule a date and time for

exam.

During the interval between the School Board and State

Board Exam, students are welcome to be on our campus

HOURS SUMMARY

Demonstrations and Lectures 80 hours
Supervised Practical Manicuring 500 hours
Unassigned Specific Needs 20 hours
Total Clock Hours Required 600 hours

to practice practical skills and sit in on theory classes at no
extra charge. Once State Boards are successfully
completed, student receives licensing for the practice of
nail technology in the state of Arizona. We have job
listings available should a student need assistance

obtaining employment.
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HOUR REQUIREMENT BREAK-DOWN*

The curriculum is composed of a minimum required accumulation of 600 hours divided approximately as follows:

Subject

Theory of manicuring (classroom) including Arizona Laws and Rules Governing Nail Technology,

Practical manicuring and practical theory

Extensions, wraps and overlays
Gels

Electronic files

Nail artistry

Nail sculpturing

Manicuring

Pedicuring

Massage on hands, arms, legs and feet
Monitor duties

Creative preference
Disinfection procedures

Total

*We reserve the right to revise or upgrade at any time

Hours

60

150
50
50
50
90
35
30
10

2

20

35
600 hours

The Hair Academy of Safford < 1550 West Thatcher Boulevard « Safford, Arizona 85546 « 928.428.0331 « HairAcademySafford.com
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INSTRUCTOR COURSE CURRICULUM

Goals
To provide training in all phases of Instruction in order to assist the student in passing the Arizona State Board Exam for

Instructor Licensure, providing student with the tools required for a career in cosmetology instruction.

Course synopsis

The first six (6) weeks, or 160 clocked hours will be devoted to the fundamentals of teaching, teacher maturity,
personality, professional conduct, development of a course, and teaching principles. Also covered will be theory and self-
study, with assignments preparing the student for the practical aspects of teaching. There will be some time spent

observing the classroom of licensed instructors.

The next six (6) weeks, or 160 hours will focus on student learning principles, lesson planning, the four-step teaching plan,
basic teaching methods and aids. This part of the training will be used to plan a curriculum, and design lesson plans or

prepare the student for the next segment of the course, which will be the actual teaching.

Once student instructors have completed 320 clocked hours of coursework, they will be assigned a subject to teach. They
will present their subject to a class, under observation and evaluated on presentation, lesson plan and teaching
aids/materials used. This serves as the Mid-course test to determine readiness to teach general student body
coursework. Student instructors are under constant observation by licensed instructors whenever they are involved in

classroom instruction.

The final six (6) weeks, or 170 hours, student instructors will design all aspects of a course curriculum and
formatting lesson plans for each class taught in the course. In addition, they will be teaching assigned classes, assisting
the clinic floor monitors and assisting in the general paperwork of the licensed instructors (grade keeping, counseling,

etc.).

Upon completion of the required 650 hours of coursework, all written assignments, teaching requirements and any other

training required as well as all fees paid, student instructors are eligible to take the school board exam.

This is formatted to be as close as possible to the state board exam student instructors will be required to take to
licensure. Exam will be given in three parts; written to assess theory instruction comprehension, demonstration skills and
evaluation of the lesson plans designed and taught of the two (2) classes instructed. Each part must be passes with a
75% grade. State board paperwork is issued at the successful completion of the school boards. Each applicant must
complete their own paperwork and submit it to the Arizona State Board of Cosmetology, along with the appropriate fee, to
take the licensing test. During the time between completing school boards and state boards, student instructors are

welcome to come to school campus to practice at no additional charge.
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Teaching Methods
During the course of study, instructors will implement all available learning methods such as: Lectures, Discussions,
Demonstrations, Audio Visual Aids, Practice on clients and provision of Specialty Classes/Clinics by Platform Artists,

Demonstrators, Guest Speakers, etc.

GRADING SYSTEM

Progress reports one ach student are maintained and are reviewed individually once each month unless closer
supervision is indicated. Theory requires a minimum grade average of 75% to pass. Practical/Clinic requires a letter

grade minimum of 2.0 or 75% be maintained.

THEORY GRADING

91%-100% A Excellent
81%-90% B Good
75%-80% C Average
Below 75% D Unsatisfactory

PRACTICAL GRADING*

5.0 Excellent-no corrections needed
4.0 Very Good-3 or less corrections

3.0 Good-needs some work

2.0 Fair-improvement needed

1.0 Failing-completely unsatisfactory

* Practical grading based on sanitation, implements and finger dexterity procedure knowledge and execution, and

customer satisfaction.

HOURS SUMMARY

Classroom and Related Procedures 520 hours

Clinic Floor Supervision 130 hours

Total Clock Hours Required 650 hours
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HOUR REQUIREMENT BREAK-DOWN*

The curriculum is composed of a minimum required accumulation of 650 hours divided approximately as follows:

Orientation

Theory, principles or methods of teaching
Practical demonstrations

Conducting theory classes

Clinic floor work

Arizona cosmetology laws and rules
Record preparation

Evaluation and unassigned

Total

*We reserve the right to revise or upgrade this at any time.

16

250
150
60
130
10
10
24
650 hours

The Hair Academy of Safford < 1550 West Thatcher Boulevard « Safford, Arizona 85546 « 928.428.0331 « HairAcademySafford.com



30

EMERGENCY PROCEDURES

Emergency Telephone Number: 911

Injury or lliness

1. Remain calm and stay with injured person.

Call for help. If someone is with you, direct them to go for help.

3. Ifthe person is conscious, ask what has happened. Get a brief account of the incident, person's name, where
injured, but DO NOT MOVE THE PERSON UNTIL MEDICAL HELP ARRIVES. If the person is alert, and does not
need an ambulance, allow the person to rest. Make the person comfortable. Ask if you can call a friend or
relative. DO NOT ALLOW THE PERSON TO WALK OR DRIVE HOME ALONE. Someone must accompany the
person home or to a doctor.

4. If the person is unconscious, try to arouse the person. If the person remains unconscious, CALL THE
AMBULANCE AND GIVE THE FOLLOWING INFORMATION:

a. Your name and title (instructor or student)
b. Why you are calling
c. Number of people ill or injured
d. Exact location of incident
Send someone to direct the ambulance.
Report the incident. Record all pertinent information that same day, or as soon as possible and place on file in

the office of the director.

Fire
1. Give adequate information to the 911 operator:
a. Your name and telephone number
b. Exact location of fire
c. Type of fire (car, electrical, chemical, etc.)

2. Send someone to direct the Fire Department.

First Aid
First Aid Kit is located in the dispensary (front of school, the room behind the reception desk).
Reporting all accident and injuries sustained by an employee in the course of his/her employment must be reported to

the owner.
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The owner will complete a report of Industrial Injury and forward same to the Office of Risk Management no later than
two (2) working days following the accident. All accidents and injuries sustained by a student must be reported to the
director.

NOTE: THE HAIR ACADEMY of SAFFORD does not provide gratuitous accident insurance for students or visitors.
The College does carry liability insurance. In the event of claim from students or visitors, contact the director.
Reporting all incidents involving Hazardous Materials (Corrosives, Gasoline, Insecticides, Cleaning Agents and other
unknowns) should be reported immediately to the director. Our OSHA Manual is located in the director’s office for

reference (under the computer, on lower shelf).

| have read the information printed above.

Signature Date

ENROLLMENT AGREEMENT APPLICATION

Personal Data

l, , hereby make application for the course identified below and, in consideration
of my enrollment and your furnishing, or offering to furnish, instruction in THE HAIR ACADEMY of SAFFORD, 1550
Thatcher Blvd., Safford, AZ 85546-3309, herein after referred to as School, provide the following information and agree

to the following information and agree to the following payment and conditions:

Address

City State Zip Code
Hm. Phone WKk/Cell Phone SSN #

Course Hours in Course

Course Data

| am applying for the course of study that is outlined in the School catalog. The
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course of study is to begin on . According to this School catalog, | will complete the
course of study by . The course of study will be taught 40 hours per week.
SCHEDULE: _ Full Time __Part Time Hours per week

Payment Terms and Methods

| agree to pay the School $ in full on or before the completion of the course of study.

The program tuition will be payable as follows:

Enrolliment Fees $

Tuition $

State Post-secondary Education Fee: $

Less Down Payment; $

Total $

I, may at the School's option, pay the School $ per month in monthly installments. The first

installment is due and payable on and all subsequent installments are due and payable on the

same day of each subsequent month until paid in full. Other payment plans may be arranged. Furthermore, the

School may at it's option and without notice, prevent me from attending class until the unpaid balance is satisfied.

| understand that | must complete the program by and that | will be required to pay

per program hour for any hours remaining after this completion date. The additional hourly fee may be waived only

with the written consent of the School upon demonstration of circumstances warranting such a waiver.

| understand that if | am eligible for the Title IV funding program, it will be disbursed at specific course hours by the

financial aid officer.

Student Signature Date
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SCHOLARSHIPS

Although the School does not, as a general policy, award scholarships and or fee waivers, we reserve the right to make exception to
this policy in exceptional circumstances. This will be based on a process of application, personal interview and extensive
consideration and evaluation of the individual, their circumstances and their ability to benefit from the training applied for. All
decisions will be in compliance with the non-discrimination policies; the results of the evaluation by the administration will be final.
Scholarships are awarded for tuition only. Equipment, textbooks and supplies are not included, and would be applied at the current
rate of cost. Recipients must maintain at least a C+ average; must meet all the School's attendance policies, and must complete an

application for Student Financial Assistance.

REFUND POLICY

Refunds will be made within 30 days of cancellation, termination, or withdrawal. Official cancellation or withdrawal

shall occur on the earlier of the dates that:

1. Applicants not accepted for training shall be entitled the refund of all monies paid.

2. If a student (parent of guardian if under legal age) cancels their contract and request a refund, in writing,
WITHIN 3 BUSINESS DAYS of signing the enrollment agreement or contract, all monies collected shall be

refunded. This regardless if the student starts training or not.

3. If a student cancels his/her agreement AFTER 3 BUSINESS DAYS of signing the enrollment agreement or

contract, in writing, shall be entitled to the refund of all monies paid to the School, less enroliment fees of $100.00.

4. A student notifies the institution of his/her withdrawal. If a student does not notify the School of withdrawal,

the school will do a formal termination within 30 days.

5. A student on an approved leave of absence notifies the school that he/she will not be returning. The date of
withdrawal shall be the earlier of the date of expiration of the leave of absence or the date the student notifies the
institution that the student will not be returning.

6. A studentis expelled from school.

In type 2, 3, 4, or 5 official cancellation or withdrawals - the postmark on the written notification will determine the

cancellation date, or the date said information is delivered to the school administration/owner in person.
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7. After enrolling or beginning classes the following schedule of adjustment is authorized:

% of Attendance / Time to Total Time of Course Amount of Total Tuition School Shall Receive or
Retain
01% to 4.9% 20% Retained or Received
5% t0 9.9% 30% Retained or Received
10% to 14.9% 40% Retained or Received
15% to0 24.9% 45% Retained or Received
25% 10 49.9% 70% Retained or Received
50% and over 100% Retained or Received

8. Enrollment time is defined as the time elapsed between the actual starting date and the date of the last
physical

attendance.

9. Cost of kit and textbooks are non-refundable once issued.

10. Date of cancellation will be determined by postmarks on written notification or the date that said notification is
delivered to the School administrator or owner in person. Formal termination by the School shall occur no
more than 10 days after the last of physical attendance without notification, or in the case of a Leave of

Absence, the documented return to training.

11. No refunds will be made on books or equipment once issued for all courses.

12. In the event of student iliness, disablement or other circumstances beyond the control of the student, the

School will make a settlement, which if fair and reasonable to both the student and the School.

13. Should the School be permanently closed and is no longer offering instruction after a student has enrolled, a

pro rated refund of tuition is entitled.

14. Should a course be cancelled after a student is enrolled, the School shall at that point:
a. refund all monies paid or,

b. provide completion of the course

RETURN OF TITLE IV FUNDS POLICY

The law now specifies how your school must determine the amount of SFA Program Assistance that you can earn if you withdraw.

The new law as of October 7, 2000 requires that when you withdraw during a payment period or period of enroliment, the amount of
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SFA Program Assistance that you have earned up to that point is determined by a specific formula. The school defines a payment
period as a period of time attended. If the school received on your behalf less assistance that the amount that you have earned, the
school will be able to receive those funds. If the school received on your behalf more assistance than you have earned, the excess
funds must be returned. This process must be completed within 30 days of determining your last date of attendance and refunds

will be made according to Federal Guidelines

The amount of assistance that you have earned is determined on a pro rata basis. That is, if you complete 30% of the assistance
you were originally scheduled to receive. Once you have completed more than 60% of the payment period or period of enroliment,
you earn all of your assistance. If 70% of your scheduled time has elapsed you earn all of your assistance. If the school has

received on your behalf excess funds that must be returned, the school must return a portion of the excess equal to the lesser of:

Your institutional charges multiplied by the earned percentage of your funds, or the entire amount to the excess funds.

If the student receives excess funds, you must return the remaining amount. Any loan funds that you must return you repay in
accordance with the terms of the promissory note. That is, you make scheduled payments to the holder of the loan over a period of
time. If the student receives excess funds in the form of grants funds, you do not have to return the full amount. Failure to return

any funds due will result in loss of further Title IV eligibility.

EMPLOYMENT ASSISTANCE

While the School cannot guarantee employment for graduates, assistance in finding suitable employment is provided by posting
area job openings on a career opportunity bulletin board for students to review. Students also receive training on how to seek

employment that includes how to write a resume, complete an employment application, and prepare for an effective interview.

GRADUATION REQUIREMENTS

I understand that in order to graduate from the program, and receive a diploma, | must successfully complete the required number
of clock hours a specified in the catalog and on the contract, pass all written and practical exams with a 75% average and satisfy all

financial obligations to the School.

GROUNDS FOR TERMINATION

| agree to comply with the rules and policies and understand that the School shall have the right to terminate this contract and my
enrollment at any time for violation of the rules and policies as outlined in the School catalog. | understand that the School reserves
the right to modify the rules and policies and that | will be advised of any and all modifications. The School will charge a termination
or withdrawal fee of $150.00.

NON DISCRIMINATION POLICY
THE HAIR ACADEMY of SAFFORD does not discriminate on the basis of age, religion, ethnic origin, race, creed, color, financial
status, country or area of origin of birth, sex, or sexual orientation. The above requirements relate to all courses of training offered

by the institution.
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ACKNOWLEDGEMENT

This contract contains the entire agreement between the School and myself and further modification or representation
except as herein-expressed in writing, will not be recognized. This contract is a binding document between
and THE HAIR ACADEMY of SAFFORD.

| acknowledge that | have read this contract in its entirety, and that | have received a copy of this contract and all
blank spaces have been filled in to my satisfaction. | have also received a copy of the School Catalog
dated:

Signature of Applicant Date

Signature of Parent or Legal Guardian Date

Acceptance Date School Official
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SCHOOL POLICIES

Rights and Privacy Policy

THE HAIR ACADEMY of SAFFORD guarantees the right of the student, or in the case of a minor, the student's guardian

or financial guarantor, the right to access and examine the student's personal file. The school also guarantees the rights

of the student to the privacy of that same file and will not release information contained therein to any individual, firm,

institution, or agency other than those with overriding legal right of access, without the express written permission of the

student, guardian, or guarantor.

Right to Privacy Procedure

Adult students, parents of minor students, and parents of tax dependent students have the right to inspect, review, and

challenge information contained in their educational records. Educational records are defined as files, materials, and

documents, which contain information directly related to the student and are maintained by the institution. Written consent

is required before educational records may be disclosed to third parties with the exception of accrediting commissions or

government agencies so authorized by law. Students are not entitled to inspect the financial records of their parents. A

school official must be in the office at all times during any examinations of the student's files.

Students' records are retained by this institution for period of not less than five (5) years from the date the
student graduates, withdraws or otherwise ceases to be enrolled.

School Calendar

THE HAIR ACADEMY of SAFFORD has an open enroliment policy. New student classes begin every Tuesday.

Timetable/Tardiness Initials
Our Five (5) day schedule is: Tuesday through Saturday from 8:00 a.m. until 4:30 p.m. with a

30 minute lunch break.

Attendance Policy Amendment Initials

Any day the school is closed before a holiday will be treated as a Saturday. Full day attendance is mandatory.

School must be notified by student by 8:15 am of that day for excused absence. Failure to comply will result in an
unexcused absence or tardy regardless of the circumstances. The school is closed on the following days:
Sunday and Monday New Year's Day Memorial Day
Thanksgiving Day Christmas

The school reserves the right to close on any other day(s) deemed appropriate by the administration.
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Dress Code and Appearance Initials
A professional image is a requirement for successful participation in the academy. Students must maintain a professional
dress code: Initials
Revised Makeup Policy Initials

Your worksheets and workbooks are due the day of testing, according to whatever chapters the test is on.
If you are absent on test day, you have three (3) days from the day you return in which to take the test. If the testis not
taken within three (3) days, five points for each day thereafter [up until seven (7) days] will be deducted from your final

score.

Non Discrimination Policy
THE HAIR ACADEMY of SAFFORD does not discriminate on the basis of age, religion, ethnic origin, race,

creed, color, financial status, country or area of origin of birth, sex, or sexual orientation. The above requirements relate

to all courses of training offered by the institution.

Student Signature Date
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FINANCIAL AID ASSISTANCE ACKNOWLEDGMENT

I, am attending THE HAIR ACADEMY of SAFFORD by the following monies,

grants, or financial aid assistance

Initials

Satisfactory progress is necessary to receive financial aid.
You Must Understand

Satisfactory progress is necessary to maintain eligibility for financial aid. A grade average of 75% and attendance of 75%

of the month’s available hours. Hour average calculation sample:

Start date Earned Hours
May 140

June 160

July 168

August 96

Total Hours 564

564 hours divided by four months= 141 hour average

Average is calculated by dividing the number of hours by the number of months.

VERY IMPORTANT

PELL grant checks must be earned by hours (attended). When you receive your award letter you will notice at the bottom
of the page, checks are disbursed for Cosmetology at 0-450 hours, 451-900 hours, 901-1250 hours, and 1251- 1600 as
per federal law. Nail Techs are disbursed at 0-300 hours and 301-600 as per federal laws. Instructors are disbursed at O-
325 hours and 326-650 hours per federal law. If after reading this information, you still do not understand, please contact

the director for a more detailed explanation.

Initials

Student Signature Date

School Official Signature: Date
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CHECK LIST FOR ENROLLING STUDENTS

Student Initials

Copy of Enrollment Agreement/Application
Birth Certificate/Proof of Age

Social Security Card

High School Diploma/GED/Proof of Education
Driver's License/Picture 1.D.

Passport picture

School Catalog

Arizona State Board Rules and Regulations
Information Release Form

Emergency Information Card

Career Opportunities

Student Price List

Complaint Procedure

Hours and Operations for Course

Phase | Requirement Sheet

Counseling Information

Fire Evacuation Plan

Drug Awareness Pamphlet

Financially Assisted Student Form

School Locker






