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MISSION STATEMENT

Our mission at The Spa Academy USA is to provide beginning and advanced esthetic classes approved by the
North Carolina state board of cosmetic art examiners, in order to obtain the licensure and certifications
required for a successful career in esthetics. Students’ technical education will include hands-on, cutting-edge
training from a one-of-a-kind school & industry leading facility.

*The Spa Academy USA has the right to change or modify its policies and procedures with or without notice.

OBJECTIVE

The Spa Academy USA's esthetics training encompasses comprehensive instruction in theory, hands-on
practice, and business development, equipping students to deliver skin care and makeup services to the public.
Our 600-hour program adheres to NC state law standards and covers all facets of esthetics education.
Graduates acquire a thorough understanding of contemporary industry business practices, along with the
theoretical and practical competencies mandated by North Carolina state laws. Prepared with the necessary
background and skills, our graduates are well-positioned to successfully complete the state board-licensing

exam and embark on a career as entry-level estheticians.

OWNERSHIP
The Spa Academy USA is owned and operated by the school director Lisa Esquivel-Clark.

ADMINISTRATION/STAFF

School Director: Lisa Esquivel-Clark
Admissions/Financial Aid Director: Lisa Esquivel-Clark
Instructors: Lisa Esquivel-Clark, Melina Clark

ScHooL FACILITIES

Welcome to The Spa Academy USA, a state-of-the-art learning environment spanning 2,200 square feet. Our
carefully designed facilities are tailored to provide a comprehensive and immersive experience for our
students. Featuring dedicated spaces such as lockers for personal storage, a comfortable waiting area, a modern
theory classroom, a fully equipped clinic room, and a dispensary, our facilities are curated to foster both
practical skills and theoretical knowledge. In addition, we prioritize functionality and comfort with
well-appointed offices for administrative tasks and consultations. Our thoughtfully designed facilities include
two bathrooms to ensure convenience for students, staff, and clients. At The Spa Academy USA, we believe
that the environment plays a crucial role in the learning journey, and our facilities are a testament to our
commitment to providing a nurturing and professional space for aspiring estheticians to thrive.

Hours of Operation

Monday-Friday: 8:30am to 4:00pm

Saturday & Sunday: Closed

Location
The Spa Academy USA is located on 948 N Main St, Louisburg, NC 27549

PARKING

The parking lot is located at the front of The Spa Academy USA. Staff parking will be marked. There are no
assigned parking spots for students.



EsTHETICS PROGRAM

The Esthetic Program at The Spa Academy USA is designed to provide comprehensive training in both
theoretical and practical aspects of esthetics. Our curriculum meets the standards set by the National
Accrediting Commission of Career Arts & Sciences (NACCAS) and prepares students for successful careers in
the beauty industry.

Program Hours:
- Daily Schedule: Classes and clinic sessions run from 8:30AM to 4:00 PM.

- Lunch Break: A lunch break is scheduled from 12:00 PM to 12:30 PM.

Theory Classes:
- Pre-Clinic Phase: Theory classes are held daily, Monday through Friday.

- Clinic Phase: Once students transition to the clinic portion of the program, theory classes are held on
Tuesdays and Thursdays only.

Clinic Days:
- Mondays, Wednesdays, and Fridays: Students participate in hands-on clinic sessions, applying their learned

skills in a supervised, real-world environment.

This structured schedule ensures that students receive a balanced education, with ample time dedicated to both
theoretical learning and practical application. The full-time program comprises 600 clock hours, conducted
over a period of 16 weeks. Students are expected to commit to a schedule of 37.5 hours per week.

Program Outline:

e Foundational Theory
Explore the theoretical foundations of esthetics, including anatomy, dermatology, and product knowledge,
laying the groundwork for a comprehensive understanding of the science behind skincare.

e Practical Training
Engage in hands-on experiences in our state-of-the-art training facilities. Practice various esthetic techniques,
such as facials, waxing, and makeup application, under licensed and experienced instructors' guidance.

e Current Industry Trends
Stay abreast of the latest trends in skincare and beauty. The course incorporates industry insights and
innovations, ensuring students are well-versed in contemporary practices.

e Business Essentials
Acquire crucial business skills necessary for success in the beauty industry. Learn about client relations, salon
management, and marketing strategies, empowering you to establish and grow your career.

e State Compliance
The course is designed to meet and exceed North Carolina state law standards, ensuring students not only meet
industry expectations but also qualify to take the state board-licensing exam.

e Graduation Excellence
Aim for excellence with a graduation requirement of a GPA of 85% or higher, reflecting proficiency in both
theoretical understanding and practical application.

e Instructional Methods
Theory Instruction will consist of but is not limited to lectures, group discussions, case studies as well as
quizzes and exams.



Practical Instruction will consist of but is not limited to hands-on training, simulations, clinical practice and
peer practice.

e Supportive Learning Environment
Join a supportive community of fellow esthetics enthusiasts, guided by licensed and experienced faculty and
staff committed to your success. Benefit from mentorship opportunities and a collaborative learning
atmosphere.

Grades

The Spa Academy USA utilizes a 100-point grading:

100-95% is equivalent to an “A.”

94-90% is equivalent to a “B.”

89-85% is equivalent to a “C.”

84%-0% is not passing

Students receive grades based on their performance in classroom theory, practical assignments, projects, and
the student salon training area. To qualify for graduation, a student must maintain a GPA of 85% or higher.

Units of Instruction and Practical Performances:

Orientation 1
Life Skills 3
Professional Image 3
Communicating For Success 4
The Healthy Professional 3
Infection Control 4
Chemistry & Chemical Safety 4
Electricity & Electrical Safety 4
Career Planning 4
On the Job 4
The Beauty Business 4
Fundamentals Theory Hours
Career Opportunities and History of Esthetics 16
Anatomy & Physiology 20
Physiology and Histology of the Skin 20
Disorders and Diseases of the Skin 20
Skin Analysis 16
Skin Care Products: Chemistry, Ingredients, and 20
Selection

The Treatment Room 16
Facial Treatments 16
Facial Massage 16
Facial Devices and Technology 16
Hair Removal 16
Makeup Essentials 16
State board Preparations 35
Final Written and Practical Exam 20

*Please note that the allocated times are approximate and based on average estimates. Actual time
requirements may vary for each class due to differences in student learning pace and instructional methods.



Facial Services 45
Waxing 40
Make-up Application 10
Lashes/Brow Services 25
Add-On Services 10

ADMISSION PoLicy

At The Spa Academy USA, we prioritize the success of our students, and our admission process is designed to
identify and cultivate the potential within each aspiring esthetician. Your journey towards a rewarding career in
esthetics begins with some requirements, and we look forward to welcoming passionate individuals who are
ready to explore, learn, and thrive with us. These requirements are for new students.

The school requires that each student enrolling in the Esthetics program must:

e Provide a copy of a current government issued photo ID

e Provide a copy of a current social security card

e Provide proof of secondary education such as high school diploma, a GED certificate, an official
transcript showing secondary school completion, or a state certification of home-school completion
and a college degree or college transcripts

e Pay non refundable application fee of $50

e Pay non refundable enrollment fee of $100

Instructor applicants must meet all of the above requirements and:
e Hold a current esthetics license as well as an esthetics instructor license

Transfer Policy: It is important to note that The Spa Academy USA does not accept transfer students.
Re-Entry Policy: It is important to note that The Spa academy USA does not accept re-entry students.

Ability to Benefit: It is important to note that The Spa Academy USA does not accept students that have an
ability to benefit under the ability to benefit provision.

*Note: This policy is in place to maintain the educational standards and integrity of our programs at The Spa
Academy USA. *

ENROLLMENT PROCESS

The outlined admission procedure is applicable to new students.

I.  Fill out/Submit an Admission Application: Ensure you complete and submit the admission
application, which is available through an admissions advisor. The processing of your admission
application will commence upon receipt of the application fee which is $50.

II.  Submit the Enrollment Fee: Make a payment of the $100 enrollment fee using cash, credit card, or a
personal check payable to The Spa Academy USA. Please note that the application fee is a separate
charge from the enrollment fee and must be settled prior to admission.

1. Interview/Tour: Applicants must undergo a personalized interview and campus tour as part of
the admission process at The Spa Academy USA. This interactive experience allows both the
applicant and the admissions team to discuss goals, aspirations, and program details. The campus tour
provides a firsthand look at facilities and classrooms, offering insight into the learning environment.
This process aims to ensure a tailored and informative admission experience, allowing students to
make informed decisions about joining the dynamic community at The Spa Academy USA

IV.  Provide Verification Documents: Identification (provide only one): passport, a government-issued
identification, driver’s license, or a birth certificate are required. Education (provide only one): copies



of a standard high school diploma, high school transcript, an academic transcript of a student who has
successfully completed at least a two-year program that is acceptable for full credit towards a
bachelor’s degree or a high school equivalency diploma or official high school equivalency diploma
test scores.

V. Social Security: The student should submit a copy of a valid social security card.

VI.  Student Accounts: The student then needs to create an account using the following link;
https://accesshub.nccosmeticarts.com/ The student must create an account and start “new enrollment”.
The student will be asked for personal information such as a photo of their ID and social security card.
They must also provide their field which in this case it will be “Esthetician” and they must select the
school which is “The Spa Academy USA”.

VII.  Enrollment Agreement: The student must fill out an enrollment agreement which includes personal
information about the student, contract start date (first day of class), contract end date (last day of
class), and payment plan.

VIII.  Refund Agreement: The student must sign the refund policy which explains the process of refunds if
they are ever to be needed.

IX.  Officially Enrolled: Upon completion of the admissions/enrollment requirements and the signing of
necessary forms, the student is officially enrolled at The Spa Academy USA. The next step is to
participate in orientation, scheduled before the official class start date. Specific orientation details are
communicated to each student in advance, aligning with their respective class start dates.

**At The Spa Academy USA, we are dedicated to fostering an inclusive learning environment for all
applicants, including those with disabilities. If you require accommodations for a seamless participation in the
admissions process, we encourage you to promptly inform our admissions team. To facilitate necessary
support, please notify us of any specific accommodation needed during interviews, tours, or other components
of the admissions process. We aim to provide reasonable accommodation that ensures equal access and a
positive experience for all applicants. We prioritize the confidentiality of information related to disabilities and
handle such requests discreetly. This proactive communication allows us to collaborate with you in creating an
environment that supports success and ensures full engagement in the educational opportunities offered at The
Spa Academy USA. For inquiries or to discuss specific accommodation needs, please reach out to our
admissions office. We are here to assist you in navigating the admissions process with the appropriate

support. **

*Note: This policy aligns with relevant laws, including the Americans with Disabilities Act (ADA) and Section
504 of the Rehabilitation Act of 1973, to uphold compliance and promote inclusivity. *

ENROLLMENT INFORMATION

I.  Enrollment Periods: The Spa Academy USA enrolls new classes for the esthetic program every 2
months. Please contact The Spa Academy USA directly for exact start dates.

II.  Enrollment Contract: The Spa Academy USA's enrollment contract outlines the terms and
conditions governing the relationship between the student and the institution. This document covers
essential aspects such as program details, tuition fees, payment schedules, attendance requirements,
and academic policies. It serves as a binding agreement to ensure a clear understanding of
expectations and responsibilities for both parties. Students are encouraged to thoroughly review and
seek clarification on any aspects before signing the enrollment contract, and adherence to its
provisions is crucial for a successful academic journey at The Spa Academy USA.

TuITION
Tuition: $11,000

Application Fee (non-refundable): $100

Registration Fee (non-refundable): $50


https://accesshub.nccosmeticarts.com/

Kit and Book Fee: $2,000

TOTAL: $13,150

Full Payment

e Tuition is paid in full on the first day of class.

In-House Payment Plan

e Students may choose an in-house payment plan for tuition and book and kit fees.

e Payments are due on the same date as the class start date each month for 4 months as outlined in the
payment agreement.

e A $100 installment fee is charged each month with the scheduled payment.

® A 2% daily late fee will be applied to any overdue balance. Repeated late payments may result in
additional penalties or suspension from the program.

$13,000 tuition + ($100 installment fee x 4 months) = $13,400 / 4 months = $3,350 per month

** Application fee and registration fee together is $150. The rest will be paid in monthly installments broken
down over the chosen program or paid in full.

Please contact the school’s Financial Aid Officer for payment options. The school accepts cash, credit cards,
and personal check payments. Financial aid recipients understand that monies received on their behalf are
applied first to tuition costs.

Any concerns or difficulties in meeting payment deadlines should be communicated promptly to the school's
financial office. We are committed to working with students to find solutions that align with their individual
circumstances.

The Spa Academy USA reserves the right to increase tuition with or without notice.

This payment plan policy is designed to support students in managing their tuition responsibilities while
pursuing their education at The Spa Academy USA. Adherence to the outlined payment schedule is crucial to
maintaining enrollment status and successfully completing the program. For any questions or further
assistance, students are encouraged to contact the school's financial office.

RerunDp PoLicy

For applicants who cancel enrollment or students who withdraw from enrollment a fair and equitable
settlement will apply. The following policy will apply to all terminations for any reason, by either party,
including student decision, course or program cancellation, or school closure. The refund calculations are
based on actual hours. Any monies due the applicant or students shall be refunded within 45 days of official
cancellation or withdrawal.

Official cancellation or withdrawal shall occur on the earlier of the dates that:
1. An applicant is not accepted by The Spa Academy USA. The applicant shall be entitled to a refund of
all monies paid except the non-refundable application fee and enrollment fee of $150
2. A student (or legal guardian) cancels his/her enrollment in writing within three business days of
signing the enrollment agreement. In this case all monies collected by The Spa Academy USA shall be
refunded, regardless of whether or not the student has actually started classes.



3. A student cancels his/her enrollment after three business days of signing the contract but prior to
starting classes. In these cases he/she shall be entitled to a refund of all monies paid to The Spa
Academy USA less the registration fee of $50 and application fee of $100.

4. A student notifies The Spa Academy USA of his/her withdrawal in writing.

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

6. A student is expelled by the school. (Unofficial withdrawals will be determined by the institution by
monitoring attendance at least every 30 days.)

7. Intype 2, 3, 4 or 5, official cancellations or withdrawals, the cancellation date will be determined by
the postmark on the written notification, or the date said notification is delivered to the school
administrator or owner in person.

For students who enroll and begin classes but withdraw prior to course completion (after three business days of
signing the contract), the following schedule of tuition earned by the school applies. All refunds are based on
last date of attendance:

PERCENTAGE LENGTH COMPLETED TO AMOUNT OF TOTAL TUITION OWED TO THE

TOTAL LENGTH OF COURSE BILLING SCHOOL
PERIOD PER CONTRACT .

0.01% to 4.9% 20%

5% to 9.9% 30%
10% to 14.9% 40%
15% to 24.9% 45%
25% to 49.9% 70%
50% and over 100%

All refunds will be calculated based on the students last date of attendance. Any monies due a student who
withdraws shall be refunded within 45 days of a determination that a student has withdrawn, whether officially
or unofficially. In the case of disabling illness or injury, death in the student's immediate family or other
documented mitigating circumstances, a reasonable and fair refund settlement will be made. If permanently
closed or no longer offering instruction after a student has enrolled, The Spa Academy USA will provide a pro
rata refund of tuition to the student OR provide course completion through a prearranged teach out agreement
with another institution. If the course is canceled subsequent to a student's enrollment, the school will either
provide a full refund of all monies paid or completion of the course at a later time. If the course is canceled
after students have enrolled and instruction has begun, the school shall provide a pro rata refund for all
students transferring to another school based on the hours accepted by the receiving school OR provide
completion of the course OR participate in a Teach-Out Agreement OR provide a full refund of all monies
paid.

This refund policy applies to tuition. Other miscellaneous charges the student may have incurred at the
institution (EG: extra kit materials, books, products, unreturned school property, etc.) will be calculated
separately at the time of withdrawal. Once issued, books and student kit items will not be calculated into the
refund amount. All fees are identified in the catalog and in the enrollment agreement.

Program Cancellation Policy:

If the program is canceled subsequent to a student’s enrollment, and before instruction in the program has
begun, a full refund of all monies paid will be provided.

If the program is canceled and instruction is canceled after students have enrolled and instruction has begun, a
full refund of all monies paid will be provided or participate in a Teach-Out Agreement.

If The Spa Academy USA closes permanently and ceases to offer instruction after students have enrolled, and
instruction has begun, a pro rata refund or participation in a Teach-Out agreement will be provided.

Program Collection Policy:



Tuition and fees are due by the specified due dates outlined in the enrollment agreement.

Students will receive monthly invoices.

Payments received AFTER the due date will be charged a late fee of 2% daily late fee. Repeated late payments
may result in additional penalties or suspension from the program.

Late fees will apply the day after payment is due and every week after that.
Our collection practices comply with all applicable federal, state, and local regulations to ensure fair treatment
of all students

GRIEVANCE PoLicy

In accordance with the institution’s mission statement, the school will make every attempt to resolve any
student complaint that is not frivolous or without merit. Complaint procedures will be included in new student
orientation thereby assuring that all students know the steps to follow should they desire to register a complaint
at any time.

Evidence of final resolution of all complaints will be retained in school files in order to determine the
frequency, nature, and patterns of complaints for the institution,

The following procedure outlines the specific steps of the complaint process:

I.  The student should register the complaint in writing on the designated form provided by the institution
within 60 days of the date that the act which is the subject of the grievance occurred.
II.  The complaint form will be given to the School Director.

III.  The complaint will be reviewed by management and a response will be sent in writing to the student
within 30 days of receiving the complaint. The initial response may not provide for final resolution of
the problem but will notify the student of continued investigation and/or actions being taken regarding
the complaint.

Iv. If the complaint is of such nature that is cannot be resolved by management, it will be referred to an
appropriate agency if applicable

V.  Depending on the extent and nature of the complaint, interviews with appropriate staff and other
students may be necessary to reach a final resolution of the complaint.

VI.  In cases of extreme conflict, it may be necessary to conduct an informal hearing regarding the
complaint. If necessary, management will appoint a hearing committee consisting of one member
selected by the school who has had no involvement in the dispute and who may also be a corporate
officer, another member who may not be related to the student filing the complaint or another student
in the school, and another member who may not be employed by the school or related to the school
owners. The hearing will occur within 90 days of committee appointment. The hearing will be
informal with the student presenting his/her case followed by the school’s response. The hearing
committee will be allowed to ask questions of all involved parties. Within 15 days of the hearing, the
committee will prepare a report summarizing each witness’ testimony and recommended resolution
for the dispute. School management shall consider the report and either accept, reject, or modify the
recommendations of the committee. Corporate management shall consider the report and either
accept, reject, or modify the recommendations of the committee.

VIL Students must exhaust the institution’s internal complaint process before submitting the complaint to
the school’s accrediting agency, if applicable.

HoUSING/SCHOLARSHIPS
The Spa Academy USA does not provide campus housing or scholarships but does accept scholarships from

other organizations if they are made out to The Spa Academy USA.

TEXTBOOKS AND KITS
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The Spa Academy USA provides students with essential textbooks and kits, which are included in the tuition.
However, students are responsible for procuring any additional supplies they may need, such as pencils, pens,
and notebooks. Please note that The Spa Academy USA is not responsible for any lost, used, or additional
items needed; students must replace these items at their own expense. The following are the textbooks and kits:

MILADY STANDARD ESTHETICS

Milady Standard Esthetics: Foundations
Milady Standard Esthetics: Fundamentals
Milady Standard Esthetics: Workbook

The Spa Academy USAEsthetics Hale and Hush Skin Care Bag ‘
Student Kit

1 Mannequin Quiet Wash (136 uses) 16.90z

2 Pallets Refine Polish (48 uses) 40z

1 Mask Brush Berry Boost Mask (42 uses) 8oz

3 2x2’s Packages Charcoal Clarifying Mask (42 uses) 8oz

1 Eye Protection Fresh Breeze Toner (158 uses) 3.30z

2 Boxes of Gloves Relief Bio Powder (96 uses) 1oz

1 White Pencil Remedy Rehab Oil (60 uses) loz

1 Box of Wax Sticks Rare C Serum (80 uses) 1.70z

1 Baggie of Popsicle Sticks Soothe Essence Serum (80 uses) 1.70z

1 Tweezer Brilliant Eye & Lip Serum (48 uses) .250z
1 Facial Brush Hush Hydrate Gel (82 uses) 1.70z

4 Gallon Size Ziploc Broad Spectrum SPF 30 (82 uses) 1.70z

4 Snack Size Ziploc

1 Quart Size Ziploc
1 Sheet Mask

1 Exfoliating Implement

The Spa Academy USA Crown Pro Makeup Kit |

1- Chroma Bar Eyeshadow Palette 1- Lip Pencil — Capaccino

1- Ego Trip Palette 2- Lip Pencil — Rich Rouge
1- Blush Palette 2- Lipstick Palette

1- Tropical Glo Highlight Palette 30 Piece- Makeup Wipes

1- 15 Color Foundation Palette 25- Disposable Mascara Wands

1- Pro Mascara

1- 10 PC Pro Brush Set
1- Lip Pencil — Not Pink
1- Lip Pencil — Fuego

HOMEWORK

Students will be assigned chapter readings for homework and occasional projects or assignments. Homework
is not graded but can affect performance grades. Projects and assignments must be turned in on time and for a
grade.

11



GRADUATION/DIPLOMA

To successfully graduate from The Spa Academy USA, the following criteria must be fulfilled: completion of
the mandatory 600 state-required hours, accomplishment of all assignments, tests, and projects with an average
score of at least 85%, successful completion of both practical and theory tests, and full payment of all tuition.
Upon fulfillment of all graduation requirements and the completion of exit paperwork and exit interview, the
student will be awarded their diploma from The Spa Academy USA.

LEARNING

The subjects being taught undergo regular review and updates. The Spa Academy USA educators have access
to resources that enable them to accommodate various learning styles.

STUDENT AccESS TO RECORDS PoLicy

This policy ensures that each student has access to their educational records, as defined by applicable laws and
regulations, to protect their privacy rights and facilitate their academic progress.

e All students enrolled at The Spa Academy USA have the right to access their educational records in
accordance with applicable laws, including the Family Educational Rights and Privacy Acts (FERPA)
or any other relevant regulations.

e Educational records include, but are not limited to, academic transcripts, grades, attendance records,
disciplinary records, and any other information related to the student’s educational journey.

e Students may request access to their records by submitting a written request to the administrative
office where they will be signing a record request form and a record release form. Once forms are
approved by administration there is a fee of $25.00 to pick up in person or $50.00 if they would like it
mailed.

e The Spa Academy USA will respond to such requests within a reasonable timeframe, generally within
45 days, and will provide the requested records in a format that is accessible and understood to the
student.

e In cases where access to certain records is restricted by law or the institution's policies, the student
will be notified of the reason for denial and any available recourse for further review.

e Students and parents of a dependent minor (under 18) have access to their records.

RELEASE OF STUDENT INFORMATION POLICY

This policy defines the guidelines and procedures for the release of student information, ensuring compliance
with privacy laws, safeguarding student confidentiality, and maintaining the trust of students and their families.

e The Spa Academy USA recognizes and respects the privacy rights of its students and will only release
student information to authorized individuals or entities in compliance with applicable laws, including
FERPA or any other relevant regulations.

e Student information may only be disclosed with the student’s written consent, except in cases where
disclosure is allowed without consent under the provisions of FERPA or other applicable laws.

e The institution will maintain appropriate safeguards to protect student information from unauthorized
access, use, or disclosure.

e Authorized individuals within The Spa Academy USA, such as faculty, staff, and administrators, will
have access to student information on a need -to-know basis and will be required to adhere to strict
confidentiality guidelines.

e Requests for the release of student information from external parties, such as employers, government
agencies, or other educational institutions, will be evaluated on a case-by case basis, ensuring
compliance with privacy laws and the student’s consent, whenever required.

e Our accreditation agency has the right to access student information and records.

12



CONTINUING EDUCATION

There will be opportunities to sign up for extra courses that are available to students. Opportunities of courses
and dates will be announced to all students in advance.

ATTENDANCE PoLICcY

Students enrolled in the 600-hour clocked program must adhere to strict attendance guidelines to ensure
fairness and accountability. All students are required to clock in and out using the designated timekeeping
system, as hours will only be issued for the actual time recorded. A 30-minute lunch break must be taken.
Under no circumstances is a student permitted to clock in or out for another student, as this is a serious
violation that will result in disciplinary action.

Additionally, students must comply with the established dress code policy at all times. Failure to do so may
also result in being sent home, which will affect their total clocked hours. Preparedness for class is also
essential, and students are expected to arrive on time with all necessary materials, ready to participate in their
education. Furthermore, any Title IV aid recipient who is absent for 14 consecutive days with no approved
Leave of Absence or communication to The Spa Academy USA will be immediately terminated from Title IV
funding and the esthetics program. Any discrepancies in hours must be reported immediately. Failure to follow
these policies may lead to loss of hours, suspension, or further disciplinary action.

COURSE OBLIGATIONS

Students are expected to uphold professionalism, by conducting themselves with integrity, respect, and a
positive attitude at all times. This includes following school policies and treating instructors, peers, and clients
(if applicable) with courtesy. Punctuality is essential, and students must arrive on time for class, appointments,
and scheduled activities, as chronic tardiness may result in disciplinary action as outlined in the school’s
attendance policy. Preparedness is also a key responsibility, requiring students to come to school ready to learn
with all necessary materials, supplies, and completed assignments while actively participating in discussions,
hands-on activities, and practical applications. In the event of an absence, it is the student’s responsibility to
make up any missed assignments, tests, projects by proactively communicating with instructors and staying on
track with coursework. Additionally, students have a duty to uphold ethical standards by reporting any
misconduct, dishonesty, or violations of school policies, ensuring a professional and respectful learning
environment for everyone.

T ARDINESS/ABSENCES

Students are required to attend all scheduled class times in order to fulfill the 600-hour state-approved
program. In the event that a student needs to miss a day, they must notify the school via email at
thespaacademyusa(@gmail.com prior to the day that will be missed. Same day absence and/or tardiness the
student must call the school at (919)-496-1676 and leave a message as well as sending an email. Calls must be
made at least one hour before the scheduled start time of 8:30 am. Failure to call will result in a no-call, no
show status, and the student will be sent home for the day. Due to the structured nature of this program,
maintaining consistent attendance is crucial. Therefore, any tardiness or absence cannot be excused. Repeated
violations of this policy may result in disciplinary actions.

TimMe CLoCK

e Student hours are documented daily using an electronic time clock system. It is mandatory for
students to clock in when they start and clock out at their scheduled time.

e Students must clock out if they decide to leave campus for lunch.

Students may not clock in or out a fellow student. This will result in disciplinary action.

e Ifaclock in or out is missed students must provide proof for it to be corrected.
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LuNCcH/BREAKS

Students must take a lunch break from 12:00pm-12:30pm. During this time, students can use their phones or
electronic devices. However, if a student wishes to leave campus, they must clock out. It is important to note
that if a student clocks out during lunch, they will need to make up that time.

Please confine all eating and drinking activities to the designated student break room. While in the classroom
during theory sessions, you may have beverages in sealed containers; however, any food requires permission
from the educator. For the student clinic room, neither beverages nor food are permitted.

MAakEe-Up TIME

There is a designated time slot for making up missed hours in the morning, specifically from 8:00am to
8:30am. Students are required to sign up for the specific time they need. It's important to note that students
who arrive late to their scheduled make-up time will be asked to clock in at the class start time of 8:30 am and
will not be permitted to make up during the morning in the future.

If a student misses a day, it becomes their responsibility to make up for the missed time. If a student was not
able to make up their missed time any hours that are left after their contract end date, they will need to attend
school beyond their contracted end date in order to make up for the hours lost, which will incur an additional
charge of $21 per hour for these additional hours. Students are not allowed to continue to make-up time from
8:00am to 8:30am past their contracted date. Any time past the contracted date will have to be within the
operating hours (8:30am to 4:00pm).

EARLY DiSMISSAL/CLASS CANCELLATION

The Spa Academy USA has the right to dismiss a class early or cancel a class for any reason. If hours are
affected for this reason, the school is responsible for making up those hours. This could result in a graduation
date change.

HoLipAYs/ScHoOL CLOSURES

The Spa Academy USA observes certain holidays to allow students and staff to celebrate and spend time with
their families. The following holidays are recognized, and the school will be closed on these days:
New Year’s Day

Martin Luther King Jr. Day

President’s Day

Good Friday

Easter

Memorial Day

Juneteenth

Independence Day

Labor Day

Veterans Day

Thanksgiving Day and Thanksgiving Day Observed

Christmas Eve

Christmas Day

The Spa Academy USA is committed to providing a consistent and reliable learning environment for our
students. However, there may be occasions when unforeseen circumstances or events necessitate the closure of
the school. These closures could include inclement weather, emergencies, or other situations that pose a risk to
the safety and well-being of our students and staff. In the event of a school closure, timely notifications will be
communicated through our official channels, including but not limited to, the school website, email, and social
media platforms. We prioritize the safety of our community members and will make every effort to provide
ample notice and updates regarding the status of the closure.
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If instructional days are missed due to school closures, efforts will be made to arrange make-up days to ensure
that students receive the full benefit of their educational program. Details regarding make-up days will be
communicated in a timely manner. If make-up days are not available, it may be that the graduation date may be
subject to change. We appreciate the understanding and cooperation of our students and staff in adhering to
these policies on school closures and holidays. If you have any questions or concerns, please contact the school
administration for clarification and assistance.

LEAVE oF ABSENCE PoLICY

A Leave of Absence (LOA) may be authorized for a student when faced with situations that are outside their
control. It is essential that there is a reasonable anticipation of the student's eventual return from the LOA.
e The Leave of Absence must not exceed 180 days, only once within a four-month timeframe. It is a
prerequisite that written approval from the Owner/Educator must be obtained before the LOA can
commence.

In cases of unexpected events, Emergency LOAs may be approved even without a prior
written request. The school will establish the starting date of the approved LOA as the initial
day the student was unable to attend school.

No additional instructional fees will be imposed on the student due to any approved Leave of
Absence by The Spa Academy USA.

The Spa Academy USA will lengthen the duration of the student's contract by the equivalent
number of days corresponding to the Leave of Absence and will also extend the maximum
program enrollment time frame accordingly.

When a Leave of Absence is granted, a supplementary document, referred to as an
Addendum, will be signed and dated by both the student and The Spa Academy USA
representative. This Addendum will be appended to the original Enrollment Agreement.

If a student is approved for a LOA that aligns with the specified conditions, they are not
categorized as having withdrawn, and there is no need for a refund calculation at the time the
LOA is approved.

The school is not responsible for equipment left on its premises during a Leave of Absence,
and it is the student's responsibility to take their equipment with them.

When a student resumes their education after a Leave of Absence or any officially approved
interruption of training, they will be reinstated with the same Satisfactory Academic Progress
(SAP) status they held prior to their departure.

However, if a student fails to return from a Leave of Absence, the school will promptly
terminate their enrollment contract. In such a case, any outstanding charges owed to the
school will become the student's responsibility. The withdrawal date used for refund
calculations will be the student's last day of attendance if they do not return from the Leave of
Absence.

To qualify for an authorized LOA:

*  The student must follow The Spa Academy USA’s Leave of Absence Policy when
requesting a LOA.

= Jtis essential to have a reasonable expectation that the student will come back from
the Leave of Absence (LOA).

»  The Leave of Absence (LOA) should be formally requested and granted in writing,
following The Spa Academy USA's LOA Policy, before it takes effect. However,
exceptions may be made if there are unforeseen circumstances that prevent the
student from making a prior request.

= The LOA must be signed and dated by the student.

*  The student is required to provide documentation or substantiation of the Leave of
Absence (LOA).

=  The student is required to state the reason for the LOA.

* An Emergency Leave of Absence (LOA) may be granted even without a prior written
request, as long as the student completes the LOA form and submits it to The Spa
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Academy USA via mail or in person within a reasonable timeframe following the
resolution of the emergency. The first day of the LOA would be the beginning date of
the approved LOA where the student, due to an emergency situation, was unable to
attend The Spa Academy USA.
= A student may be granted a LOA for any of the following reasons:

e Emergency Medical Issues

e Military Requirements

e Jury Duty

e Mitigating Circumstances beyond the Student’s Control

e Academy Staff Recommendation

APPAREL CODE

e The required student apparel consists of black scrub pants, a The Spa Academy USA t-shirt, a name
tag, and black closed-toed shoes. The black scrub pants must be kept clean and free of wrinkles, and it
is important to note that they are not provided by The Spa Academy USA. Leggings, denim, or
tight-fitting pants are not allowed. Additionally, the black closed-toed shoes must be clean (no Crocs),
but they are also not provided. The Spa Academy USA T-shirt, which is provided, should be kept
clean, free of wrinkles, and without any rips or tears. Students can wear a black long-sleeved shirt
underneath the T-shirt for added warmth. The provided name tag must always be worn. If the name
tag is lost or damaged, a duplicate name tag is available for a fee of $10. If a student wishes to have
more than the three The Spa Academy USA T-shirts provided, they are available for purchase of $25.

e Students will not be permitted to have acrylic, gel, polish, or anything artificial on their nails.
Students' nails must be kept clean and short. Artificial lash extensions or lash strips are not permitted.
When in the clinic, hair must be pulled back, no watches, rings or any sort of jewelry is permitted.

e Students who clock in and are not in compliance with the dress code will not be permitted to stay in
class. An educator or other staff member will promptly inform any student who fails to adhere to this
policy as soon as the staff becomes aware of the situation. No student must remain in the building
unless they comply with the dress code. Students who do not meet the dress code requirements must
clock out and will not be allowed to clock back in until they follow the dress code policy.

PHONE USAGE/ELECTRONICS

The Spa Academy USA's phones are exclusively for official purposes and should not be used for personal calls
except in case of an emergency. Students are encouraged to share The Spa Academy USA phone number in
case of an emergency, so that families have contact with the students. Personal cell phone/use of electronics is
confined to lunch periods (12:00pm-12:30pm). Cell phones and any electronics are not permitted in theory or
clinic classrooms. Cell phones must be turned off and must be left in the student’s locker or car. If an
emergency phone call must be made, the student must clock out.

SMmokING/DRuG PoLicy

At The Spa Academy USA, we are committed to maintaining a professional, safe, and healthy learning
environment. To uphold these standards, the following policy is strictly enforced:

No Drugs or Alcohol
The use, possession, distribution, or sale of illegal drugs, controlled substances, or alcohol is strictly prohibited

on campus and during any school-related activities. Any student, instructor, or staff member found under the
influence of drugs or alcohol while on school premises will be subject to disciplinary action, up to and
including dismissal. Prescription medications must be used only as prescribed by a licensed medical
professional and should not impair an individual’s ability to participate in learning or services.
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No Smoki Vapi
Smoking and vaping of any kind, including e-cigarettes and tobacco products, are prohibited inside the
building, on school grounds, and within 25 feet of any entrance. Students, instructors, and visitors are expected
to adhere to local smoking regulations and demonstrate professionalism at all times.

Consequences for Violations
Violating this policy may result in disciplinary action, including verbal warnings, written notices, suspension,

or termination of enrollment/employment. The Spa Academy USA reserves the right to conduct reasonable
suspicion evaluations if drug or alcohol impairment is suspected.

We appreciate everyone’s cooperation in maintaining a professional, safe, and substance-free environment at
The Spa Academy USA

CoNDuCT

During your time at The Spa Academy USA, it is essential to exercise caution in your words and behavior. The
use of profanity, inappropriate language, outbursts, or disputes with academy staff or fellow students will not
be accepted and could lead to suspension or expulsion. Gathering in the student salon training area or around a
station while another student is practicing their skills on a guest is prohibited, except when specifically directed
by an educator for educational purposes. In such cases, you will be under the supervision of an educator who
will be available to guide you through each step of the service.

DISCIPLINARY ACTIONS

Students may face probation, suspension, or termination/expulsion due to issues such as inadequate
performance, excessive absence, tardiness, dishonesty, theft, or any violation of The Spa Academy USA’s
policies. Disciplinary actions may be given by an instructor and/or administrative staff. If you are put on
probation or suspended, you will receive guidance on the necessary steps to rectify the issue.

First Offense: Verbal Warning and documented notice in the student’s file.

Second Offense: Written warning and meeting with an instructor and administrator.
Third Offense: Suspension from class for one day.

Severe or Repeated Violations: Immediate expulsion without refund.

Students will be asked to sign any dismissal paperwork needed as well as gathering their personal belongings
and clocking out. Disciplinary measures will reset at the beginning of each month. However, repeated offenses
may still affect a student's standing in the program.

Grounds for Immediate Dismissal

Theft, vandalism, destruction of property, physical or verbal abuse, threats, harassment of any kind, possession,
use, or being under the influence of drugs or alcohol on The Spa Academy USA premises, academic
dishonesty, including cheating or falsifying records, and repeated refusal to follow The Spa Academy USA
policies or instructor directives.

Appeals Process
Students who believe disciplinary action was taken unfairly may submit a written appeal to The Spa Academy

USA director within 5 business days of the disciplinary action. The decision of The Spa Academy USA
director is final.

LOCKERS

Students are provided lockers which should be used for personal items and school supplies. Students are
welcome to bring their own padlock. Random inspections of lockers may occur. It is your duty to keep your
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locker clean and free from open food or beverages. Securing all your belongings inside your locker is essential.
Please note that The Spa Academy USA cannot be held responsible for any lost or stolen items.

THEFT

There is a zero-tolerance theft policy. If a student is caught stealing it will result in immediate dismissal from
the program.

NONDISCRIMINATION

The Spa Academy USA maintains a commitment to non-discrimination in its admission, instructional, and
graduation policies and procedures. The school upholds a policy of equal treatment regardless of sex, race,
religion, age, ethnic origin, color, disability, sexual orientation, or ancestry. Any form of discrimination,
bullying, harassment, or hazing is prohibited within the school community.

Should any student or team member encounter or observe instances of bullying, harassment, or hazing, they
are obligated to promptly report the incident to the school's director, Lisa Esquivel-Clark. Reports can be made
in person, by calling (919) 496-1676, or by mailing the information to 948 N Main St Louisburg, NC 27549.
Immediate reporting is essential to ensure the prompt initiation of appropriate actions in response to such
incidents. The Spa Academy USA does not tolerate bullying or harassment of any sort. Engaging in this
behavior will result in dismissal from the program.

SociAL MEDIA/PHOTOGRAPHS/VIDEOS

All social media posts and/or pictures must be approved by an instructor and taken by The Spa Academy USA
phone prior to being taken and posted. Media must have The Spa Academy USA “student work™ watermark.

CALENDAR CLASS START DATES

Enrollment for Our Full-Time Esthetics Program is Every 2 Months: 2025
e April 14th
e June 9th
e August 11th
e October 6th
e December 8th
Enrollment for Part-Time Esthetics Program: 2024-2025
e N/A

EMPLOYMENT

The Spa Academy USA is not responsible and does not guarantee employment upon completion of the
program. The Spa Academy USA does prepare students for future job opportunities with mock job interviews,
assistance with resumes, and posting on the student’s bulletin board when job opportunities are available. The
Spa Academy USA also offers recommendation letters (if applicable).

SATISFACTORY ACADEMIC PROGRESS PoLIcY

The Satisfactory Academic Progress Policy is consistently applied to all students enrolled at The Spa Academy
USA. It is printed in the catalog to ensure all students receive a copy before enrollment. The policy follows the
guidelines established by the National Accrediting Commission of Career Arts and Sciences (NACCAS) and
the federal regulations established by the United States Department of Education.

EVALUATION PERIODS
Students are evaluated based on actual hours for Satisfactory Academic Progress at the completion of the
following evaluations periods:
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First Evaluation: 300 clocked hours and Eight weeks. All evaluations must be completed within 7 school
business days following the 300 hour evaluation period.

ATTENDANCE PROGRESS EVALUATIONS

Students must attend at least 67% of the scheduled hours in accordance with their designated attendance plan
to maintain satisfactory progress. At the end of each evaluation period, their attendance is reviewed to ensure
they meet this requirement. The attendance percentage is calculated by dividing the total hours attended by the
total hours scheduled. The school will assess whether the student has maintained a cumulative attendance rate
of at least 67% from the start of the course. This ensures that, if the student continues at the same rate, they
will complete the program within the allowed timeframe.

MAXIMUM TIME FRAME
The maximum time (which does not exceed 150% of the course length) allowed for students to complete each
course at satisfactory academic progress is stated below:

COURSE: MAXIMUM TIME ALLOWED
WEEKS SCHEDULED HOURS
Esthetics (Full time, 37.5 hrs./wk.) — 600 Hours 24 900

The institution operates all programs according to the following academic year: 600 clock hours to be
completed in 16 academic weeks.

Students who have not completed the course within the maximum time may remain in school and will be
placed on a cash pay basis.

ACADEMIC PROGRESS EVALUATIONS

The qualitative element used to determine academic progress is a reasonable system of grades as determined
by assigned academic learning. Students are assigned academic learning and a minimum number of practical
experiences. Academic learning is evaluated after each unit of study. Practical assignments are evaluated as
completed and counted toward course completion only when rated as satisfactory or better (the computer
system will reflect completion of the practical assignment as a 100% rating). If the performance does not meet
satisfactory requirements, it is not counted, and the performance must be repeated. At least two comprehensive
practical skills evaluations will be conducted during the study. Practical skills are evaluated according to text
procedures and set forth in practical skills evaluation criteria adopted by the school. Students must maintain a
written grade average of 85% and pass a FINAL written and practical exam prior to graduation. Students must
make up for failed or missed tests and incomplete assignments. Numerical grades are considered according to
the following scale:

100-95% is equivalent to an “A.”

94-90% is equivalent to a “B.”

89-85% is equivalent to a “C.”

84%-0% is not passing

DETERMINATION OF PROGRESS STATUS

Students who meet the minimum academic and attendance requirements at the time of evaluation are
considered to be making satisfactory academic progress until the next evaluation period. They will receive a
copy of their Satisfactory Academic Progress Determination during each evaluation. Those who do not
maintain satisfactory progress may face interruptions in their Title IV funding unless they are on warning
status or have successfully appealed and been placed on probation.

Please note: As of this catalog, we are NOT accepting Title [V funding.
WARNING

Students who do not meet the minimum attendance or academic progress requirements will be placed on
warning but will still be considered as making satisfactory academic progress during this time. This means
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they have an opportunity to improve without immediate penalties. They will receive written notification
outlining the steps needed to regain satisfactory progress by the end of the program. If they fail to meet both
attendance and academic standards by the end of the program, they will not be eligible to graduate and, if
applicable, may lose eligibility for Title IV funding.

RE-ESTABLISHMENT OF SATISFACTORY ACADEMIC PROGRESS
Students can regain satisfactory academic progress and, if applicable, reinstatement of Title IV aid by meeting
the minimum attendance and academic requirements by the conclusion of the warning or probationary period.

INTERRUPTIONS. COURSE INCOMPLETES. WITHDRAWALS

If a student takes a Leave of Absence, their enrollment will be temporarily paused, and they will resume
classes with the same progress status they had before the leave. The number of days a student is on leave will
be added to their overall contract period and the maximum time they are allowed to complete the program.
However, these days will not count against their attendance percentage, meaning the time away will not
negatively impact their overall attendance record. The Spa Academy USA does not allow re-entry students
unless there are extenuating circumstances.

APPEAL PROCEDURE

If a student is determined to not be making satisfactory academic progress, the student may appeal the
determination within ten calendar days. Reasons for which students may appeal a negative progress
determination include death of a relative, an injury or illness of the student, or any other allowable special or
mitigating circumstance. The student must submit a written appeal to the school on the designated form
describing why they failed to meet satisfactory academic progress standards, along with supporting
documentation of the reasons why the determination should be reversed. This information should include what
has changed about the student’s situation that will allow them to achieve Satisfactory Academic Progress by
the next evaluation point. Appeal documents will be reviewed, and a decision will be made and reported to the
student within 30 calendar days. The appeal and decision documents will be retained in the student file. If the
student prevails upon appeal, the satisfactory academic progress determination will be reversed and federal
financial aid will be reinstated, if applicable.

NONCREDIT, REMEDIAL COURSES, REPETITIONS
This institution does not offer noncredit, remedial courses, or course repetitions. As a result, these factors do
not impact the school's satisfactory academic progress standards.

STATE LICENSING DISCLAIMER

The state may refuse to grant a license if a student has been convicted of a crime; committed any act involving
dishonesty, fraud, or deceit; or committed any act that, if committed by a licentiate of the business or
profession in question, would be grounds for the North Carolina State Board of Cosmetic Arts Examiners to
deny licensure. The North Carolina State Board of Cosmetic Arts Examiners denies licensure because the
applicant made a false statement of fact required to be revealed in the application for such license. Students
who are not U. S. citizens or who do not have documented authority to work in the United States will not be
eligible to apply to take the state licensure examination. The Spa Academy USA is not responsible for students
denied licensure.

STUDENT POLICIES AND PROCEDURES

The Spa Academy USA’s policies are crucial for your success and represent a requirement for your enrollment.
These policies at The Spa Academy USA are a set of guidelines intended to guide and shape decisions and
behaviors throughout your training. Please note that The Spa Academy USA’s policies and procedures may
undergo revisions.
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REGULATORY AND ACCREDITING AGENCY

ORGANIZATIONS
The Institute is licensed by the North Carolina State Board of Cosmetology, 121 Edinburgh South Drive Suite
209 Cary, NC 27511. Phone 919-733-4117. Fax 919-733-4127 Online: https://www.nccosmeticarts.com/

ACCREDITATION

The Institute is not yet accredited by The National Accrediting Commission of Career Arts and Sciences 3015
Colvin

Street, Alexandria, Virginia 22314; Phone 703-600-7600 www.naccas.org.
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