SKIN & LASH ACADENIY

Course Catalog

Student Policy & Procedure Guide

Raw Beauty Skin and Lash Academy
4959 west ray road suite 33

Chandler, AZ 85226

480-904-1868
www.rawbeautyskinandlashacademy.com
Date of Publication: February 2025

Table of Contents

Mission

Welcome

About Our School

Statement of Educational Philosophy
Accountability:

State Board License and Certifications Offered

Hours of Operation:

RAW BEAUTY SKIN AND LASH ACADEMY 1

~N o o1 o A W W


mailto:Info@wildflowerskininstitute.com

Clinic Hours (opening June 2025)
On Site Facilities:
Code of Ethics
Program and Tuition Guide with Certificate/Credential Issued
Consumer Information
Admission Information
Cancellation Policy
Student/Teacher Ratio
Discrimination Policy
Student Services & Academic Policies Student Support/Concerns
Block/Module Evaluations
Grievance Policy
Attendance (Academic)
Absent/Tardy Requirements
Clinic Hours
Student Request Forms
Make-Up Work
Leave of Absence
Grading Policy
Grading Scale
Grade Weighting
Corrective Action
Type of Advisements
Advisement levels are:
Maximum Time Frame
Graduation Requirements
Satisfactory Academic Progress
Consequences of Failure to Meet SAP
Academic Probation
Academic Plan
Academic Checkpoints
Student Records

Notification of Rights Under Family Education Rights and Privacy Act (FERPA)

Chemical Dependency and Alcohol Abuse Program

Termination Policy

Requirements for Officially Withdrawing from the College
Readmission to a Program
Appeals Process

Clinic Internship

Uniforms

Time Clocks

Personal Hygiene

Cell Phones

RAW BEAUTY SKIN AND LASH ACADEMY

© 0 0o ~

10
10
11
11
11
15
17
17
17
18
19
19
19
19
21
22
22
23
23
23
23
24
24
25
26
26
26
27

29
31
32
32
32
34
34
35
35
35



Food and Drinks
Dual Roles
General Harassment, Discrimination, and Sexual Harassment Policy
Visitors
Valuables
Safe Campus Policy Gun and Weapon Policy
Concealed Weapons Policy
Finance and Tuition Policy
Tuition Payment Policy
Student Delinquency Policy
Other payment options/financing plans
Clock Hours to Credit Hours Policy
Tuition Refund Policy
Holidays and Campus Closure Weeks
Books and Student Kit
Employment Opportunities
Conclusion

Mission

At Raw Beauty Skin and Lash Academy, our mission is to provide students with a quality and detailed

36
37
38
39
39
40
41
41
41
42
42
42
43
44
45
45
45

education incorporating advanced hands-on activities and real life experience with the most experienced

licensed educators in a luxury spa like environment.

Our mission is to set students up for the ultimate success when they graduate through advanced business

courses, marketing, and branding classes included. As a team, we strive to set a high standard for each

student in order to prepare them for the highest success after graduation. Our goal is to teach them to set a

high standard for themselves as well which will allow them to continuously challenge themselves in the

real world of success.

Welcome

Dear Student:

Welcome to the Raw Beauty Skin and Lash Academy. We are so excited to have you join our

welcoming community where we will become your forever mentors in your career journey. We

have created Raw Beauty Skin and Lash Academy in order to offer students an extremely

detailed and hands-on education while allowing students to offer services to the public in a very
luxury spa, preparing each student to offer the highest quality services when they graduate. With
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over 5 years of experience in small group class education, we have developed the most precise
and quality education allowing students to actually gain success, confidence and have a secure
plan after they graduate. Our entire team gets the luxury of offering an incredible student
experience to each individual. The experience is so much more than just learning skills, it is
about gaining experience, confidence, building connections, building a plan and creating a
successful start to each student’s future career.

Sincerely,

Raw Beauty Skin and Lash Academy

About Our School

The Raw Beauty Skin and Lash Academy evolved from The Raw Unlimited Lash Academy.
Courtney Cox, the owner of Raw Beauty Lounge, created The Raw Unlimited Lash Academy 5
years ago after truly finding a passion in creating a quality, hands on, education that didn’t exist
and allowed students to have the forever mentorship they needed in order to achieve the ultimate
success. After attending over 20 educational classes herself, she really decided to take every bit
of information that actually helped in her success and put it into one large curriculum.

Now the start of this education journey took a team. As she created the most detailed curriculum
around, she started to build her team. We have now built such a successful team offering other
artists growth, success, and most rewarding outcomes of watching our graduates achieve that
success they have always dreamed of.

Courtney and her team found a passion for helping others. After noticing there was not many
pathways that allowed students to actually have a detailed education while creating a realistic
plan, she was determined to create a new outlook.

In 2017, Raw Beauty Lounge started. This is where it all began for Courtney Cox. She started off
by creating a huge quality product line that took 3 years to perfect. When Raw Beauty Lounge
opened, that huge product line was launched. She had the ultimate confidence that she was going
to give every single client the most quality products while giving them the best EXPERIENCE
from start to finish. This experience included the highest quality customer service to the most
professional/experienced artist to the top-quality products to the most relaxing and clean
environment to a personal follow up after the service was completed.

Fast forward now, with over 180 employees employed at Raw Beauty Lounge, she has been able
to meet and grow with so many beautiful artists. It is now her goal to help others create these
successful teams in order to create success for themselves.
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The name RAW BEAUTY came from the core idea of helping others enhance their natural beauty.
Not change it or alter it but just enhance the most beautiful parts of each individual so that he/she
could feel confident and gorgeous in their own skin.

At the Raw Beauty Skin and Lash Academy, students will get that extensive customer service
experience while getting to learn in a luxury and relaxing environment.

Statement of Educational Philosophy

Raw Beauty Skin and Lash Academy strives to offer each student the most quality educational
experience while creating one on one education in order to custom each individual’s learning
style. Our motto is individuality, positivity, and growth. We understand how important it is to
allow each individual to have a successful start in their career journey ahead. We want to make
sure all individuals learn in an environment they feel comfortable and welcomed in. Our
educators look forward to catering a learning style to each individual so that he/she can develop
growth in a way that works best for them. The Raw Beauty academy is a space that allows each
student to receive a fun, luxury, and informative education experience. At all times, we want
each student to feel safe and welcomed. We have zero tolerance for any harassment or
disrespect. We are one big team helping each student grow into the skin and/or lash expert they
have always dreamed they could be. We vow to create a community for each student where
he/she can feel comfortable, supported, welcomed, and offer the opportunity of growth.

We want to create leaders in our industry! And with leadership, comes opportunity, challenges
and ultimately growth. And to continue to grow is a luxury, a luxury we vow to offer to each
student.

Accountability:

These statements emphasize the commitment to education, professionalism, and the well-being
of students and clients.

1. Commitment to Education: We are dedicated to providing a comprehensive and high-
quality education that equips our students with the knowledge and skills necessary to
excel in the esthetics industry.

2. Professional Standards: Our school adheres to the highest professional standards,
ensuring that all instruction is delivered by qualified instructors and that our curriculum is
up-to-date with current industry trends and practices.

3. Student Support: We hold ourselves accountable for the success of our students by
providing ample academic support, mentorship, and resources to help them achieve their
career goals.
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4. Ethical Practices: We are committed to promoting ethical practices within the esthetics
field, ensuring that our students understand the importance of integrity and
professionalism in their work.

5. Health and Safety: The health and safety of our students and clients are our top
priorities. We adhere to all health regulations and guidelines to create a safe learning
environment.

6. Feedback and Improvement: We value feedback from our students and continuously
strive to improve our programs and services, ensuring that we meet the evolving needs of
the esthetics industry.

7. Community Engagement: We believe in giving back to our community and hold
ourselves accountable for engaging in initiatives that promote wellness and beauty in our
local area.

8. Lifelong Learning: We encourage a culture of lifelong learning and self-improvement,
holding ourselves accountable for fostering an environment where students can continue
to grow and develop their skills even after graduation.

9. Client Care: We instill in our students the importance of exceptional client care, holding
ourselves accountable for teaching the values of respect, empathy, and professionalism in
every client interaction.

10. Diversity and Inclusion: We are committed to fostering a diverse and inclusive
environment where all students feel valued and empowered to share their unique
perspectives and experiences.

State Board License and Certifications Offered

Our campus is opening with the following licensing and certification programs while also
offering advanced continuing education courses and support.

e 600-hour Aesthetics Program meeting the standards for licensing through the Arizona
Board of Barbering and Cosmetology to prepare students for licensure in the field of
Aesthetics. ($14,600)

Full time day course (“PLATINUM?”) - 71 class days (perfect attendance)

Full time night course (“PLATINUM 17) - 142 class days (perfect attendance)

Part time day course — (“GOLD”) 116 class days (perfect attendance)

Part time evening course — (“GOLD 1”) 140 class days (perfect attendance)

e 350-hour Aesthetics Student Instructor Program-This program is for those who have been
licensed as aestheticians for at least one year and working in the field, who have the
desire to be a leader, teach and instruct in the industry. This course meets the Arizona

o

o O O
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Board of Barbering and Cosmetology standards for graduates to take the Licensed
Instructor Exam. ($3400)
o Monday-Friday 11:30-2 — 6 months
o Monday-Friday 11:30-5 — 3 months
Tuesday-Thursday 6pm-10pm — 6.5 months
o Tuesday-Wednesday 6pm-10pm — 9 months
e 30-hour Lash Licensing Course-This course is approved by the Arizona Board of
Barbering and Cosmetology and is open to those already licensed and those without a
license in Cosmetology or Aesthetics. Graduates of this 30-hour course can register with
the board to be a registered lash artist. ($1799)

O

OTHER CLASSES THAT ARE OFFERED, BUT DO NOT HAVE STATE BOARD
LICENSING CATEGORIES ARE:

e Custom Spray Tanning Certification Course ($499)

Additional certification courses and advanced education courses will be added in the next couple
months.

Hours of Operation:

Monday-Friday 8:00 AM-10:00 PM for students and instructional staff
Saturday: 10 AM — 6 PM Student Clinic only (for students and instructional staff)

Clinic Hours (opening June 2025)

Monday-Thursday 9 AM - 10 PM
Friday 9 AM -5 PM

Saturday 10 AM to 6 PM

Closed Sundays

On Site Facilities:

Lobby and Reception area
Student Services
Administration offices
Study Lounge

Student Breakroom
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e Student Records
e 3 Classrooms
e Aesthetics Clinic and Spa

Raw Beauty Skin and Lash Academy is located in the heart of Chandler, Arizona. The entire
5000 square foot space includes 3 large classrooms, 3 luxury administrative and career planning
offices, 1 study lounge for students, 1 breakroom and a luxury spa with 7 treatment areas.

Code of Ethics

As members of the Esthetician School community, we commit to uphold the highest standards of
professionalism, integrity, and respect. This Code of Ethics serves as a guiding framework for
our conduct, ensuring that we foster a positive learning environment and promote the well-being
of our clients and peers.

1. Professional Integrity
e We will conduct ourselves with honesty and integrity in all interactions.
o We will adhere to all local, state, and federal regulations governing esthetic practices.
« We will maintain transparency in our communications with clients and colleagues.
2. Respect for Clients and Peers
o We will treat all clients, peers, and faculty with respect, dignity, and empathy.

« We will listen to and value the opinions and feedback of others, fostering an inclusive
environment.

o We will respect client confidentiality and privacy at all times.
3. Commitment to Excellence
o We will strive for excellence in our skills and knowledge related to esthetics.

o We will seek continuous improvement through education, staying informed about
industry advancements and best practices.

« We will maintain a clean, safe, and professional environment for learning and practice.
4. Responsibility and Accountability

o We will take responsibility for our actions and decisions, acknowledging mistakes and
learning from them.

o We will hold ourselves accountable to our clients, peers, and the school community.

o We will report unethical behavior or practices to the appropriate authorities within the
school.
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5. Ethical Client Care
o We will provide services that prioritize the health and safety of our clients.
« We will avoid any practices that could harm clients physically or emotionally.
e We will ensure informed consent is obtained before any treatment.
6. Professional Boundaries
o We will maintain professional boundaries in all client relationships.
« We will avoid any behavior that could be perceived as exploitative or inappropriate.

o We will refrain from accepting gifts or favors from clients that could impair our
professional judgment.

7. Collaboration and Teamwork
o We will foster a spirit of collaboration and support among our peers.
o We will share knowledge and resources to enhance the learning experience for everyone.
o We will engage in constructive criticism and provide support to help each other grow.

8. Community Engagement

o We will contribute positively to our communities through volunteer work and outreach
programs.

o We will promote the value of esthetics and the importance of self-care in our
communities.

o We will advocate for the profession by participating in industry events and discussions.

Conclusion: By adhering to this Code of Ethics, we commit to upholding the standards of our
profession and ensuring a positive, respectful, and enriching environment for all members of the
Esthetician School community.

This code can be adapted to fit the specific values and mission of the esthetician school and
should be reviewed regularly to ensure it remains relevant and effective.

Program and Tuition Guide with Certificate/Credential
Issued

e Aesthetics Practitioner Diploma-eligible for AZ Board of Barbering & Cosmetology
Aesthetics License
o Program length: 600 hours
o Program credits: 24
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Kit, uniform, books, supplies: $3525
Application fee: $75

State Board fee(s): $177

Tuition: $10,823

Total program fee: $14,600

o O O O O

e Student Instructor Diploma-Eligible for AZ Board of Barbering & Cosmetology
Instructors License
o Program length: 350 hours
Program Credit: 15
Uniforms & Books: $300
Application Fee: $75
Board fees: $240
Tuition: $2785
Total program fee: $3400

o O O O O

e Lash Certification Class-eligible for AZ Board of Barbering & Cosmetology Lash
Registry
o Program length: 30 hours
Program Credit: O
Book & Kit: $750
Tuition: $1,049
Total Program fee: $1799

o O O O

e Certification Classes Only-no board licensure
o 8-hour spray tan certification: $499

Consumer Information

Currently Raw Beauty Skin and Lash Academy does not participate in Title IV Federal Financial
Aid. In-house financing plans and 3rd party financing plans may be available to eligible students.

Admission Information

Enrollment requirements for applicants in our licensing programs are required to have a High
School Diploma or General Equivalency Diploma and must present documentation of this at the
time of enrollment. Individuals under the age of 18, but not younger than 17, may be accepted
into a diploma program with written consent of a parent or legal guardian. All potential students
are required to provide government-issued identification such as a driver’s license, passport, etc.,
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and proof of citizenship. Students must be able to safely give and receive all services that are
included in their program of study. Applicants who submit a completed enrollment packet will
be reviewed and considered for acceptance. Acceptance results will take up to 1 week.
Incomplete packets will be held for 3 weeks and submitted for acceptance once all required
paperwork has been received. Application fees are due at the time of enrollment to hold your
spot in a class start date. Application fees are non-refundable. Non- immigrant foreign students
will be enrolled under an M1 visa.

Cancellation Policy

Students enrolled in a Raw Beauty Skin and Lash Academy licensing program have a 4-Day
cancellation period, not counting holidays, posted school breaks, or leaves of absence. This
period allows applicants and the school the opportunity to ensure students’ ongoing academic
success as well as their ability to hold professionalism in the aesthetics’ space. After successfully
completing the requirements of the cancellation period, students will have the opportunity to
become fully enrolled. In order to successfully complete the cancellation period, students must
meet the following requirements:

Attend new student orientation and the first day of class.

Attend 100% of scheduled hours.

Adhere to all student conduct policies.

Have provided proof of high school graduation or equivalency.

Have completed the process of financially funding the licensing program.

Student/Teacher Ratio

We hold a strict instructor/student ratio to ensure all students receive the most quality and
individual education needed to gain the most success. Raw Beauty Skin and Lash Academy
student ratio is:

e Lecture = 15 students per one instructor (max class size)
e Spa/Clinic (Hands-on) = 7 students per one instructor.

Discrimination Policy

Purpose

The purpose of this Discrimination Policy is to ensure that Raw Beauty Skin and Lash Academy
provides a learning and working environment free from discrimination, harassment, and
retaliation. We are committed to fostering a culture of respect, inclusivity, and equality for all
students, staff, and visitors.
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Policy Statement

Raw Beauty Skin and Lash Academy prohibits discrimination on the basis of race, color,
national origin, sex, disability, age, religion, sexual orientation, gender identity, or any other
characteristic protected by applicable federal, state, or local laws. This policy applies to all
aspects of the school environment, including admissions, educational programs, employment,
and other activities.

Scope

This policy applies to all students, faculty, staff, contractors, vendors, and visitors to the school.
It covers all interactions, whether they occur on school premises or during school-sponsored
events.

Definitions

« Discrimination: Unfair or prejudicial treatment of individuals based on their protected
characteristics.

o Harassment: Unwelcome conduct that is based on a protected characteristic, which
creates a hostile, intimidating, or abusive environment.

« Retaliation: Adverse action taken against an individual for reporting discrimination or
harassment, participating in an investigation, or opposing discriminatory practices.

Reporting Procedures

1. Any individual who believes they have experienced or witnessed discrimination or
harassment should report the incident immediately to our school’s director and assistant
director, Courtney Cox and Kayla Radley.

2. Reports can be made verbally or in writing. The school encourages prompt reporting to
facilitate a thorough investigation.

3. All reports will be treated seriously and investigated promptly and confidentially.
Investigation Process

1. Upon receiving a report of discrimination or harassment, the school will conduct a
thorough and impartial investigation.

2. Both the complainant and the accused will be given an opportunity to provide relevant
information and evidence.

3. The investigation will be completed in a timely manner, and both parties will be informed
of the outcome.

Consequences of Violations

Any individual found to have engaged in discriminatory or harassing behavior will be subject to
disciplinary action, which may include suspension or expulsion from the school or other
appropriate measures.

RAW BEAUTY SKIN AND LASH ACADEMY 12



Retaliation Prohibition

Retaliation against any individual for reporting discrimination or participating in an investigation
is strictly prohibited. Any retaliatory action will be treated as a violation of this policy and will
result in disciplinary action.

Training and Awareness

Raw Beauty Skin and Lash Academy is committed to providing training and resources to all
students and staff to promote awareness and understanding of discrimination and harassment
issues.

Policy Review
This policy will be reviewed regularly and updated as necessary to ensure compliance with
applicable laws and to reflect the school's commitment to a discrimination-free environment.

Contact Information

For questions or concerns regarding this policy, please contact our director, Courtney Cox or
assistant director, Kayla Radley at 425-984-4635 or email your concerns right away to
courtney@rawbeautyskinandlashacademy.com.

Rejection of an applicant is not limited to but includes the following:

1. Incomplete Application: The applicant did not submit all required documents, such as
transcripts, references, or personal statements.

2. Insufficient Academic Qualifications: The applicant does not meet the minimum
educational requirements, such as a high school diploma or equivalent.

3. Poor Interview Performance: During the interview process, the applicant did not
demonstrate the necessary communication skills, professionalism, or passion for the
esthetics field.

4. Lack of Relevant Experience: The applicant may lack prior experience in the beauty or
wellness industry, which could be a factor in their readiness for the program.

5. Negative References: Feedback from references may have indicated concerns about the
applicant's work ethic, attitude, or character.

6. Disciplinary Issues: Any history of disciplinary actions or criminal background that
raises concerns about the applicant's suitability for the program or industry.

7. Misalignment with School Values: The applicant's goals, values, or attitudes may not
align with the mission and values of the esthetician school.

8. Inadequate Skills or Knowledge: The applicant may not demonstrate a basic
understanding of esthetics or the skills necessary to succeed in the program.

9. Financial Ineligibility: The applicant may not meet financial requirements for tuition or
fail to secure necessary funding or financial aid.
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10. Health Concerns: Any health-related issues that may impede the applicant's ability to
perform required hands-on skills or maintain safety in a practical setting.

11. Overqualification: In some cases, applicants may be overqualified for the program,
leading to concerns about their engagement and satisfaction.

12. Limited Availability: The applicant may not be able to commit to the required schedule
or hours necessary for the program.

These reasons should be communicated to the applicant with sensitivity and professionalism,
ensuring that they understand the basis for the decision while also encouraging them to consider
reapplying in the future if appropriate.
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Student Services & Academic Policies Student
Support/Concerns

Purpose

The purpose of this protocol is to provide a clear framework for students at Raw Beauty Skin and
Lash Academy to seek support and address concerns related to their education, well-being, and
professional development. We are committed to fostering a supportive and respectful learning
environment.

Scope
This protocol applies to all students enrolled in the esthetician program, covering academic,
personal, and professional concerns.

1. Identifying Concerns

Students may experience various concerns during their studies, including but not limited to:

« Academic challenges (coursework, exams, practical skills)
o Personal issues (mental health, stress, time management)

« Financial difficulties

o Conflicts with peers or instructors

o Safety or health concerns

« Discrimination or harassment

2. Initial Steps

o Self-Assessment: Students should take time to reflect on their concerns and identify the
specific issues they are facing.

o Gather Information: Collect any relevant documentation or evidence related to the
concern to facilitate discussions with staff.

3. Seeking Support

e Academic Advisor: Students should first reach out to their assigned academic advisor or
instructor. They can provide guidance on academic-related concerns and suggest
resources.

o Student Services: For personal or financial issues, students can contact the Student
Services Office for support and resources.
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« Counseling and Mental Health Services: Students experiencing stress, anxiety, or other
mental health concerns are encouraged to reach out to our director, Courtney Cox, right
away via email at courtney@rawbeautyskinandlashacademy.com. From there, Courtney
will proceed with addressing these concerns in a timely and formal matter. This can be
done virtually or in an person meeting.

4. Formal Reporting

If the concern cannot be resolved through informal discussions, students may choose to file a
formal complaint:

o Complaint Submission: Students should submit a written complaint to our school
director, Courtney Cox, office detailing the nature of the concern and any supporting
information.

o Investigation Process: The school will acknowledge receipt of the complaint and initiate
an investigation, ensuring confidentiality and fairness throughout the process.

e Timeline: The school aims to resolve complaints promptly, typically within 14-20 days,
and will communicate updates to the student.

5. Follow-Up and Resolution

o Resolution Meeting: Once the investigation is complete, the school will arrange a
meeting with the student to discuss findings and any proposed resolutions.

o Action Plan: Depending on the outcome, an action plan may be established to address the
concern and support the student moving forward.

6. Retaliation Prohibition

Students are encouraged to voice their concerns without fear of retaliation. Retaliation against
any student for reporting a concern or participating in an investigation is strictly prohibited.

7. Continuous Improvement

Raw Beauty Skin and Lash Academy is committed to continuously improving its support
systems. Feedback from students regarding the support and concerns protocol is welcomed and
will be used to enhance processes and resources.

8. Contact Information

For immediate support or inquiries regarding this protocol, students may contact:
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o Courtney Cox

o 425-984-4635

e courtney@rawbeautyskinandlashacademy.com
o Office #1

Module Evaluations

Student feedback is encouraged by all educators and administrators at Raw Beauty Skin and
Lash Academy. We believe that feedback is what keeps us providing the most quality education
and luxury services but also evaluates where a student may be struggling. We believe in the
opportunity of improvement to ensure the success of all students when he/she graduates. Student
satisfaction and reporting is assessed on the last day of each module completed. Each student is
given a confidential evaluation form. This feedback is communicated to the Executive Director
and assigned licensed instructor.

Feedback is also collected and given to the student during a student’s Exit Interview process
before graduation. This process is to strictly ensure all students have the necessary tools and
feedback they need in order to be successful.

Grievance Policy

Raw Beauty Skin and Lash Academy encourages all students and staff whom may have any
concerns to address this to administration. We want to ensure we can be everyone’s support at all
times therefore we maintain a open door policy allowing all concerns to be addressed. All
concerns must be addressed to the director or assistant director if it is regarding policies or
procedures. All concerns must be documented in a written format via email to
courtney@rawbeautyskinandlashacademy.com. We will ensure that your issue will be addressed
in 7 days or less.

If the complaint cannot be resolved after implementing the academy’s grievance procedure, the
student may file a complaint with the Arizona Barbering & Cosmetology Board.

Attendance (Academic)

Raw Beauty Skin and Lash Academy stays strict to following an unwaivering attendance policy
in order to create consistency and prepare students for the ultimate success. Students out of
compliance with our attendance policies risk being withdrawn from their program with no
refunds given. Student attendance is held to the highest standard in order to prepare students to
enter the workforce successfully. As an academy committed to the success of each graduate,
students are expected to arrive for class on time as would be expected in a working environment.
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When a student arrives late to class or spa/clinic, they not only miss important education, but
also disturb the instructor and distract other students. Each classroom hour will consist of an
average of 50 minutes of academics and a ten-minute break. Raw Beauty Skin and Lash
Academy may make changes to this schedule if the break time will interfere with the curriculum
schedule.

Please be advised to the following attendance requirements per course schedule:

e Full time day schedule (Monday-Friday 8:30am-5pm) — 85 hours/10 days max may be
missed and made up w/ no additional fee

e Full time night schedule (Monday-Thursday 6pm-10pm + one Saturday/month 10am-
6pm) — 40 hours/9 days max may be missed and made up w/ no additional fee

e Part time day schedule (Monday-Friday 9am-2pm + one Saturday/month 10am-6pm) —
58 hours/11 days max may be missed and made up w/ no additional fee

e Part time evening schedule (Monday-Wednesday 6pm-10pm + one Saturday/month
10am-6pm) — 32 hours/7 days max may be missed and made up w/ no additional fee

ALL COURSE SCHEDULES RECEIVE AN ADDITIONAL 2 WEEKS AT THE END OF
THEIR CURRICULUM RESERVED FOR MAKE UP HOURS. ANY HOURS NEEDING TO
BE MADE UP AFTER THAT WILL BE AN ADDITIONAL FEE OF $20/PER HOUR MADE
UP (MUST BE DONE IN AN ADDITIONAL 2 WEEKS TOTAL).

Depending on your course schedule, the above hours in bold missed will result in a passing
grade of 2 equivalent to a C as long as all hours are made up within the additional 2 weeks added
onto the end of each course. Students who choose to pay for the additional makeup hours will
receive an initial grade of 1 equivalent to a D until 75% of missed hours are made up. Those who
do not finish their makeup hours in a total of 4 weeks (2 weeks included and 2 weeks with an
additional fee) will get a final grade of 0 equivalent to an F and be forced to retake the entire
course for an additional $3,000 penalty.

Absent/Tardy Requirements

All licensed Instructors will begin attendance roll call at the beginning of every class. The
instructor will document if a student arrives late or leaves early (including breaks) from class. If
a student is going to be tardy or absent from class/clinic we ask for two points of contact:

Email: info@rawbeautyskinandlashacademy.com + Text 602.844.8847

Time missed from a class will be calculated and applied to a student’s overall attendance
requirements. Students who forget to sign in, yet were in attendance, may appeal their attendance
status within 15 days of the offense. This is allowed a max of 5 times total in the entire course.
Students can request to see the attendance sheet at any time to verify it was documented
correctly.
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Clinic Hours

To receive clinic hours a student must clock in at the beginning of the shift and out at the end of
their shift. All students may not leave campus during a break. Any additional time that a student
is present before or after clinic will not be counted towards total hours. If a student misses hours
during clinic, it is up to the instructor whether those makeup hours will be done in clinic or in the
classroom.

Student Request Forms

Request Forms are used to communicate requests between the student and the director. The
following requests are acceptable to submit.

1. Request to add on spa/clinic shift
2. Request to change your course schedule

Students may add on spa/clinic shifts anytime as long as they do not exceed more than 50 hours
total (including classroom and spa) per week.

Make-Up Work

Students who need to make up any additional hours have the choices listed below:

e Add on spa/clinic or classroom hours in their curriculum but outside scheduled
curriculum days

e Add on spa/clinic or classroom hours in the 2 weeks added at the end of he/she’s
curriculum

e Add on spa/clinic or classroom hours in the additional 2 weeks after the curriculum has
ended for the additional fee ($20/hour)

Makeup hours are coordinated and planned by the licensed instructor and director. These
hours are subject to classroom study and/or spa/clinic. This is specifically determined on an
individual basis.

_eave of Absence

As with many of Raw Beauty Skin and Lash Academy’s policies, our core values, specifically
our dedication to student’s success, motivates this Leave of Absence Policy (LOA). The
intention of this policy is to establish guidelines and procedures through which a student may
take a temporary break in their attendance due to an emergency during which they are still
considered continuously enrolled. Students often have unexpected life events that are beyond
their control and require an interruption in their curriculum. This Leave of Absence policy seeks

RAW BEAUTY SKIN AND LASH ACADEMY 19



to help each student be successful in their studies while navigating these unexpected challenges
of life. The school may grant a student one LOA of no less than fifteen calendar days (15) and up
to sixty calendar days (60), provided the student follow the LOA procedures as outlined in this
document. Students needing additional time due to unforeseen circumstances may request an
extension not to exceed a maximum of one hundred eighty calendar days (180) within any 12-
month period, or % the contracted length of the program, whichever is shorter.

Emergency circumstances may include military service, circumstances covered by the Family
and Medical Leave Act of 1993, jury duty, or other unforeseen circumstances. During an LOA:

The student is not considered withdrawn although no refunds are implemented.

The LOA will not involve additional charges to the student by the academy.

Students may request a suspension of any monthly in-house cash payments.

Students may need to wait for a new class to reach the curriculum they were at when they
took their leave of absence when they come back from leave.

An approved LOA will begin the day following the student’s last date of attendance. The school
will also use this date when calculating the number of days in the leave and the expected return
date. Depending upon when a student starts an LOA within a given class, Raw Beauty Skin and
Lash Academy may require a student to retake the entire course module they left in the
beginning or middle of. There is no fee for a course retake under these circumstances. The
student and their advisor, when completing the LOA request, will ensure that the return schedule
aligns with the student’s best interest in meeting Satisfactory Academic Progress (SAP) and
continuing their education. They will also review Financial Aid implications of taking an LOA
pertaining to the effect that their failure to return from the leave may have on student loan
repayment terms, including the exhaustion of some or all of their grace period. The status of the
course the student was taking when the LOA begins will be determined by their progress within
that course and will generally fall into one of the following categories, although individual
exceptions may be made on a individual basis:

1. If the student is exiting a class having attended less than 70% of his/her’s curriculum:
a. The student will receive an INC grade for the course, with a note stating LOA.
b. This has the effect of removing the course from their transcript and GPA
calculations and removing any posted tuition.
c. Upon their return, the student will retake the course and be charged its full tuition.
2. If the student is exiting the class having attended more than 70%:
a. The student will receive a grade of I-D for the course.
b. The student will have an opportunity to catch up on their missed coursework to
earn a passing grade by working with their academic advisor and scheduling
appropriate makeup sessions or classes.

If a student does not return from an approved LOA on or before their initially scheduled or date
of return, they will be withdrawn from their program and/or courses. Their withdrawal date and
the beginning of their FA grace period will be their last date of attendance. To request a Leave of
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Absence (LOA), prior to their required departure a student must contact their academic advisor
and complete the “Leave of Absence Agreement” form. If there has been an unforeseen
circumstance requiring the student to leave immediately the student may complete the form
electronically no later than fourteen scheduled class days (14) after the last day of attendance.
Unforeseen circumstances may include military service, circumstances covered by the Family
and Medical Leave Act of 1993, jury duty, or other unforeseen circumstances. The school will
approve an LOA based upon provided documentation if the advisor determines there is a
reasonable expectation that the student will return and can be successful moving forward.

Once the student has met with their advisor and their request has been approved, the academic
advisor will put the form in the student’s file and make appropriate entries within the student
information system. The academic advisor will also notify Student Accounts of the status change
if the student elected to have scheduled automatic payments suspended. They will stay in
communication with the student to ensure a successful return. The director will also be the point
of contact for the student if any extensions are necessary. In this case, a new LOA Agreement
will be sent to the student electronically to extend their time away. If that is not possible for any
reason, the academic advisor will make note of the new approval and indicate on the agreement
why the student was unable to sign or complete the extension request. When the student returns
from LOA, they will meet with their academic advisor to ensure their schedule is set and they are
ready to begin classes at the appropriate time. If the student does not return from LOA, the
academic advisor will process the drop/withdrawal paperwork and notify the appropriate parties.

Grading Policy

Students are required to maintain a minimum grade point average of a 2 equivalentto a B in
order to receive credit for a course. A syllabus with course requirements will be handed out at the
first meeting of each new course. Students will receive regular feedback on their strengths and
ways in which they can improve through client and instructor feedback. This feedback could be
written or verbal, as appropriate for each course. Regardless of course completion, if an
instructor recommends the student repeat/audit the class after a hands-on checkoff evaluation,
the student will need to retake the noted class(es) or arrange tutoring for the material in which
the student will be required to attend. After completing additional classes or tutoring, the student
will need to complete the check-off again to show competency completion. There will be a $100
fee for each course that needs to be retaken. Students receiving under a 69% grade or attendance
shall be required to take tests over and make up hours to bring both above a 70% grade and
attendance percentage to move on with the program. Failure to do so within 45 days will result in
suspension and potential dismissal from the program. The maximum grade that can be obtained
on ANY makeup test is 85%. Any student needing additional time or assistance/tutoring for any
test, should reach out to assistant Director in which a plan will be set in place.

RAW BEAUTY SKIN AND LASH ACADEMY 21



Grading Scale

A student’s grade point average (GPA) is calculated by multiplying the grade points earned in
each course by the clock hours awarded for the course. The total grade points are then divided by
the total clock hours earned to arrive at the cumulative overall GPA.

4 = equivalent to an A =90 — 100% attendance, 4 grade points: Outstanding effort, a
mastery of the subject area, excellent standard of work.

3 =equivalent to a B = 80 — 89% attendance, 3 grade points: Extra effort reflecting
mastery of a subject area, with high standard of work.

2 =equivalent to a C = 70 — 79% attendance, 2 grade points: Competent in subject area
with acceptable standard of work.

1 = equivalent to a D = less than 70% attendance, 1 grade point: Student did not complete
the minimum attendance requirement and/or the required competency. The student did
not complete the make-up attendance within the make-up timeframe. Competency —
student did not complete the required competencies with a passing grade within the
make-up timeframe. Make-ups cannot be completed to establish a passing grade. The 1
will remain on the student’s transcript, even after the class has been re-taken and the
student has received a passing grade. There will be a $20/hour fee for each hour of the
course that needs to be retaken.

0 = equivalent to an F = 59% and below — 0 grade points, will be required to re-take the
class to earn a passing grade. The 0 will remain on the student’s transcript, even after the
class has been re-taken and the student has received a passing grade. There will be a
$20/hour fee for each hour of the course that needs to be retaken.

Withdraw Fail (WF) = Result from a course or program withdrawal. Equivalent to an F =
59% and below — 0 grade points, will be required to re-take the class to earn a passing
grade. The WF will remain on the student’s transcript, even after the class has been re-
taken and the student has received a passing grade. There will be a $20/hour fee for each
hour of the course that needs to be retaken.

Grade Weighting

Overall grade for each course will be calculated by the following percentages:

Written Final: 10%

Homework/Assignments: 15%

Participation: 25%

Quiz/Test: 25%

Midterm/Practical; 25%
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Corrective Action

In the event a student does not comply with the academic or behavioral standards and
requirements at Raw Beauty Skin and Lash Academy, a student Corrective Action form will be
issued.

Type of Advisements

e Attendance
e Academic
e Financial

e Behavioral

Advisement levels in order are:

Documented conversation
Warning

Probation

Suspension

Withdrawal

Once a student has been placed on Probation, he or she may not incur any other policy
infractions or advisements until the probation period has ended. Probation periods last for 35
days. Probation periods and standards of conduct will be communicated to the student by
Academy Director. If a student on probation does not follow these guidelines, the student may be
forced to be put on suspension.

Length and degree of suspension will be determined by the Executive Director and/or Operations
Director. Suspension fines below:

- $50/day up to 5 days

Maximum Time Frame

The maximum time frame for completion of a program includes a 2 week grace period for
makeup hours. Students must work with administration for any extension to this policy. All
hours over the maximum duration of the program will incur a fee of $20 per hour until hours are
completed.

Full time day course (“PLATINUM?”) - 81 class days MAX

Full time night course (“PLATINUM 17) - 150 days MAX

Part time day course — (“GOLD”) — 127 days MAX

Part time evening course — (“GOLD 1”) — 147 days MAX

o O O O
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Graduation Requirements

© N o gk

Minimum of 80% attendance in each module
Minimum 2.0 GPA in each module
Meet minimum program clock hour requirements:
a. Aesthetics — 600 hours
b. Aesthetics Instructor — 350 hours
c. Lash Class- 30 hours
Meet satisfactory academic progress requirements (See SAP Policy)
Complete all projects and pass all tests with a minimum of 75%
Checked off on all skills
Pass Comprehensive written final with a minimum of 75%
Meet with Student and Career Services for Graduation when 100 hours are left before
completion
Fulfill all tuition and fee obligations. The program must be paid in full, with no
outstanding fees, in order to receive a certificate, diploma, or official transcript.

Satisfactory Academic Progress (SAP)

Purpose

The purpose of this policy is to outline the criteria for Satisfactory Academic Progress (SAP) at
Raw Beauty Skin and Lash Academy. This policy applies to all students enrolled in the licensing
programs provided and is essential for completion of the program.

1. SAP Standards
To maintain Satisfactory Academic Progress, students must meet the following criteria:
A. Academic Standards

Cumulative Grade Point Average (GPA): Students must maintain a minimum a GPA
of 2 or above.

Course Completion Rate: Students must successfully complete 100% of all credit hours
required by the Arizona State Board of Barbering and Cosmetology. This does not
include courses that are repeated due to failure in passing.

B. Maximum Time Frame

Students must complete their program within the maximum time frame allotted for each
course schedule listed below without occurring additional fees:

Full time day course (“PLATINUM?”) - 81 class days MAX

Full time night course (“PLATINUM 1) - 150 days MAX

Part time day course — (“GOLD”) — 127 days MAX

Part time evening course — (“GOLD 1”) — 147 days MAX

o O O O

2. Evaluation Periods
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o SAP will be evaluated at the end of each module or at designated checkpoints throughout
the program.

o Students will receive written notification of their SAP status following each evaluation.
3. SAP Categories
Students will be classified into one of the following categories based on their SAP status:

o Satisfactory: Meeting all GPA, completion rate, and time frame requirements.

e Warning: Failing to meet one or more SAP criteria. Students on warning will be notified
and given one term to return to satisfactory status.

e Probation: Students who do not meet SAP standards after the warning period may be
placed on probation. During probation, students must follow an academic plan designed
to help them regain satisfactory status.

o Dismissal: Students who do not meet SAP standards after the probation period will be
dismissed from the program, may lose eligibility, and may occur additional fees.

4. Support Services

Raw Beauty Skin and Lash Academy is committed to helping students succeed. Resources
available to assist with academic progress include:

e Academic advising
o Tutoring services
e Workshops on study skills and time management
7. Contact Information
For questions regarding SAP or to seek assistance, students may contact:
« Raw Beauty Skin and Lash Academy Director
e courtney@rawbeautyskinandlashacademy.com
o Office #1

Consequences of Failure to Meet SAP

Based upon the circumstance, a student who fails to meet SAP may:

Be placed on Academic Probation with fees applied.
Successfully appeal an Academic Probation.

e Be terminated from their program with no refunds. Student Services will provide students
notifications of their progress in writing at each evaluation point (detailed in the table
below). Additionally, at any time students may request their grade reports from the
Student Services Office.

RAW BEAUTY SKIN AND LASH ACADEMY 25



Academic Probation

If a student fails to maintain the required quantitative or qualitative academic requirements at
each checkpoint following the end of each module or exceeds their estimated graduation date due
to the student’s curriculum contract, they will be placed on Academic Probation. The student will
work with their Advisor to establish an Academic Plan that ensures their program requirements
are met. The administration at Raw Beauty Skin and Lash Academy will make an individual plan
with the student. To be removed from Academic Probation, the student must meet the terms of
their Academic Plan and return to a satisfactory status. The terms and conditions of the
Academic Probation will be specified for each situation based on the student’s individual
requirements for achieving academic success. Students who fail to meet the requirements of their
Academic Probation may be placed on an additional probationary period or be terminated from
the program. If the student is terminated, they will be subject to the policy and procedures
governing termination. Students may appeal a determination that they are not meeting SAP by
submitting a letter in writing to our director, Courtney Cox, within three business days of
receiving notification of their status. This letter must include any substantiating documentation
from the student as to why they failed to meet SAP. Administration has up to 14 days to respond
to all appeals. After that, all appeal decisions are final. If the appeal is approved, the student shall
be allowed to continue classes at the discretion of the Administration with the plan made by
Administration. Proceeding this, the student will be held to the terms of an Academic Plan
instead of a probationary period. If a student does not successfully meet the requirements of the
Academic Plan, they may be terminated without appeal. All students will be subject to additional
fees determined on an individual basis while on academic probation.

Academic Plan

After being placed on Academic Probation, or after a successful appeal, our Director, Courtney
Cox, in collaboration with Administration will develop an Academic Plan that the student will
follow to ensure that s/he is able to meet SAP within the required time frame needed for that
individual. This plan may include additional SAP evaluations outside of the regular academic
plan and curriculum. Academic Plans are developed to help the student get back on track and
gain success in completing the course.

Academic Checkpoints

All students' records and attendance will be reviewed at the following hourly checkpoints
following specific modules in the program. When the student reaches 120 hours, 224 hours, 430
hours and 500 hours. All students with less than a 3 GPA must meet with the Education Director
once per week until the grade is above 3 during the first 224 hours of the program.
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Student Records

Students may review their academic, financial, and evaluation records by submitting a request
form to the Student Services mailbox located at reception. Raw Beauty Skin and Lash Academy
commits to responding to student requests within 4 business days. Student records are not
released to any other individuals or persons without a written consent from the student (P.L.93-
380, Sec. 438FERPA). Inquiries made as to the enroliment or graduation status of a particular
student by the Arizona State Board of Barbering and Cosmetology, or related agencies directly
involved with the academic or professional industry will be released without written consent of
the student. Students receive one official transcript and one unofficial transcript at the time of
graduation. Any additional official transcripts are available at $35 each. Students may request
unofficial transcripts for $10 each. Student records are kept permanently. Students also have the
right to request records be corrected which they believe to be inaccurate or misleading. This
request must be made in writing to our Director, Courtney Cox, via email at
courtney@rawbeautyskinandlashacademy.com. If the school determines the record in question is
accurate, and should not be amended, the eligible student then has the right to a formal meeting
with Raw Beauty Skin and Lash Academy administration. After the meeting, if the
administration still deems the record as accurate, the student has the right to place a written
statement with the record stating on why he/she is contesting the opposed information.
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Notification of Rights Under Family Education Rights and
Privacy Act (FERPA)

In accordance with the Family Educational Rights and Privacy Act (FERPA), students and
parents have the following rights concerning the educational records maintained by Raw Beauty
Skin and Lash Academy:
1. The Right to Inspect and Review Records
Students have the right to inspect and review their education records maintained by the school.
This right extends to the following records:

o Academic records (transcripts, grades)

e Enrollment records

« Financial aid records

« Any other records that contain personally identifiable information about the student
Procedure: To request access to education records, students should submit a written request to
the Student Services department mailbox located at reception, specifying the records they wish to
inspect.
2. The Right to Request Amendment of Records
Students have the right to request that the school amend records they believe are inaccurate,
misleading, or in violation of their privacy rights.
Procedure: Students must submit a written request to the our Director, assistant Director or
administration that clearly identifies the part of the record they want to amend and the reason for
the amendment. If Raw Beauty Skin and Lash Academy decides not to amend the record, the
student will be notified and will have the right to a hearing.
3. The Right to Consent to Disclosures
FERPA generally requires written consent from the student before the school can disclose
personally identifiable information from their education records. However, exceptions exist,
including:

« Disclosure to school officials with legitimate educational interests

o Disclosure in connection with a student's request for or receipt of financial aid

« Disclosure to comply with a judicial order or subpoena

« Disclosure to appropriate parties in a health or safety emergency
4. The Right to File a Complaint
Students have the right to file a complaint with the Arizona State Board of Cosmetology
concerning alleged failures by Raw Beauty Skin and Lash Academy to comply with FERPA
requirements. Complaints may be sent to:
Arizona State Board of Cosmetology Office
1740 west adams $4400
Phoenix, AZ 85007
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5. The Right to Receive Annual Notification
Students will receive this notification annually to ensure they are aware of their rights under
FERPA.
6. Directory Information
Raw Beauty Skin and Lash Academy may disclose directory information without written
consent, unless a student has advised the school to the contrary. Directory information may
include:

e Student's name

e Address

e Telephone number

o Email address

e Major field of study

« Dates of attendance

o Degrees and awards received
Students wishing to restrict the disclosure of their directory information must submit a written
request to the our Director, Courtney Cox, within 30 days of the start of each new year.
Contact Information
For questions regarding FERPA or to exercise any of the rights outlined above, students should
contact:
Courtney Cox
Director
courtney@rawbeautyskinandlashacademy.com
Office #1 inside Raw Beauty Skin and Lash Academy (Chandler, AZ)

Chemical Dependency and Alcohol Abuse Program

Purpose

The purpose of the Chemical Dependency and Alcohol Abuse Program at Raw Beauty Skin and
Lash Academy is to promote a safe and healthy learning environment for all students. This
program aims to prevent substance abuse, provide education, and offer support and resources to
students dealing with chemical dependency or alcohol abuse.

1. Policy Statement
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Raw Beauty Skin and Lash Academy is committed to maintaining a drug-free environment. The
use of illegal drugs and the abuse of alcohol are strictly prohibited on school premises and during
school-sponsored events. Students found in violation of this policy may face disciplinary action,
up to and including dismissal from the program.

2. Educational Programs

To raise awareness and educate students about the dangers of chemical dependency and alcohol
abuse, the school will provide:

e Workshops and Seminars: Scheduled workshops on topics such as substance abuse
prevention, the effects of drugs and alcohol on health, and coping strategies.

« Information Resources: Access to brochures, pamphlets, or online resources that provide
information about substance abuse and available support services.

3. Support Services

Students struggling with chemical dependency or alcohol abuse are encouraged to seek help. The
school offers the following support services:

o Referral Services: Assistance in connecting students with external treatment programs,
rehabilitation centers, and support organizations.

4. Intervention and Reporting

« Identification of Issues: Faculty and staff are trained to recognize signs of substance
abuse and will approach students exhibiting concerning behaviors with compassion and
support.

e Reporting Procedure: Students are encouraged to report any concerns regarding substance
abuse among peers to a designated school official (licensed Instructor, Director, assistant
Director, or administration).

o Confidentiality: All reports and discussions regarding substance abuse will be handled
with the utmost confidentiality.

5. Disciplinary Actions

Students found to be in violation of the school’s substance abuse policy may face the following
consequences:

« Warning: A formal warning may be issued for a first-time offense.
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« Mandatory Counseling: Students may be required to attend counseling sessions or
workshops.

« Probation: Students may be placed on probation and required to meet specific conditions
to continue in the program.

o Dismissal: Repeat offenses or severe violations may result in dismissal from the program
with absolutely no refunds.

6. Prevention and Awareness
The school will engage in ongoing prevention efforts by:

e Promoting healthy lifestyle choices and coping strategies.
« Encouraging open discussions about substance abuse and its effects.
e Providing resources for stress management and mental health support.

Termination Policy

Any student may be dismissed from the school prior to completion of said program/course for
the following reasons:

1. Failure to maintain passing grades, SAP, or Probationary terms and not making up class time
in the specified time period pertaining to the individual contract.

2. Failure to comply with the strict attendance policy (lates, tardies and absences are all counted
in the attendance policy).

3. Failure to comply with established Policies and Procedures (the school sets the rules, not the
student body).

4. Unprofessional behavior, cheating, or theft (theft will be prosecuted to the fullest extent of the
law and is a zero tolerance category).

5. Possession, use, or being under the influence of alcohol while on-campus (for the safety of
clients, other students and staff-this is a zero-tolerance category).

6. Unlawful possession, distribution, or being under the influence of illegal substances while on
campus (anyone found distributing on campus will immediately be reported to authorities and
will be terminated from the program).

7. Sexual misconduct, inappropriate sexual overtures, or behavior will be a zero tolerance
category.

8. Endorsement or promotion of the purchase of specific products or professional services in any
school setting (school is not the setting to be selling or endorsing outside products or services to
other students).
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9. Providing false information or falsified documents (zero tolerance category).

10. Demonstration of physical/verbal/written abuse of anyone in the school community (zero
tolerance category).

11. Failure to meet financial agreements and obligations (work with Administration to settle
financial obligations within specified time period).

12. Inability to maintain a professional and relaxing spa atmosphere.

13. Inability to present a professional space for fellow students, administrators, instructors, and
clients.

14. BULLYING IN ANY FORM WILL NOT BE TOLERATED AND GROUNDS FOR
IMMEDIATE TERMINATION.

Requirements for Officially Withdrawing from the College

Students who wish to withdraw from their program must speak with their Academic
Advisor/Administration and make a written request.

Readmission to a Program

Students wanting to re-enroll in a program at Raw Beauty Skin and Lash Academy must meet
with administration with their request. Based upon the student’s previous enrollment, additional
steps may be necessary and will be planned individually with the student.

Appeals Process
Purpose

The Appeals Process at Raw Beauty Skin and Lash Academy provides a fair and structured
means for students to challenge decisions made regarding their academic performance,
disciplinary actions, or other administrative matters. The school is committed to ensuring that all
appeals are handled fairly and promptly.

1.Grounds for Appeal

Students may appeal decisions based on the following grounds:
o Academic performance (e.g., grades, evaluations)
« Disciplinary actions (e.g., suspension, dismissal)
« Denial of financial aid or scholarships
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« Any other significant decision affecting the student's educational experience
2. Initial Steps
Before filing a formal appeal, students are encouraged to:
o Consult with an Advisor: Discuss the situation with an academic advisor or designated
school official to understand the decision and explore possible resolutions.
o Gather Documentation: Collect all relevant materials, including academic records,
correspondence, and any other evidence supporting the appeal.
3. Filing an Appeal
If the issue remains unresolved, students may proceed with the formal appeals process:
e Written Appeal Submission:
o Students must submit a written appeal to administration within 7 days of receiving
the decision they wish to appeal.
o The written appeal should include:
= Student’s name and contact information
= A clear statement of the decision being appealed
= The grounds for the appeal
= Supporting evidence and documentation
= Any proposed resolution or outcome sought
4. Review of the Appeal
o Acknowledgment: Upon receiving the appeal, the designated official will acknowledge
receipt in writing within 10 days.
e Investigation: The school will conduct a thorough review of the appeal, which may
include:
o Interviews with the student
o Discussions with faculty or staff involved in the original decision
o Examination of relevant documents and evidence
« Timeline: The review process will typically be completed within 15-30 days. The student
will be informed of any delays.
5. Outcome of the Appeal
« Decision Notification: The student will receive a written notification of the appeal
decision, including:
o The outcome of the appeal
o Any changes to the original decision
o The rationale for the decision
« Finality of Decision: The decision made by the designated official is final and binding.
6. Confidentiality
All appeals and related discussions will be handled confidentially to protect the privacy of the
student involved.
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Clinic Internship

To better prepare our graduates for success, we believe in hands on practice resulting in real life
experience, Raw Beauty Skin and Lash Academy will open a full student spa in April of 2025.
Students have the opportunity to provide services to the public, develop their
communication/consultation and interpersonal skills, retail skills, hands on techniques, practice,
and perfect their techniques in a safe, supervised, and professional setting. They will also perfect
offering clients an entirely professional spa experience. Licensed aesthetic instructors will
monitor the spa at all times. All students begin their clinic shift with 100 points. Deductions will
be taken based on the following criteria:

e (25) Professionalism: Improper Uniform, Improper conduct, tardiness, failing to complete

scheduled shift

(25) Attendance: unexcused absence, no show/no call. No show/no call will result in an
advisement form and zero points for the day. Being late to clinic will result in an
automatic 10-point deduction unless excused by administration

(25) Competency: Improper room setup, failing to complete client progress notes, failure
to follow protocol, failure to adhere to clinic instructor’s recommendations, failure to
greet or use post scripts when client is leaving

(25) Infection control: Failure to follow sanitation guidelines & procedures Students are
expected to be ready and available at all times during their clinic shift. Refusing to
provide a service will result in zero points received and suspension for the remainder of
the day.

Uniforms

The Raw Beauty Skin and Lash Academy uniform consists of the following:

Lavender embroidered scrubs (2 pair of scrubs will be provided with school kit).
Additional scrub tops are $25. Additional scrub pants are $25.
Raw Beauty Skin and Lash Academy will provide all students with a name tag to be worn
at all times inside the school. Additional name tags to purchase are $15 each.
Solid Black soft sole shoes MUST BE CLOSED TOE SHOES (80% black, 20% color
allowed in logos or stitching)
Suggested shoe options: comfort shoes such as Clarks or Danseko, ballet flats, athletic
shoes such as Sketchers, New Balance, nurse’s clogs etc. ABSOLUTELY NO UGG’S,
CROCS OR SIMILAR SHOES.
Optional: solid black long-sleeved shirt underneath scrubs

o No other color accepted
For students who are often cold, additional long sleeve layers or thermals are permitted as
long as they are fully black
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e Black sweaters open or zip ups can be worn over scrubs in the classroom ONLY as long
as they are fully black and still display your scrub top and name tag. THIS IS NOT
ALLOWED IN THE SPA! LAYERS MUST BE WORN UNDER SCRUBS IN
CLINICALS.

Time Clocks

All students must clock in with he or she’s own fingerprint on the time clock at the beginning
and end of every shift. A report will be published every week on Thursday with the previous
week’s hours. Any questions should be directed to administration. If you forget to clock in,
immediately email info@rawbeautyskinandlashacademy.com and cc
courtney@rawbeautyskinandlashacademy.com. This needs to be done within 24 hours of the
time clock mistake made by the student. Time Clock adjustments will be entered within 48 hours
of the email. Students who consistently forget to clock in or out will need to meet with
administration.

Personal Hygiene

e Fingernails must be kept short, clean and well groomed. (PLEASE AVOID EXTRA
LONG FAKE NAILS).
Hair longer than shoulder length should be pulled back during hands on and clinic.
Jewelry may be individually expressed but does not interfere with treatments, no
bracelets or watches during services or clinics.

e There shall be no excessive perfumes, scents, or otherwise worn to school. Many clients
and students have fragrance sensitivities or allergies.

e Our campus is completely smoke free. This includes all outside areas as well. Please
make sure if you smoke, you keep your uniform, hair and “person” free from smoke.

Cell Phones

Purpose

The purpose of this Cell Phone Policy is to promote a focused and respectful learning environment at
Raw Beauty Skin and Lash Academy. While we recognize that mobile devices can be useful tools for
communication and learning, it is essential to minimize distractions during class, practical training, and
other school activities.

1. General Guidelines

e Restricted Use During Class: Mobile phones should be silenced or turned off during all class
sessions, practical training, and workshops unless otherwise permitted by the instructor for
educational purposes.
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o Emergency Situations: If a student needs to receive an important call or message, they should
inform the instructor before the class begins and step outside to take the call.

e Use During Breaks: Students are encouraged to use their cell phones during designated breaks or
lunchtime. However, students should remain mindful of their surroundings and the impact of their
conversations on others.

2. Prohibited Activities

o Texting and Social Media: Texting, browsing social media, or any non-academic use of mobile
devices during instructional time is prohibited.

e Recording: Recording audio or video during classes or practical sessions without prior
permission from the instructor is strictly prohibited.

o Distracting Behavior: Using cell phones in a way that disrupts the learning environment or
distracts fellow students and instructors will not be tolerated.

3. Consequences of Policy Violation
Failure to adhere to the cell phone policy may result in the following consequences:
o First Offense: A verbal warning from the instructor.

e Second Offense: A written warning and a discussion with the student about the importance of
policy adherence.

e Third Offense: Possible removal from the class or practical session, with a requirement to meet
with a designated official to discuss further actions.

4. Responsibility for Personal Devices

Students are responsible for the security of their personal devices. The school is not liable for lost, stolen,
or damaged cell phones.

5. Policy Review

This policy will be reviewed periodically and may be updated as necessary to ensure it meets the needs of
the school community.

Food and Drinks

Food must be kept in the student breakroom at all time. Eating is permitted in the lounge,
breakroom, and permitted outside sitting areas. Water bottles and closed containers with water
are permitted in the classroom during class hours at the discretion of the instructor. Food and
drinks are never permitted in the student clinic. A designated break will be provided on all
classroom days for students to have a snack or drink. It is not always possible to provide a break
to students at the clinic for a 4 hour or less shift. Plan accordingly.
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Dual Roles

Purpose

The purpose of the Dual Relationships Policy at Raw Beauty Skin and Lash Academy is to outline
expectations regarding personal and professional relationships within the school community. This policy
aims to prevent conflicts of interest, maintain professional boundaries, and ensure a respectful and
conducive learning environment.

1. Definition of Dual Relationships

A dual relationship occurs when an individual has multiple roles with another person, such as being both
a student and a friend, instructor and mentor, or employer and employee. These relationships can create
conflicts of interest, power imbalances, and ethical concerns.

2. Expectations for Students and Faculty

o Professional Boundaries: All students and faculty are expected to maintain professional
boundaries in their relationships. Personal relationships should not interfere with the educational
process or create perceptions of favoritism.

o Disclosure: If a dual relationship exists or is developing, individuals are encouraged to disclose
this information to a designated official administrator to evaluate any potential conflicts of
interest.

3. Guidelines for Dual Relationships

o Avoid Conflicts of Interest: Students and faculty must avoid situations where personal
relationships could influence academic or professional decisions.

e Transparency: Open communication is encouraged. If a dual relationship may impact the
educational experience, it should be addressed proactively.

o Professionalism in the Classroom: Personal relationships should not be evident in the classroom
or during practical training sessions. All interactions should remain professional and focused on
the educational objectives.

4. Consequences of Policy Violation

Violations of the Dual Relationships Policy may result in disciplinary actions, including but not limited
to:

e Verbal or written warnings

e Required meetings with a designated official to discuss concerns

e Possible removal from the program for severe or repeated violations
5. Reporting Concerns

Students or faculty who have concerns about potential dual relationships or conflicts of interest are
encouraged to report these issues to a designated official. Confidentiality will be maintained to the extent
possible.

6. Education and Training
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Raw Beauty Skin and Lash Academy will provide training and resources to educate students and faculty
about the importance of maintaining professional boundaries and the potential impact of dual
relationships on the learning environment.

General Harassment, Discrimination, and Sexual
Harassment Policy

Purpose

The purpose of this policy is to ensure that Raw Beauty Skin and Lash Academy provides an educational
environment free from harassment, discrimination, and sexual harassment. The school is committed to
fostering a culture of respect, inclusivity, and safety for all students, faculty, and staff.

1. Policy Statement

Raw Beauty Skin and Lash Academy prohibits all forms of harassment, discrimination, and sexual
harassment. This includes, but is not limited to, actions that create a hostile, intimidating, or offensive
environment based on race, color, national origin, sex, disability, age, religion, sexual orientation, gender
identity, or any other protected characteristic.

2. Definitions

e Harassment: Unwelcome conduct that creates an intimidating, hostile, or offensive environment.
This may include verbal, physical, or visual conduct.

o Discrimination: Unfair treatment of individuals based on their protected characteristics, which
may affect their educational opportunities or work environment.

o Sexual Harassment: Unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature that affects an individual's education or creates a hostile
environment.

3. Examples of Prohibited Conduct
o Verbal harassment, including derogatory comments, jokes, or slurs.
o Physical harassment, including unwanted touching or aggressive behavior.
e Visual harassment, including displaying offensive materials or images.
o Discrimination in academic or employment decisions based on protected characteristics.
e Sexual advances, inappropriate touching, or requests for sexual favors.
4. Reporting Procedures

Students and staff who experience or witness harassment, discrimination, or sexual harassment are
encouraged to report the behavior promptly. Reports can be made to:
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Raw Beauty Skin and Lash Academy’s Director

DIRECTOR

courtney@rawbeautyskinandlashacademy.com

Office #1 inside The Raw Beauty Skin and Lash Academy (Chandler, AZ)

Reports can be made verbally or in writing. The school encourages individuals to provide as much detail
as possible, including dates, times, locations, and the names of any witnesses.

5. Investigation Process

o Initial Review: Upon receiving a report, the designated official will conduct an initial review to
determine the appropriate course of action.

o Investigation: If warranted, a thorough investigation will be conducted, ensuring confidentiality
to the extent possible. Both the complainant and the accused will have an opportunity to provide
information and evidence.

e Outcome: Upon completion of the investigation, the school will communicate the findings to the
complainant and take appropriate action, which may include disciplinary measures.

6. Confidentiality

All reports of harassment, discrimination, or sexual harassment will be treated confidentially, and
information will be shared only with those involved in the investigation and resolution process as
necessary.

7. Retaliation Prohibition

Retaliation against individuals who report harassment or discrimination or participate in an investigation
is strictly prohibited. Any acts of retaliation will be subject to disciplinary action.

8. Support Services

Raw Beauty Skin and Lash Academy provides resources and support for individuals affected by
harassment or discrimination, including counseling services and access to external support organizations.

9. Training and Education

The school will provide training and educational programs to raise awareness about harassment and
discrimination, promote a respectful environment, and inform students and staff of their rights and
responsibilities.

Visitors

Visitors are welcome in the classroom with a Guest name tag issued by Front Desk or Student Services.
Due to safety reasons, children (under 12 years old) are not allowed in the classroom or clinic. Guests are
expected to abide by our campus policies including our drug and alcohol policy.
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Valuables

Raw Beauty Skin and Lash Academy is not responsible for the theft or loss of personal items or
valuables. Please leave all valuables at home. All personal items and valuables brought on to campus are
done at the student’s own risk. Raw Beauty Skin and Lash Academy is not responsible for theft or
damage to vehicles in its parking lots. Any student noticing any theft or damage of property of anyone
else should immediately report to our Administration. We will take this feedback seriously immediately.

Safe Campus Policy Gun and Weapon Policy

Purpose

The purpose of this Gun and Weapon Policy is to promote a safe and secure learning environment at Raw
Beauty Skin and Lash Academy. The school is committed to ensuring the safety of all students, faculty,
staff, and visitors on campus by prohibiting the possession of firearms and weapons.

1. Policy Statement

Raw Beauty Skin and Lash Academy strictly prohibits the possession, use, or storage of firearms,
explosives, and other weapons on school property. This includes, but is not limited to:

e Firearms (handguns, rifles, shotguns)
o Khnives with blades longer than [insert length, e.g., 3 inches]
o Explosive devices or materials
e Any other objects that can be used as weapons
2. Scope

This policy applies to all students, faculty, staff, and visitors on school property, including buildings,
grounds, parking lots, and any off-campus events sponsored by the school.

3. Exceptions

e Law Enforcement: Authorized law enforcement officers may carry weapons while on duty and
conducting official business on campus.

o Personal Protection Devices: The possession of personal protection devices, such as pepper
spray or stun guns, may be subject to specific regulations and approval. Students should consult
with the designated official for guidance.

4. Reporting Violations

All members of the school community are encouraged to report any violations of this policy or any
suspicious activity immediately to our administration. Reports can be made anonymously if desired. The
school will take all reports seriously and investigate them promptly.

5. Consequences of Policy Violation
Violations of this policy will result in disciplinary action, which may include:

e Immediate removal from campus
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o Disciplinary proceedings, which may lead to suspension or dismissal from the program with no
refunds

e Reporting to law enforcement authorities
6. Emergency Preparedness

In the event of an emergency involving a weapon, students and staff should follow the school's
emergency response procedures, which include:

e Remaining calm and following instructions from faculty or staff

e Seeking shelter in a safe location if necessary

o Reporting any incidents to law enforcement as soon as possible
8. Review and Updates

This policy will be reviewed periodically and updated as necessary to ensure compliance with applicable
laws and the safety needs of the school community.

Concealed Weapons Policy

Raw Beauty Skin and Lash Academy does not allow any future employee, job applicant, employee,
contractor, subcontractor, vendor, agent, or representative to possess, use, conceal, carry, or maintain a
concealed weapon or handgun on premises. Our premises includes any portion of the building in which
our campus is housed, all public parking lots surrounding the academy, sidewalk, street or any other
parking area used in connection with our business, and any vehicle or equipment used, owned, or leased
by Raw Beauty Skin and Lash Academy.

Finance and Tuition Policy

Raw Beauty Skin and Lash Academy does not participate in any federal financial aid programs. We have
in-house financing program options and a 3rd party finance option.

Tuition Payment Policy

We give students many different options to pay tuition. Cash, checks and credit cards are accepted for
payments and payment plans. In-house payment plans are paid while a student is enrolled in the program
and carry no interest. In-house payment plans are determined on an individual basis with each student.
Each student may use a payment plan on part of the tuition or the full tuition. Student accounts that are
30+ days past due and/or become in default will be sent to a collection agency for further action. Students
may also be responsible for paying any additional collection agency fees. In addition, any attorney fees,
court costs, and other costs incurred by Raw Beauty Skin and Lash Academy during the collection
process will be passed on to the student. Our goal is to offer financing options to students so they can
fully achieve success in their career goals ahead. Commitments to any in house payments are fully
expected to be paid in full following the individual contract agreed to between both parties (Raw Beauty
Skin and Lash Academy and student). Any returned check shall be assessed at a $75 returned check fee
added to the tuition remaining balance. The student will have 3 business days to fix this error.
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Student Delinquency Policy

In the event a student misses a scheduled tuition payment pertaining to the in house individual payment
plan, he/she will be notified within 15 days so a plan can be made to make up the payment. Students who
become delinquent on in house payments will have 8 business days after that notification to bring their
account into good standing. If a student does not make the payment by the agreed date, or continues to
miss tuition payments, he/she will be suspended from classes from the program until a resolution is made.
Class suspension will interfere with a student’s Satisfactory Academic Progress (SAP) that may lead to
further disciplinary action or termination from the program. If a student fails to make payments when due
the account may be sent to a licensed collection agency.

Other payment options/financing plans

Students will have the opportunity to meet with our student administrator to discuss other financing
options available at Raw Beauty Skin and Lash Academy.

Clock Hours to Credit Hours Policy

Purpose

The purpose of this policy is to establish a clear and consistent method for converting clock hours into
credit hours at Raw Beauty Skin and Lash Academy. This policy ensures compliance with Arizona State
Board of Cosmetology regulations and provides transparency for students regarding their educational
progress.

1. Definitions

e Clock Hour: A period of 60 minutes of scheduled instruction, which may include both
theoretical and practical/clinic training.

e Credit Hour: A unit of measure that reflects the amount of work a student is expected to
complete, typically defined as one hour of classroom instruction plus two hours of out-of-class
work per week over a semester.

2. Conversion Formula

In accordance with Arizona regulations, the conversion of clock hours to credit hours is based on the
following formula:

e 1 Credit Hour is awarded for every 15 Clock Hours of instruction.
3. Program Structure

e The esthetician program at Raw Beauty Skin and Lash Academy consists of a total of 600 clock
hours.

e Based on the conversion formula, the total credit hours awarded for the completion of the
program will be calculated as follows:

o Total Clock Hours + 15 = Total Credit Hours
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o Example: 600 Clock Hours + 15 = 40 Credit Hours
4. Documentation and Records

e The school will maintain accurate records of all clock hours completed by each student, including
attendance records and course completion documentation.

o Students will receive a transcript that reflects both the total clock hours completed and the
equivalent credit hours earned upon graduation.

5. Compliance with State Regulations

This policy is designed to comply with the requirements set forth by the Arizona State Board of
Cosmetology and any applicable federal regulations regarding educational programs.

6. Review and Updates

This policy will be reviewed periodically and updated as necessary to ensure compliance with changing
regulations and educational standards.

Tuition Refund Policy

Our tuition refund policy is outlined in your student contract.

1. Any payments due to the applicant or student shall be refunded within 30 days of official
cancellation or withdrawal. Official cancellation or withdrawal shall occur on the earlier of the
dates that:

a. An applicant is not accepted by the school. This applicant shall be entitled to a full refund
of all payments paid to the school except a non-refundable $75 application fee.

b. A student (or in the case of a student under legal age, his/her parent or guardian) cancels
his/her contract and demands his/her money back in writing, within three 3 days of
signing the enrollment contract but must be 30 days before the class start date agreed to
in the signed contract. In this case all payments collected by the school shall be refunded
except a non-refundable $75 application fee. This policy applies 30 + days before the
signed contract class start date.

C. A student’s enrollment was procured as the result of any written or oral
misrepresentations made by Raw Beauty Skin and Lash Academy but proved in detail by
the applicant.

d. A student was accepted for enrollment but was unqualified for entrance.

For official cancellations as defined in paragraphs b, c, or d, the cancellation date will be
determined by the postmark on written notification, or the date said information is
delivered to the school administrator/owner in person.

f.  Payment paid for the student kit is nonrefundable unless the student cancels within 3
(three) days in writing of signing the enrollment contract.

2. Raw Beauty Skin and Lash Academy does not permit unofficial withdraws from the program (Ex.
Being absent for 14+ days). Any unofficial withdraws are not grounds for any refunds.
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3. When situations of mitigating circumstances are in evidence, such as serious illness, a disabling
accident, or death in the immediate family, Raw Beauty Skin and Lash Academy may make a
settlement that is reasonable and fair to both parties.

4. Tuition is defined as a fixed cost and does not include books, equipment, student Kits, graduation
fees, application fees, rentals and any other charges defined outside the tuition cost in enroliment
contract.

5. If a course and/or program is cancelled during a student’s enrollment, or if the school closes, and
before instruction in the course and/or program has begun, the school shall either provide a pro
rata refund of all payments paid or provide completion of the course and/or program. No refund
may defeat any person’s claim to indemnification to which he or she is entitled under the bond
required by the State of Arizona.

If a student is dismissed (must be approved by the school’s director) after the commencement of classes,
the following partial refund is used to determine the amount due to the school:

Percentage of SCHEDULED Time Enrolled — Percentage of total amount of TUITION + Penalty owed
to Raw Beauty Skin and Lash Academy

0.01 — 4.9% 20% of total tuition +$200 penalty
5% - 9.9% 30% of total tuition +$200 penalty
10% - 14.9% 40% of total tuition +$200 penalty
15% - 24.9% 40% of total tuition +$200 penalty
25%-50% 50% of total tuition +$200 penalty
50-75% 75% of total tuition +$200 penalty

If a student drops at 75.01% complete of the program or higher 100% of tuition is due in exempt to the
state board fee.

Holidays and Campus Closure Weeks

The following holidays shall be recognized by students, instructors and staff:
Regular Holiday and Campus closure schedule:
e Martin Luther King Day

July 4%

Presidents Day

Memorial Day

Labor Day

Thanksgiving Break-includes Thanksgiving Day, and the Friday and Saturday after the
holiday

e Winter Break-2 weeks (week Christmas falls on and week following)
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Books and Student Kit

All students will be provided with a textbook, workbook and a detailed student kit, including a full
product back bar line of Green Envee products and other materials as part of their tuition and fee(s).
Students will provide their own notebooks, notecards, markers, pens, pencils and other learning tools.

Employment Opportunities

Employment Opportunities for Licensed Estheticians and Licensed Esthetics Student Teachers:

Skin Care Specialist in a Spa
Esthetics Instructor

Guest Artist

Product Promotion
Manufacturer Representative
School Owner

Trainer for Instructors
Beauty Editor

Make-Up Avrtist

Salon Owner

Distributor

Employment Opportunities for Licensed Educators include:

e Instructors
e Brand reps
e School Directors, etc.

Conclusion

Raw Beauty Skin and Lash Academy reserves the right to make changes to this catalog and included
policies at any time and will update the manual accordingly and publicly to all students, future students,
and staff members. This is intended to be a guide for students and staff but is not all inclusive of all
scenarios on a campus. Please check the Raw Beauty Skin and Lash Academy’s website for updated

policies and procedures.
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