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COURSE CATALOG

Academy of Cosmetology, Inc.
133 West Mendenhall, Bozeman, Montana 59715

www.academycosmetology.com | E-mail: bozemanaoc@yahoo.com
406-587-1264 | Published 2020

CONTENTS SUBJECT TO CHANGE
This catalog and its content are subject to change without notice. The Academy of Cosmetology, Inc. reserves the right
to change regulations, tuition, and fees. This catalog is issued to answer any questions a prospective student may have
regarding our facility. This catalog does not establish a contract between the student and the school. The student will be
subject to the expectations and procedures listed in this catalog on the date the student signs the enrollment. Application for
enrollment can be found on our web site. Students must sign their enrollment contract before classes begin.

-MISSION
THE MISSION OF THE ACADEMY OF COSMETOLOGY, INC. IS TO PROVIDE A QUALITY POST-SECONDARY
EDUCA TION THAT PREPARES THE GRADUATE FOR LICENSURE AND JOB ENTRY LEVEL SKILLS FROM THE
COSMETOLOGY PROGRAM.

NON-DISCRIMINATION STATEMENT
The Academy of Cosmetology, Inc. does not discriminate on the basis of race, color, sex, sexual orientation, age,
religion, disability, national or ethnic origin.

We are very eager and excited to share our'kn.owledge and experiences with those who will come to enjoy the
Cosmetology profession and grow with it just as we have through the years. We strive to provide a quality education and great
performance.

AVA[LABLE PROGRAM
. The Academy of Cosmetology, Inc offers.a. 1500 héur course in the field of Cosmetology to be completed in 47 weeks;
32 hours per week. Upon graduation and Licensure, the student has the opportunity to be employed in the field of
Cosmetology choosing to do hair, skin, and nails as a licensed professional.

HISTORY

% The Academy of Cosmetology, Inc. was established in 1983 and is currently under ownership and operation of Rod
and Charity Mé¢Cullough.

% The Academy of Cosmetology, Inc. has been Montana licensed and bonded with the Montana State Board of Barbers
and Cosmetologists since 1983.

“% The Licensing -Board is located in Helena, Montana The address is PO Box 200511, Helena, Montana 59620-0513.
Phone number is (406) 444-5696. Their web site is dli.bsd.boards.mt.gov.

% The Academy of Cosmetology, Inc. has been accredited since 1989 by NACCAS (National Accrediting Commission of
Career Arts and Sciences}, 3015 Colvin Street. Alexandria, VA 22314 - {703) 600-7600

WHAT IS ACCREDITATION?
ACCREDITATION MEANS THAT A SCHOOL HAS MET THE MINIMUM NATIONAL STANDARDS OF EDUCATIONAL

PERFORMANCE WHICH HAS BEEN ESTABLISHED BY AN IMPARTIAL NON-GOVERNMENTAL AGENCY. THROUGH THE YEARS,
ACCREDITATION OF SCHOOLS HAS BEEN THE MOST AUTHORITATIVE AND RELIABLE INDEX OF A SCHOOL’S CONCERN FOR
INTEGRITY TOWARD ITS STUDENTS AND QUALITY EDUCATION. A SCHOOL BECOMES ACCREDITED BY FORMAL ACTION ON
INFORMATION SUBMITTED BY THE SCHOOL AND THE REPORTS OF A SPECIALLY APPOINTED TEAM, WHICH VISITS THE
SCHOOL AND EVALUATES IT ACCORDING TO ESTABLISHED STANDARDS.

' ' LOCATION

The Academy of Cosmetology, Inc. is located in downtown Bozeman Montana. Downtown Bozeman offers excellent
dining, shopping, arts, and night life. Downtown has many apartments in the residential areas, as well as above the downtown
stores,

The Academy of Cosmetology, Inc. is approx1mate1y 4000 square foot building with 28 cosmetology stations for
servicing our clients, separate manicure, pedicure and facial rooms, a student breakroom with lockers, and one large separate
classroom for theory and practical instruction. There is plenty of free parking for students. Our facility is designed to meet the
needs of our students. Our students learn through lectures, activities, demonstrations and hands- on experiences
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ADMISSIONS REGQUIREMENT
1. Applicatior completed with the application/registration fee of $165.00 ($100 non-refundable application fee)
2. Typed essay addressing all the topics requested on the application.
3. Each admitted student must meet one of the following and provide documentation at time of application:

.

*+. An official High School Diploma, or equivalent Hi-Set Certificate of attainment (GED)
% :An official High School Transcript or equivalent Hi-Set transcript {(GED) showing completion
% A copied certificate demonstrating that the student has passed a state-authorized examination that the state
©recognizes as the equivalent of a high school diploma
% . An academic transcript copy of a student who has successfully completed at least a two-year program that is
. acceptable for full credit toward a bachelor's degree
%+ Proof of attainment of an Associate’s degree or higher by providing a copy of a college transcript showing
" college completion or college degree,
% Certified Homeschool Certificate copy that state law treats as a home or private school - the school listed on
© the certificate will be contacted by phone or email to ensure validity OR through means of requesting proof of
compliance with local laws on homeschooling in the state /county where certificate was issued. .
% Certified Homeschool certificate ¢opy in which the state issues a secondary school completion credential to
_homeschoolers. If this is the case in the state where the student was homeschooled, the student must obtain
_ this credential in order to be ehglbie for enroliment. -
% -Foreign diploma that has been. translated and authenticated as equivalent to a hlgh school graduation
. diploma in the USA. '
5. Two letters of professional recommendation [teachers employers etc}
6. Copy of driver’s license, passport or birth certificate.
7. Transfer students must submit a copy of their hours with a certified transcript from the school they are transferring from.

**The Academy of Cosmetology, Inc: does not admit Ability-To-Benefit Students.

*ONCE THE SCHOOL HAS RECEIVED ALL YOUR ADMISSIONS PAPERWORK YOU WILL BE CONTACTED FOR STATYS OF
_ ACCEPTANCE FROM THE ACADEMY OF COSMETOLOGY INC.

: ' RANSFER STUDENTS

Transfer students will be resporisible for ‘paying ‘the application/registration fee of $165.00 upon enroliment. All
transfer students must submit a transcript of existing hours and show proof of being in good standing with their previous
school (See Admtss;on Requirements}. Transfer students ‘will be charged $10.00 per hour for the remaining number of hours
they have to complete, Students will be contracted fora desrgnated time frame to complete their 1500 hours of training. If a
transfer student exceeds their contract period, they will'be required to pay an over contract fee of $15.00 per hour to complete
their remaining 1500 hours. The Academy of Cosmetology, Inc. can make the determination if a Transfer student is ready to
graduate based on testing scores and practical leve! testing: Transfer students can be held past the completion of 1500 hours if
the school feels 1t is necessary due to unsatrsfactory attendance to have them at a level that will help them to become licensed.

RE«ENTRY AFTER WITHDRAWAL
All students who are approved for re-entry -after withdrawal from The Academy of Cosmetology, Inc. will enter in the
same satisfactory academic progress status. Students who drop and re-enroll will be required to pay off any previous balance
owed to The Academy of Cosmetology, Inc pay a $165 registratson fee and the current rate of tuition, and sign a new
enrollment agreement

CLASS STARTING DATES
Students may apply for enrollment any day of the school calendar year. Our days of operation are Tuesday through
Friday. Classes are scheduled in January, March/Aprll August and October of each year. Applications must be complete
before a student will be accepted. Class sizes are limited. Contact the school for size of enrollment for each beginning class. You
can mail in your registration or bring it to the school. It is recommended that you register early due to class size limitations.
You can visit our web site for class dates, catalogs and applications. www.academycosmetology.com

C o HOL!DAY SCHOOL CLOSURE
**Spring Break TBA **Fourth of july ' **Tuesday after Memorial Day

**Tuly - summer break TBA **Tuesday after Labor Day **Thanksgiving Week
**Christmas Eve through january 1st -- returning on ]anuary Znd (unless it falls on a Sunday or Monday)
At the schools discretion, students wrll be notified of any other necessary closure dates.
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: : ' - THEFACULTY
““Educators enjoy sharmg the know}edge they have obtained through hard work and experience.
They deserve admiration and respect”
% Charity McCullough - Owner, Cosmetology Instructor -.“1 have been licensed in the Cosmetology Industry since
2005.1 bring to the academy excitement afid passnon through teaching and learning for the students. I believe learning
needs to be fun yet structured forproper educatlon and preparation for your desired career.”

% Rodney (Rod) McCullough - Owner, Financial Ald Director.- Rod carries a Bachelor of Science in Health and
Human Development. “I really enjoy bemg a part of a business/educational facility that gives people new skills to
better thetr lives. Teachmg and Iearnmg are the essence of life.”

Tara Lyons - Licensed Educator = - ' Erika Wledeman Licensed Educator Madison Cade ~ Licensed Educator
Chanty McCuIlough -Licensed Educator : Emily Pattengale - Substitute Educator’
ME_OFSJFWHLJDX

All students are contracted to complete a 1500 hour program in the course of Cosmetology. The following subjects
will be covered in Practical and Theory during the course of study. Students will spend their first 300+ hours in CORE classes
and the remammg 1200 hours on the chnic floor in all phases of the Cosmetology course of study.*

MANICURING (includes hands and feet) ......... 95 hours‘ =+ HAIR CUTTING.crrersseserses 155 hours
CHEMICAL SERVICES... .. iocemrresreommesrasresssinners 395 hours -+ - HAIR STYLING 195 hours
SALON MANAGEMENT-LAWS & RULES ... 115 hours . JESTHETICS ... 110 hours
CHEMISTRY, BACTERIOLOGY, SANITATION, FIRST AID. DISEASE DISORDERS .coreermeem 60 hours

INSTRUCTOR DISCRETION & THEQRY ......... 375 hours .. : *subject to change
You will receive a qu course: -outline at orientation before classes start.

. GRIEVANCE POLICY
Should a student feel they have a complaint agamst a student, teacher or interested party, they may file a complaint.
Please follow the following information on the procedure’ for filing a grievance:
*  You must put your complaint in writing to the school Owners.
» Make sure your complaint outlines and explams the allegation of the complaint.
*  Your complaint may be hand delivered or- mailed to the school.
* Your grlevance will be reviewed within 30 days of the recelpt of the complaint

s ol

.0

2

o

Upon evaluation of the complaint if it cannot be reso}ved it will be referred to the committee. The committee will meet
and review it within 90 days of the receipt of the complamt If nio further information is needed, the complaint committee shall
act on the allegation. A letter will be sent to the complamant within 15 days stating the steps that will be taken to correct the
problem. Should the complainant feel the i Issue has not been resolved in a satisfactory matter, they may file a complaint with
the institutions accrediting agency.

Accrediting Agency:  NACCAS
3015 Colvm Street Alexandrla VA 22314 1 {(703) 600-7600

EMERGENCY ANNOUNCEMENT§

Unexpected closure due to weather or other crrcumstances ‘will be announced through social media, email or text
before 8 30am -

ST e

Lt : ‘FEES* - COSMETOLOGY -
TUITION i S16490° . KIT, BOOKS

REGISTRATION FEE ..o.oveeeveeeeeeererrevsrasnimesers o5+ LAB FEES ovvvcvrrsmnsscscasrsemanorenressenes
APPLICATION FEE (non-refundable)....... $1 00**

*Prices are sub]ect to change at school’s discretion
' **Not Covered by Financial Aid
(L:censmg fees not included)
{Fmanaai Ald Avallab]e 0 those who qualify}
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METHODS QF PAYMENT
Method of payment w111 be cIariﬁed on the student contract Students have the folIowmg options to pay thelr TUITION FEES:

e

A

Tuition may be paid in full;

Tuition can be paid in monthly installments (cash check debit or credlt card} ;

Tuition can be paid quarterly;

Tuition can be paid through VA or Vocational Rehab;

Tuition may be paid with Title IV funding (if the student quahfles] Title {V funds is Pell Grants and or Student Loans

or Parent Plus loans. All Title [V funds must be applied to studerit tuition until all tuition is paid in full,

< The Academy of Cosmetology, Inc. does not offer scholarships, however if a student receives scholarship assistance
from a third party, that will applied to the student’s tuition ledger accordingly.

“ Once the tuition is paid in full, if there are -funds remaining, they will be disbursed to the student for living. Title IV
funds cannot be used to pay any fees except TUITION

% Fee Walvers do netapply. \

e

*

%

b

%

*

e

%

Ifa student attends the Academy of Cosmetoiogy, Inc. beyond their contract time the student will be charged $15.00 per
hour to complete their 1500 hours, Third contracts can / may be written after Administration evaluation if necessary.

Competency~Based Programs with a Clock Hour Component Should a student complete the program earlier than the
estimated timeframe stated in the contract, the smdents financial aid package may be recalculated and this may
resultin liabilities owed by the student and/or the institution, if applicable.

MONT.HLY EVALUATION POLICY

ACADEMIC: .

Students are required to mamtam a75% cumulatlve acadermnic average to be considered making satisfactory academic
progress. Academic performance is measured by a ‘reasonable system that will consist of grades from tests, guizzes,
homework, projects, class assignments and rubrics. .

Theory class is held for all students on Tuesdays & Wednesdays from 9:00 am to 3:00 pm, unless posted otherwise.
Should classroom time be altered all students wiil be informed in time to prepare for entering the class or testing. Instructors
will designate test times and dates.

Pivot Point textbook is used for all teaching purposes Theory exams are developed from the Pivot point textbook.
Exams are evaluated on a point basis to figure the percentage of grade. The percentage is calculated by dividing the number of
points earned by thetotal points possible.'All students are graded the same and all Instructors grade the same.

GRADES: P

Grade’ averages are calculated month!y on 3 cumulat;ve basis in Practical {technical-skill} and Theory (textbook
knowledge). You must maintain a 75% cumuiatlve Erade average e for both tralning areas. Numerical grades are considered
according to the followmg scale: :

93-100%?-~ - EXCELLENT * ' -85-9206 -~  VERYGOOD

75-84% " ' =~ SATISFACTORY . 74% and Below - UNSATISFACTORY
WRITTEN EXAMS:

% Written Theory chapter exams are given on Theory days, unless specified otherwise. Students missing the exam will
be required to take a fill-in-the-blank exam 1mmedlately upon returning from their absence. It is your responsibility to
ask the theory 1nstructor for your exam, wé will not remind you to take it. If you do not take your exam your first day
back in attendance, you will recéive a zero [0) for your grade. Students in dispute over their grade must take it up only
with the instructor that gave the exam. After the exam is ‘graded and reviewed, they will be handed back as soon as all
absent'students have taken it.
You will be required to sign up and take The Academy of Cosmetology FINAL written exam no sooner than 1200 hours
of Cosmetology training in order to graduate. Ineligible hour requirements will void any test taken prematurely. You
must receive'a 75% or better on your final written exam oryou will be required to re-take the exam. Each written

~exam test score will be averaged together cumulatively to determine your final grade. Final written exams are
scheduied the first Tuesday of. every month un}ess notified otherwise. See Administration to sign up.

&

L)
.
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PRACTICAL TEST!NG :

% Each student will be assessed on their: technzcal ‘progress using the Procedures and Rubrics from Pivot Point
Internatlonal Salon Fundamentals Textbook and Study Guide or according to NIC Practical Examination.

% Level 1 means you're still “In Progress”, Level 2 means you're “Getting better” and Level 3 means you've reached
“Entry Level Proficiency” for the beginning cosmetologist. It Is the student’s responsibility to sign up for their levels of
testing. You must pass every.test at the minimum requirement to move to the next level, be eligible to take your
National Exam and graduate from The Academy of Cosmetology.
= Example: once you have passed every Level 1 test at an 75% and have obtained the proper amount of hours

" necessary, you may start Level 2 testmg The ievel of dlfﬁculty is increased thh each level by time limits and line
item detail.

L1=75% (301 675 hours] L2 = 80% (676 - 1050 hours)

L3 =90% (1051 ~:1350: hours] L4 ‘Advancement

v Al 3 levels of testing must be passed in. order to be granted ehgiblhty to take the NIC National Exam at 1350 hours.
Should a student fail to complete all 3 levels of testing within their contract, they must return to the school and be
signed up for Practical testing, Thzs could take several weeks to several months and could delay Practical licensing
exams. Plan accordingly.

% Students also earn their practical grade based on worksheets that are given to them on a monthly basis. The grade on
the worksheet is determined by the number of projects completed in that month divided by the total number of
projects. This will give the percentage for the month. :

2 Ifa student misses a practical exam for not being in attendance, they will receive a zero (0) for Practical grading.

ATTENDANCE: ,

Students are requ:red to mamtam an 80% cumulatwe average in attendance to be considered making satisfactory
progress and to complete the course within the maximum time frame. Students are contracted for 1500 hours. Every month is
based on 32 houirs per week, less closure from Holidays or weekends and breaks. This total is calculated by dividing the total
number of actual hours earned by the number of hours scheduled to attend. Each month is averaged with the previous month
to receive the cumulatlve average for attendance. '

Attendance is of extreme importance; it is to your benefit. What you put into your education is what you will rece!ve
back. A lack of attendance shows in your performance grades and interest.

d

*,

+

If you dre gomg to be absent from school, pre- arrange it in writing to Administration. If this is not possible and you
know that you, are going to be absent, you must ¢all the school by 9:00 am Tuesday through Friday. If we do not hear
from you by 9:00 am Tuesday through Frlday, we will assume you are not going to be in attendance that day. Your
next day of attendance will automatically: be fotfeited. Your appointmients will be moved and your request clients will
he called to reschedule This i is ot a good way to bulld a chenteIe or show responsﬂnhty

+,

>,

% The.school will open its doors at 8 50 any; thls is When students may enter the building. School begins at 9:00 am. If
you have not clocked in by 9:00.am on THEORY days and you have called the school, clocking in late will only be on
the hour. If we have not heard from you by 9:00 am, you are not allowed to come to school that day or the next day.
We go stnctly by the school t:me c}ock Make sur‘e your clock is set accordmgly

X3

A%

Itis. your responmblhty as-a student to let 1nstructors know when you are not going to be in school and if you are
leaving early: Should you forget to check i in or out the time that is on the clock is what you will receive. Manual clock
infout 1s not permitted.

< Atthe end of each month, an evaluation of attendance will be made by figuring 80% of the total contracted hours per
month, All students must meet or exceed that number in order to stay within Satisfactory Progress in attendance. All
students.are contracted as a full-time student. Full-time at The ‘Academy of Cosmetology, Inc. is defmed as a 32-hour
school Week Tuesday through Friday.

The contracted length of the course is 1500 hours and is to be completed in approximately 12 months attending full-time
at 32 hours per week. Any student who does not, complete within their course contract will be charged an additional $15.00
per hour to fmlsh their schooling. The maximum time frame for course completion is 58 weeks.
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- CORE

You wﬂl spend your first 300 hours in Core Classes (Tuesday through Friday). This is where the introduction of the
skills you will need to perform public services on. the clinic floor begins. The first 300+ hours are VERY IMPORTANT!!! 1If you
miss any of. this instruction, it can be very difficult to catch’ up. If a:Core student misses an introduction/demonstration to a
specific task for not being in attendance, they will receive a zero (0) for Practical grading. Core students will be graded at a
Mock Level 1 to obtain a monthly Practical grade until they have reached 300 hours. At 300 hours, students may begin testing
ata Level 1 on the clinic floor. Do not be hard on yourself and do not compare vourself to other students, we all must learn to
crawl before-we can walk,

STUDENT RECORDS (RIGHT TO ACCESS STUDENT FILES)

All mformatmn in a student’s file is considered confidential. Students (or parent/guardian if the student is a
dependent minor) have the right to gain access to their records by appointment under the supervision of an instructor, owner,
or administrative assistant. Instructors, administrative staff members, NACCAS or any other governing agencies will have
access to student files. No information w1ll be released to any third party without written consent from a student {or
parent/ guarchan of a dependent mmor)

GRADUATION REQUIREMENTS

In order to graduate and receive the Academy of Cosmetology s Diploma/Certificate of Completion, the Student must:

1L Complete 1500 hours of training, all 1500 hours must be signed by an Instructor in required curriculum areas.
THESE SIGNED HOURS MUST BE TURNED IN..
Completion of all Practical clinic floor worksheets
All grades and attendance must be meeting Satlsfactory Academlc Progress requirements;
Pass The Academy of Cosmetology’s final written exam with a 75% minimum;
Pay all financial obligations to the Academy of Cosmetology; -
Complete all necessary exit paperwork required by The Academy of Cosmetology;
Return all school property (i.e; library books, tools or equipment) in functional condition as received accepting
normal-wear, or provide full payment for the replacement of the property damaged or not returned; -
Results:of the NIC National Practical Exam &.the National written exam must be turned in to receive the original
dlploma, copies of the diploma will be glVen toapply for licensure;

e A CERTIFICATE OF COMPLETION WILL BE AWARDED UPON GRADUATION FOR

COMPLETION OF: THE COSMETOLOGY PROGRAM.

Nowmek Wi

®

o : LICENSING PRACTICAL EXAM
Once a student reaches 1350 hours, has successfully completed all Level 3 testing, is making Satisfactory Progress in
grades and attendance and is in good financial standmg with the Academy of Cosmetology, Inc. they are eligible to apply for
their NIC Natlonal Practxcal Licensing Exam,

- - . STATE LICENSING REQUIREMENTS
=4 Completlon of 1500 hours of training, . B

% A certificate of complet:on from the Academy of Cosmetology, Inc.
@ ngh school diploma or GED.. ' :

% Must be 18 years of age or older

< Llcense application completed."

% Pass practical and written exams

EMPLQYMEET ASSISTANCE

The Academy of Cosmetology Inc. does not guarantee employment for graduates; assistance in finding employment is
provided by posting job opening and career opportuities. Students receive training in professionalism and job search skills
including how to'write a resume, complete employment apphcatlons and prepare for a job interview.

The curriculum places emphasis on how to' obtam and retain employment after graduation. Graduates are encouraged
to maintain contact with the school and to follow‘up with the school ori their current employment or employment needs. The
school maintains a network of relationships with professmnals and employers who provide mformatmn and tours of their
salons for students. Job referrals are made known 0. interested graduates.”

Phy51cal demands of the Cosmetology fleld reqnlre standing for extended periods of time with use of shoulders, arms
and hands. Your primary 1mplements are shears, ¢ n‘ib/brushes razors and blow dryers. Manicuring requires that you are
seated for extended periods of time, use nail files, artificial nails products and polishes. Safety and hygiene are stressed in all
aspects of both courses. The school is mspected regularly by the Montana State Board of Cosmetology.
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- ADVISING
Montana iaws and rules reqmre all students to be advised by their school. Advising is done when necessary and
quarterly when reviewing Satisfactory Progress. If’ therapeutic counseling is needed the student will be advised to seek
therapeutic counsehng Students wiil receive a report of their grades monthly. Instructors are always available to discuss
grade reports at any time with students. :

- HOUSING
All housmg and accommodations are the respon51b111ty of the student. The Academy of Cosmetology, Inc. does not
have a housing board. We will let students know of other students looking for a roommate and will post a list of that housing if
necessary. - :
: MAKE-UP WORK -

Students rmssmg any written exam wil} take the. exam upon their first day back in school after returning from their
absence. It is the student’s responsibility to ask the. appropriate instructor for the exam; the instructor will not remind the
student to take their exam. If the exam is not taken.the first day back in attendance, the student will receive a zero (0) for a
grade. Students in dispute over their grade must. take it up with only the instructor who gave the exam. If a student misses a
practical exam for not being in attendance, they wﬂl recelve azero {O) for Practical grading.

. TERMINAT]ON POLICY
The' Academy of Cosmetology, Inc. reserves the right to dismiss or terminate a student if that student is in violation of
school policies, Montana State Laws and Rules, or has not successfully fulfilled all obligations of the Satisfactory Progress
Policy. All students will be charged $150.00 if the school terminates them or if the student drops from school. If a student
has started training and the course was cancelled, the schedule above will apply. (Refer to Institution Refund Policy)

CELL PHONES
Cell phone use is prohibited when on the clock. Using a cell phone while clocked in may result in immediate
dismissal for the day -

' PERSONAL PROPERTY
You are respons:ble for your personal property and equlpment We strongly recommend students refrain from bringing
valuables and large amounts of money to school. THE ACADEMYOF COSMETOLOGY, INC. IS NOT RESPONSIBLE FOR LOST OR
STOLEN ITEMS. Borrowing and lending is strongly discouraged. Each student receives the same items in their kit to curb this
necessity. The Academy of Cosmetology, Inc. cannot take responsibility for your personal property, nor accuse other students
of theft shou!d an item be mtssmg The school grounds are under video monitoring at all times.

LEAVE OF ABSENCE
An authorrzed Ieave of absence (LOA) is a temporary mterruptlon in a student’s program of study. LOA refers to the specific

time period durmg a program when a student is not m attendance. An LOA is not required if a student is not in attendance only
for an institutionially scheduled break: However a sch duled break may occur during an LOA. All students must follow the
policy in requesting a LOA.

An LOA must meet cértain condmons to be counted as a temporary interruption in a student’s education instead of being
counted as a w1thdrawa1 requiring an institution to’ perform arefund calculation.
A student may be granted an LOA for any of the followmg reasons: . e

1. Medical Issues - i : e

2. Tocarefora spouse child or parent who has a serzous health condztron '

3. Military Requirements

4. JuryDuty

5. Mitigating Circumstances beyond the Student’s Control

6. Academy of Cosmetology, Inc. Facu!ty recommendat:on

7. Financial Hardship
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In order for a LOA to qual:fy asan approved LOA

1. The Academy of Cosmetology, Inc. requires students to prov1de a written, signed, and dated request thatincludes the
reason for the request foraLOAI in advance :

a. The stud-ent must apply in ad\}ance for an-_ LOA unléss unforeseen circumstances prevent the student from providing

a prior written request. The LOA will be gf"anted if the institution documents its decision and collects the written

request at a later date. The start-date of the approved LOA WIH be-established as the first date the student was unable

to attend.” ) : :

There must be a reasonable expectatlon that the student will return from the LOA.

The institution may not assess the student any additional institutional charges as a result of the requested LOA.

The LOA together with any additional leaves of absence must not exceed a total of 180 days in any 12-month period.

A stident granted an LOA that meets these criteria is not considered to have withdrawn, and no refund calculation is

required at that time. ‘ :

The institution must extend the student’s contract period by the same number of days taken in the LOA. Changes to

the contract period on the enroliment agreement must be initialed by all partiés or an addendum must be signed and

dated by all parties. : .

7. The student will be withdrawn if the student takes an unapproved LOA or does not return by the expiration of an
approved LOA. Because The Academy of Cosmetology, Inc. is required to take attendance, the student’s withdrawal
date for the purposes of calcuiatlng a refund w111 be the student’s last date of attendance.

vtoh woN

&

INSTITUTIONAL REFUND POLICY
1. Any monies due the applicant or student shall be refunded within 45 days of official cancellation or withdrawal.
Official.cancellation or withdrawal shall. oecur on the earlier dates that
- % .~An applicant is not accepted by the schooi This apphcant shall be entitled to a refund of all monies paid less

_ thenon-refundable application fee. -
% A student {or in the case-of a student under lega! age, his/her parent or guardian) cancels his/her contract
. and demands his/her money back in ‘writing, within three business days of the signing of the enrollment

~ agreement or contract. In this case’ Al monies collected by the school shall be refunded except Apphcatlon fee.
" This policy applies regardless of whether or not the studetit has actually started training.
< A student cancels his/her-contricet after three’ business days after signing, but prior to entering classes. In this
~.case he/she shall be entlt}ed toa refund of all momes pald to the school less the non-refundable application
fee. . :

A student notiﬁes the mstltutlon of hxs / her w1thdrawal
** - A student on an approved leave of absence notifies the school that he or she will not be returning. The date of
T fwrthdrawai determination shall be the earlier of the scheduled date of return from the leave of absence or the

"date the student notifies the institution that the student will not be returning; or
%A student is expelled by the school. " - \
'+ .In the case of official cancellations or withdrawals, the cancellation date will be determined by the postmark
on written notification, or the date sa‘id ‘information-is-delivered to the school administrator/owner in person.

2. Any momes due a student who unofﬁc:ai!y w1thdraws from the institution shall be refunded within 45 days of a
determmatlon by the institution that the student has withdrawn without notifying the institution. To determine
unofﬁc1a]_w1thdrawals the schooi monitors student attendance at a minimum of once a month {every 30 days)

3. If the student wnhdraws from the course in. wrmng, after three (3} business days of signing this contract, and after
startlng course instruction, the Academy of Cosmetology, Inc. will refund an amount of the tuition paid by the student
based upon the percentage of hours of course instruction completed by the student at the time of withdraw and the
hours of course instruction remaining for the student to complete the course instruction as reserved for the student
by the Academy of Cosmetology, Inc. The, school will determine the hours of instruction completed by the student at
the tlrne of mthdrawal accordmg to student § nme sheet record mamtamed by the Academy of Cosmetology, Inc,
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4, The Academy of Cosmetology, Inc. will use schéduled hours (hours that could have been completed} when calculating
the mstitutlonai refund. :

5. The Academy of Cosmetology, Inc. will calculate the percentage completed using scheduled hours as a percentage of
total hours based on the students last date of attendance

6. After this process has been completed, the Academy of Cosmetology will perform the calculation.
~ Policy apphes to. all ferminations for any reason, by elther party, including student decisfon, course or pregram
cancellatxon, 0 'chool closure. ' ,

ON oo i §16490" T KIT, BOOKS soosemeeommmson $2200
REGISTRATION FEE ..o $65 LAB FEES.......
APPLICATION FEE (norerefundable).... §100%  WITHDRAWAL FEE ..

wn$150
For Students. who enroll in and begin classes the follomng schedule of tuition adjustment will be considered to meet

minimum standards for refunds.
TUITI ON ADIUSTMENT GUIDELINES
TOTAL COURSE COMPLETED OWED TO SCHOOL AND RETAINED BYSCH O0L

I EL7 N S 4.9% 20% |

L — g J——yT ‘ 30%.
10%emmvme TO --oren-14.9% L A0%
15%---- TO—249% - e45%i
25%p---rr TO moecmnes 49.9% o 70%
50%-emmr and over . ' . 100%'

In the case of dxsabhng illness or m}ury, death in- the student’s lmmedxate family or other documented mitigating
circumstances, a reasonable and fair refund settlement will be made. :

Course and, [or Program Cancellatlon Pohcy

*

% Ifa course and/or program are canceled subsequent to a student’s enroliment and before instruction in the course
and/ orprogram has begun, the school shall prov1de a full refund of all monies paid.

% If a course and/or program is canceied and ceases to offer instruction after students have enrolled and instruction
has’ begun the students shall receive a pro- rata refund for all students transferring to another school based on the
houirs accepted by the receiving school.

School Closure: Policy: If the Academy of Cosmetology, Inc. permanent!y closed and ceases to offer instruction after the

students have enrolled the students shall receive a pro-rata refund of tuition,

The Academy of Cosmetology, Inc. reserves the rlght to dismlss or terminate a student if that student is in violation of school
policies, Montana State Laws and Rules, or has not successfuliy fulfilled all obligations of the Satisfactory Progress Policy. All
students will be charged $150.00 if the school terminates them or if the student drops from school. If a student has started
training and the course was canceiled the schedule above wxll apply (Refer to Institution Refunds Policy)

FEREEIN

RETURN OF TITLE IV AID

If you withdraw, either officially or unofficiaily, on or before completing 60 percent of the term, and you have received
Title IV federal funds in the form of a Federal Pell Grant, Federal Direct Loan, or a Federal PLUS Loan, the federal government
requires that we réview your eligibility for those funds ‘We are required to apply a federally mandated formula to determine
how much of the federal fundmg was “earned” up to the time of withdrawal, This review and recalculation is called a “Return
of Title IV Aid.” '

The Title IV funds that were disbursed in excess of the earned amount must be returned to the federal government by
the school and/or you. If you received a refund from financial aid, which was to be used for education-related personal
expenses, you may be required to return a portion of those funds to the school. This portion represents funds that were
intended to pay your education-related expenses through the end of the period of enrollment. The amount to be returned to
the school will be determined by your school costs, refunds you might have received for non-school expenses and the funds
that must be returned to the government. - :
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The amount to be returned to the federal government will be calculated from the date you officially withdrew from
classes or, in the case of an unofficial withdrawal, the last date you were involved in an academically related activity. An
unofficial withdrawal is when a ‘student stops attending classes, but does not withdraw from those classes or notify the
Academy of Cosmetoiogy (eventually receiving unsatisfactory grades)

DETERMINIG AID EARNED nl '

To determine the amount of aid you earned up to the time of withdrawal, the Financial Aid Office will determine the
percentage of the term that vou attended. The resultlng percentage is then used, along with your institutional costs and total
federal funds that you received (funds that were disbursed directly to your student account and possibly refunded to you) or
that you were eligible to receive, to' determine the amount of aid that you are allowed to keep. Any unearned Title IV aid must
be returned to the fedéral government within 45 days ‘of the date of the determination of your withdrawal. The Academy of
Cosr\netology 's. Ofﬁce of Financial Atd will not1fy you w1th instructions’ on how to proceed if you are required to return funds to
the government.

. If a student is eligible for a post- thhdrawal dlsbursement of Title IV funds, a refund will be made to the student. Post-
mthdrawal grant disbursements are either credited to a student’s account to satisfy outstanding allowable charges or paid
directly to the’ student. The school must notify a student (or parent) in writing prior to making any post-withdrawal
disbursements of loan fimds. Loans must be offered to the student within 30 days of the date of the school’s determination that
a student has withdrawn, allowing the student at least 14 days to respond to accept or decline the funds. Grants must be
disbursed to the student within 45 days of the date the school determines the withdrawal.

RETURNED TITLE IV AID ALLOCATION- o :
Funds that are returned to the federal government are used to reduce the outstanding balances in individual federal
programs. Financial aid returned by you and/or your parent or the university must be-allocated in the following order:

= .- 1. Federal Unsubsidized Direct Loan

-+ -2, Federal Subsidized Direct Loan . .
.3, Federal Direct Parent Loan [PLUS)

- 4.Federal Direct Grad Plus

L ’5 Federal Pell Grant

REFUNDS/ CREDIT BALANCE : '
If your account was paid using federal or state f1nanc1a] aid [m whole or in part)-and you drop a course, your account
may be revrewed to deterrnme your revrsed ehglb:hty and your cred1t balance refund if any, will be issued wrthm 14 days.

™
STUDENT DEFAULT-NON PAYMENT _ : :

In the event a studentfails to pay an mstallment when' due, whether or not the student is then currently enrolled
in the Academy of Cosmetology, the Academy of Cosmetology shall be entitled, at the sole discretion of the Academy, to declare
the entire balance then due under the payment agreement immediately due and payable, PLUS interest at 4 rate of 10.25% per
month or 15% per annum calculated on the outstanding amount due from the date of default. In that event and at that time,
the Smdent or guarantor/ co-signer shall be obhgated to pay the existing balance in full

The failure of the Academy of Cosmetology to insist upon the timely payment of any installment shall not be construed as a
waiver of the Academy s right to insist upon tlrnely payment of any subsequent installment.

In the event actron is required to enforce payment of the sum due to the Academy of Cosmetology, the student and
guarantor/co-signer shall be responsible for all costs of. collection including collection agency charges, fees, or reasonable
attorney’s fees, whether or not the matter is litigated: Al mionies due to the Academy of Cosmetology must be paid in full
before graduation: This includes but is not limited to, complet:on records needed for state board examination, diploma, and
requests for records from other schools .

Should the student or guarantor defauit in the: payment of their contract, and the Academy of Cosmetology turns the
contract over to'a callection service, or attorney for collections, the student or guarantor agrees to pay:
_The balance of the contract then due; and, any and all other costs that the Academy of Cosmetology might
- incur to collect the contract, such as collecnon agency fees, attorney’s fees, accountant fees, court costs, and
ﬁhng fees :
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.--:_CONDUCT POLICY.
To succeed at The Academy of Cosmetology, 1t-1 important to follow and adhere to the schools policies and procedures.
Policies serve as a guideline to provide structure and enhance The Academy of Cosmetology training courses. Policies and
procedures are subject to change. You are-given a copy of the Policies & Procedures {Expectations) at the beginning of school
so you know what we can expect of you and what you can expect of us. This is a short list of undesirable behaviors that will not
be tolerated: :
% More than 30 minutes for lunch without approval
< Celt phone while on the clock '
% Not completing daily duties
% Parking in customer parking lot

e

o

Tampering with the appointment book
Refusing to do scheduled appointments
Not following dress code
Insubordination

e

R

X3

!

.
0.0

Check your expectatio'ns for what is expect.ed of you", If you'do not meet the Expectations, you will be sent home for the day.

IMMEDIA’I‘E DISMISSAL FROM SCHOOL

X Brmgmg a weapon to school and/or being caught on the school campus with a weapon;
% Having /being under the influence of drugs or-alcohol on the school campus;
< “Bulling. other students, instructors or chents w111 fiot be tolerated.

. CHEATING

Cheatmg is unacceptable behavior in this school It will not be tolerated in any way. Students found cheating will be
suspended or terminated from the program. The'student has the right to appeal the decision to the School Administrator in
which the Academy of Cosmetology, Inc. has five (5} busmess days to accept. Administration will notify the student in writing
of the time of thEElI' hearing. :

Mm

Appropnate parkmg is located at Ieast one block from school There is plenty of free, on-street parking. Students
should park out of private lots and two-hour parking areas; you may be ticketed or towed. Students are not allowed to park on
North Grand next to the schooE orinthe parkmg lot iocated dlrectly behind the school; that is reserved for our clients.

- X

- : : PROFESSIONAL APPEARANCE
Personal image and personal grooming. are-areas you may already be an expert in since you have chosen the
Cosmetology profession. All students must present a positive, professional image at all times. Every effort must be made to
maintain 2 diligent'and professional attitude on the clinic floor and in class. Do not plan to do your hair and make-up when you
arrive at school; your professional appearance should arrive with you at 9:00am.
- BLUE JEAN FRIDAY
The Academy of Cosmetoiogy, Inc, part1c1pates in a'community fundraiser called Blue Jean Friday. This gives students
the privilege of wearing blue jeans on the first Friday of every month with the purchase of a $2.00 sticker. Jeans must be blue,
clean with no rips or tears. If they are not acceptable, you will be sent home to change. All money is donated to a community
charity.
: DRESS CODE [ CLOTHING REQUIREMENTS
L Students are requu'ed to wear a name badge that is provided in their student kit. Should the student lose their
name’ badge, they will be responsible for replacmg it by purchasing another one,
« ANl students will receive a lab apron in their student kit. Your apron must be clean and worn at all times.
* Should-the student want more than one; he/she can purchase one through the school or a distributor with
Administration.approval. The school does not have lab aprons for rent. Should a student forget theirs at
home, they will be clocked out and sent home to getit.
*  All clothing must be clean, professional, and SAFE []ong pants that drag on the ,ground are prohibited)
*  Armpits must be covered at all times.
Chest, undergarment belly and mld dl‘lft exposure is not permltted Black tops must meet or overlap the
waistline. .
Capn and ankle pants are acceptable
Dresses and skirts must fall AT OR BELDW the knee Short skirts/dresses are not acceptable.
Leggings must appropriately cover your. dernere {bottom}
_All shoes'muist be clean and comfortable with heels that do-not deface the. ﬂoor
SOLID Black shoes- closed toe, heels no. hlgher than 2", no splkes
No UGGS, flip ﬂops, combat boets or Crocs+:
No hats; scarves, shorts/q cutoffs, or sweatpants
Hair and jewelry accessories are acceptable in any color
All socks, nylons or tights must be solid black :
Failure to follow these guidelines at any time will resultin immediate dismissal for the day.

* 8 3 ¢ s 8 0 6 8w
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DISTANCE LEARNING POLICY

1 Dlstance Education will not be utilized as 4 method of delivery of clinical instruction in which the student is to

i pi‘actlcal apphca*aons on a live model and/ or client. Due to the current Pandermic situation and State of
Montana mandates, the Academy of Cosmetology, Inc. has created a hybrid schedule to include distance learning.
Based ot that schedule each student will ieceive the majority of their-eduication on campus (practical applications,
live model /client intéraction under the direct supervision of Hcensed educators.)

2. Theinteraction with the instructor mustbe Vahdated by regular mieasiireable participation {clock hour, credit hour, or
competency based} in the academic programs. Part1c1patlon must be documented within a log of all student activity
comprrsed of (at-a minhmith) a record of’ regular and substantive interaction between student(s) and instroctor(s).
Each student has an actunty log and hour/ grade report and from Cengage as well as direct email to instructors and

3. The mstltutlon must evaluate the student’ s qnalltatwe academm performance for-each 10% of the Distance Education

{modules) component actually completed within the program at the institution (in-person) by a quahﬁed instructor.

4. Upon completlon of all cumcuium reqmre 1 ents the student must passa. comprehenswe Kcademic and Practical
final exam to include any applzcable competenc1es requlred by the State licensure agency prior to graduation

. fromthe prograrn This includes completmg the Final Written exam and Final worksheet prior to graduation.

5. Alltranscripts or other documents, (official or unofficial), listing academic attainmerit received must identify the
distance:.education component; . Cow e :

6. Priorto enrollment, students are prowded w;th a disclaimer that acadernic achievement earned via distance
education may not be accepted for rec1proctty or eligible for licensure in other states. A’ signed and dated copy of this
dlsclosure must be found in the student flle

_ SATISFACTORY ACADEMIC PROGRESS POLICY

The. Satis"factory Academic Progress Policy addresses your academic progress during all periods of enrollment,
including summer, whether or not you recéive financial did during your enrollment. It is printed in the catalog to ensure that
all students receive a copy prior to enrollment. The' pohcy complies with the guidelines established by the National Accrediting
Comrmssmn oOf Career Arts and Sciences (NACCAS) angd: the federal regulanons established by the United States Department of
Education.

The academlc year for the Cosmetology program is 900 Clock Hours

The total course length for the Cosmetology program is 1500 Clock Hours.

E VAL UATION PERI OD§

Students are evaluated for Satisfactory Academlc Progress as follows:
Cosmetoiogy Course.........450 - 900 -1z 00 Scheduled hours

All evaluatlons W1ll be completed within 7 busine'ss d*ays of scheduled evaluation period.

*Transfer Students Mldpomt of the contraeted hours or the estabhshed evaluation periods, whichever comes first,

Evaluatlons will determine students WhO meet the mmxmum requu’ements for attendance and academic performance are
considered to be making satisfactory acadethic progross until the next scheduled evatuation. .
The frequency of evaluatlons ensures that students have had at least one evaluation by midpoint in the course.

TTENDAN CE PﬂOGRESS FEVALUATIONS

Students are required to attend a minimum of 80% of the hours possible based on the applicable attendance schedule
in order to be considered maintaining satisfactory attendance progress. Evaluations are conducted at the end of each
evaluation period to determine if the student has'met the minimum requirements. The attendance percentage is determined
by dividing the total hours accrued by the total number of hours scheduled. At the end of each evaluation period, the school
will determine if the student has maintained at least 80% cumulative attendance since the beginning of the course which
indicates that glven the same attendance rate, the student W’lll graduate within the maximum time frame allowed.
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" MAXIM UM TIME FRAME
The maximum time (which does not exceed 125% of the course length) allowed for students to complete each course
at satisfactory academic progress is stated below: 7. S

COURSE : : "MAXIMUM TIME ALLOWED  SCHEDULED HOURS
Cosmetology (Full ttme 32 hrs/wk) 1500 Hours."- - 58 weeks o 1875

The max1mum time allowed for transfer students who need less than the full course requirements will be determined
based on 80% of the scheduled contracted hours. Academy of Cosmetology only offers a Cosmetology program; therefore a
second major or change in major does not apply to this school.

Students who have not completed the course within the maximum time frame may continue as a student at the
institution on a cash pay basis. :

ACADEMIC PROGRESS EVALUATIONS

The qualitative element used to determine- academlc progress is a reasonable system of grades as evaluated by
assigned acaderiic learning on a cumulative basis: Students -are assigned academic learning and a minimum number of
practical experiences.. Academic learning is evaluated after each unit of study. Practical assignments are evaluated as
completed and:counted toward course completion only when rated as satisfactory or better {the computer system will reflect
completion of the practical assignment as a 100% rating). If the performance does not meet satisfactory requirements, it is not
counted and. th'e"performance must be repeated. At least two comprehensive practical skills evaluations will be conducted
during the course of study. Practical skills are evaluated according to text procedures and set forth in practical skills
evaluation criteria adopted by the school. Students must maintain a written grade average of 75% and pass a FINAL written
and practical exam prior to graduation. Students must make up faiied or missed tests and incomplete assignments, Numerical
grades are considered according to the following scale:

93 - 100% -~ EXCELLENT

85 - 92% VERY GOOD .-

75 - 84% SATISFACTORY: '~ "=
74% and Below --- UNSATISFACTORY &

: DE TERMINA TION OF PROGRESS STATUS

Students meetmg the mlmmum requlrements ‘for academics ‘and dttendance at the evaluation point are considered to
be making satisfactory academic progress until: the’ next scheduléd evaluation. Students will receive a hard-copy of their
Satisfactory Academic Progress Determination.at the time of each of the evaluations. Students deemed ‘not maintaining
Satisfactory Academic Progress may have their Tltle IV Fundlng interrupted, unless the student is on warnmg or has prevailed
upon appeal resuItmg ina status of probatlon

"WARNING

Students who fail to meet minimum requirements for attendance or academic progress are placed on warning and
considered to be making satisfactory academic progress while during the warning period, The student will be advised in
writing on the actioris required to attain satlsfactory academic progress by the next evaluation. If at the end of the warning
period, the student has still not met both the attendance and academic requirements, he/she may be placed on probation and,
if apphcabie students may be deemed lnellglble to receive Tltle v funds

: - PROBATION

Students who fail to meet minimutn reqmrements for attendance or academic progress after the warning period will
be placed on’ probation and considered to'be making satisfactory academic progress while during the probationary period, if
the student appeals the decision, and prevails upon“appeal. Additionally, only students who have the ability to meet the
Satisfactory Academic Progress Policy standards by the end of the evaluation period may be placed on probation. Students
placed on an académic plan must be able to meet réquirements set forth in the academic plan within the maximum timeframe.
Students who are progressing according to their specific academic plan at the next evaluation point will be considered making
Satisfactory Academic Progress. The student will be advised in writing of the actions required to attain satisfactory academic
progress by the next evaluation. If at the end of the probationary period, the student has still not met both the attendance and
academic requireiiients required for satisfactory academic progress or by the academic plan, he/she will be determined as
NOT making satisfactory academic progress and, 1f apphcable students will not be deemed eligible to receive Title IV funds,
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RE-ES TABLISHMENT OF SATISFAC TORYACADEMIC PROGRESS
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum
attendance and academic requirements by the end of the warning or probationary period.

C INTERRUPTIONS COURSE INCOMPLETES, WITHDRAWALS

If enroliment is temporarily interrupted for-a Leave of Absence, the student will return to school in the same progress
status as priotto the leave of absence. Hours elapsed durmg a leave of absence will extend the student’s contract period and
maximum time frame by the same number of days taken.in the leave of absence and will not be included in the student’s
cumulative attendance percentage calculation, An incomplete grade will not be included in the student’s qualitative (GPA)
determination. Students who withdraw prior to completion of the course and wish to re-enroll will return with the expectation
of malntaining 75% in grades (theory and practical cumulative); and 80% in attendance based on the new started date and
how many actual hours vs. scheduled hours will need to be completed

APPEAL PROCED URE

Ifa student is determined to not be makmg satisfactory academic progress the student may appeal the determination

within 7 calendar days. Reasons for which students, may appeal a negative progress determination include death of a relative,
an injury or illness of the student, or any other al]owable special or mitigating circumstance. The student must submit a
written appeal to the school on the designated. form describing why they failed to meet satisfactory academic progress
standards, along with supporting documentation of the reasons why the determination should be reversed. This information
should include what has changed about the student s.situation that will allow them to achieve Satisfactory Academic Progress
by the next evaluation point. Appea} documents will be reviewed and a decision will be made and reported to the student
within 10 calendar days. The appeal and decision docurnents will be retained in the student file. If the student prevails upon
appeal, the satisfactory academic progress determlnation will be reversed and federal financial aid will be reinstated, if
applicable. .
N ONCREDIT, REMEDIAL COURSES, REPETITIONS

Noncredit, remedla‘i courses and repetitions do not apply to this institution, Therefore, these items have no effect

upon the school's satlsfactory academic progress standards

: : 'TRANSFER HOURS

With regard to Sahsfactory Acadetnic ngress a student’s transfer hours will be counted as both attempted and

earned hours for the purpose of determining when the allowable maximum time frame has been exhausted. The SAP
evaluation perlods are based on actual contracted hours at the 1nst1tut10n

Feel free to call the school durs _ng business hours with any questions,
‘ comments or concerns you may have.
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