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                STUDENT

   CATALOG         

Welcome to Empire Beauty Schools Inc.
We are pleased to have you as a student at Empire Beauty Schools Inc. and hope that you find your association with the school to be an enriching and engaging educational experience. 

This catalog is your guide to our policies.  Of course, this catalog cannot cover every eventuality that may arise. Its purpose is to summarize or highlight current policies and practices for students. Empire Beauty Schools, Inc has the right to revoke, change or supplement the policies at any time. If policies change you will be notified as such by your Instructor, Director of Education or School Director. If you have questions or would like more information, your Instructor is your most immediate source. 

We invite you to share with us your questions and thoughts about life as a student at Empire Beauty Schools Inc.

Sincerely, 
The Empire Staff


November 15, 2011              
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Catalog Addendum #1 – Updated Class Start Schedule 
Catalog Addendum #2 – Empire Staff
1. Mission Statement:
The primary goal of Empire Beauty School is to develop in our students the highest possible degree of technical and professional competence.  We train each of our students in the principles and practices of cosmetology, esthetics, and barbering.  Empire Beauty Schools is continually trying to provide each of our students with marketable skills and professional attitudes.  These attitudes emphasize responsibility and commitment to self, employers, colleagues, clients, and community.

Our objective is to train each student in the technical and social skills necessary to be a successful, competent cosmetologist, esthetician, or barber.  Instruction takes place through a combination of theory class, practical work, clinic experience, group and individual activities.  At the completion of our program, the student is prepared to enter the beauty profession and continue to grow and develop and make a contribution to the profession.

2. Statement of Non-Discrimination:

Empire Beauty School practices NO discrimination on the basis of age, race, sex, color, creed, religion, financial status, nationality, ethnic origin or area of residence in any of its practices and policies on Admissions, Instruction, or Graduation.

3. Application and Admissions Requirement:

Empire Beauty School requires that an applicant for cosmetology, esthetics, or barber school must:

a.
Be 16 years of age and have documented proof

b.
Have a high school diploma, G.E.D, or Home School Diploma approved by the U.S. Department of Education.
Applications for admissions and information regarding financial aid may be obtained                  from the School Director or the Admissions Office. Empire Beauty School does not recruit students attending or admitted to other schools offering similar programs of study.

Students wishing to transfer from another school offering a similar program must wait a minimum of three (3) business days after their termination before enrolling.

Transferring cosmetology students must take a minimum of 900 hours of training to be eligible for an Empire Beauty School Diploma. Transferring esthetics students must take a minimum of 300 hours.  There is no transfer agreement for barbering students. Exceptions for transferring students must be approved by the School Director. Credited hours from the originating schools will be accepted if approved by the School Director and the State Board of Barbering and Cosmetology.

4. Cost of Educational Programs at Empire Beauty Schools:

1500 Hour Cosmetology Program         600 Hour Esthetics Program     900 Hour Advanced Esthetics    900 Barber Program

   (All Schools)                                         (Portsmouth/Laconia Only)      (Portsmouth/Laconia Only)   (Somers. /Hooksett Only)
Tuition

 $ 17,505.00       Tuition            $  9,000.00
         Tuition:       $ 12,000.00
Tuition: 
$  8,195.00
Kit, Books, Supplies         2,000.00       Kit, Books             600.00
         Kit, Books           600.00
Kit, Books:       500.00
Application Fee                     50.00       Lab Supplies          250.00            Lab Supplies:       250.00
Lab Fes
        250.00
                                                              Application Fee      100.00            Application  Fee: 100.00      App Fee:            50.00
Total
           
  $ 18,550.00     Total                $  9,950.00             Total:          $ 12,950.00
Total:         $ 8,995.00
Lab coat and New Hampshire Student Apprentice License fee is included.
5. License, Accreditation, and Ownership:

Licensed by:

NH State Board of Barbering & Cosmetology




2 Industrial Park Drive




Concord, New Hampshire 03301




603-271-3608

Accredited by:
National Accrediting Commission of Cosmetology Arts and Sciences


4401 Ford Ave Suite 1300



Alexandria, Virginia  22302-1432


703-600-7600

Owned by:

Empire Beauty Schools Inc.




Corporate/Administrative Offices


66 Old Rochester Road





Dover, New Hampshire 03820

6. Empire Beauty School Staff:
The School Director:

The School Director is in complete charge of the school, the staff, and your training.  If any problems are related to your theory classes or your practical training, you should see your Instructor or Director of Education. All other problems and requests are taken to the School Director. You may request an appointment at any time.


The Instructors:

The Instructional Staff are professional individuals carefully selected for their ability to convey information, knowledge of the craft, and professionalism to each student.  They are trained in a certain method and follow lesson plans. It is important to realize that you are the most important Instructor in your education.  The staff will teach and train you, but you must concentrate on developing physical dexterity and the development of the ability to see balance and form.  This skill is developed through constant study, practice, observation of class demonstrations, repetition and critiquing of skills, etc. Physical dexterity is a skill that cannot be taught.  It is achieved only through continuous practice.  Only you can help yourself achieve this by being in daily attendance, observing school regulations, continual practice and observation, following daily assignments, and developing good study/work habits.

The staff is here to help you achieve your goals.

Things to remember:

a.
If you have any questions, do not be afraid to ask.  

b.
If you need help, let your Instructor, Director of Education or the School Director know – that is why we’re here.

c.
We’re always open to suggestions and constructive criticism.

d.
We must all work hard to maintain the school’s objectives.  There is time for fun and your training should be an enjoyable experience.  We know we will enjoy you as a student and hope that the feeling is mutual.
 7. School Calendar:

Classes start every other month – see Catalog Addendum #2 for specific dates. Schools may be closed the last Tuesday of each month for continuing education for our Instructional Staff. The school also maybe closed during a student’s enrollment for unexpected reasons. In the event of inclement weather, school may be canceled.  Schools typically “mirror” the public schools in the city where they are located for snow closings.  The School Director will provide all students with this information.  The anticipated graduation date will be extended accordingly.
Schools will be closed on the following holidays:
Civil Rights Day

Labor Day




President’s Day

Columbus Day
Memorial Day

Veteran’s Day
July 4th Week

Thanksgiving Day
Christmas Eve through New Year’s Day
8. Student Academic Advisement:

All students will have the opportunity to be advised in academic progress and career goals. Students receive a written evaluation at the end of each month of study. The staff is willing to help with any of your educational or professional concerns whenever they can. The school may also provide professional and personal referrals as needed. A portion of the curriculum is spent on employment opportunities including writing of resumes, job interviewing and overall salon/spa management.

9. Facilities – Equipment – Textbooks:

All the Schools are housed in spacious, up-dated facilities that include a large clinic, practical work areas, and classrooms. A student locker area is available. 

Each school contains modern functional equipment:  work stations, hydraulic chairs, dryers, shampoo chairs and sinks, esthetics beds, skin care stations. 

Student kits, issued to each student on the first day of school, contain all the necessary implements and equipment to perform daily assignments and work on clients.  Students must maintain their equipment and replace broken or damaged articles in order to practice their work properly.

The cost of the kits, application fee, and tuition payments are outlined with the Admissions Representative prior to enrollment.  There is no charge for materials used on hair, skin, or for assigned activities.

Textbooks are also issued on the first day of class.  The texts and accompanying workbooks are an important part of daily class work and practical work.  Assignments and homework are given regularly.

Issued textbooks and kits must be in each student’s possession each day.
10. Graduation Requirements:

At the time of successful completion of the program, the student graduates and is awarded a diploma if the student:

                  a. Completes written and practical exams with an overall passing average of 75%.

                  b. Has an attendance percentage of at least 66.67%. 

                  c. Meets all financial obligations to the school.
                  d. Completes the state required training hours: 

Cosmetologist - 1500
         
Esthetics – 600 / 900

Barbering - 900

The remaining hours needed to graduate if a transfer student.                           

11. Professionalism:

In training to be a professional cosmetologist, esthetician, or barber, you must be a caring, open-minded individual.  You must use your training and knowledge to satisfy the needs and wants of every client.  You must be able to put your ego and problems aside, in order to be a contributing member of the team.  You must be an excellent communicator.  This requires the ability to listen and observe, to consult with and suggest ideas, services, and products to colleagues, instructors, management, and clients.

Professionalism can be seen and felt in a school, salon, spa, or any technical business.  It is a balanced combination of choice of words, tone of voice, physical actions, education, technical training, determination, honesty, good judgment, decision making, cleanliness, sharp appearance and talent.

Guidelines to Professionalism:

1.
Listen

2.
Service all clients to the best of your ability.  Treat every person in your environment as the special person they are.

3.
Consult with each client/instructor prior to their service.  This establishes good communications and avoids service errors.

4.
Teamwork and cooperation with colleagues, instructors, and staff makes all goals easier to attain.  Help colleagues and instructors when possible.  An atmosphere of teamwork is easily noticed and appreciated.

5.
Gossip has no place in a professional environment.

6.
Support the efforts of all colleagues and instructors.

7.
Personal conversations with other students/instructors while in the classroom and on the service floor are not permitted.  Full attention and focus regarding your education and the service{s} you are performing on clientele must be maintained at all times.

8.
Discussion of personal or school problems will not take place in classrooms, or in front of the client. Students will follow grievance procedures.

9.
Smile – Often.

10.
No gum chewing anywhere in the school.

11.
Profanity will not be tolerated.  Slang expressions should be eliminated in communication with peers, instructors, clients or management.

12. School Standards and Requirements:

A.  Breaks & Lunches:

Your Instructors schedule breaks & lunches. Students are responsible for returning to classes on time or the late policy will be applied.  

Food and Drinks are only permitted in the school’s designated break/lunch area. Food and Drinks are not permitted anywhere else in the school.
B.  
Phone Calls:

No personal calls on the school business phones without express permission from the School Director. Cell phones and all other electronic devices must be turned off during school hours and can only be used in the break/lunch area or outside the building during your break or lunch.
C.  Smoking:

Smoking is permitted on lunch and breaks outside the building.

                          Smokers should dispose of their cigarette butts in designated containers.
             D.
 Cheating:

        

Students caught cheating will be subject to termination from the program.  
 E.
 Family Services:


Immediate family members –children / parents /step-parents / siblings 

& grandparents may have any clinic service completed at the school for half price. Retail products are not discounted to the student’s family members.
 F.   Alcohol and Drugs:

The use of alcohol or drugs (unless prescribed by a physician) is strictly prohibited.  Alcoholic beverages in a public building are illegal.  The use of drugs, possession of such, or of any drug paraphernalia, is also illegal.  The use of alcohol or drugs in any form on school premises, on school grounds, or at any school related activity would result in immediate expulsion. Students who need professional help can find referrals for counseling in the School Director’s office.     

 G.  Make-up Exams:


Make-up days for missed examinations will be scheduled at the discretion of the Instructor.  Make-up exams are a privilege – not a right!  Students should be in attendance on examination days.
             H.
 Appearance, Dress Code, Uniforms:



Proper attire in the school is compulsory.  Appearance should be neat, clean, well 

groomed with clothing properly fastened and pressed.  


No cross-dressing is allowed – males will dress as males, females will dress as females. No soiled, torn or inappropriate dress for a professional environment will be permitted. No baseball caps/other headgear, sleeveless, backless, low-cut tops, shorts or mini- skirts/dresses, sweat pants, rubber crocs or open-toed shoes are permitted. Absolutely no jeans of any type.
Excessive (more than two) facial-pierced jewelry or excessive, “cartoonish” make-up, will not be worn while in school.  “Theme” contact lenses, other than normal colored, will not be allowed.

Violations of the above-described dress code will result in the student being sent home to correct his/her attire.

Personal hygiene and sanitation are the daily responsibility of each student.  We are in close proximity to many people daily.  It is imperative that each student be keenly aware of personal breath and body odor.  We strongly suggest showering/bathing before coming to school, and frequent use of mouthwash, deodorant and body sprays during the day.

At no time during the day (unless designated by the curriculum) are students allowed to work on themselves.  Hair, nails, and make-up are to be done before arriving at school.  A professional appearance in these areas is essential to the overall image of today’s cosmetologist, esthetician, or barber.  Lab coats are required dress in the school. 

School Dress code:



Black and white combinations or all black/all white bottoms.



Colored tops as long as the smock or apron is being worn.


Black issued smocks Cosmetology 


White lab coat for Esthetics


Black jackets for Barbers



Black or White shoes/sneakers
The Faculty or Administrative Staff will have the final decision on any questionable dress code or appearance violations

 I.  Personal Belongings and Kits:

You are required to work as neatly as possible.  After each work assignment, you are expected to clean and tidy up.  Your personal belongings should to be stored in your locker or your vehicle.  Kits are to be neatly placed underneath your workstation.  When not in use, kits should be closed and put away.

The school is not responsible for missing items or belongings.  Please do not leave personal belongings unattended.
             J.  Personal Supplies and Services:

Students wishing to purchase supplies or services must first get permission from their Instructor and all supplies and services must be paid for.  If a service is performed free of charge the service must be performed at the student’s primary campus.
K.
Duties:

A duty roster will be made monthly for all classroom/clinic duties.  This will be done on a rotating basis for fairness to all students.  Your duties are an assignment as part of your training.  Instructors will check all duties at the end of the day.

L.
Dispensary and Supply Room:

Students are responsible for the proper up-keep of the clients’ chemical service files and for all supplies.  Towels must be clean and ready for use both day and night.

M.
Student Services:

No student is to do another student’s hair, nails, etc. without first getting permission from their Instructor.  Order of priorities would be theory, practical, and clinical assignments for the day.  Once completed, an Instructor may give you permission.  If a client comes in while you are having your own service done and there is no one else available, you must service the client.  Any student refusing to service a client will be immediately sent home and receive no hours from the time of dismissal.
Students who are physically unable to service a client – and have a doctor’s excuse -  cannot receive hours for attendance and cannot stay in school until able to perform.  
N.
Client Services:

Students are never to leave a client unattended – it could be dangerous to the client and is unprofessional.

O.  Weapons in School:

Weapons of any type are strictly forbidden in school.  Students caught with a weapon in school will be sent home immediately, the weapons will be turned over to the local police department, and a decision will be made as to whether the student will be allowed to return to school.

 P.
Tardiness:

The school will allow 5 un-excused lates per month.  If you are going to be late, a courtesy phone call is required. Please call and give your message to a School Official. Over 5 un-excused lates per month will result in a suspension. 
Closed Door Late Policy: Students not showing up prior to the following pre-determined times may not attend for that day.


10:00 am Monday thru Friday 
  

  9:30 am Saturday 
  

  5:15 pm Evenings 5-10

  

  5:45 pm Evenings 5:30 - 9:30 

Time is calculated on the quarter hour.
 Q.
Attendance and Absenteeism
The student should be aware that absenteeism for more than 14 consecutive days without contacting the school can result in the student being terminated from the program. Time is calculated on the quarter hour.
The contracted date of graduation may be changed throughout your program because of unexpected school closures. 5% of your contract time for scheduled hours is allowed for absenteeism and/or tardiness. Once a student has used all time allotted for absenteeism, they will be required to purchase additional training hours, at the current hourly tuition rate. Payment arrangements must be made with the School Director at that time.
All students should be in their class location 5 minutes prior to starting class.  At this time the student should be completely prepared for class – all materials needed in hand, hair and make-up done, and completely dressed for the school day.  Students are required to call in if not attending school for the day.  When calling in, you must speak with a School Official. 

R. Leave of Absence:

Leaves of Absence can be granted in cases of emergency or medical problems, which cause attendance to be impossible or impractical. A student, who is granted a Leave of Absence by the school, is not considered to have withdrawn from the school.  A Leave of Absence will not affect the student’s maximum time frame for completion however it will affect their scheduled graduation date.
A. 
Esthetics and Barber students may request 1 Leave of Absence during their course of study.

B. 
Cosmetology Students may request 2 Leaves of Absence during their course of study. 

In order to be placed on Leave of Absence, the student must: 
A. Complete the school’s Leave of Absence Request 
B. Be approved by the School Director.

C.
Must be in Satisfactory Progress. 

D.
Leaves must be a minimum of 14 days and a maximum of 90 days.  

E.
There must be at least a period of 30 days between leaves. 

There will be no additional charges for a Leave of Absence.  If the student fails to return or contact the School Director on the documented return date, the student will be considered to have withdrawn from school as of that date.

Exceptions to this policy due to extenuating circumstances may be

approved by the School Director. 
13. Student Grievance Procedure: 

Students who have a problem or grievance related to the operation of the Empire Beauty Schools should use the following procedure to resolve the problem or grievance.  Follow the steps in order to reach a solution that is satisfactory to all person(s)/parties involved.  Only use the next step if it is apparent that the issue cannot be resolved on that step.  Do not take steps out of sequence, as you will be referred to go back to the steps in sequence.
Grievance Steps
1.
Speak directly to the person(s) involved to resolve the issue.

2.
Speak to the Director of Education who will render an oral decision within 3 school days.

3.
Speak to the School Director who will render a written and/or oral decision within 3 school days.

4.
Email to the Vice President Ronald Maziarz: ebscorp@worldpath.net explaining the grievance or a written statement to the corporate office. 


A decision will be rendered within 10 days.
5.
Email to the President Norman Langlois: ebscorp@worldpath.net explaining the grievance or a written statement to the corporate office at: 





Empire Beauty School Corporate Office





66 Old Rochester Road






Dover, NH 03820

A decision will be rendered within 15 days.
6.
Contact the New Hampshire State Board of Cosmetology at:

                               NH State Board of Cosmetology

               2 Industrial Park Ave.

                                                               Concord, NH 03301

7.
Contact the Accrediting Body at:

National Accrediting Commission of Cosmetology Arts & Sciences

4401 Ford Avenue

Suite 1300

Alexandria, VA 22302-1432

14. Satisfactory Academic & Attendance Progress Evaluation Policy:
The student must meet both attendance and academic requirements to be considered making satisfactory progress at mid-point of the program/course to be eligible to receive Title IV assistance. If the student’s cumulative grade average is 75% or above, and attendance is 66.67% of the hours required, the student will be determined as making satisfactory progress. At the completion of each quarter of training the student must demonstrate the ability to complete all program requirements within the allotted time frame by scheduled attendance/make-up work. 
PROBATION

Students who do not have an average grade of 75% and/or 66.67% of the hours required at 300/450 hours, 900 hours and 1200 hours will be placed on academic/attendance probation. While on probation, financial aid funds maybe dispersed to eligible students. The student on probation will be given a period of 30 school days to improve performance. If the student during this time improves on their % and is not yet in Satisfactory Progress they may be given an additional 30 days. However, if the student doesn’t meet the minimum of Satisfactory Progress at the end of 60 days they will be terminated from their program. At anytime during the probationary period if the student fails to improve they may be terminated from the school. The student may request an appeal.
15. Job Placement:

Within the educational program, students will be trained in writing resumes and preparing for job interviews.  Every possible effort will be made by the school to expose students to professionals in the field.  Our aim is to make students aware of the many professional opportunities available to them. 

Although the school cannot guarantee placement, reasonable efforts will be made to assist students in securing suitable employment.  This assistance is available to any student, regardless of how long ago the student graduated.

Empire Beauty Schools Inc. also maintains constant contact with over 100 salons, shops and spas in the New England area. 

The following career opportunities exist:

1.
Hair Stylist


8.  School Counselors

2.
Salon Coordinator


9.  Sales Representatives

3.
Barber Shop Manager

10. Advanced Training Educators

4.
Salon Owner


11. Salon Division Managers

5.
School Instructors


12. Skin Care Specialists

6.
School Directors


13. Make-up Artists

7.
School Owners
                        
14. Dermatologist Assistant

16. State Board Licensing:

The completion of a State and Federal approved curriculum and meeting the required hours of training with passing grades is the first step in becoming a licensed cosmetologist, esthetician, or barber.  Upon successful completion of the course, the student will send an application to the testing agency listed below in order to take the licensing examination.  Passing grades on this exam are the final step to being granted a professional license.


To get your temporary permit & apply for the NH licensing exam, mail forms listed below to:
DL Roope Administrations Inc.

P.O. Box 606

Hampden ME 04444-0606

Phone: 1-888-375-2020

Forms:

1.
Application for Examination

2.
Cashier’s check or money orders for $ 124.00 made payable to DL Roope Administrations Inc. DL Roope will notify you by mail as to the date of your exam.

Your temporary permit is an important document.  Keep it in a safe place and treat it as though it was your permanent license.  It must be turned in to the testing agency the day of your exam.  When this is done, and you pass the exam, you will be issued a permanent license.  In order to receive your permanent license a cashier’s check or money order of $ 45.00 needs to be sent to NH State Board of Cosmetology. You will not receive a permanent license unless you return your temporary permit.

If a student fails any part of the exam, they will be required to pay an additional $124.00 to retake the test.
17. Student Access to Records:

Each student has the right to view any items in their files and may do so by request.  This request will be granted within a reasonable amount of time to accommodate the office’s schedule.  At no time may a student remove any items/articles from their file. The School Director is the official custodian of the records.  All records will be maintained for a period of 3 years from the date of graduation or termination from the school.

The School Director may request other school personnel to assist in answering any questions that students may have regarding interpretation of the records.

In all cases where access to student education information is requested, except as provided in this policy, a written request to see the files must be made by the student. The School Director, upon receipt of this request, will provide access to review the records at a date and time no more than 3 working days after the request has been made. The student or anyone the student duly authorizes shall examine the file in the presence of the School Director and/or other person(s) designated by her/him.  The record itself may not be taken from the school premises.  However, upon request, one copy of the records shall be provided within a reasonable time at no charge.  Additional copies may be obtained at the cost of $1.00 per page.

If a request from an outside agency for information regarding a student is received, the school will not release any information without the student’s express permission.  The request must be made in writing, clearly stating the agency requesting the information, and include the student’s signature.

Only the School Director or his/her designee will be allowed to release information.

Documentation of any correspondence will be placed in the student’s file.

The school will disclose personal, identifiable information from the records of a student without written consent of the student to the following parties:

a.
School employees who have a “need to know”.

b.
Schools to which a student is transferring.

c.
Annual Reporting to Accrediting Agencies, DOED, etc. 

d.
Appropriate parties in connection with financial aid.

e.
Organizations doing authorized studies or reports for the school.

g.
Individuals who have obtained court orders or subpoenas, or in case of health and/or safety emergencies.

h.
State and local authorities to whom disclosure is required by state laws adopted before November 19, 1974.
18. Maximum Time Frame for Course Completion :( varies per programs)

All students must complete the program within 150% of time allotted for the program.


Hours        Normal/Max Time Frame
      Normal/Max Time Frame    Normal/Max Time Frame                                                            
Per Week  Cosmetology Program 1500 Hrs      Esthetics Program 600 Hrs   Barbering / Esthetics Program 900 Hrs
30 
    50 Weeks / 67 Weeks                         20 Weeks / 30 Weeks                           30 Weeks / 45 Weeks

25
    60 Weeks / 80 Weeks                        24 Weeks / 32 Weeks                           36 Weeks / 54 Weeks
20
    75 Weeks / 100 Weeks   
       30 Weeks / 40 Weeks                           45 Weeks / 68 Weeks
16
    94 Weeks / 123 Weeks                    38 Weeks / 57 Weeks                           56 Weeks / 84 Weeks
Transfer of scheduled sessions may be permitted only once during training.  Request for Transfer must be made in writing to the School Director with valid reason(s).  In the event of such transfer, the scheduled completion dates, maximum time frame and financing plan will be revised.  The maximum time frame for completion of all program requirements is applicable to all students.

In case of a Leave of Absence, the maximum time frame is extended by the number of days in the Leave.
19. Financial Aid Programs and Qualifications:

Empire Beauty School is accredited by NACCAS and approved for use of Federal Government Loan and Grant Programs.  Students seeking financial aid assistance should consider the various programs available to qualified applicants.

1.
Federal Pell Grant:

The government has supplied money for post high school education, which does not have to be repaid.  Available to qualified students.  Grants are based on financial need.

2.
William D. Ford Subsidized Direct Student Loan Program:

This loan can be obtained with the school’s help. If you qualify, the Federal Government pays the interest on these loans while the student is in school.  You are not obligated to start payment until 6 months after your last date of attendance.  This loan may be borrowed for tuition and fees.

      The Dept. of Education determines the repayment schedule.

3.
William D. Ford Unsubsidized Direct Loan:

This loan can also be obtained with the school’s help. Eligibility for Federal Direct Unsubsidized Loans must first be determined.  You are not obligated to start payment until 6 months after your last date of attendance. The principal can be deferred during the period of enrollment, but the student is responsible for the interest that accrues while in school.  This loan may be borrowed for tuition and fees. The Dept. of Education determines the repayment schedule.

4.
Parent Loan for Undergraduate Student (P.L.U.S.):

If a parent qualifies this loan is taken out in the parent(s) name to be used for the educational expenses of the student.  Approval for this loan is credit-based and is used for dependent students only.  Payment begins 60 days after the last disbursement of the loan. Like all Direct Loans, they can be obtained with the school’s help or through a local financial institution.
Financial Aid Programs and Qualifications:
Please Note: 
All students are free to contact the Empire Beauty School Director or Financial Aid Coordinator for assistance in obtaining applications and filling out any loan or grant forms.  Consumer information regarding all Federal programs is available in the Admissions or Financial Aid Office.

It is the policy of Empire Beauty School to utilize Title IV financial aid to cover the cost of TUITION AND FEES ONLY

20. Refund Policy:
a. If a student (or in case of a student under the state's legal age, his/her parent or guardian) cancels enrollment and demands his/her money back in writing within/or after three business days of the signing of an Enrollment Agreement, regardless of whether or not the student actually started training, all money collected shall be refunded with the exception of the Application Fee.  The cancellation date will be determined by the postmark on the written notification or the date said information is delivered to the School Director or Owner in person.

b. An Applicant rejected by the school shall be entitled to a refund of all monies paid.

c. For Students who enroll and begin classes, the following schedule of tuition refund is authorized:

Return of title IV Funds:  Section 484B of the H.E.A.

The return of Title IV funds as prescribed in Section 484B of the HEA Amendments determines the amount of Title IV aid a student has earned at the time a student withdraws.  The amount of the Title IV aid a student has not earned is then returned to the Title IV programs.  It is a proportional calculation based on the date of withdrawal through sixty-percent (60%) of the payment period.  The formula in brief is as follows:

1. The institution will determine the date of withdrawal and then determine the percentage of the payment period attended by the student.

2. The institution will determine the amount of Title IV aid for which the student was eligible by the percentage of the time enrolled.

3. The institution will compare the amount earned to the amount disbursed.  If the amount of aid disbursed exceeds the amount earned, this amount of Title IV aid must be returned.

4. The institution allocates the responsibility for returned unearned aid between the school and the student according to the portion of disbursed aid that could have been used to cover institutional charges and the portion that could have been disbursed directly to the student once institutional charges were covered.

5. The institution and/or the student must then distribute the unearned Title IV aid back to the Title IV programs.  After this process has been completed, the institution will then perform the calculation of a student refund.  The refund policy is as follows:

Percentage of Enrollment Time to Total Time of Course:


.01% to 4.9%
20% Retained


5%    to 9.9%
30% Retained


10%  to 14.9%
40% Retained


15%  to 24.9%
45% Retained


25% to 49.9%
70% Retained


50% and over
100% Retained

6. Kit and books will be retained by the student for health and sanitation reasons.  Kit charge will be retained by the School.

7. A Termination/Withdrawal Fee of $100.00 will be charged.

d. Enrollment time is defined as the time elapsed between the actual starting date and the date of the student's last day of physical attendance in the school.  Formal termination shall occur no more than 14 days from the last date of physical attendance.  For students who do not return from a Leave of Absence, the termination date will be the earlier of the documented date of return or the date that the student notified the institution that he/she would not be returning.

e. All money due the applicant or student shall be refunded within 45 days after cancellation or termination.  All students shall be entitled to a refund of tuition as per current NACCAS calculations.

1. In case of an illness or disabling accident, death in the immediate family, or circumstances beyond the control of the student, the school will make a settlement, which is both fair and reasonable.

2. If the school is permanently closed and no longer has offering instruction after the student enrolled, the student shall be entitled to pro-rata refund of tuition.

3. If a course is canceled subsequent to a student's enrollment, the school has the option to provide a full refund of all monies paid or reschedule the course.

4. Each student is required to complete the total number of hours in the maximum time allotted.  Absenteeism allowed for each student is 5% of contract hours.  After the contract period has expired, an extra fee per hour based on the current tuition rate will be charged to the student.  These charges must be paid in full before graduation or issuance of diploma.  Emergency situations of absenteeism will be discussed and reviewed with the School Director.  After 14 consecutive days of absence without formal notification from the student, the School will have cause to terminate the student.

5. A Leave of Absence may be requested, in writing, by the student. Refer to the School Catalog for further information.
21. Student Re-entrance Policy:

The school recognizes that a student may have to drop out of the program due to circumstances beyond his/her control.  The New Hampshire Board of Cosmetology does require that a student who drops from a cosmetology, esthetics, or barbering program resume their program prior to one year from their last date of attendance, or the student will lose half of their earned hours.  After a period of two years, all prior earned hours will be deleted.

In this case:

1. If the student re-enters the program within 6 months of their last date of attendance they would enter at the exact same point he/she dropped out at without loss of hours and no additional cost would be incurred upon re-entrance other than re-registration with the New Hampshire State Board of Cosmetology and any up-grades in equipment, textbooks, etc. that took place after the student dropped out. 

2. If the student re-enters the program within 6 months to 1 year of their last date of attendance they would re-enter with the same number of hours dropped out at and would incur any tuition increase, re-registration with the New Hampshire State Board of Cosmetology and any up-grades in equipment, textbooks, etc. that took place after the student dropped out.

3. If the student re-enters the program within 1 year to 2 years of their last date of attendance they would re-enter with half the number of hours dropped out at and would incure any tuition increase, re-registration with the New Hampshire State Board of Cosmetology and any up-grades in equipment, textbooks, etc. that took place after the student dropped out.

 4. If the student re-enters the program after 2 years of their last date of attendance they would re-enter with zero number of hours dropped out at and would be charged the current tuition rate and. re-registration with the New Hampshire State Board of Cosmetology and any up-grades in equipment, textbooks, etc. that took place after the student dropped out.
22. Cosmetology, Barbering & Esthetics Schedules
The cosmetology curriculum is set up for 1500 hours of instruction. The esthetics curriculum is set up for 600 or 900 hours of instruction, and barbering is set up for 900 hours of instruction. All take place through a combination of theory classes, practical mannequin work, and actual hands on clientele practice.

Course Objective:  To develop in our students the highest possible degree of professional, social, and technical competence.  Through our structured curriculum, the school supplies the principles and practices of cosmetology, barbering and esthetics from basic techniques to more advanced, continually focusing on skills that will make the student more marketable upon graduation.
Weekly Hours Sample:


Full-time: Phase 1 – Cosmetology, Esthetics, and Barbering.


Monday – Friday 9:00 am to 3:00 pm (Esthetics 9:00am to 2:30pm)



Breaks   – (4)-15 minute for Cosmetology & Barbering



     (3)-15 minute for Esthetics


Part-time: Phase 1 – Cosmetology Only



Monday – Friday    9:00 am to 2:00 pm



Breaks   – (3)-15 minute


Full-time: Phase 2 and 3 – Cosmetology Only



Tuesday – Friday 9:00 am to 3:00 pm



Saturday - 9:00 am to 2:00 pm 


Breaks  – (4)-15 minute Tuesday - Friday
    (3)-15 minute on Saturday



Part-time: Phase 2 and 3 – Cosmetology Only 



Tuesday – Saturday   9:00 am to 2:00 pm



Breaks  – (3)-15 minute

Saturdays are critical to student’s training!



Evening Classes: All Phases 


Monday – Thursday    5:30pm to 9:30pm 



Breaks –   (1)-15 minute
            Sample Daily Class Schedule 

  9:00 am – 10:00 am                   
Theory
10:00 am – 10:15 am

Break 
10:15 am – 11:15 am

Clinical/Practical Coordination
11:15 am – 11:30 pm

Break 
11:30 pm – 12:30 pm

Clinical/Practical Coordination
12:30 pm – 12:45 pm

Break 
12:45 pm –   2:00 pm

Clinical/Practical Coordination
  2:00 pm –   2:15 pm  

Break

  2:15 pm –   3:00 pm

Clinical/Practical Coordination
Sample Evening Class Schedule

  5:30 pm -  7:15 pm

Theory

  7:15 pm – 7:30 pm  

Break

  7:30 pm -  9:30 pm

Clinical/Practical Coordination
Practical Coordination may involve practical instruction with the same Instructor as you have in theory.  It may include mannequin work, demonstrations, visual aids, live models, etc.  All Practical Coordination is done in conjunction with theory classes.
23. Grading System

Each student is graded on his/her knowledge of the textbook, classroom theory, and practical/clinic work throughout the program. Written quizzes are given throughout lessons and written exams are given at the end of each chapter of study and each Phase completion along with a final course exam. Practical and clinical tasks are evaluated using 4 Phases of Assessment that allow the student to see their progress on each task assignment. State License preparation consists of administration of 2 Mock State Board Licensing examinations covering State Regulations, and Principles and Practices of Cosmetology, Barbering and Esthetics. There are also 2 practical, hands-on exams given at this time. An overall grade of 75% is required for graduation. All students who successfully complete graduation requirements are issued a Diploma.
              The following is a guideline for Instructors to follow when calculating/determining the grade.

Grading Scale:
A
 – 
100% - 93%
B 
 –
  92% - 85%

C  _ 
  84% - 75%

F  _  
  74% & Below
Written Exams:  
The number of correct answers is divided by the total number of questions 

to determine the grade.     
Practical and Clinic Work:
The following is an outline sample of the four-step assessment used when

grading practical and clinic work:

1. Connect & Establish rapport and build credibility Student comes to class with necessary classroom and clinic supplies, displays professional attitude, participates, and greets clinic customer.

2. Consult & Arrange plan for moving ahead Student consults with instructor and/or client to prepare for practical assignments or client services.

3. Create & Achieve the desired results Student summarizes service decisions by explaining to the instructor implements, products, and step by step procedures they will use.  

4. Complete & Provide a positive finish: Student asks questions to make sure client is satisfied, recommends proper products and care for service, completes all record cards and sanitation.

 24. Instructional Methods:
Empire Beauty Schools Inc. is a Pivot Point Member School, which enables the school to

supply the students and instructors with extensive educational materials for the esthetics            and cosmetology programs.  In cosmetology, 6 textbooks are used, in esthetics, 2 textbooks are used, along with a unique study guide, and state exam review booklet. Students also receive kits that contain many components used for hands-on practice which are utilized throughout the curriculum. 
The cosmetology curriculum includes 3 Phases of Training, esthetics curriculum 3 Phases of Training. Starting with Phase 1, students gain basic skills to more advanced skills as they proceed through the course.  The course also includes preparation for salon/spa entry through a segment of salon/spa business, developing resumes and interviewing skills.  Students are also trained and prepared in Mock State Board licensing applications and evaluations. 

Instructors prepare and follow lesson plans and the curriculum is delivered with a combination of theory lectures and hands-on practice using mannequins & actual clientele.  The educational system uses a highly visual step-by-step video, DVD and text support system that all correlate together.  As lectures and demonstrations are given, students are able to follow along step-by-step with their textbooks.
25. Curriculum Sample Outlines:
Cosmetology Curriculum Outline:

Phase I/Hours 0 to 241
Phase 1 starts with Design Decisions, students learn design composition, adaptability and client communication. Professional development focuses on the requirements needed to practice becoming a professional cosmetologist.  Theory and hands-on learning about hair facts, scalp and hair treatments, sanitation, haircutting, long hair & hair designing, shampooing, and aspects of the service cycle are included in Phase I.

*All chapters throughout the curriculum are delivered in the order of theory lecture, instructor demonstration, and student applications on mannequins, followed by clinical applications.

             Phase I Theory & Hands on Components​​​​                        Hours of Instruction

1.  Design Decisions




10


2.  Professional Development



  5


3.  Trichology





25


4.  Salon Ecology





15


5.  Haircutting





20


6.  Service Cycle





30


7.  Men’s & Ladies Hair Sculpture



75


8.  Hair Design





35


9.  Scalp & Hair Treatments



19

                    10.  Shampooing





  5

                    11.  Phase I Course Exam




  2

       TOTAL:




            241 HOURS
             Phase II/Hours 241 – 841       

            Men’s & Ladies hair sculpture follow applications of hair color & lightening.

            Students will learn theories and applications of skin, massage, make-up, 

            manicuring and Pedi curing. Students will also gain skills in permanent waving, 
            chemical texturizing, theory of chemistry, and salon skills.

             Phase II Theory & Hands-on Components

Hours of Instruction
1.  Hair color/theory of color/temporary color/


 semi-permanent and permanent color


155


2.  Hair Lightening




  29

3.  Men’s and Ladies Hair Sculpture


  60

4.  Skin and Facial Massage



  39

5.  Make-up





  10

6.  Nails – Basic Manicuring and Pedi curing

  40

7.  Permanent Waving




  70

8.  Chemical Texturizing




  50

9.  Chemistry





  45

                    10.  Building a Clientele




  70

                    11.  Desk and Telephone 




  20

                    12.  Hair Removal





  10

                    13.  Phase 2 Course Exam




    2 

     TOTAL
:





600 HOURS
           Phase III/Hours 841 – 1500
Skills gained in Phase III include knowledge of the human body (anatomy & physiology), and knowledge of electricity (the salon has many electrical appliances), salon skills, and wigs and hair additions. There is a large concentration in salon operations, preparation in seeking and obtaining employment, State Board licensing requirements, including Mock State Board Exams, and advanced training using Design Forums.

              Phase III Theory & Hands-on Components
               Hours of Instruction


1.  Anatomy & Physiology




  75


2.  Electricity





  19


3.  Salon Success





  60


4.  State Board Rules & Regulations


100


5.  Mock State Board Exams



100


6.  Wigs & Hair Additions




  34


7.  Salon Business





  50


8.  Resume & Cover Letter




  30


9.  Job Search





  45

                    10.  Salon & Industry Related Field Trips


  35

                    11.  Design Forums




    
  60

                    12.  Phase 3 Course Exam




    1

                    13.  Course Review & Final Course Exam


  50

     TOTAL
:





659 HOURS
**Students may be scheduled to attend already-taken theory classes to review and           prepare for Final Course Exam.

Barbering Curriculum Outline:
1-900 hours students start with the history of barbering, next is professional image which focuses on professional and life skills needed to practice the craft. Theory and hands-on learning about safety & sanitation, how to care for tools, chemistry and electricity which relates to products and equipment used it the barber shop,  hair facts, scalp and hair treatments, skin facts, facial massage, men’s and women’s haircutting followed by styling techniques, shaving and learning about men’s hair pieces. Students finish up the curriculum with barber shop management, how to write a resume and do job search. Preparation & testing for mock state exams and final course exams is included in the barbering curriculum. 

HOURS 1 – 900




Hours of Instruction

History of Barbering

Anatomy & Physiology




25




Professional Image




  6

Bacteriology





  6

Infection control and safe work practices


  6

Implements, tools, and equipment


              25

Chemistry






 10

Electricity and light therapy


              10

Properties and disorders of the skin



 12

Properties and disorders of hair and scalp


 15

Treatments of the hair and scalp                                      20 – 60   Practical


Men’s facial massage and treatments

       14 – 60   Practical


Shaving and facial hair design


       25 – 75   Practical


Men’s hair cutting and styling


       76 – 200 Practical


Women’s hair cutting and styling


       25 – 100 Practical


Men’s hair pieces




               25


Barbershop management



               18


Job search






  18


State Board Preparation and licensing laws


  35


Mock State Board examinations



  24


Review and final examinations



    4

TOTAL:






900
The barber program utilizes the Milady Standard Professional Barbering text and materials. Students receive 1 text book, 1workbook and a state exam review booklet, along with a kit that contains many components used for hands-on practice utilized throughout the curriculum. Students start with the history of barbering and learn skills from basic to more advanced skills as they proceed through the curriculum.
The course also prepares students for barbershop entry through barber shop management, preparing resumes, and learning how to do interviewing skills. Students are also trained and prepared in Mock State Board licensing applications and evaluations. The educational system also contains many assessment techniques which enable the educator and learner to assess progress before and after hands-on applications are applied. Textbooks are set up with many classroom activities that re-enforce the lessons being taught.

ONLY 2 PHASES
Basic Esthetics (600 Hours) Curriculum Outline:
Phase 1 – 120 Total Hours:

Theory:

Personal Development

4.5 Hours

Ecology




 18

Anatomy




 18

Skin Physiology


 18

Chemistry




 18

Facials




 10

Client Care




   6

Total Theory:



92.5 Hours

Practical/Clinic:

Facials/Facial Massage

27.5 Hours

Phase 2 – 240 Total Hours:

Theory:

Electricity




12 Hours

Hair Removal


15

Lash/Brow Tints


  6
Basic Makeup


12

Advanced & Specialty Makeup
12

Advanced Treatments – Back &

Body, Hand & Foot, Paraffin 

Treatments:



17

Professional Development

  9

Business Basics


  9

Medical Esthetics


  9

Total Theory:


 
101 Hours

Practical:

Makeup




32

Advanced Treatments

24

Hair Removal


12

Lash/Brow Tints


  6

Clinic




65

Total Practical/Clinic:

139 Hours
Phase 3 – 240 Total Hours:

Theory:

Job Shadowing


12 Hours

Review & Examinations

21

State Board Preparations

12

Total Theory:



45 Hours

Practical/Clinic:

Clinic




195 Hours

Total Hours for Program

600 Hours
Advanced Esthetics (900 Hours) Curriculum Outline:

Note:  The first 600 hours are identical to the above Basic Curriculum.
601-680 Hours:
Introduction to Peels and Peeling



4 
Definition and Types of Exfoliation


12

State Regulations Regarding Scope of Practice

1

FDA Role in the Classification of Cosmetics, Drugs and 


over the counter drugs



2

Standard Precautions and OSHA Blood Borne


 Pathogen Act




2

Safety precautions





2

Structure of the skin, aging process, skin lesions, skin


disorder and skin cancer


16

Client medical history, consultation, documentation


and skin evaluation 



16

Precautions and contraindications to treatment

4

Indications for treatment




4

Pre-treatment protocol




2

Chemical exfoliation treatment protocol


4

Post treatment protocol




2

Recommend home care




2

Client follow-up





1

Review







2

Written test






1

Hands on practice if chemical exfoliation process

4

681-760 Hours:

Introduction to Microdermabrasion


4

Definition and types of exfoliation



6

State Regulations regarding scope of practice

1

FDA role in classification of machines


1

Standard precautions and OSHA Blood Pathogen Act
1

Safety precautions





1

Chemistry of skin as it relates to microdermabrasion
16

Client medical history, consultation, documentation


and skin evaluation



6

Precautions and contraindications to treatment

2

Indications for treatment




2

Pre-treatment protocol




1

Microdermabrasion
treatment protocol


4

Post-treatment protocol




1

Recommended home care




1

Client follow-up





1

Review







2

Written test






1

Hands-on microdermabrasion procedure


4

761-790 Hours:

Introduction to derma sound



4

Definition and types of exfoliation



3

State regulations regarding scope of practice

1

FDA role in classification of machine


1

Standard precaution and OSHA Blood Borne 


Pathogen Act




1

Safety precautions





1

Client medical history, consultation, documentation,


and skin evaluation



3

Precautions and contraindications to treatment

1

Indications for treatment




1

Pre-treatment protocol




1

Derma sound treatment protocol



4

Recommended home care




1

Client follow-up





1

Review







2

Written test






1

Hands-on practice derma sound procedure

4

791-825 Hours:

Job search







8

State Board Rules and Regulations



8

Mock State Board Examination



12

Course review and Final Examination


6

826-900 Hours:

Complete clinical procedures, review and preparation

for final examination

Basic: 

600 hours

Advanced:   
300 hours

Total:
   900 hours

Violation of the rules and standards may result in disciplinary action up to and including termination from school. 

Empire Beauty Schools, Inc. reserves the right to terminate any student whose personal conduct towards staff or fellow students is deemed unsatisfactory. 

Re-admittance to the school will be at the School Director’s discretion. 

A student’s termination from one campus applies to all campuses. 

