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MISSION STATEMENT
To provide an education to future professionals in the arts and science of Cosmetology, Barbering, Esthetics and Nail Technology.  Our training will prepare our students to successfully pass the state exam and help our graduates reach their career and life goals through knowledge, skills and hard work.

43 Bridge Street, Augusta ME 04330                    	    P: 207-621-9941 | F: 207-623-9462











This catalog is to help prospective students make an informed decision regarding the training opportunities that Aveda Institute Maine a Capilo School offers.  This school catalog/handbook is designed to state the responsibilities and obligations of both the school and the student.  












CAREER OPPORTUNITIES
If you're creative and enjoy fashion and beauty, this could be a career choice for you.  It’s a job seeker’s market in a growing industry that needs more salon professionals than can be supplied!  Aveda Institute Maine has been growing to meet the demand for these entry-level professionals.  

We extend an open invitation for you to visit our facility. You will note busy clinics where students get hands-on practical experience. While bookwork and lectures are very important, our experience and reputation has proven there is no substitute for actually performing the services on real models (clients). Under supervision of our licensed instructor students at Aveda Institute Maine are getting the training to become future professionals. We combine our years of offering the highest level of education with Aveda’s mission into our programs and culture. This blend of training produces a graduate not only knowledgeable but also skilled to compete and succeed in their field of work.




























GENERAL INFORMATION 
The location is 43 Bridge Street, Augusta, ME 04330. The phone number for the school, clinic and offices is 207-621-9941. The web site listing the Institute’s information can be found at www.capilo.com.  Aveda Institute Maine a Capilo School is licensed by Maine Barbering and Cosmetology, 35 State House Station, Augusta, ME 04333. Aveda Institute Maine a Capilo School is accredited by: National Accrediting Commission of Career Arts and Sciences (NACCAS) 3015 Colvin Street Alexandria, VA 22314 and members of CEA (Cosmetology Educators of America) and AACS (American Association of Cosmetology Schools).
Aveda Institute Maine is open from 9:00 AM to 4:00 PM, Tuesday through Saturday. The Admissions office is open Tuesday through Friday from 8:30 AM to 4:00 PM.  Any questions regarding financial aid, consumer information, and information regarding enrollment can be answered by someone in our admissions office. If you are interested in learning more or want to become an Aveda Institute Maine student you may make an appointment with us by calling 207-621-9941. Current students that have questions in regards to student records or financial aid may submit an office request form to schedule an appointment or request documents.

FACILITIES
Aveda Institute Maine has more than 30,000 square feet of space devoted to creating the ultimate learning environment for our staff and students. 
Retail Area: Located at the entrance of the school is a welcoming environment for guests looking for clinic services with students. The retail area features Aveda hair, skin, body care, makeup, and lifestyle products. Our dedicated retail area helps provide students the skills to learn the retail and customer service side of the beauty industry. All Aveda Institute Maine students may purchase Aveda retail products at a discount of 30%.
Clinic Areas: The school has several separate clinic areas: Cosmetology Clinic, Barber Clinic, Skin Care Clinic, and Nail Clinic.  These separate clinics offer our students the opportunity and atmosphere for the different types of services being offered to the guests.  
Auditorium/Event Center: The school’s 300-seat auditorium allows students the opportunity and thrill of participating in events such as fashion shows, competitions, graduations and advanced education classes. 
Classrooms: The institute has 8 classrooms devoted to theory classes. All classrooms are set up to accommodate the different phases and programs being offered at the institute. Many classrooms are equipped with Smart-Boards for an interactive learning experience.  Some of the classrooms are additionally equipped with workspace for learning hands on practical skills.  
Break rooms: The school has 2 break rooms for student’s breaks and lunches. Microwaves are available for students looking to heat up snacks and lunches.   
Offices and Admissions: The school offices and admissions department are located adjacent to the entrance area of the school. The school also has 3 conference rooms, one located on each level. 
	
The school's main entrance is located at 43 Bridge Street and has ADA access. The second level has an outside ramp to our facility and ADA bathrooms. There is no handicapped parking for any guests or students. For any specific needs or questions on physical abilities, please speak to the School Director for assistance. 




		




















EDUCATIONAL OBJECTIVES
Aveda Institute Maine is excited that you are considering a career in the beauty industry and that you are possibly choosing to attend Aveda Institute Maine. The educational objective is to start your career off with a proven path of success. 
To provide a student with theory & practical training and to enable a student to do the following:

· Complete the course
· Pass the State Exam
· Obtain a license
· Secure entry-level employment
· Assist future professionals to reach their career goals  

At Aveda Institute Maine, we are dedicated to working with you as you achieve your career goals. We combine our years of offering the highest level of education with Aveda’s mission into our programs and culture. 















REGISTRATION & HOW TO ENROLL 
Step 1: Attend an informational interview with an Admissions Representative. Receive Information about the Institute.
Step 2:  Upon acceptance meet with Financial Department.
· Fill out and submit the student Registration Form
· Complete the free FAFSA application 
· Submit all the documents listed in the Admission Requirements 
· Submit the $100 registration fee
Step 3:  Upon acceptance meet with Financial Department.
· Complete Financial Plan
· Sign Contract
Step 4: Attend the mandatory orientation. Orientation is held the morning of the class starting date.  




ENROLLMENT AGREEMENT 
Each student must complete an enrollment agreement with the school prior to starting. If a student does not complete the program before the ending date specified in the enrollment agreement a $14.00 an hour charge will be assessed.  A student who is over their enrollment date that has not made their hourly payment will not be allowed into school or clock in any hours.









ADMISSION REQUIREMENTS
Aveda Institute Maine has set class starting dates throughout the calendar year. These dates are set up at the end of each year for the following year and are posted in the admissions office. Each student that applies for admission to Aveda Institute Maine must provide the following:
· Valid proof of high school completion.  This includes a copy of high school diploma, high school transcript showing high school completion, or GED, showing a completion date.  If the high school diploma and/or transcript is not in English it must be translated into English and the evaluation of the credential must be performed by an outside agency that is qualified to translate documents into English and confirm the academic equivalence to a U.S. high school diploma.  Home school certificates have to be approved and validated to ensure that they meet the standards set for schools offering financial aid. 
· Proof of being 15 years old or over. This can be a copy of a driver's license, State-issued ID, passport or birth certificate. 
· A copy of a valid social security card.
Please note:  Aveda Institute Maine does not participate in the Ability-To-Benefit Program.  For more information, please call the admissions office at 207-621-9941 ext. 204. 
After meeting all enrollment requirements, you will receive a written letter of acceptance within 10 business days. If enrollment is denied, you can reapply after six (6) months. 
The admissions office recommends a prospective student apply for enrollment and pay the registration fee three weeks before the class starting date to secure a place in class. Student not using financial aid must have payment schedules arranged with the admission office prior to beginning classes. 
A prior Aveda Institute Maine student requesting a transcript must pay all school charges in full before a transcript can be issued.
TRANSFER POLICY/CREDIT FOR PREVIOUS TRAINING 
Aveda Institute Maine does not recruit current students enrolled at any other schools offering similar programs of study. Transfer hours will be counted as both attempted and completed hours for purposes of determining when the allowable maximum time-frame has been exhausted and establishing Satisfactory Academic Progress. Transfer students will be accepted at the sole discretion of the school and may have certain written stipulations. This is done on a case-by-case basis. Once the transcript is received, the student must be evaluated in order to validate the hours. A written and practical test is administered. Any student accepted for transfer may receive partial or full credit of hours depending on the evaluation. Applicants terminated from other school programs for drug/alcohol offenses or acting unprofessional will not be accepted into the school.
RE-ENTRY POLICY
Any student considered withdrawn whom subsequently requests readmission shall forfeit any scholarships, discounts or tuition waivers previously awarded by the school, but shall retain full credit for all monies paid to the school individually or by any other external sources within 180 calendar days will not have their charges edited.  After re-applying for enrollment, a student will be readmitted without loss of previous hours clocked, provided the hours are current in accordance with State Law. A student will be given the remaining time to finish based on the last day of attendance according to the original enrollment agreement.  Student re-entry requests will be reviewed on an individual basis. 

































STATEMENT OF NON-DISCRIMINATION 
In accordance with the Title VI of the Civil Rights Act of 1964, and Title IX of the Higher Education Act of 1972, Section 504 of the Rehabilitation Act of 1973 and the Rules and Regulations promulgated by the Secretary of Health, Education and Welfare, it is the policy of Aveda Institute Maine that no person, upon the basis of race, color, ethnic origin, national origin, religion, creed or faith, sex or age shall be excluded from participation in, denied privileges of, or be subjected to discrimination in any educational program in the school.
Title IX
Title IX prohibits sexual harassment and sexual violence. Title IX of the Education Amendments of 1972 (“Title IX”) is a federal civil rights law that prohibits discrimination on the basis of sex in education programs and activities. All public and private elementary and secondary schools, school districts, colleges, and universities receiving any federal funds must comply with Title IX. Under Title IX, discrimination on the basis of sex can include sexual harassment or sexual violence, such as rape, sexual assault, sexual battery, and sexual coercion.
Any questions regarding Title IX may be referred to Frank Coco, the Aveda Institute’s Maine Title IX Coordinator, at titleIX.aim@gmail.com

Frank Coco, School Director and Title IX Coordinator
Aveda Institute Maine, 43 Bridge St. Augusta ME 04330



















PHYSICAL DEMANDS REGARDING THE BEAUTY INDUSTRY   
It is very important that Aveda Institute Maine provides you with all the facts about the physical demands/requirements that this career demands. Listed below are some of the physical demands you may encounter in this industry

· Most salon positions require standing for long periods bending at the waist, and keeping arms raised.
· Professionals working with nail or skin care will spend most of their workdays seated.
· Much of the work involves close-up detail, requiring good corrected vision and reasonable hand eye coordination.
· Estheticians are required to sit and lean forward while providing most services, but also requires standing and leaning over for other services.
· Working with Chemicals as a cosmetologist or esthetician will be required. If you currently have allergies or sensitivities to chemicals, please talk with your physician.
· Certain tools of the trade such as scissors, razors, razor blades, clippers, files, lancets, extractors, could all be a hazard if caution is not used with these items.
· Minor back stress may be caused by long periods of standing, leaning or sitting. You should consult your physician if you have experienced back pain in the past.
· Your hands will be exposed to chemicals and continuous exposure to water and cleaning products. Hand protection and hand care products are recommended.
· Special attention must be paid to yourself and your client to avoid spreading disease.  Communicable disease can be easily transmitted from one individual to the next. 
Some individuals find the beauty professions physically tiring but proper work habits and tools can help reduce fatigue and injury. 

2026 CLASS STARTING DATES
COSMETOLOGY & INSTRUCTOR
February 3, 2026
April 7, 2026
June 16, 2026
September 1, 2026
November 3, 2026
BARBER HAIR STYLIST 
TO BE DETERMINED
NAIL TECHNICIAN
February 3, 2026
April 7, 2026
June 16, 2026
September 1, 2026
November 3, 2026
ESTHETICIAN
January 20, 2026
March 31, 2026
June 16, 2026
September 1, 2026
November 3, 2026
































CONSTITUTION AND CITIZENSHIP DAY (SEPTEMBER 17TH)
Constitution Day is held on September 17th of each year, commemorating the September 17, 1787 signing of the Constitution. However, when September 17th falls on a Saturday, Sunday, or holiday, Constitution Day shall be held during the preceding or following week. The National Archives has a Web site with a scan of the U.S. Constitution available online at:
http://www.archives.gov/national_archives_experience/charters/constitution.html










U.S. VOTER REGISTRATION
Students may visit their local post office to obtain the required Voter Registration form and necessary requirements outline by their state or for a downloadable version of the form may visit the U.S. Election Assistance Commission at
http://www.eac.gov/voter/Register%20to%20Vote











SCHOOL CLOSURES
The school is closed for: Memorial Day weekend (Saturday); Independence Day; Summer Break (full week in July); Labor Day weekend (Saturday); Thanksgiving weekend (Thursday, Friday, & Saturday); and, Christmas/Winter Break. Other official school closures are announced in writing in advance. The School may also be closed in the event of national, state or local declaration, extremely inclement weather, or unavoidable circumstance.
Students have the will be sent a text or an email if school is cancelled due to the weather. Also, can be found on the school’s official Facebook page.  
Each student also has the responsibility of making a reasonable judgment about slippery or bad weather conditions.  Some of our students travel a significant distance throughout various areas of the state and may be experiencing different weather conditions then the state capitol area. If the school is not closed and a student does not feel safe with the road conditions in the town they live in, they should stay home.  
 In the event of the school closing due to bad weather, it is the student’s responsibility to find out if school will be in session.  


PRIVACY RIGHTS AND STUDENT ACCESS POLICY
The School will provide any student (or in case of a dependent minor student who is under the age of 18, the student's parent or legal guardian), the opportunity to review the student's records, and to seek correction of information contained in those records, and will deny disclosure of information from the records to unauthorized persons without the signed, specific written consent of the student (or the student's parent or legal guardian, if the student is not of legal age). Authorized persons include: the school staff, Maine Barbering and Cosmetology Program, National Accrediting Commission of Cosmetology Arts and Sciences staff and representatives, and other individuals permitted to access student records in accordance with FERPA. All current student records are kept in fire-resistant file cabinets at our Administrative Office.  Past graduate records are additionally kept for a period of five years. Any student (or eligible parent or guardian) wishing to review the appropriate file may schedule an appointment by making a written request to the Administrative Office. The review will be scheduled at a mutually convenient time within 48 hours of the written request, at which time the reviewer may request correction of, add a statement to, or request copies of any or all of the records. A charge of 50 cents per page will be made for copying such records.























TEACHER ADVISOR PROGRAM (TAP) 
Students are assigned a Teacher Advisor to counsel and assist students in getting the most out of their course. Guidance is a crucial component in creating a supportive learning environment.  The teacher advisor program (TAP) is designed to give students guidance and/or assistance on a regular monthly basis. 
The Teacher Advisor Program (TAP) is also a very effective way to directly involve teachers with the students in developing informed and wise career decisions.
STUDENT SERVICES
The Administrative Staff is available to students to assist with financial assistance counseling regarding school and personal concerns, etc. Any student may schedule a conference with their teacher advisor or any member of our staff.








PROFESSIONAL SAFETY
Safety in the work place is very important. Students at Aveda Institute Maine are trained in safety and sanitary procedures for their own protection and that of their clients. Safety and sanitary rules include: reading and following manufacturers' directions; wearing protective gloves, masks, etc. when necessary; keeping floors clear and dry; securing sharp or hot tools; keeping a first aid kit available; preventing the spread of disease through proper disinfection techniques; and maintaining good posture.  Students are responsible for any medical expenses incurred while in school. 












HOUSING
Although the School does not offer housing, information for housing is available in the admission office. 







Tuition, Fees, and Costs 2026


Course
Total Clock Hours
  Clock Hours Per Week
Number of Weeks to Completion

Tuition

Kit & Book
Fee

Registration
Fee
Total Program Cost
 Cosmetology
1500
32.5
46
$17,900
$2,745
$100
$20,745
 Esthetician
600
32.5
18.5
$12,400
$1,745
$100
$14,245
 Barber Hair Stylist
800
32.5
24.5
$11,900
$2,095
$100
$14,095
 Nail Technician   
200
32.5
6
$2,500
$1050
$100
$3,650
 Instructor
600
32.5
18.5
$3,400
$400
$100
$3,900

Students are scheduled to attend school 32.5 hours per week for all programs at Aveda Institute Maine. Clinic hours are Tuesday through Saturday from 9:00 AM to 4:00 PM. 


















STUDENT BOOKS AND KIT 
All students are required to bring books and materials every day to ensure that they are prepared with the needed tools for class each day. If a student fails to bring the required books, devices and materials they need for that day they will be sent home. A student will not get credit for hours missed and will be responsible to make up any hours lost for being sent home not prepared. Students are responsible for maintaining their kit including any items that may break or are misplaced. After receiving and verifying kit items, a student must immediately notify an Aveda Institute Maine representative of any missing or broken items.
The school is not responsible for warranty issues after receipt and confirmation that kits are complete. If an item does not work or malfunctions after receipt, it is the student's responsibility to contact the manufacturer for any warranty problems. All other products and supplies are provided by Aveda Institute Maine and are considered school property unless specified in the enrollment agreement. Taking or removing any school supplies or products without a school representative’s approval is prohibited. 
CLOCK PROCEDURE                                 
All students are responsible for clocking in at the beginning of the day and out at the end of the day. 
On the first day students will have their finger programmed into the biometric scanner. Students will be required each morning to clock in at 9:00 AM or thereafter and then clock out upon leaving at 4:00 PM.  If a student fails to clock in or out, efforts will be taken to determine the student’s actual in person attendance and those hours will be credited. 
Students looking to make up missed hours will need to visit the director’s office to request prior approval to attend make up hours beyond their regular schedule. Students will not be credited make up hours without approval and filling out the required form in the director’s office.



















BREAKS AND LUNCHES
All students are required to take a scheduled 30-minute lunch break if they are attending school for more than 6 hours. Students are entitled to a scheduled 15-minute morning break and a scheduled 15-minute afternoon break. If a student arrives late and class has already started, a student will not be allowed to clock in and enter the class until the class goes on a break.  
 
While students are on the time clock, they are not allowed to leave the facility during their 15-minute morning and afternoon breaks.




PERSONAL PROPERTY
All personal items must be taken home each day or stored in a student's locker or rollable caddy. Any items not taken home will be disposed of at the end of the day. The school is not responsible for lost or stolen items. Lost or misplaced items may be purchased from the school.
ITEMS LEFT BEHIND 
The school is not responsible for any personal items within the school.  Personal property, kits, and kit items left on school grounds or in a locker beyond 15 days of a student’s last date of attendance will be disposed of by the school.














JOB PLACEMENT
The School cannot guarantee placement to any particular student, as there are many factors involved in what it takes to obtain a job and to keep it. 

The School provides a list of available job openings, as well as counseling assistance and we will assist individuals in finding employment upon graduation. All students are encouraged throughout their program to talk with their teacher advisor and keep a current watch of the job posting boards, all jobs posted on the official Aveda Institute Maine Facebook page, and the current job posting binder held by in the admissions office. Additionally, Aveda Institute Maine also presents Career Fairs and regular visits from salon owners & managers looking to recruit Aveda Institute Maine students.   



MAINE STATE EXAM
After completing the required course hours, you are entitled to apply and take the Maine State Examination. The Maine State Examination is a two-part test: 1) a written test; 2) and a practical examination.
MAINE STATE BARBERING & COSMETOLOGY PROGRAM
Aveda Institute Maine tries to maintain a standard higher than that required by the Maine State Barbering & Cosmetology Program.  Aveda Institute Maine follows all the rules and laws required by the State of Maine.  Anyone wishing to file a complaint may do so in writing to the Barbering & Cosmetology Program at State House Station #35, Augusta, ME 04333-0035, contacting the website at www.maine.gov/professionallicensing or they may call (207) 624-8579.  Aveda Institute Maine is nationally accredited through NACCAS, 3015 Colvin Street, Alexandria, VA  22314 (703) 600-7600.



















MATERIALS PURCHASED BY STUDENT
Each program requires some additional items or supplies that a student will need to purchase that are not included in the student kit such as pens, notebooks, highlighters, hand sanitizer, styling products, etc. that students will use personally.  Each course description listed in the catalog has a list of extra items that a student will need to purchase.  Most of these items can be purchased directly from the school.

COMPENSATION
Success requires a good attitude, hard work and perseverance. Compensation varies with each job, and most salon positions begin with a minimum wage salary, which may be augmented with a commission based upon the gross income provided to the salon/spa by the Stylist, Esthetician, Barber or Nail-Tech. It is important to realize that our industry is a career-growth industry, and you must expect it will take time to develop a large clientele and the substantial compensation for which our industry is noted. Other forms of compensation include booth rental, salary, or commission.








OUTCOMES INFORMATION 2024
Schools are required to publish vital information which may have an impact on an individual student choosing to attend their institution. This information includes the outcomes of the school including completion, licensing and employment rates. The National Accrediting Commission of Cosmetology Arts & Sciences, which is recognized by the Federal Department of Education, and accredits schools, has established minimum standards for these three areas, of 50% completion (Aveda Institute Maine 90.22%), 70% licensing (Aveda Institute Maine 93.23), and 60% placement (Aveda Institute Maine 79.61%).





MAKE-UP WORK POLICY
A student has 5 school days to make-up any tests missed or failed. If a student fails to make-up any tests missed or failed, they will receive a zero and will not be allowed to enter the next phase of their program until they have completed all the phase requirements. If a student misses a theory class, they have 5 days to turn in a hand written outline of the material missed.









EXIT INTERVIEW
After course completion a student will need to schedule an exit interview with the Administrative Office.  At that time a student will have assistance in completing the paperwork necessary to apply for the state exam and a temporary license.  Before the exit interview is scheduled a student must have met their tuition obligation as outlined in their enrollment agreement and completed all the course requirements.


VACCINATIONS
Aveda Institute Maine does not require vaccinations for admission. If you are interested in getting more information about vaccinations you should contact your local public health department or consult a health care provider.









ATTENDANCE
Good attendance is vital to success in our professions. Therefore, attendance is monitored closely, and students are advised when attendance falls below normal. An attendance conference will be held after the student has been absent from class for more than 30% of the scheduled first Phase and the student may be required to restart the Phase. After the first Phase is completed and a student fails to meet the attendance requirements for the month, they will be put on a 30-day probation period.  An attendance conference may be scheduled for students exhibiting a cause for concern regarding attendance. All absences are totaled on an hour basis at the end of the month. All classes and clinics start at 9:00 am. Students will be deemed tardy/late if they do not appear for class or clinic by 9:15 am. A student who arrives after 9:15 on a class day will not be allowed to clock in until the scheduled morning break (usually 10:30). Exceptions are made only at the discretion of the school director. 
ATTENDANCE POLICIES:                                                                                  
All students are expected to be in attendance as specified in the enrollment contract. Aveda Institute Maine’s training is aggressive, whereas any absences or late reporting interferes with daily course work and reflects upon the student's performance. All students must maintain 70% of their agreed-upon contracted hours each month. If a student does not maintain 70% of their agreed-upon contracted hours they will be put on a 30 day probation and will receive a written warning. If a student does not make the 70% of their agreed-upon contracted hours while on probation it could result in having to repeat that phase of the program again.  Students can call (207) 621-9941 ext 2 before 9:00 a.m. Tuesday through Saturday each day that they are late or absent.
1. Medical documentation for absences will be accepted, but time has been added to the Contract graduation date to accommodate sick and personal days. Exceptional and emergency medical conditions will be reviewed individually by the Director on a case-by-case basis. The Director's decision will be final.
2. If a student is late (after 9:20 am) they will receive zero hours for the day and be sent home or has to leave early they must complete an attendance tracking form, available in the Director’s Office.
3. Students are not permitted to clock out and return to school except on their 30-minute lunch break or approval from the school director.
4. A student has 5 school days to make-up any tests missed or failed. If a student fails to make-up any tests missed or failed, they will receive a zero and will not be allowed to enter the next phase of their program until they have completed all the phase requirements. If a student misses a theory class, they have 5 days to turn in a hand written outline of the material missed.
5. All students have the right to view or have copies of all their records in their file. Parents or guardians of students under 18 may also view records. No information or student records will be released without written permission from the student. All record viewing will be done under the supervision of the administrator and copies are available for 50 cents each. Students should set up an appointment during school hours.
[bookmark: _Hlk117067052]TARDY/LATE ARRIVAL: Students will line up and start clocking in at 9:00 am and wait their turn. This can take a few minutes to allow every student to get officially clocked in with the biometrics time clock.  Students are considered tardy at 9:20 am. If the Student arrives after 9:20am they will receive zero hours for the day and be sent home. Excessive tardies may result in termination from the program. 

EARLY RELEASE: All students are expected to give adequate notice when it may be necessary to request for early dismissal. If you leave early, you must fill out an early release form in the office before clocking out for the day.   Each student is allowed 3 Early Releases each month.  If a student needs to leave early after using their 3 Early Releases, they will have to schedule an appointment with the director for an Attendance Conference. The director may consider disciplinary action.

PRE-ARRANGED ABSENCES: At least 10 days prior to the expected absence, the student must: (1) Complete a “Pre-arranged Absence Form” and have approval from the director; and (2) The Director will notify you upon approval of request. (Pre-arranged absence is not an excused absence.)  
It is vital that if a student does not meet the course required hours for the month because of being absent or not putting in full days that they make this time up. Students looking to make up missed hours will need to visit the attendance office to request prior approval to attend make up hours beyond their regular schedule. Students will not be credited make up hours without approval and filling out the required form in the attendance office. Each course cost is based on a student being in school for a certain period of time. The required hours each month for each course is set up so a student does not go over their scheduled graduation/contract date.  If a student does not complete the program before the graduation/contract date specified in the enrollment agreement there is an additional tuition charge of $14.00 an hour which will be assessed. 



















































LEAVE OF ABSENCE (LOA) POLICY 
If a Student desires to take a leave of absence from his/her studies, the student must request a leave of absence, include the student’s reason for taking a leave of absence, and the following policy will be in effect: 
1. The request must be made in advance of the leave. The Student provides requested documentation to the School Director and it will be reviewed on an individual basis.
2. The request must be made in writing and the reason(s) for the student’s leave must be specified. An LOA must meet certain conditions to be counted as a temporary interruption in a student’s education instead of being counted as a withdrawal requiring the institution to perform a refund calculation. An LOA may be granted for medical, personal and/or financial reasons.
3. The leave request must contain the Student’s signature and a school official/financial aid administrator's signature
4. The leave of absence does not exceed 180 calendar days in a 12-month period.
5. In the event the Student cannot make the request in advance (i.e., due to a car accident or other unforeseen circumstance), then the Institute may still allow a leave. The beginning of the leave will be determined as the first date the Student was unable to attend the institution because of the accident and an end date will be noted that will not exceed the 180-day maximum. The Institute will document the reason(s) for its decision and collect the request from the Student at a later date. 
6. There must be a reasonable expectation that the Student will return from the LOA. 
7. The Student shall not owe any additional fees during any approved leave of absence and will not be granted any additional financial aid assistance as a result of any extension of the term of this contract as a result of any approved leave of absence. 
8. If enrollment is temporarily interrupted for a leave of absence, the Student will return to class in the same progress status as prior to the leave of absence. 
9. Hours elapsed during a leave of absence will extend the Student’s contract period and maximum time frame by the same number of calendar days taken in the leave of absence and will not be included in the Student’s cumulative attendance percentage calculation. Changes to the contract period on the enrollment agreement must be initialed by all parties or an addendum must be signed and dated by all parties.
10. A leave of absence will be granted at the discretion of the school director. Students who withdraw prior to the completion of the course and wish to re-enroll will return in the same satisfactory academic progress status as the time of withdrawal. 
11. A Student granted an LOA that meets these criteria is not considered withdrawn, and no refund calculation is required at that time;
12. If the Student fails to return from the LOA, the withdrawal date for the purpose of calculating a refund is always the student’s last date of attendance.  If the student takes an LOA of 180 days and then fails to return from the LOA, this could cause the student to go into immediate repayment of any loans that may have been disbursed prior to the start of the student's LOA.

























CLEANING
The student is expected to keep his/her area clean at all times. When performing services on a patron, the student must make sure that his/her area is clean before proceeding to the next patron. The styling chair and counter must be wiped down completely and all hair swept and disposed of after each service. The student's area must be cleaned before clocking out for the day. Failure to do so may result in disciplinary action. This is a Maine State law. 
All students must assist in cleaning up prior to leaving at the end of the day. Students work as a team to ensure sanitary and safety precautions are met in accordance with Maine State law. Each student will be assigned specific cleaning tasks (sweeping, washing towels, folding towels, cleaning mirrors, etc.) Failure to assist in cleaning will result in disciplinary action.

ADMINISTRATIVE WAIVER

The School reserves the right to waive certain specific portions of the Catalog/Student Handbook, for good cause, provided doing so is not in violation of laws, regulations or criteria with which the School must comply. In no event shall such waiver be construed to represent precedent or to negate the full force and effect of any portion of the Student Catalog/Handbook.









STUDENT CONDUCT/DISMISSAL POLICY REGARDING RULES & REGULATIONS & GRIEVANCE POLICY
We are committed to providing a calm, organized training environment for our students. All students are expected to be courteous and helpful to our guests and to one another. Unnecessary personal and/or negative comments about fellow students, employees, guests, or any individual associated with the school is unacceptable. All students and staff should refrain from any conduct which is illegal, fraudulent, dishonest, negligent or otherwise unethical in all their dealings connecting them to the school.
To protect all students, the School reserves the right to suspend, or terminate the training of any student unable or unwilling to abide by the rules of the school. Specific disciplinary codes and hearing procedures are outlined in this catalog/handbook. Failure to maintain Satisfactory Academic Progress or default in the monthly tuition payment may also be reason for termination. 
Any student or staff member has the right to bring a grievance to the school’s attention.   This enables students & staff to be heard without fear of retribution or prejudice, and to help identify and eliminate legitimate causes for dissatisfaction. This procedure is separate from and applies to all issues other than grades. 
a) Complaints should first be brought to your teacher advisor.
b) If the teacher advisor is unable to satisfy the complaint, it should be brought in writing to the Director (form available in the administration office). 
c) A committee will meet with the person filing the grievance and a determination will be made in writing.
d) After going through the school’s complaint process, a student or staff member has the right to pursue the matter further through NACCAS, 3015 Colvin Street, Alexandria, VA  22314 (703) 600-7600.  



















CODE OF CONDUCT/PROFESSIONAL STANDARDS: 
To help all of our students achieve excellence we have established these guidelines to ensure fairness, understanding and positive work habits among our students. To help prepare you for the workplace the Institute operates much like a professional salon environment. 
1. To maintain a learning environment for all students, anyone who is disruptive in the classroom or on the clinic floor (gossip, rudeness, foul language or other unprofessional behavior) may be dismissed for the day with a written warning resulting in a loss of hours and may be considered cause for suspension or termination. 
2. Food, candy, gum and beverages are allowed in the break room areas only and only during the assigned breaks and lunch period. 
3. Because the school is a smoke-free facility, smoking is not allowed inside the building. Smoking is permitted only during the assigned breaks in the designated smoking area. The smoking area should be kept clean and litter free at all times. 
4. To ensure that each student receives consistent and comprehensive instruction in the classroom and clinical environments, students need to remain in assigned areas or receive instructor permission to be in unassigned areas. 
5. All services or work done by students must be assigned by, performed under the supervision of, and evaluated by an instructor and/or student instructor within the educational situation. Students who refuse an assigned service or fail to complete an assigned service will be dismissed for the remainder of the day with a written warning resulting in a loss of hours. Student kits are to be used for assigned services only. Only authorized solicitation of products, merchandise or services will be considered professional. 
6. Students cannot receive personal calls at the school. Under no circumstances are students allowed to use the phones at the front desk.
7. Students are not permitted to have visitors during school hours.
8. Students are not allowed to leave school during regular hours without permission from an instructor, and students must clock out when leaving the building.
9. Students are subject to random bag searches as they leave school property.
10. To benefit from the training and technical experience the school offers, students need to be mentally alert and have a sober state of mind. Students using controlled substances or intoxicants will be terminated.
11. Each student is responsible for his or her equipment. All kit items required by the student’s curriculum must be in the student’s possession at all times during school hours.
12. Students are responsible for their own personal property. In order to perform professional services, student kits are to be complete at all times. If any kit items are missing or damaged, the student will be required to replace the item within 24 hours. If a student leaves their kit or any personal property on school grounds beyond fifteen days of their last date of attendance these items will be disposed of by the school. Stealing, defacing or damaging student or school equipment or property can result in termination and require monetary restitution.  Aveda Institute Maine is not responsible for any lost, damaged or stolen personal property.
13.   Any student that performs services outside of school or misleads a client regarding their student status will be terminated.  It is a Class E crime in the State of Maine. 
14.  Lack of preparation, not having necessary items for class, and sleeping in class will result in a student being sent home for the day.
15.  Inappropriate bodily contact or conversation will result in termination.  Bodily contact or conversation that makes others uncomfortable because of its sexual or sensual quality is unacceptable.  
16. Students cannot bring children to school while they are clocking hours.
17. Students who earn a personal service voucher may receive a service at the instructor’s discretion and approval. Students will receive a 50% discount off all services with the exception of haircuts and blowouts, which are at no cost to the student. The service that the student is receiving must be educationally beneficial to the student. Students must be in good standing, which includes regular attendance as well as good academic and clinic performance. All services will be paid for and a receipt given to an instructor before the service begins. 




















































18. Any bullying or inappropriate behavior towards a staff member or students on any social media outlets will result in immediate disciplinary action congruent with Aveda Institute Maine’s violation procedure.

19.  Cellular Phone Policy: Cell phones must be put in silent mode upon arrival to Aveda Institute Maine. Personal use of cell phones is prohibited on the clinic floor and in the classrooms unless being used for school related purposes. Aveda Institute Maine phones are for business only and may not be used for personal calls. We are not able to take messages for staff /students at the front desk.

20. Copyright infringement occurs when a copyright is reproduced, distributed, performed, publicly displayed, or made into a derivative work without the permission of the copyright owner. Students are unable to copy or download copyrighted materials via the school internet.

21. Aveda Institute Maine reserves the right to change any policies or procedures. In the event of a policy change, any new information is conveyed to students by posting a memo on the student bulletin board, and/or posted on the student site. It is the responsibility of each student to read messages posted on the student bulletin board or student site on a daily basis. 

Violation Procedure
If any student is in direct violation of school policies or the code of conduct, the following actions may occur.
1. Verbal Warning
2. Written Warning
3. Written Warning
After Second written warning a meeting with Director
· 1 - 5 Day Out of School Suspension
· 1 - 5 Day Out of School Suspension
· Termination
Investigation Procedure
If an investigation is deemed necessary, the student will be placed on a two week leave of absence suspension. The student will not accrue any additional charges due to an investigational suspension. The student will be required to meet with the institute representative to receive the results of the investigation. It may result in the following:
· 5 Day Out of School Suspension served during initial two week leave of absence suspension
· Termination

























Major Standard Violations
Major standards include using controlled substances/alcohol, defacing or destroying property, stealing, cheating, falsifying documents, committing fraud, abusing and/or causing physical harm to others and violating local, state and federal laws. A violation of a major standard will result in termination.
Termination
[bookmark: _Hlk174953754][bookmark: _Hlk174953755][bookmark: _Hlk174953880][bookmark: _Hlk174953881]Students who are terminated have up to 3 school days to provide the School with a letter of intent to continue their education. Once the Director has agreed that the student is prepared to comply with the professional standards of the school, the student may return to school; however, a record of termination will be recorded in the student's permanent file. During termination, no clock hours may be earned. If a student fails to respond in 3 school days, the student is automatically terminated.












GRADING POLICY:
All theory, practical and examination grades are given as numerical with a scale of 0 - 100 points. A grade of 79% is considered failing in all such situations. Clinic grades, due to the nature of working with the public, are given as approved or unapproved.
Grading Scale
99-100 =A ,97-98 =A- ,95-96 =B+,93-94 =B,89-92 =B-,86-88 =C+,84-85 =C,81-83 =C-,80 =D,0 to 79 =F (Failing)
It is extremely vital to stay current with any missed assignments or tests.  A student who does not complete all phase requirements will not be able to enter the next phase and clock in hours.

Progress Reports. A student will receive a monthly progress report emphasizing academic, practical and clinical areas.  All students are required to maintain a minimum grade point average of 80% for each month.  




















MODELS
On occasion during your education at Aveda Institute Maine you will need to provide live models to complete assignments. Each student is responsible to provide their own models. A student without a model for certain assignments will not be allowed to participate in the class project and may result in the student being sent home for the day with an incomplete grade.






STUDENT APPEARANCE & DRESS CODE
Aveda Institute Maine is committed to preparing each student for their new career in the fashion and beauty industry.  Guests in the clinic look to us for advice about beauty and their image. All students represent Aveda Institute Maine and are expected to project an image of professionalism when it comes to dress, style and hair fashion. 
  Aveda Institute dress code is professional, SOLID black tops and bottoms. A student's appearance is vital to creating a professional environment.  Students are encouraged to dress as they would for an interview each day. Students are required to be in professional dress code at all times. Students must arrive ready for the day—groomed and professional. Failure to meet the standards may result in being sent home, dress code is subject to change. 
Tops 
· Solid black professional tops 
· OFFICIAL Aveda branded shirt 
Bottoms 
· Solid black professional bottoms
Accessories 
· Colored accessories including jewelry, shoes, socks, scarves, ties, hats, and belts are professional
Footwear  
· Shoes may be in color, open toe and open heel. No beach flip flops or Crocs.




























OPTING-OUT OF THE KIT SUPPLIES, TABLET, & BOOKS
In an effort to protect students and ensure their best interest, the US Department of Education published new rules (34CFR668.161-167) via the Federal Register on October 30, 2015. The Program Integrity and Improvement rules require all schools offering financial aid to provide students the ability to opt-out of course material fees associated with kit supplies, books or other supplies offered by the school.
Aveda Institute Maine is always working with its suppliers to ensure students are getting their kit items and text books/course materials at the lowest cost possible. Please note that opting-out of the fee and the automatic delivery of the electronic book and materials may hinder your success in the class and it is not recommended.
Students wishing to exercise their right to opt-out of all or a portion of their kit items, iPad or books should complete the opt out form at least 30 days prior to the first day of class.








GRADUATION REQUIREMENTS
A Certificate of Graduation will be awarded to the student upon compliance with the following requirements:
· Complete the course hour requirement and the required number of services. 
· Have a grade point average of 80% or above. 
· The student must attend all required classes, and pass all required tests.
· The student must meet all obligations of any signed agreements with the School, including payment of all amounts due for tuition.
· Pass the final exam and the practical Mock State Exam with at least 80%.
· [bookmark: _Hlk174950820]Complete exit interview information.

After meeting these requirements, a student will be awarded an Official Affidavit of Hours verifying completion. The school will hold graduations on predetermined dates, usually held on a Friday at 3:00 PM. Students that cannot attend or do not show up for the graduation can pick up their awards and graduation certificate from the Admissions Office the following week. 











INSURANCE/WORKMAN’S COMPENSATION
Aveda institute Maine does not provide medical insurance for students. Because students are not employees of Aveda Institute Maine, they are not eligible for workman’s compensation. It is the current law in the US for all citizens to provide their own medical insurance.

VISITOR POLICY
Students are not allowed to have visitors in the classroom or clinic during school hours. Only visitors that have an appointment or are being used as a model will be allowed in the clinic/classroom areas. Students are not allowed to have children present at the school while clocking in hours. Students with minor children coming into the school for an appointment must have an accompanying adult for supervision. A visitor who is providing transportation for a student must wait in the retail lobby area. 











DRUG AND ALCOHOL ABUSE POLICY

Aveda Institute Maine’s campus is a Drug Free Environment. Alcohol, non-prescription drugs, marijuana, or any other mood-altering drugs are strictly forbidden by Aveda Institute Maine and are not allowed. The distribution or possession of any controlled substance is prohibited.  Any violation of this policy is a major offense for which the employee or student could be terminated on the first offense. Please notify the Director immediately if you have been prescribed a mood-altering drug by a physician.  Aveda Institute Maine will not illegally discriminate on the basis of this information.

Serious health risks can be associated with use of illicit drugs and alcohol abuse. Excessive alcohol consumption can affect your heart, liver and brain. Alcohol abuse can also lead to cancer.

Students must agree to abide by the terms of this policy. Students who appear to have a chemical dependency that affects or interferes with their performance of assigned duties will be encouraged to pursue professional treatment. If treatment is not successful or refused, termination may occur. Seeking help or treatment will not preclude disciplinary action as a policy violation. 

A list of Agencies for assistance and help are listed on the information boards. 


















Financial Aid  
Financial Code of Conduct Aveda Institute Maine and all staff follow the guidelines listed below: 
1. We do not solicit or accept anything of value from any lender, in exchange for any advantages by a lender to make private loans to students enrolled. 
2. Prohibits employees of the Institute to accept gifts worth more than $10.00 from any lender. This would include discounts, gratuity, entertainment, hospitality or any such favors. 
3. Prohibits employees of the Institute or Financial Aid Office who has responsibilities with federal and or private student loans to enter into an arrangement of consulting or contracting with a lender, servicer, guarantee agency, or with a lender to provide services relating to educational loans. 
4. Prohibits school employees or representatives from providing staffing services to the Financial Aid Office. 
5. Prohibits employees, representatives, or agents of a lender for representing themselves as employees of Aveda Institute Maine to students or parents. 
6. Requires employees of Aveda Institute Maine to obtain permission from the Director to serve on the advisory board of a lending institution or accepting any payment for expenses for serving on a board. 
7. Does not accept revenue sharing between Aveda Institute Maine and lenders, servicers, or guaranty agencies. 
8. Prohibits conflicts of interest between Aveda Institute Maine employees and lenders, servicers, or guaranty agencies. 
9. Please contact the Financial Aid representative if you have any further questions. 

Financial Aid Policy 
Accredited by the National Accrediting Commission of Career Arts and Sciences 
Aveda Institute Maine offers financial aid to students who qualify in the form of: 
· Federal Pell Grants 
· Federal Direct Loans 
· Federal Direct PLUS Loans
· The future student’s program and citizenship may affect the awards for which he/she is eligible. The information in this section pertains to future students who are eligible for federal aid – US citizens and eligible non-citizens – but the information is available to all future students, including those who are not eligible for Title IV federal funding. 
Questions about financial aid may be directed to the financial aid administrator, at 207-621-9941 ext. 2 or by email at avedamaine@gmail.com 
Applying for Title IV Financial Aid 
A future student is eligible for Title IV financial aid at Aveda Institute Maine if he/she: 
· is enrolled in the cosmetology, esthetics, barber or instructor program 
· is a U.S. citizen or eligible non-citizen 
· is registered with Selective Service (males 18-25 only) 
· has not had eligibility suspended or terminated due to a drug-related conviction 
· has a valid social security number 
· is not in default on a federal student loan 
· maintains satisfactory academic progress while in school (see the Aveda Institute Maine SAP policy) 

Step 1: Complete the FAFSA by applying online at www.fafsa.ed.gov/. This is the fastest and easiest way to apply. FAFSA also has an app. Make sure you list Capilo School of Hair Design and its Federal School Code: 041774. Future students and parents can sign the application electronically with their FSA ID and Password. Future students and parents have the option to link their financial data directly through the IRS website on their FAFSA application. This can be done in the financial section of the FAFSA application through the IRS Link button. By linking your financial data, it will ensure everything is entered correctly
.
The FAFSA is a required document used to determine a future student’s eligibility for federal aid, such as Pell grants and Direct Subsidized, Unsubsidized, and PLUS loans. All future students must complete the FAFSA if they wish to receive financial aid from Direct Loans. Actual federal tax return figures should be used with the FAFSA. If you must file with estimated tax figures, you are required to make changes later. Return to the FAFSA web site (http://www.fafsa.ed.gov/), make changes, and submit those changes. Complete and file only one FAFSA per academic year, although the results may be sent to several schools. The future student should receive an e-mail within 1-3 days after submission of the FAFSA telling him/her how to go online and access their Student Aid Report (SAR). If the future student did not provide a valid e-mail address on the FAFSA, the SAR will arrive in the mail. Check the SAR to make sure there are no errors. If you listed Capilo School of Hair Design on the FAFSA, we will receive the results electronically within 3 days. Retain the correct SAR for your records. Should we need a copy, we will request it. If the SAR has not been received within four weeks, call 800-4FEDAID (800-433-3243). 

Step 2: Complete the Master Promissory Note (MPN) and Entrance Loans Counseling (www.studentloans.gov/). If this step is not completed, you will be unable to start the program as well as unable to receive federal funds. 

Step 3: If selected for verification (see Verification Policy), you must submit the following necessary documents: 
· Independent Students (students who are at least 24 years old, have a child, or are married): 
· The applicable year’s tax return or transcript and possibly W-2’s for you (and your spouse if applicable).
· Independent Student Verification Worksheet
· Low Income Verification Form (if receiving Pell Grants)

· Dependent Students (students who are under 24 years old, have no children, and are not married): 
· The applicable year’s tax return or transcript and possibly W-2’s for your parents and you if applicable.
· Dependent Student Verification Worksheet
· Low Income Verification Form (if receiving Pell Grants)

To request a tax return transcript from the IRS, you may order directly online or you may also request transcripts by calling 1-800-908-9946, or order by mail or fax using IRS Form 4506T (Request for Transcript of Tax Return). 
Create and maintain your own personal financial aid file. In this file, store copies of all forms, information, and communication with Aveda Institute Maine and other agencies. If something is lost or misplaced, you will have the information available to resubmit easily. Each student will be provided with a copy of their contract and financial plan upon enrollment. Students requesting additional copies of their paperwork should submit an office request form. Please refer to Release of Student File Policy for additional information. 

Determining Eligibility 
It is Aveda Institute Maine financial aid administrator’s duty to determine future student eligibility for financial aid, package aid, and provide notification of the financial aid award. The financial aid ―Estimated Award Letter details the programs and the estimated amount of financial aid for which the future student is eligible. 

When the future student receives his/her SAR, Aveda Institute Maine financial aid administrator will also receive the future student’s Institutional Student Information Record (ISIR). The family’s Expected Family Contribution (EFC) is found on this document. The financial aid administrator uses this document to verify that the future student’s citizenship status, social security number, and other factors that determine eligibility for Title IV funding are legitimate. 

Eligibility Restriction Due to Drug-Related Offenses 
A student is no longer eligible for Title IV funding upon conviction of any offense under Federal or State law involving the possession or sale of a controlled substance. Eligibility may be restated after ineligibility period ends or if the student satisfactorily completes a drug rehabilitation program that complies with Federal criteria or the conviction is reversed, set aside, or otherwise rendered nugatory. Upon eligibility reinstatement, it is the student’s responsibility to certify that the rehabilitation program was completed successfully and answer coordinating questions on the FAFSA. 

Citizenship 
If the future student is not a U.S. citizen or U.S. national, he/she must have the status of: 
U.S. permanent resident who has an I-151, I-551, or I-551C Resident Alien Card OR 
An Arrival-Departure Record (I-94) stamped Refugee, Asylum Granted, Indefinite Parole, Humanitarian Parole, Cuban-Haitian Entrant, or Conditional Entrant. 

If the future student only has the following proof of his/her immigration status, he/she is NOT eligible for federal student aid funds: 
Notice of Approval to Apply for Permanent Resident Card (Form I-171 or I- 464); 
Temporary Resident Card (Form I-688); 
Employment Authorization Card (Form I-688A or I-688B) 
Family Unity Status (Form I-797); or 
Arrival-Departure Record (I-94) stamped with F-1, F-2, or M-1 Student Visa, B-1 or B-2 Visitor Visa, J-1 or J-2 Exchange Visitors Visa, or G, H, or L series Visas. 

Future student should direct all questions regarding immigration status and eligibility for federal student aid to the financial aid administrator. 

When the future student completes the Free Application for Federal Student Aid (FAFSA), the Department of Education (DOE) verifies citizenship/immigration status with the Department of Homeland Security (DHS). If the future student’s status with DHS is acceptable, the Student Aid Report (SAR) will show confirmation of the eligible immigration status. If the status is not acceptable, the future student must submit a photocopy of immigration documents to the financial aid administrator and forward them to DHS in order to confirm immigration status. 

Deadlines: Contact your financial aid representative for details. 

		Acceptable Immigrant Status Documentation 

	Citizen Not Born in the United States 


	Certificate of Citizenship 


	Must have student's name, certificate number, and the date the certificate was issued 

	Certificate of Naturalization 
	Must have student's name, certificate number, Alien Registration Number, name of the court (and date) where naturalization occurred 




	



	
	

	
	

	Certification of Birth Abroad' Form FS-545, DS-1350, or FS-240 'Report of Birth Abroad' 
	Must have embossed seal "United States of America" and "State Department" 

	U.S. Passport 
	A current or expired is ok 

	Non-citizen National 

	U.S. Passport 
	Must have "Non-citizen National" stamp 

	Permanent Resident 

	"Permanent Resident Card" Form I-551 or the "Alien Registration Receipt Card," Form I-151 
	Must not be expired at the time of confirmation 

	Foreign Passport 
	Must be stamped "Processed for I551" with expiration date 

	"Arrival Departure Record" Form I-94 
	Must be stamped "Processed for I551" with expiration date or "Temporary form I-551" with appropriate information filled in 

	Other Eligible Non-Citizen 

	"Arrival Departure Record" Form I-94 
	Must be stamped as Refugee, Asylum status, Conditional Entrant (before April 1, 1980), Parolee, or Cuban-Haitian Entrant 



If the future student is selected to undergo this secondary confirmation and successfully submits the required documents to the DHS and Aveda Institute Maine, the institute will complete the ―request‖ portion of the INS Document Verification Request Form, copy front and back sides of all immigration status documents, attach copies to the Form G-845, and submit Form G-845 and attachments to the INS District Office within 10 business days.

Entrance and Exit Counseling 
An enrolled student of Aveda Institute Maine appropriating federal financial aid must complete the required Entrance Counseling. Aveda Institute Maine directs all of its prospective students to use the studentloans.gov website as the Department of Education provides a thorough overview of the Direct Loan and Pell Grant program. If a student fails to complete the required Entrance Counseling, he or she will be unable to proceed with enrollment. 
If an enrolled student is appropriating federal loans, he or she must complete the Direct Loan Master Promissory Note (MPN) in addition to the Entrance Counseling. Parents who wish to take out a Direct PLUS loan must also have an MPN on file with the Institution. The MPN can be completed by logging onto the studentloans.gov website with your FSA ID and Password. A prospective student will be unable to proceed with enrollment unless an MPN is on file. At the exit interview, students receive an in-person counseling presentation that includes a copy of their loan package encompassing rights, responsibilities, repayment options, and useful tools to help students on the road to repayment. 
The exit packet contains valuable information regarding the final steps to complete the program and additional information on the Maine Licensing process. Each student must complete two exit interviews. The first meeting is held with the Finance Department at least two weeks prior to completion. The student must complete exit counseling through NSLDS and meet with a Financial Aid Officer who will provide the borrower with more information regarding their rights and responsibilities and repayment options. During this meeting the Financial Aid Officer will also ensure the student ledger is accurate. The second meeting is held with the Student Services Department on the date of completion to ensure that all graduation requirements (please refer to Graduation Requirement Section) have been met prior to leaving the institute. 

Verification Policy

Policies and Procedures
Once a student completes and submits the FAFSA to the Central Processing System (CPS), there is a possibility that the application will be selected for a process called “Verification.”  The Verification process is the way in which a school must confirm the information listed on the FAFSA is accurate and ensures that eligible students received all the federal financial aid to which they are entitled.  If you are selected for Verification, you must complete the process in its entirety before your FAFSA is considered complete. 
If you are selected for Verification by the Department of Education, there will be an asterisk next to your Expected Family Contribution (EFC) on your Student Aid Report (SAR).    Aveda Institute Maine a Capilo School will notify each student via email.  Aveda Institute Maine a Capilo School will also provide to the student a Verification Worksheet along with instructions for submitting verification documents to the school.   Aveda Institute Maine a Capilo School reserves the right to institutionally select any student, even those not selected by the Department of Education, for Verification based on discrepant or incomplete information reported on the FAFSA.
In order to complete the Verification process, you must submit a completed Verification Worksheet along with all of the required documents that are listed on the worksheet, as well as additional forms provided (if applicable). Verification will be considered incomplete until all required documents have been submitted.
Required verification documents can include acceptable documentation (as defined below) determined by the verification tracking flag assigned by CPS. Applicants electing to use the IRS Data Retrieval Tool and who do NOT alter any information imported from their IRS tax return(s) are not required to submit tax documentation. Student/parent tax transcript(s) will be required if applicant elects not to use the IRS Data Retrieval Tool or who alter any information imported from their IRS tax returns. 

Required Verification Items:		 	Acceptable documentation: 
34 CFR 668.56 
Adjusted gross income (AGI) 		IRS data retrieval or applicable year’s tax return transcript 
U.S. income tax paid 		IRS data retrieval or applicable year’s tax return transcript 
Untaxed IRA distributions 		IRS data retrieval or applicable year’s tax return transcript 
Untaxed pensions 			IRS data retrieval or applicable year’s tax return transcript 
IRA deductions 			IRS data retrieval or applicable year’s tax return transcript 
Tax exempt interest 		IRS data retrieval or applicable year’s tax return transcript 
Education credits	 		IRS data retrieval or applicable year’s tax return transcript 
Number of household members 	Verification worksheet or signed certification statement 
Number in college 			Verification worksheet or signed certification statement 
SNAP (food stamps) received 		Verification worksheet or documentation from agency 
Child support paid 			Verification worksheet or signed certification statement 
Income earned from work 		Verification worksheet or signed certification statement 
Other untaxed income, including but not limited to: 
Payments to tax-deferred pension and savings 
Child support received 
Housing, food and other living allowance received 
Veterans’ non-education benefits 
Money received or paid on the applicant’s behalf 
Other untaxed income 

High School Completion Status 

High school diploma or high school transcript showing date diploma awarded or a state recognized equivalent (GED, state certificate, approved home-school credentials) or academic transcript showing completion of two-year program that is acceptable for full credit toward a bachelor’s degree.  
If a student is not using financial aid, proof of completion of 10th grade education can be acceptable. 


Identity/Statement of Educational Purpose 
Appear in person to Aveda Institute Maine a Capilo School’s office administrator/admissions department and present valid government-issued photo identification (driver’s license, non-driver’s license or passport) and a signed statement of educational purpose. If unable to appear in person student must provide valid government-issued photo identification (driver’s license, non-driver’s license or passport) and an original notarized statement of educational purpose signed by the student.
Time period to submit verification documents:
All Financial Aid applicants selected for Verification must complete the process by the deadline published in the Federal Register. 
Students are notified, in a timely manner, of all required documents to submit to the school. The verification process cannot begin and/or be completed until all required documents are submitted. Generally, from the time we send the student the initial notice students are given 30 days to submit the required documents to the school.  
Consequences for failing to submit documents in time could result in: 

1)   The student being responsible for paying his/her fees out of pocket.
2)   The student cannot be processed for a Financial Aid Award.
3)   The student not being considered for a Financial Aid Deferment.
4)   The program- year ending with the student having an outstanding balance with the school.  This could result in late fees and the student’s account being turned over to a collection agency.
Making corrections to the FAFSA data:
Once the student receives their SAR, they should review it for accuracy.  If changes are needed, the student (and/or parents) should submit changes/corrections to the FAFSA online.
Once all verification documents are received by the Office of Student Financial Aid, the file will be reviewed for accuracy and completeness.  Often times, corrections are required if the information indicated on the submitted documents does not match the FAFSA data. The Office of Student Financial Aid will submit corrections on the student’s behalf. The corrections will be sent to the CPS via the Department of Education System.  Generally, the corrected data is processed and received back in our office within 72 hours after corrected data is submitted.
An email is sent to the student informing him/her once the corrections have been returned.  If no additional corrections are needed (pending the student has not also submitted corrections), and the student meets all necessary eligibility requirements, then an award will be processed.  
If the Student EFC changes and Student Aid Amounts Change:

In the event your EFC changes on an initial SAR, prior to the student being awarded, the award will be based on the last valid SAR transaction.
If the EFC changes after the student has been awarded - the award must be cancelled.
The file will be re-evaluated, and additional documentation may be requested from the student.  Once that process is completed and pending the student meets all eligibility criteria, the student will be re-awarded based on the last valid SAR transaction and EFC.
If the EFC changes occurred which caused a change to the Financial Aid award, the student will receive a revised Award Notification 
If the student receives an overpayment based on inaccurate or conflicting information on any application and refuses to correct the information or repay the Federal funds after being counseled by the institution, the school will refer the case to ED for resolution. Unless required by ED, no Federal financial aid will be disbursed to the student. 

Office of Inspector General (OIG):   
Students and parents who willfully submit fraudulent information will be investigated to the furthest extent possible. All cases of fraud and abuse will be reported to the proper authorities (Central Processing Servicer (CPS), Judicial Services, IRS <if applicable>, including the Office of Inspector General https://oig.hhs.gov/.


Creating the Financial Aid Award 
When all required documents are verified, the financial aid administrator creates a financial aid package for the future student. The Office of Financial Aid determines the future student’s financial need upon review of his/her financial aid application. Financial need is determined by subtracting the Expected Family Contribution (EFC) from Aveda Institute Maine cost of attendance. 
Cost of Attendance (COA) – Expected Family Contribution (EFC) = Financial Need. 
Once the financial aid administrator has determined the level of financial need, the financial aid administrator creates a financial aid package. The package is created in this order: 
Pell Grant (if eligible) 
Direct Subsidized Loan (if eligible) 
Direct Unsubsidized Loan (if eligible)
Direct PLUS Loan (if eligible) 
The administrator will complete a financial plan with the student with respect to their budget during their enrollment. 



Professional Judgment 
Section 479A of the Higher Education Amendments of 1992 authorized the financial aid administrator to exercise Professional Judgment (PJ) on a case-by-case basis. Professional judgment is a discretionary action on the part of the financial aid office to address unusual circumstances that affect a student’s/parent’s ability to pay for educational expenses. Using professional judgment, the aid administrator may adjust the expected family contribution (EFC) and thereby make education more affordable. 
The following are examples of conditions/reasons for which a student may request an adjustment to their EFC. 
1. Death of a parent or the independent student's spouse
2. Loss of employment by student/spouse/parent (for at least 3 months)
3. Loss of earnings due to disability 
4. Loss of untaxed income and benefits
5. One time income (ex. Back year social security payments)
Other extenuating circumstances will be considered on a case-by-case basis. If a student/parent would like to apply for professional judgment consideration, it is necessary to write a letter requesting a review of the current financial situation. This letter should explain in detail the current financial situation and why an adjustment to the EFC is warranted. The financial aid administrator will review all letters of request on a case-by-case basis. If the financial aid administrator decides that changes to any data elements on the FAFSA are warranted, the financial aid administrator will make changes to the FAFSA electronically and send it to the Federal Processor. Once the correction is made by the U. S. Department of Education, the Division of Student Financial Assistance will notify you by mail of the change in your expected family contribution and new award amount(s). You will also be notified if there is no change to your EFC or financial aid awards. 
Any future student or governmental official who has a complaint concerning Aveda Institute Maine’s management of Title IV, HEA programs may seek resolution by contacting Anthony Coco, Owner.  The Owner will receive the complaint and assist the future student in resolving the complaint. 

Additional Funding 
Each future student will receive a financial plan that outlines their awards for the duration of the program. The school will follow this as a guideline for the student’s education funding. A student has the option to change their funding during the program, should the need arise. A student should follow the process of contacting the financial aid administrator to make the necessary adjustments. 

The Estimated Award Letter 
Each future student will receive an Estimated Award Letter prior to disbursement indicating the type and amount of Title IV funding in the award package for the award year. The Estimated Award Letter will contain specific information about how and when funds will be disbursed. 
Upon receipt of the Estimated Award Letter, the future student should: 
· Read the letter using this handbook as a guide to make sure he/she understands the terms of the awards offered. 
· Notify the financial aid administrator of any scholarships. 
· If the future student is satisfied with the award and would like to keep all of the funding, he/she must return a signed copy of the Estimated Award Letter to the financial aid administrator within 14 business days. 
· If the future student’s award package contains Direct Loan Funds in the form of Direct Subsidized, Direct Unsubsidized, or Direct PLUS loans, the future student has the right to cancel all or a portion of the loans. Future students who wish to decline a portion of their aid should modify and sign their Estimated Award Letter before returning it to the financial aid administrator.

All changes on the estimated award letter must be signed and returned to the financial aid administrator within 14 business days. If the Estimated Award Letter is not returned within 14 business days, there may be a delay in fund disbursements. Future and current students may adjust their financial aid at any time during their normal contracted hours and within their borrowing eligibility limits. 

Types of Awards 
Pell Grants 
The Federal Pell grant program is available to students with an expected family contribution (EFC) that is within a certain range. The higher the EFC, the less Pell grant money received. And if once the EFC reaches a certain limit, zero Pell grants are awarded. For future students who qualify, the Pell grant is the foundation of financial aid. Students may also be eligible for state grants. Other federal and non-federal sources of funding may be added to the award package to meet the future student’s total cost of attendance. Unlike loans, grants do not need to be repaid. 
The Department of Education requires that each future student file the Free Application for Federal Student Aid (FAFSA) and submit any additional documentation required by the federal government or the institute to the institute’s financial aid office in order to be eligible for any Title IV funding. Completion of the FAFSA will also determine state grant eligibility. Once all of the required documents for financial aid are submitted, the financial aid administrator determines a future student’s financial aid eligibility. 
The policy and procedures for administering the federal Pell grant are as follows: 
· The financial aid administrator determines future student enrollment status. Enrollment for the cosmetology, barbering, and esthetics is always full time based on 32.5 hours a week. The instructor program can either be full time at 32.5 hours a week or part time at 19.5 hours a week.
· The financial aid administrator determines the future student’s Pell cost of attendance (COA). If the program is longer or shorter than Aveda Institute Maine’s definition of the academic year (900 clock hours) the financial aid administrator prorates the COA to reflect one academic year. 
· After calculating the Pell COA, the financial aid administrator uses the EFC as reported on the future student’s institutional information record (ISIR) to determine the total Pell grant award. 
· Pell funds are drawn down and disbursed twice per academic year. See the Definition of Academic Year policy for each program’s payment periods. The Definition of Academic Year policy states the specific number of hours and weeks a future student must complete in order to move to the second payment period in the academic year and receive the second disbursement of Pell grant funds. 
· Payments per payment period are determined using the payment schedule set by US Congress 
We are proud to offer Student Federal Aid to our students at Aveda Institute Maine. 
Federal Direct Loans 
Aveda Institute Maine offers Federal Direct Loans (Direct Subsidized and Unsubsidized Loans) in its financial aid packages. To apply for these loans, the future student must file the FAFSA and submit any additional documentation required by the federal government to the institute’s financial aid office. The financial aid administrator then determines the future student’s eligibility for these loans. All Federal loans will be submitted to the National Student Loan Data System (NSLDS), and will be accessible by guaranty agencies, lenders, and schools determined to be authorized users of the data system. 

Direct Subsidized Loans
There is no interest charged to a future student’s subsidized loan as long as he/she maintains half-time enrollment at the institute. The interest rate varies each year on new loans and is adjusted each July 1st. Unsubsidized loans are available to future students who do not qualify for the subsidized loan or have additional financial need after the subsidized loan is added to the financial aid award package. Unlike the subsidized loan, interest accrues on the unsubsidized loan while the future student attends school. The interest rate also remains fixed during the grace and deferment periods and repayment. Future students have the option to pay interest while it accrues or add it to the principal balance of the loan. 

Subsidized loans interest will not change throughout the life of the loan. There is no interest charged to a future student’s subsidized loan as long as he/she maintains half-time enrollment at the institute. The interest rate varies each year on new loans and is adjusted each year on July 1st. Unsubsidized loans are available to future students who do not qualify for the subsidized loan or have additional financial need after the subsidized loan is added to the financial aid award package. Unlike the subsidized loan, interest accrues on the unsubsidized loan while the future student attends school. The interest for unsubsidized loans also remains fixed during grace and deferment periods and repayment. Future students have the option to pay interest while it accrues or add it to the principal balance of the loan. 

If the future student chooses to accept any of the Direct Loans, he/she must complete a Master Promissory Note (MPN). Aveda Institute Maine uses the electronic MPN, but a future student may request a paper MPN. The future student may complete the MPN online at www.studentaid.gov. Only one MPN must be signed for both subsidized and unsubsidized loans. Because the institute exercises the multi-year MPN functionality, future students may use a single MPN across his/her entire academic career. 
Direct Loan funds are drawn down twice per academic year. See the Definition of Academic Year policy for each program’s payment periods. The Definition of Academic Year policy states the specific number of hours and weeks a future student must complete in order to move to the second payment period in the academic year and receive the second disbursement of Direct Loan funds. First-time Direct Loan borrowers must wait for a 31-day probationary period before the first loan draws down. 

Before Aveda Institute Maine may disburse loan funds, the future student must complete loan entrance counseling. The future student must complete entrance loan counseling online at: www.studentaid.gov. This counseling provides loan borrowers with extensive information regarding the loan's terms and conditions. It also provides useful tips and tools to help future students develop a budget for managing educational expenses. 

Direct Unsubsidized Loans
A Direct Unsubsidized Loan is a federally guaranteed loan that is not based on financial need. Interest will accrue from the time the loan is disbursed to the school. You do not have to make interest or principal payments until six months after graduation, or six months after you drop below half-time status. If you choose not to pay the interest while you are in school and during grace periods and deferment or forbearance periods, your interest will accrue (accumulate) and be capitalized (that is, your interest will be added to the principal amount of your loan). The amount you can borrow is determined by considering the cost of attendance and other financial aid you receive. 

Direct PLUS Loans 
Parents of future students have the option to borrow the Direct PLUS Loan on behalf of the future student to help pay for tuition and expenses related to an education at Aveda Institute Maine.  The future student must be enrolled at least half-time, and the parent must pass a credit check in order to receive this loan. This loan is unsubsidized, so interest accrues while the future student is in school. Interest is charged on Direct PLUS Loans during all periods, beginning on the date of your loan's first disbursement. To qualify for the PLUS loan, a future student must file a FAFSA. The Parent, along with the credit check, must also complete a PLUS loan application, a PLUS loan Master Promissory Note (MPN), and the PLUS loan entrance counseling. There is no annual limit, but the PLUS loan amount may not exceed Cost of Attendance (COA) – Estimated Financial Assistance (EFA). The financial aid administrator may replace the future student’s expected family contribution (EFC) with the PLUS loan. 
PLUS loan funds are drawn down twice per academic year. See the Definition of Academic Year policy for each program’s payment periods. The Definition of Academic Year policy states the specific number of hours and weeks a future student must complete in order to move to the second payment period in the academic year and receive the second draw down of PLUS loan funds. *All interest rates and fees are calculated by the federal government and are subject to change.
***If a dependent future student’s parents are denied a Direct PLUS loan, the future student is eligible for an increase in Unsubsidized Direct Loans.





Other Financial Resources 

Private Scholarships and Loans 
Organizations and corporations offer scholarships to students. Connect with the organizations and corporations in your life and ask if they offer scholarships. You can also contact the financial aid office for a list of scholarship resources in the cosmetology industry. Private educational loans are also available to those who qualify. You can always go to www.TheLoanForMe.com to see some options.
In-House Scholarships 
Criteria for any in-house scholarships or grants, the process for application, notification of award or denial, the disbursement schedule, the credit methodology, and disqualifications parameters are articulated to the recipient of the award and agreed upon by signature through an official award letter. 

Definition of the Academic Year 
The academic year is defined as 900 clock hours for all programs. There are two payment period per academic year. For all programs, the first payment period is the period in which the student successfully completes ½ the clock hours and ½ the instructional time in the program. The second payment period is the period in which the student successfully completes the remainder of the program and will receive any excess funds he/she may have on their account for that academic year.

Over-award and Recalculation of Pell and Direct Loans
An over-award occurs when a student is awarded funding that he or she was not eligible for. Several examples of why an over-award can occur are: 
· The Institute awards aid to a student who is ineligible for a specific program and/or is ineligible for any FSA program assistance such as a defaulted student loan; 
· The student’s award exceeds the regulatory maximum, e.g., the annual or aggregate loan limits or a Pell award based on the wrong payment schedule/enrollment status; 
· The student’s aid package exceeds that of his or her need (including when the student’s Expected Family Contribution (EFC) is revised upward after initial packaging); 
· The student’s awards exceed his or her cost of attendance (COA); 
· The student is receiving Pell grants at multiple schools for the same period. 
· The student makes an update or change on their FAFSA application after the awarding period, changing their dependency status. 
· The student fails to make attendance at the start of the program.

Aveda Institute Maine sets up their financial plans to ensure that each student is aware of the funding that he or she is eligible for and how it will be applied. If an over-award occurs due to any reason, Aveda Institute Maine will contact the student immediately to discuss a plan of action. The student will meet with a finance representative to adjust his/her estimated financial plan (EFP) to meet the guidelines. Aveda Institute Maine will determine over-awarding while adhering to standard Department of Education guidelines specifically applying all grants and/or scholarships to a student’s account prior to Direct Loans of any kind. Once recalculations have been submitted and approved by both parties, a financial representative will take the necessary action, working with the bookkeeper as well as Aveda Institute Maine’s third-party processor. 

Overpayment 
If a situation arises where a student has been overpaid the proper excess amount that he/she should receive, a finance representative shall contact the student immediately to discuss the matter. Solutions are based on the student’s individual financial situation. If an over payment does occur, Aveda Institute Maine will take appropriate action adjusting the student’s awards considering the best financial plan for the student. If the overpayment has resulted in a balance on the student’s ledger, the student will meet with a financial representative to set up a financial plan. Please remember, transcripts will not be released if there is a balance on the student ledger.

Credit Balances
If a student authorizes the school to manage the Federal Student Aid (FSA) credit balance on their student account the student may withdraw their authorization at any time by providing a written request to the following address:  Director of Financial Aid, Aveda Institute Maine a Capilo School, 43 Bridge Street, Augusta, Maine 04330.  The institution will deliver any remaining credit balance to you within 14 days. In no case will Aveda Institute Maine a Capilo School hold an FSA credit balance of loan funds beyond the end of the loan period, nor an FSA credit balance of other funds beyond the end of the last payment period in the award year for which the funds were awarded.

Over Contract
In the event a student fails to complete the program within the allotted time as outlined in the enrollment agreement, the student is responsible for payment of any over contract charges due to the school.  Title IV, HEA funds are not used by the school to pay a student’s over contract charges.  



[bookmark: _Hlk173321732]SATISFACTORY ACADEMIC PROGRESS POLICY
Satisfactory progress in the areas of attendance and academic work is a requirement for all enrolled Aveda Institute Maine students. Students receiving federal Title IV financial aid funds must maintain satisfactory progress in order to maintain eligibility for such funds. Aveda Institute Maine’s Satisfactory Academic Progress Policy is consistently applied to all enrolled students. This policy is printed in the handbook/catalog to guarantee that all students receive a personal copy prior to starting. The Satisfactory Academic Progress (SAP) Policy has been established to meet the guidelines set by the National Accrediting Commission of Career Arts and Sciences (NACCAS) and the federal regulations established by the United States Department of Education.
Satisfactory Academic Progress (SAP) Evaluations Periods
Students are evaluated for Satisfactory Academic Progress as follows: (At the point when the student successfully completes the scheduled clock hours for that payment period.)
· [bookmark: _Hlk175053093][bookmark: _Hlk174351371]Cosmetology: 1500 Hour Course. This program uses an academic year of 900 clock hours to be completed in 46.2 weeks. Evaluations at 450 (14 weeks), 900 (32 weeks), & 1200 (37 weeks) actual clock hours  
· [bookmark: _Hlk174351664]Esthetician: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           Evaluation at 300 (10 weeks) actual clock hours
· Barber Hair Stylist: 800 Hour Course. This program uses an academic year of 900 clock hours to be completed in 24.6 weeks. Evaluation at 400 (13 weeks) actual clock hours 
· Nail Technician: 200 Hour Course. This program uses an academic year of 900 clock hours to be completed in 6.2 weeks.           Evaluation at 100 (4 weeks) actual clock hours 
· Instructor: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           Evaluation at 300 (10 weeks) actual clock hours  
· Instructor (Part-Time): 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 31.7 weeks. Evaluation at 300 (16 weeks) actual clock hours  
· Transfer Students - Midpoint of the contracted clock hours or the established evaluation periods or whichever comes first. 
The scheduled evaluations will determine if the student has met the minimum requirements for Satisfactory Academic Progress. The scheduled evaluation will also ensure that each student has a sufficient opportunity to meet both the attendance and academic progress requirements of at least one evaluation by midpoint in the course. Students meeting the minimum requirements for academics and attendance at the evaluation point are considered to be making satisfactory academic progress until the next scheduled evaluation.
Attendance Progress
Students are required to attend a minimum of 70% of the hours possible based on the applicable attendance schedule in order to be considered maintaining satisfactory attendance progress. Evaluations are conducted at the end of each evaluation period to determine if the student has met the minimum requirements. The attendance percentage is determined by dividing the total hours accrued by the total number of hours scheduled. At the end of each evaluation period, the school will determine if the student has maintained at least 70% cumulative attendance since the beginning of the course which indicates that, given the same attendance rate, the student will graduate within the maximum time frame allowed. Standard rounding rules apply
The maximum time a student has to complete is 143% of the program length (70% minimum overall attendance average). The regular and maximum time for completion of each program is set forth below. (The regular time schedule is offered at 32.5 hours per week.)  
Regular Time      Scheduled Clock Hours	     Maximum Time 	Scheduled Clock Hours
Cosmetology		46.2 weeks                 	1500		      66 weeks 		             2145
Esthetician 		18.5 weeks         		 600		      26.4 weeks 			858
Barber Hair Stylist 	24.6 weeks         		 800		      35.2 weeks 		             1144
Instructor	 	18.5 weeks         		 600		      26.4 weeks 			858
Instructor (Part-Time)	31.7 weeks		 600		      44.3 weeks			864
Nail Technician		  6.2 weeks           	 200		        8.8 weeks			286

Students who have not completed the course within the maximum timeframe may continue as a student at the institution on a cash pay basis. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. If a student takes a Leave of Absence the leave extends the student’s contract period and maximum time frame by the same number of days of the leave of absence.
Academic Progress 
[bookmark: _Hlk173221802]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 cumulatively. Practical assignments are evaluated as completed and counted toward course completion. Students must maintain a written grade average of 80 %. Numerical grades are considered according to the following scale:
Grading Scale
99-100 =A, 97-98 =A-, 95-96 =B+, 93-94 =B, 89-92 =B-, 86-88 =C+, 84-85 =C, 81-83 =C-, 80 =D, 0 to 79 =F (Failing)
Students must maintain a cumulative 80% grade average in order to be considered making satisfactory progress.
A= Excellent, B = Very Good, C = Satisfactory, D = Needs Improvement, F = Failing




Warning 
A student failing to meet the minimum requirements for attendance or failing to meet academic progress will be placed on a warning and considered to be making satisfactory academic progress while on the warning period. The student will be advised in writing on the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the warning period, the student has still not met both the attendance and academic requirements, he/she will become ineligible to receive Title IV funds. 

Probation
A student who fails to meet minimum requirements for attendance or academic progress after the warning period may appeal the decision.  If the student prevails upon appeal, they will be placed on probation and considered to be making satisfactory academic progress during the probationary period.  Additionally, only students who have the ability to meet the Satisfactory Academic Progress Policy standards by the end of the evaluation period may be placed on probation. Students placed on an academic plan must be able to meet requirements set forth in the academic plan by the end of the next evaluation period. Students who are progressing according to their specific academic plan will be considered making Satisfactory Academic Progress. The student will be advised in writing of the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the probationary period, the student has still not met both the attendance and academic requirements required for satisfactory academic progress or by the academic plan, he/she will be determined as NOT making satisfactory academic progress and, if applicable, students will not be deemed eligible to receive Title IV funds
Re-Establishment of Satisfactory Academic Progress 
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum attendance and academic requirements by the end of the warning or probationary period. 
Interruptions, Course Incompletes, Withdrawals 
If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the same progress status as prior to the leave of absence. Hours elapsed during a leave of absence will extend the student’s contract period and maximum time frame by the same number of days taken in the leave of absence and will not be included in the student's cumulative attendance percentage calculation. Students who withdraw prior to completion of the course and wish to re-enroll will return in the same satisfactory academic progress status as at the time of withdrawal.
Appeal Procedure 
If a student is determined to not be making satisfactory academic progress, the student may appeal the determination within ten calendar days of notification of the failed period. 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.
Transfer Hours 
Transfer hours from another institution that are accepted toward the student’s educational program are counted as both attempted and completed hours. In the instance when transfer hours are accepted towards the student’s educational program, SAP evaluation periods are based on actual contracted hours at the institution. 
Notification and Records 
All students will be provided with copies of all Satisfactory Academic Progress evaluation reports. Copies of such reports shall also be placed in the student’s academic file, to which the student shall have access as set forth in the Course Catalog. Incompletes, repetitions and non-credit courses have no effect upon the satisfactory progress policy.






INSTITUTIONAL REFUND POLICY:  
A. [bookmark: _Hlk174952179]An applicant rejected by the school shall be entitled to a refund of all monies paid. 
B. If a student (or in case of a dependent minor student under legal age, his/her parent or guardian) cancels his/her enrollment and demands his/her money back, in writing, within three business days of the signing of an enrollment agreement or contract, all tuition money collected by the school shall be refunded. The cancellation date will be determined by the postmark on written notification, or the date said information is delivered to the school administrator/owner in person. This policy applies regardless of whether or not the student has actually started training. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
C. If a student cancels his/her enrollment after three business days after the signing but prior to entering classes, they shall be entitled to a refund of all monies paid to the school less a registration fee of $100.00.    If a student cancels his/her enrollment after 3 business days, after signing a contract and after entering classes, such items as kits, books and supplies are Non-Refundable. The school shall retain all fees plus a share of earned tuition as outlined below as well as any reasonable collection fees, housing fees (if applicable), attorneys’ fees and court costs incurred and the maximum interest as allowed by the State of Maine on any unpaid balance.  The following schedule of tuition adjustment will be: An applicant rejected by the school shall be entitled to a refund of all monies paid. 
PERCENTAGE TIME TO                                                                               	AMOUNT OF TOTAL TUITION 
TOTAL TIME OF COURSE:                                                                               	OWED TO THE SCHOOL: 
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% 

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. Any monies due to the student shall be refunded within 45 days of a determination that a student has withdrawn, whether officially or unofficially, termination by the student of formal cancellation in writing, or if a student is terminated by the school, in writing, which shall occur no more than 30 days from the last day of physical attendance, or in case of a leave of absence, the documented date of return. Unofficial withdrawals for clock hour students are determined by the school through monitoring clock hour attendance at least every thirty (30) days.  The withdrawal determination date would revert back to 14 calendar days after the student’s last date of attendance. The date of withdrawal shall be the earlier of the date of expiration of the leave of absence or the date the student notifies the institution that the student will not be returning. All refunds are calculated based on the student's last date of attendance and performed in a timely fashion as outlined more fully below. In the case of a student being in a disabling accident or the death of a spouse or child the school can make a settlement, which is reasonable and fair to both.

If the course is canceled subsequent to a student's enrollment, and before instruction in the course and/or program has begun 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 cancelled 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. If permanently closed or no longer offering instruction after a student has enrolled, the school will provide a pro rata refund of tuition to the student OR provide course completion through a pre-arranged teach out agreement with another institution.
Any monies due to the applicant or student shall be refunded within 45 calendar days of official cancellation or unofficial withdrawal, whichever shall occur on the earlier date.
Veterans Educational Benefits
The Cosmetology, Barber Hair Stylist, Esthetician, and Nail Technician programs of Aveda Institute Maine are approved by the Maine State Approving Agency for Veterans’ Education Programs for covered individuals eligible for educational benefits from the U.S. Department of Veterans Affairs.  NOTE:  A covered individual is any individual who is entitled to educational assistance under chapter 31, Vocational Rehabilitation and Employment, or chapter 33, Post-9/11 GI Bill® benefits.  A covered individual may attend or participate in the course of education during the period beginning on the date on which the individual provides Aveda Institute Maine a certificate of eligibility for entitlement to educational assistance under chapter 31 or 33 (a “certificate of eligibility” can also include a “Statement of Benefits” obtained from the Department of Veterans Affairs’ (VA) website – eBenefits, or a VAF 28-1905 form for chapter 31 authorization purposes) and ending on the earlier of the following dates:
1) The date on which payment from VA is made to the institution.
2) 90 days after the date the institution certified tuition and fees following the receipt of the certificate of eligibility. 
Aveda Institute Maine will not impose any penalty, including the assessment of late fees, the denial of access to classes, libraries, or other institutional facilities, or the requirement that a covered individual borrow additional funds, on any covered individual because of the individual’s inability to meet his or her financial obligations to the institution due to the delayed disbursement funding from VA under chapter 31 or 33.
Students who have questions about their eligibility should visit the Veterans Administration web site at www.gibill.va.gov or call (toll free) 1-888-442-4551.  Students who request veteran’s educational assistance are required to have all previous post-secondary experience evaluated for possible transfer credit in order to be eligible for benefits.  For more information contact Aveda Institute Maine’s Admissions Office.


Refund Policy for Recipients of Veterans Education Benefits
	Aveda Institute Maine complies with the VA requirement for a pro rata refund of the unused portion of tuition, fees and charges if the veteran or eligible person fails to enter the course, withdraws, or is terminated before completion.  (38 CFR 21.4254(C)(13); 21.4255).

For more information contact the President of Aveda Institute Maine.  Aveda Institute Maine complies with the Pro Rata Refund Policy (38 CFR 21.4255) that is applicable to veterans and other persons who are eligible for Veterans Administration benefits.  

Return to Title IV Funds
Title IV Refund Policy 
When a student enrolls at Aveda Institute Maine and begins the program, but either withdraws from the selected program, or the Institute dismisses the student from the selected program for a violation of the rules and/or regulations, this may result in a return of federal student financial assistance (Title IV funds). The law specifies how Aveda Institute Maine must determine the amount of Federal Student Assistance (FSA) that can be earned if a student withdraws. The FSA programs covered by this law are: Federal Pell Grant and Direct Loans. 
Once a student has completed more than 60% of the payment period, the student earns all the assistance that was scheduled to be received. If a student did not receive all the funds earned, the student may be due a post withdrawal disbursement. If the post withdrawal disbursement includes loan funds, the student may choose to decline the loan funds so as not to incur additional debt. Aveda Institute Maine may automatically use all or a portion of any post withdrawal disbursement (including loan funds) for tuition, fees, and / or additional charges. It is in the student's best interest to allow the Institute to keep the funds in order to reduce the student's debt. If a student (or parents on the student's behalf) receives excess FSA program funds, the Institute may return the portion of excess equal to the lesser of: (1) institutional charges multiplied by the unearned percentage of the fund; (2) the entire amount of excess funds. The Institute must return this amount even if it didn't keep this amount of the student's FSA program funds. Any amount of unearned grant funds that must be returned is called an overpayment. 
The requirements for FSA program refunds when withdrawn are separate from any refund policy that the Institute may have. Therefore, the student may still owe funds to the Institute to cover unpaid institutional charges. Aveda Institute Maine may also charge for any FSA program funds that the Institute was required to return. Aveda Institute Maine’s Refund Policy is printed in this catalog and is also in the Enrollment Agreement. Also printed in this Catalog are the requirements and procedures for officially withdrawing from the Institute.  
Institution Refund Policy and Cancellation Policy 
*If a student does not complete a course of study, the following cancellation and settlement policies will be in effect. The policies apply to all termination for any reason, by either party, including student decision, course or program cancellation, or school closure, and comply with the mandated state refund policy. 
*For a student on an approved Leave of Absence who notifies the Institute in writing that he / she will not be returning, the date of withdrawal shall be the earlier date of expiration of the Leave of Absence, or the date the student notifies the Institute in writing that he / she will not be returning; 
*For students who do not return from Leaves of Absence, the documented date of return will be used as the termination date; 
*If the Institute closes, cancels, or discontinues a program, the student who has not started classes will receive a full refund of all monies paid. If the Institute is permanently closed and no longer offering instruction after a student has enrolled and started attendance, the student will be entitled to a prorated refund of tuition; 
*If the student notifies the Institute of his / her cancellation in a written and signed document, the document must be received within 5 business days of the student's last day of attendance; 
*Based on Department of Education regulations, if a student does not attend for 14 consecutive calendar days, and the Institute and/ or student does not make verbal or written confirmation to continue training, the student will be terminated. The Institute will determine status of the student after at least 14 consecutive days from his / her last day of attendance; 
*All extra costs of textbooks, kits and training materials are non-refundable items. Institutional refund calculations will be based on actual hours; 
*The Institute shall mail a written acknowledgment of a student's cancellation, written withdrawal, or refund to the student within 15 calendar days of the date of notification. Students who terminate enrollment prior to completion are charged a $150 termination fee. 
*The Title IV Refund Policy is based on the scheduled hours, and not on the attendance hours. “Total time” means the total hours of scheduled instruction time for the program in which the student is enrolled. Examples of the Refund Policy are available in the Financial Aid Office. Refunds due will first be made to the source that provided funding before any refunds may be paid to the students. Please be aware that the person or company that made the payment is the one that receives the refund check. 
The law specifies how your school must determine the amount of Title IV program assistance that you earn if you withdraw from school. The Title IV programs that are covered by this law are: Federal Pell Grants, Direct Loans, PLUS Loans, Federal Supplemental Educational Opportunity Grants (FSEOGs), Federal Perkins Loans and in some cases, certain state grant aid (LEAP/SLEAP), GEAR UP grants, and SSS grants to students.
If a student earned more aid than was disbursed to him/her, the institution would owe the student a post-withdrawal disbursement. From the date the institution determined the student withdrew, grant funds must be paid within 45 days and loan funds must be paid within 180 days.

Return of Unearned Aid is allocated in the following order:
1. Federal Direct Unsubsidized Loan	2. Federal Direct Subsidized Loan 		3. Federal Perkins Loan	
4. Federal Direct PLUS Loan		5. Federal Pell Grant			6. Federal Supplemental Opportunity Grant	
7. Other Title IV Assistance

There are some Title IV funds that you were scheduled to receive that you cannot earn once you withdraw because of other eligibility requirements. For example, if you are a first-time, first-year undergraduate student and you have not completed the first 30 days of your program before you withdraw, you will not earn any FFEL or Direct loan funds that you would have received had you remained enrolled past the 30th day.
Students reentering within 180 days of withdrawal date will resume at the same status as prior to withdrawal.  
The requirements for Title IV program funds when you withdraw are separate from any refund policy that your school may have. Therefore, you may still owe funds to the school to cover unpaid institutional charges. Your school may also charge you for any Title IV program funds that the school was required to return. If you don't already know what your school's refund policy is, you can ask your school for a copy. Your school can also provide you with the requirements and procedures for officially withdrawing from school.

If you have questions about your Title IV program funds, you can call the Federal Student Aid Information Center at 1-800-4-FEDAID (1-800-433-3243). 
TTY users may call 1-800-730-8913. Information is also available on Student Aid on the Web at www.studentaid.ed.gov.
Sample of Return to Title IV Funds
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SOCIAL MEDIA POLICY 
Aveda Institute Maine has created this policy to provide some guidelines on proper social networking etiquette. As an Institution we understand the fact that in certain contexts including social media can extend beyond school related activity. The internet is not anonymous and does not forget. Everything that goes onto the web can be traced back to its author one way or another. Information is backed up and posts in one venue are often replicated in others. It is vital that you use good judgment about content and respect to privacy laws. Each individual is personally responsible for the content they publish on any form of user-generated media. Do not provide misleading, false or confidential information about yourself, the school, teachers, other students or customers. There is no clear line between your work life and your personal life: With the ease of tracing authors back from their posts, finding the actual identity of a poster from a few posts and a screen name is not impossible. This creates an avenue for outside parties to link your personal writings to those you've done in a professional capacity. Please be respectful and write as if everyone knows you. Do not use social media to subject the employees, students or customers of the school to ridicule or bully. You may NOT post content that is threatening, obscene, a violation of intellectual property rights or privacy laws, or otherwise injurious or illegal. 
Maintain confidentiality
Respect confidentiality, proprietary or insider information in regards to Aveda Institute Maine. This also means that the personal information of the employees, students and customers should not be shared on or disclosed through social media. 
Be authentic
Identifying yourself will add credibility to your profile and you personally. If you are not comfortable posting something under your real name, it is probably something you shouldn’t post. Stay clear of posting or linking to any materials that are defamatory, harassing or indecent. 
Do not return fire
If a negative post or comment is found online about the school, staff or other students do not counter with another negative post. Instead, offer to remedy the situation through positive action. Be professional in all situations, especially when accepting criticism. 
Representation
False representation of the school, its staff, clients, or student body is strictly prohibited. Students should not befriend Instructors or Staff on social media while being a student. Students, Instructors, and Staff can join the official Aveda Institute Maine group on Facebook. Any violation of these policies can result in suspension or expulsion.





























POLICY FOR SAFEGUARDING CUSTOMER INFORMATION: 
Definitions: 
Customers are prospective students and students who apply to attend Aveda Institute Maine and apply for private or government grants or loans to finance their educations. 
Nonpublic personal information is information which is not publicly available: 
· Your name, address, and social security number 
· Name of your financial institution, account number 
· Information provided on your application to enroll at Aveda Institute Maine 
· Information provided on your application for a grant or loan 
· Information provided on a consumer report 
· Information obtained from a website 
Aveda Institute Maine is committed to implementing a comprehensive information security program, con-sonant with the size and complexity of this institution and the nature of its educational activities, to maintain and safe-guard your nonpublic personal information against damage or loss. The policy covers all student records in whatever format (hard copy, electronic). The school shall be responsible to coordinate the school's information security program. The administrator shall, at least once every three years, assess foreseeable internal and external risks to the security, confidentiality, and integrity of customer information that could result in the unauthorized disclosure, misuse, alteration, destruction or other compromise of the information. The risk assessment shall cover every relevant area of school operations, including: 
· Employee training and management 
· Network and software design, information processing, storage, transmission and disposal 
· Ways to detect, prevent, and respond to attacks, intrusions or other systems failures 
The administrator shall design and implement safeguards to control identified risks and shall monitor the effectiveness of them, recommending changes when warranted. 
Records for prospective students who are not accepted or who do not enroll in Aveda Institute Maine shall be held for 3 months then destroyed in a secure manner. Records of students shall be maintained in accordance with federal and state law and accreditation requirements. Aveda Institute Maine shall only enter into servicing agreements with service providers who also maintain appropriate safeguards for customers' nonpublic personal information. 
NOTICE ON DISCLOSURE OF NONPUBLIC PERSONAL INFORMATION: 
We collect nonpublic personal information about you when you apply to attend Aveda Institute Maine and/or when you apply for a private or government student grant or loan. This information includes: 
· Your name 
· Address 
· Social security number 
· Assets and income 
· Name of your bank and account number 
We do not disclose this information to any person or institution except to the United States Department of Education, loan guarantee agencies, and/or loan servicing agencies. We may also disclose nonpublic personal information about you to nonaffiliated third parties as permitted by law. For example, accrediting agencies have access to any records we maintain on you pursuant to the Federal Family Educational and Privacy Rights Act. 
Your applications, containing the nonpublic personal information listed above, are maintained and safeguarded against loss or damage. Access to them is restricted to designated employees. 
Students must provide to Aveda Institute Maine detailed, written permission to have any information re-leased to a third party. Written permission must include the student’s name at the time of enrollment, dates of enrollment, and specify what information they want released and to whom. Written permission is valid for each occurrence only. If the student requires information to be released to more than one party, written permission is required for each party and each occurrence.















































CAMPUS SECURITY AND SAFETY POLICIES
Aveda Institute Maine publishes a security report by October 1st to every student, prospective student, and staff member upon request. This report includes statistics for the three previous years concerning reported crimes that have occurred on the school's campus, within, or immediately adjacent to and accessible from, the campus. This report also includes policies concerning campus security, such as policies concerning sexual assault and other matters. You can receive a copy of this report by contacting the administrative office. 
Aveda Institute Maine recommends the following precautions in order to ensure the safety of students, staff, and patrons: No one should leave the building at night alone. After the clinic floor is closed, all doors shall be locked and no one will be permitted to re-enter or remain in the building alone. All students should store any personal property in their lockers or caddies, and staff should keep their valuables items in a secure place. If a student is dismissed, graduates or fails to return from a leave of absence it is his/her responsibility to empty his/her locker. Failure to do so will result in the lock being cut and contents boxed and held for 10 days. All locker contents held after 10 days will be disposed of.



















SECTION 504/AMERICANS WITH DISABILITIES ACT POLICY

If you would like to request information regarding an academic adjustment or auxiliary aids, please contact us at Aveda Institute Maine and Section 504 Compliance Coordinator in the admissions office. You may request adjustments or auxiliary aids at any time.
Applicants who are persons with disabilities, as defined in paragraph 104.3(j)(1)(i) of the regulation under Section 504 of the Rehabilitation Act of 1973, may apply for admittance into the program. Aveda Institute Maine will work with the applicant or student to provide necessary academic adjustments and auxiliary aids and services unless a particular adjustment would alter or waive essential academic requirements; fundamentally alter the nature of a service, program or activity; or result in undue financial or administrative burdens considering the Aveda Institute Maine’s resource as a whole.

Any qualified individual with a disability requesting an accommodation or auxiliary aid or service should follow the procedure below:
1) Notify the 504 Coordinator, Anthony Coco in the admission office.
2) Mr. Coco will schedule a time to meet with the student after receiving the student report. The purpose of this meeting is to ensure that the Institute obtains adequate information and understanding of the student’s individual needs.
3) Mr. Coco will review the request and provide the student with a written determination as soon as practically possible but in no event no more than two weeks after receiving the request.
4) If the student would like to request reconsideration of the decision regarding the request, they may request to do so via student report.
5) Appeals may be made to the Office for Civil Rights. The student may also contact the Office for Civil Rights at any time throughout this process.


























DISASTER PROCEDURES

In the event of an emergency notify a staff member or the Director immediately. If no staff member is available, call 911 immediately. 

In case of a fire staff members will direct students and clients to the emergency exits nearest to you. Fire drills will be conducted on a regular basis.


EMERGENCY RESPONSE
In the event of an emergency the following procedure will be used to notify all staff and students of any dangerous situations on the school campus. Staff members have received training on how to handle a pending emergency. 
Thru our paging/intercom system the following codes will be used for the following situations:
Code 1: Evacuate all classrooms and immediately follow the exit plan on the back of each door and follow the designated paths
Code 2: Evacuate and exit only through the front doors 
Code 3: Evacuate and exit only through the back and side doors
Code 4: Dangerous situation outside and no one is allowed to leave the building
The staff will require that everyone stays calm and follows the staff’s instructions. The manager or the director will initiate the emergency alert. School personnel will notify the police or fire department of any danger or an immediate threat.



















CLERY ACT AND VIOLENCE AGAINST WOMEN ACT: POLICIES AND PROCEDURES: STATISTICAL REPORTING 

Sexual Harassment and Sexual Violence Policy
Aveda Institute Maine is committed to providing a safe educational environment which is free of violence, harassment and discrimination. Therefore, in accordance with Title IX of the Education Amendments of 1972, the Clery Act and VAWA, the school has adopted strict policies regarding these matters to maintain the highest standards for the safety and security of every person on campus. At Aveda Institute Maine we have a specific responsibility for all aspects of the campus safety, but campus safety is also the responsibility of all administrators, staff and faculty in their areas of operation. Staff, students and clients can also help to keep the campus secure by following these safety policies, reporting crimes immediately to the Frank Coco, School Director & Title IX Coordinator. 
  
Any questions regarding Title IX may be referred to Frank Coco, the Aveda Institute’s Maine Title IX Coordinator, at titleIX.aim@gmail.com  Aveda Institute Maine complies with all requirements of the Clery Act, the federal law that mandates specific details of the security and fire safety programs on all university campuses. 
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Introduction
Aveda Institute Maine a Capilo School prepares this report to be in compliance with the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act (“Clery Act”), along with its amendments made pursuant to the Violence
Against Women Reauthorization Act of 2013 (“VAWA”) 
This report includes statistics for the last three years concerning reported crimes that occurred on campus; in certain off-campus buildings or property operated by Aveda Institute Maine a Capilo School; and on public property within, or immediately adjacent to and accessible from, the campus.  
This prepared report also includes the institutional policies concerning crime reporting, security awareness and crime prevention programs, substance abuse education and treatment, sexual violence prevention, and emergency response procedures. 
Preparing the Annual Disclosure of Crime Statistics
Campus crime, arrest and referral statistics include those reported to designated school officials and local/state law enforcement agencies. The Institute’s president compiles all crime incident reports filed by victims/witnesses to school personnel and reports gathered from the local and state police for inclusion in the annual security report and the Web-based report to the U.S. Department of Education
(ED).  Once the annual report is updated and completed, a copy will be made to all enrolled students, faculty and staff. Copies of this report may be requested from the Admissions office at Aveda Institute Maine 43 Bridge Street, Augusta ME 04330 or by phone at 207-621-9941 ext. 200 or by email at avedamaine@gmail.com
Campus Security Procedures and Information
Students are informed about campus security procedures
and safe practices during first day of class in the orientation. 
Campus security policies are provided to students as an addition to the handbook/catalog. New employees are informed about campus security policies and procedures for reporting any criminal activity or in the case of emergencies. 
Any major changes to policies or procedures related to security policies are distributed to all staff and students.

Aveda Institute Maine is located in average size Maine city and all employees and students are encouraged to:
· Use common sense in regards to personal safety. 
· Try not to walk alone after dark. For safety reasons, a staff member will  assist you to your vehicle upon
	 request.
· Always lock your car and remove all bags and items that might be visible.
· Be responsible for their own safety and assist others in the school community
· When outside be aware of your surroundings 
· Park in a well-lighted area and have your keys ready
· Do not bring valuables or excess money to school.
· Do not leave books or personal property unattended in the classrooms, student break rooms or clinics.
· Mark your personal belongings and equipment
for easy identification.
· Notify the school director of suspicious persons who are loitering around the campus.
Aveda Institute Maine may disclose to the victim of any crime of violence the results of any disciplinary proceedings conducted against the perpetrator. A crime of violence is defined as: an offense that has the element, the use, attempted use, or threatened use of physical force against the person or property of another; or Any other offense that is a felony and that, by its nature involves a substantial risk that physical force against the person or property of another may be used in the course of committing the offense.

Campus Security Authorities
A campus security authority is defined as:
• A member of a campus police department or a campus security department of an institution.
• Any individuals who have responsibility for campus security, but who do not constitute a
campus police department or a campus security department (e.g., an individual who is responsible for monitoring the entrance into institutional property).

• Any individual or organization specified in an institution’s campus security policies as an individual or organization to which students and employees should report criminal offenses.
• An official of an institution who has significant responsibility for student and campus activities and who has the authority to take action on behalf of the institution. The purpose and authority of campus security personnel is limited to securing the premises, protecting the facility and enforcing school rules and regulations. The function of campus security
personnel is to report to the appropriate law enforcement personnel, or to an official or office designated by the school, those allegations of crimes that are concluded to have been made in good faith. In good faith means there is a reasonable basis for believing that the information is not simply rumor or
hearsay. That is, there is little or no reason to doubt the validity of the information.

Staff and school members are not responsible for determining authoritatively whether a crime took place, have no power of arrest, will not be armed, and are forbidden from using force in any situation except in self-defense. The school refers all law enforcement issues to the local police, since the institution does not have any campus-based security personnel.  As such, the school does not maintain a daily crime log. The School Owner or Director will oversee campus security.

Campus Security & Facility Access
It is the policy of the school that access to all campus facilities is limited to authorized personnel, students, clients receiving services, and authorized invited guests. Visitors need to get approval from the director to be on campus and are:
· Subject to school policies
· Codes of conduct at all times
· Responsibility for the lawful and appropriate behavior
Staff members are authorized to request unidentified persons to identify themselves while on campus and to evict unauthorized persons from the campus premises. Campus security authorities will notify local police of all actual or suspected criminal activities, including trespassing.
 
The main entrance and interior doors to all school areas are locked and secured by alarm system during non-business hours. Emergencies may necessitate changes or alterations to any posted schedules.

Reporting Crimes or Other Emergencies
Community members, students, faculty, staff and guests are encouraged to report all crimes and public safety related incidents to the school’s administration in a timely manner. To ensure the accurate and prompt reporting of all crimes, authorized administrative personnel will take a full written 
statement from involved parties and witnesses at all 
reported emergency or criminal incidents. The written statements are included as part of a written report and 
such statements may be used by campus security authorities and local/state law enforcement authorities for the purpose of criminal apprehension and/or crime prevention. Criminal incidents may also be reviewed by the school’s administrative staff for the purpose of disciplinary action. The school has no formal policy in place that allows victims or witnesses to report crimes on a voluntary, confidential basis for inclusion in the annual disclosure of crime statistics. Should you witness a crime in process or are a victim of a crime, Aveda Institute Maine requests that you follow this procedure:
During school hours, notify your instructor, the Director or the School Owner immediately. That school official will complete a Crime Incident Report Form (available in the school office) and will notify the Augusta Police Department, if necessary.
If a crime occurs during non-school hours and no school official is available, notify the Augusta Police Department immediately To ensure appropriate notification to the campus community, students, faculty and staff should also file a report with a school official within 24 hours of the incident.
• Whenever possible, preserve evidence for proof of a criminal offense.
• All incidents documented on the Crime Incident Report Forms must be submitted to the Program Coordinator.

Timely Warning Reports
In addition to the annual campus security report, the
school will make a timely warning to the campus community of any occurrences of the following crimes:
· Criminal homicide including, (a) murder and
non-negligent manslaughter, and (b) negligent
manslaughter
· Forcible (rape/fondling) and non-forcible
(incest/statutory rape) sex offenses
· Robbery
· Aggravated assault
· Burglary
· Motor vehicle theft
· Arson
· Separately by category of prejudice each crime 
listed above, as well as crimes of simple assault,
larceny-theft, intimidation, destruction/damage
/vandalism of property, and any other crime
involving bodily injury that shows evidence of
prejudice based on race, religion, sexual
orientation, gender, gender identity, disability,
ethnicity, or national origin;
· Arrests for liquor and drug law violations, and
illegal weapons possession; and
· Persons not arrested, but referred for campus
disciplinary action, for liquor, drug, and
weapons law violations.

A “timely warning” will be issued to all students, faculty and staff in the event that a situation arises, either on or off campus, that constitutes an ongoing or continuing threat as determined by school staff and/or security authorities. Timely warnings can be issued for threats to property, as well as for threats to persons. It is irrelevant whether the victims or
perpetrators of crimes are members of the campus community. All crimes that are reported will be posted in the
student break room within a day of the reporting. In situations that could pose an immediate threat to the community and individuals, this warning will be verbally announced to students and staff. In addition, a warning will be sent by text message to all students, faculty and staff that have authorized receipt of text messaging from the school. The warning will include a description of the reported
offense, a list of suspects (if applicable), and any relevant personal safety precautions.

FERPA recognizes that information can, in case of an 
emergency, be released without consent when needed to protect the health and safety of others. Although personally identifiable information is generally precluded from disclosure, this information may be released in an emergency situation. FERPA does not preclude an institution’s compliance with the timely warning provision of the campus
security regulations. In addition, if institutions utilize information from the records of a law enforcement unit to issue a timely warning, FERPA is not implicated as those
records are not protected by FERPA.

Drug and Alcohol Prevention Program
Aveda Institute Maine is a drug free campus and complies with Maine underage drinking and all federal and state drug laws. The unlawful manufacture, distribution, dispensing,
possession, or use of a controlled substance is prohibited on the school property. The student handbook/catalog includes the school’s policies regarding the use, possession, or sale of illegal substances and alcohol, and disciplinary actions. Employees are provided with these policies upon hire. Failure to abide by these regulations, in accordance with the
Student Code of Conduct and employee policies, may result in disciplinary action up to and including termination.

Contact information for professional counseling services and literature regarding drug and alcohol abuse prevention and awareness are posted on the various bulletin boards.  Any student, faculty or staff unable to access of locate this information may request a copy from the Director or the admissions office.

Definitions
Sexual Assault: A sexual assault is any form of   nonconsensual sexual activity. Sexual assault includes all
unwanted sexual acts from intimidation to touching to various forms of penetration and rape.
Sexual Violence: Sexual violence is a broader term than sexual assault. The term encompasses sexual homicide, rape, incest, molestation, fondling, stalking, intimate partner violence, and verbal harassment of a sexual nature. Sexual violence includes creating an environment that feels unsafe based on sexual messages or images. Sexual violence is a sexual act that is completed or attempted against a victim's will or when a victim is unable to consent due to age, illness, disability, or the influence of alcohol or other drugs. The act may involve actual or threatened physical force, use of weapons, coercion, intimidation or pressure.
Sexual Harassment: Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other physical or verbal conduct of a sexual nature when it meets any of the following:
• Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or academic status.
• Submission to or rejection of such conduct by an individual is used as the basis for employment or academic decisions affecting such individual.
• Such conduct has the purpose or effect of unreasonably interfering with an individual’s work or academic performance or creating an intimidating, hostile, or offensive environment for working or learning.

Stalking: Stalking is defined as (1) willfully and maliciously engaging in a knowing pattern of conduct or series of acts over a period of time directed at a specific person which seriously alarms or annoys that person and would cause a
reasonable person to suffer substantial emotional distress, and (2) making a threat with the intent to place the person in imminent fear of death or bodily injury. Delivery methods of the described acts or threats include, but are not limited to, by mail or by use of a telephonic or telecommunication device or any electronic communication device that transfers
signs, signals, writing, images, sounds, data, or intelligence of any nature (such as email, internet communications, instant messages or facsimile communications).
Intimate Partner Abuse: Intimate Partner Abuse is a
pattern of controlling behavior with a current or former dating partner or spouse. Abuse knows no boundaries and occurs regardless of age, income, culture, religion, education and race. It often begins with isolation, jealousy, threats or name-calling and may include emotional, sexual or verbal abuse. Physical violence may or may not be part of this
pattern.
Domestic Violence: Domestic violence is a broader
term which acknowledges that abuse and control can happen within a family structure or between members of the same household. A domestic violence survivor can be someone who grew up in a family or household where this occurred or someone who is currently in this situation.
Advocate: An advocate is a person who has been trained on issues related to sexual violence situations and who provides support services through their work with a community organization (e.g. the local rape crisis center). It is the role of the advocate to provide information, discuss options with a survivor and offer support with any needed step. The help provided by an advocate can be a one-time occurrence (e.g. during the evidence collection exam) or on an ongoing, longer-term basis (e.g. reporting to police and going through the criminal justice processes).

Prohibited Conduct
Aveda Institute Maine strictly prohibits sexual or other
unlawful harassment or discrimination as well as sexual violence as defined above. Unlawful harassment or discrimination may include racial epithets, slurs and derogatory remarks, stereotypes, jokes, posters or cartoons based on race, national origin, age, disability, marital status, or other legally protected categories. Sexual harassment is conduct based on sex, whether directed towards a person of the opposite or same sex, and may include explicit sexual propositions, sexual innuendo, suggestive comments, sexually
oriented “kidding” or “teasing”, practical jokes, jokes
about or displays of obscene printed or visual material, questions about sexual fantasies, preferences or history, and physical contact such as patting, pinching, or intentionally brushing against another person’s body. Gender-based harassment, including acts of verbal, nonverbal or physical
aggression, intimidation, or hostility based on sex or
sex-stereotyping are strictly prohibited, even if those acts do not involve conduct of a sexual nature.
Title IX Coordinator
The Title IX Coordinator has the responsibility for overseeing all Title IX related activities, complaints and investigations. 
Frank Coco, School Director/Title IX Coordinator
Aveda Institute Maine a Capilo School
43 Bridge Street, Augusta ME 04330
207-621-9941
Notice of Non-Discrimination
Aveda Institute Maine does not discriminate on the basis of race, color, national origin, sex, disability, or age in its programs and activities. Questions regarding non- discrimination policies can be referred to the school’s Title IX Coordinator.
Complaint/Grievance Procedure
If you believe that you have experienced or witnessed harassment or sexual violence, notify your instructor, a campus security authority, or preferably the Title IX Coordinator as soon as possible after the incident. Do not allow an inappropriate situation to continue by not reporting it, regardless of who is creating the situation. Also, it is important to preserve any evidence that may assist in proving
that an alleged criminal offense occurred or that may be helpful in obtaining a protection order. No employee, contract worker, student, vendor, or other person who does business with the school is exempt from the prohibitions in this policy. In order to facilitate the investigation, your complaint should include details of the incident or incidents, names of the individuals involved and names of any witnesses. Following an alleged offense, victims will be
provided with written information on their rights (Victim’s Rights form) and options for, and available assistance in, changing academic and working situations. The school will make these accommodations if the victim requests them and if they are reasonably available, regardless of whether the victim chooses to report the crime to local law enforcement. Accommodation requests will be handled via the Title IX Coordinator.
Investigation of Complaints
In response to all complaints, the school will attempt prompt and equitable resolution through a reliable and impartial investigation of complaints, including the opportunity for both parties to present witnesses or other evidence. The time necessary to conduct an investigation will vary based on
complexity, but will generally be completed within sixty (60) days of receipt of the complaint. The school shall maintain confidentiality for all parties to the extent possible, but absolute confidentiality cannot be guaranteed. In cases where a student does not give consent for an investigation,
the school will weigh the student’s request for confidentiality against the impact on school safety to determine whether an investigation must proceed. Complainants should be aware that in a formal investigation, due process generally requires that the identity of the charging party and the substance
of the complaint be revealed to the person charged with the alleged harassment. The ‘preponderance of the evidence’ standard will apply to investigations; meaning the school will evaluate whether it is more likely than not that the alleged conduct occurred. Both parties will receive written notice of the outcome of the complaint. During the investigation, the school will provide interim measures, as necessary, to protect the safety and well-being of students and/or employees involved. If the school determines that unlawful harassment or sexual violence has occurred, immediate appropriate corrective action will be taken in accordance with the circumstances involved, and steps will be taken to prevent the recurrence of any harassment or discrimination. In addition to any criminal sanctions which may be imposed, the following is a list of possible disciplinary actions for unlawful harassment or discrimination, rape, acquaintance rape, or other forcible or non-forcible sex offenses: 
• Probation - A written reprimand for violation of specified regulations. Probation is for a designated period of time and includes the probability of more severe disciplinary sanctions
if the student or employee is found to be violating any institutional regulation(s) during the probationary period.
• Suspension - Separation of the student or employee from the school for a defined period of time, after which the student or employee is eligible to return. Conditions for readmission may be specified.
• Expulsion - Permanent separation of the student or employee from the school. 
To initiate a criminal investigation, reports of sexual violence should be made to “911” or local law enforcement. The criminal process is separate from the school’s disciplinary process. To the extent that an employee or student is not satisfied with the school’s handling of a harassment or discrimination complaint, he or she may also contact the
appropriate state or federal enforcement agency for legal relief.
Retaliation Prohibited
Aveda Institute Maine will not retaliate against anyone for filing a complaint, and will not tolerate retaliation by students or employees. If you believe you have been retaliated against, you should promptly notify the Title IX Coordinator.
Reporting Requirements
Victims of sexual misconduct should be aware that school administrators must issue timely warnings for incidents reported to them that pose a substantial threat of bodily harm or danger to other members of the campus community.
The school will make every effort to ensure that a victim’s name and other identifying information is not disclosed, while still providing enough information for community members to make safety decisions in light of the danger. The school reserves the right to notify parents/guardians of dependent
students regarding any health or safety risk, or a change in student status.
Sexual Assault Prevention & Response
The school advises students and employees to follow
safe practices to increase their awareness and to prevent incidences of sexual assault. Information on preventing the occurrence of sexual assault, rape, acquaintance rape and other forcible and nonforcible sex offenses is available in the school office or from the Title IX Coordinator.
Additional information can be found online at sites
including www.safety.com/womens/
and http://www.ovw.usdoj.gov/.
Local counseling for sex offense victims is available
at:
Victims of sexual assault or rape should:
• Get to a place of safety following the attack.
• Because physical evidence is of the utmost importance to help establish proof of criminal assault and/or identify the perpetrator:
Do not change or clean your clothing
Do not clean your body
Do not disturb or alter the crime scene, if possible 
• You are advised to go to a rape treatment center for a medical examination and treatment of physical injuries in a timely manner. Time is a critical factor for evidence collection and preservation.
• File a police report. Reporting a rape to the police will not obligate the victim to prosecute, but will ensure that the victim receives medical treatments/tests and has access to free confidential counseling from professionals specifically trained in the area of sexual assault crisis intervention.
NOTE: The school does not recognize any off-campus student organizations and, therefore, does not publish policies pertaining to such organizations.
Notification of Sex Offender Information
The following websites may also be used to identify
those persons registered as sex offenders in your
state:
Maine http://www.informe.org/sor/

• Massachusetts http://www.mass.gov/sorb/community.htm
• New Hampshire http://www.egov.nh.gov/nsor/

Emergency Action Plan & Evacuation Procedures
The objective of the school’s Emergency Action Plan is to ensure that all students and staff evacuate the building properly and safely in the event of a fire or any other type of emergency (chemical spill, power failure, explosion, natural disaster, life-threatening medical emergency, etc.). Our objective is to provide a safe and comfortable environment for faculty, staff, students and guests. In the event of an emergency, school officials are responsible for providing a process for evacuating people from danger, protecting assets and property, and restoring operations to normal as quickly as possible.
If the Augusta fire department or emergency medical services are called to the campus, they will take over the responsibility for evacuation and public safety. Evacuation drills are conducted annually at a minimum. The purpose of the drills is to ensure that all occupants become familiar with the plan, learn how to safely evacuate their areas, and become
accustomed with emergency exits and their orderly use. These drills require that everyone respond to the given instructions and leave their areas immediately.
Emergencies requiring action include:
• Fires
• Explosions
• Severe weather (floods, earthquakes, hurricanes, tornadoes, etc.)
• Toxic material releases
• Radiological and biological accidents
• Civil disturbances
• Workplace/school violence
In the event of an emergency, designated “emergency responders” (see following assignment of responsibilities) must determine if students, employees and visitors would be safer to exit the facility or to assemble within the building. For example, if the school is threatened by a tornado, hurricane, or chemical spill on a local roadway, it would be best to stay indoors and away from windows, external doors or air vents. A fire, earthquake or flood could compromise the
structural integrity of the building, making it safer to evacuate.
Assignment of Responsibilities
Safety Equipment & Emergency Controls: The School Owner will provide adequate controls and equipment that, when used properly, will minimize or eliminate risk of injury to students, employees and visitors in the event of an emergency. The owner will also ensure proper adherence to this plan through regular review, occurring at least annually.
Emergency Action Plan Management: The School Director will manage the Emergency Action Plan for Aveda Institute Maine by maintaining all training records pertaining to this plan; scheduling routine tests of the school’s emergency notification system; maintaining a list of all
employees’ and students’ personal emergency contact information and providing easy access to the list in the event of an emergency; and ensuring that fire/evacuation drills are conducted at least annually, evaluating the drills for effectiveness and weaknesses in the plan, and implementing changes to improve the plan as necessary.
Emergency Responders: Emergency responders are all school officials who have significant responsibility for student and campus activities and who have the authority to take action or respond to issues on behalf of the school. These officials include, but are not limited to, instructors, departmental directors, and supervisors. Emergency responders are responsible for instituting the procedures in this plan in their designated areas in the event of an emergency; assisting students, employees and visitors (including those who have disabilities or who do not speak English) during an evacuation; checking offices, classrooms, break rooms and bathrooms before being the last to exit an area; and accounting for students, employees and visitors after an evacuation has occurred.

Reporting Fire & Emergency Situations
All fires and emergency situations must be reported as soon as possible to the School Owner or Director. To eliminate confusion and the possibility of false alarms, emergency responders must be authorized by the School Owner or Director to contact appropriate community emergency response personnel. The telephone numbers and contact information for local emergency response personnel are:
• Fire: 911 for emergency
• Police: 911 for emergency
• Emergency Management: 
• Health Department: 
• Public Works Department: 
The Director or an instructor will contact the School Owner as soon as possible if media coverage of the situation is  expected, and will also provide the owner with information on any student, employee or visitor injuries and/or loss of
life, property damages, theft, or other losses.
Notification of Evacuation Routes & Procedures
Emergency evacuation escape route plans are posted in designated areas throughout the school. Students are shown the location of evacuation route plans and fire extinguishers during orientation on the first day of classes. All employees receive instruction on this Emergency Action Plan as part of
new employee orientation upon hire. Items to be reviewed during the training include:
• proper housekeeping and fire prevention practices
• fire extinguisher locations, usage, and limitations
• escape routes and procedures
• threats, hazards, and protective actions
• means of reporting fires and other emergencies
• names of Emergency Action Plan Manager and Emergency Responders
• individual responsibilities
• emergency shut-down procedures
• procedures for accounting for students, employees and visitors
• availability of written Emergency Action Plan policies
Accounting for Students, Employees & Visitors
Accounting for all students, employees and visitors following an evacuation is critical. Confusion in the assembly areas can lead to delays in rescuing anyone trapped in the building, or unnecessary and dangerous search-and-rescue operations.

Once an evacuation has occurred, Emergency Responders will account for each student, employee or visitor assigned to them at the designated assembly area. Each student, employee and visitor is responsible for reporting to the appropriate Emergency Responder so that an accurate head
count can be made.

Campus Crime Statistics 
	Offense
	On Campus
	Non Campus
	Public Property

	 
	2021
	2022
	2023
	2021
	2022
	2023
	2021
	2022
	2023

	Murder/Non-Negligent Manslaughter
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Negligent Manslaughter
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Sex Offenses - Forcible
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Sex Offenses - Non-Forcible
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Incest
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Statutory Rape
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Robbery
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Aggravated Assault
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Burglary
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Motor Vehicle Theft
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Arson
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Liquor Law Arrests
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Liquor Law Violations Referred for Disciplinary Action
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Drug Abuse Arrests
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Drug Abuse Arrests Referred for Disciplinary Action
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Weapons Possession Arrests
	0
	0
	0
	0
	0
	0
	0
	0
	0

	Weapons Possession Violations Referred for Disciplinary Action
	0
	0
	0
	0
	0
	0
	0
	0
	0



On-Campus 
Buildings and or property owned or controlled by the institution within the geographic area and used by the institution. This would all buildings related to the institution for educational purposes and include residence halls or any building or property that are located on the campus. 
Non-Campus Buildings or Property 
Buildings or property owned by other organizations that are officially recognized by the institution.
Public Property
All other public property immediately adjacent to and accessible from the campus. This includes thoroughfares, streets, sidewalks, and parking facilities, and buildings that are next to or adjacent to the campus.



Safety and Security Tips
· Use common sense in regards to personal safety. 
· Close all windows when your car is parked in the parking lot. 
· Always lock the doors and trunk of your car. 
· Do not leave valuables in plain view. 
· Keep your home keys and your car keys separate. 
· Never attach a tag with your name & address to your key ring. 
· Avoid parking on the street and avoid areas of parking that limit your visibility. 
· Never leave your valuable items unattended. 
· Avoid walking alone or waiting for a ride in the dark. 
· Try not to walk alone after dark. For safety reasons, a staff member will assist you to your vehicle upon request.
· Be responsible for their own safety and assist others in the school community
· When outside be aware of your surroundings 
· Park in a well-lighted area and have your keys ready
· Do not bring valuables or excess money to school.
· Do not leave books or personal property unattended in the classrooms, student break rooms or clinics.
· Mark your personal belongings and equipment for easy identification.
· Notify the school director of suspicious persons who are loitering around the campus.



Hate Crimes

No reported hate crimes for the years 2013, 2014 or 2015 based on race, religion, sexual orientation, gender, disability, or ethnicity/national origin. Criminal offense categories included murder/non-negligent 

manslaughter, negligent manslaughter, sex offenses- forcible, sex-offenses- non-forcible including incest and statutory rape, robbery, aggravated assault, motor vehicle theft, arson, simple assault, larceny-theft, intimidation, and destruction/damage/vandalism of property.
Campus Searches
Effective September 1, 2009, Aveda Institute Maine teamed up with the Augusta Police Department in an effort to keep the school as safe as possible. The school has agreed to allow for search in all areas of the school to include empty classrooms, parking lots, and hallways. These searches will be held randomly and unannounced. Any questions concerning this should be directed to the Office at 207-621-9941 ext. 203 begin_of_the_skype_highlighting          
































AVEDA INSTITUTE MAINE A CAPILO SCHOOL
[bookmark: _Hlk162521839]GLBA Required Information Security Program

Overview:  This document summarizes the Aveda Institute Maine a Capilo School’s (the “Institution’s”) comprehensive written information security program (the “Program”) mandated by the Federal Trade Commission’s Safeguards Rule and the Gramm – Leach – Bliley Act (“GLBA”).  In particular, this document describes the Program elements pursuant to which the Institution intends to (i) ensure the security and confidentiality of covered records, (ii) protect against any anticipated threats or hazards to the security of such records, and (iii) protect against the unauthorized access or use of such records or information in ways that could result in substantial harm or inconvenience to customers.  The Program incorporates by reference the Institution’s policies and procedures enumerated below and is in addition to any institutional policies and procedures that may be required pursuant to other federal and state laws and regulations, including, without limitation, FERPA.  

Designation of Representatives:  The Institution’s School Director, Frank Coco, is designated as the Program Officer who shall be responsible for coordinating and overseeing the Program.  The Program Officer may designate other representatives of the Institution to oversee and coordinate particular elements of the Program.  Any questions regarding the implementation of the Program or the interpretation of this document should be directed to the Program Officer or his or her designees.  

Scope of Program:  The Program applies to any record containing nonpublic financial information about a student or other third party who has a relationship with the Institution, whether in paper, electronic or other form, that is handled or maintained by or on behalf of the Institution or its affiliates.  For these purposes, the term nonpublic financial information shall mean any information (i) a student or other third party provides in order to obtain a financial service from the Institution, (ii) about a student or other third party resulting from any transaction with the Institution involving a financial service, or (iii) otherwise obtained about a student or other third party in connection with providing a financial service to that person.

Elements of the Program:  

1.  Risk Identification and Assessment.  The Institution intends, as part of the Program, to undertake to identify and assess external and internal risks to the security, confidentiality, and integrity of nonpublic financial information that could result in the unauthorized disclosure, misuse, alteration, destruction or other compromise of such information.  In implementing the Program, the Program Officer will establish procedures for identifying and assessing such risks in each relevant area of the Institution’s operations, including:  

· Employee training and management.  The Program Officer will coordinate with representatives in the Institution’s [Human Resources and Financial Aid offices] to evaluate the effectiveness of the Institution’s procedures and practices relating to access to and use of student records, including financial aid information.  This evaluation will include assessing the effectiveness of the Institution’s current policies and procedures in this area, including [list here any relevant employee manuals or student record information policies and procedures].  

· Information Systems and Information Processing and Disposal.  The Program Officer will coordinate with representatives of the Institution’s [Department of Information Technology or other relevant department] to assess the risks to nonpublic financial information associated with the Institution’s information systems, including network and software design, information processing, and the storage, transmission and disposal of nonpublic financial information.  This evaluation will include assessing the Institution’s current polices and procedures relating to [Acceptable Use of the Institution’s network and network security, document retention and destruction].  The Program Officer will also coordinate with the Institution’s [Department of Information Technology] to assess procedures for monitoring potential information security threats associated with software systems and for updating such systems by, among other things, implementing patches or other software fixes designed to deal with known security flaws.  

· Detecting, Preventing and Responding to Attacks.  The Program Officer will coordinate with the Institution’s [Department of Information Technology and other relevant units] to evaluate procedures for and methods of detecting, preventing and responding to attacks or other system failures and existing network access and security policies and procedures, as well as procedures for coordinating responses to network attacks and developing incident response teams and policies.  In this regard, the Program Officer may elect to delegate to a representative of the [Department of Information Technology] the responsibility for monitoring and participating in the dissemination of information related to the reporting of known security attacks and other threats to the integrity of networks utilized by the Institution.  

2.  Designing and Implementing Safeguards.  The risk assessment and analysis described above shall apply to all methods of handling or disposing of nonpublic financial information, whether in electronic, paper or other form.  The Program Officer will, on a regular basis, implement safeguards to control the risks identified through such assessments and to regularly test or otherwise monitor the effectiveness of such safeguards.  Such testing and monitoring may be accomplished through existing network monitoring and problem escalation procedures.  

3.  Overseeing Service Providers.  The Program Officer shall coordinate with those responsible for the third party service procurement activities among the [Department of Information Technology] and other affected departments to raise awareness of, and to institute methods for, selecting and retaining only those service providers that are capable of maintaining appropriate safeguards for nonpublic financial information of students and other third parties to which they will have access.  In addition, the Program Officer will work with the [Office of General Counsel or other designated institutional official] to develop and incorporate standard, contractual protections applicable to third party service providers, which will require such providers to implement and maintain appropriate safeguards.  Any deviation from these standard provisions will require the approval of the [Office of General Counsel or other designated institutional official].  These standards shall apply to all existing and future contracts entered into with such third party service providers, provided that amendments to contracts entered into prior to June 24, 2002 are not required to be effective until May 2004.

4.  Adjustments to Program.  The Program Officer is responsible for evaluating and adjusting the Program based on the risk identification and assessment activities undertaken pursuant to the Program, as well as any material changes to the Institution’s operations or other circumstances that may have a material impact on the Program.  

ADMINISTRATIVE STAFF

President/Owner 	…………………………………………… Anthony Coco
School Director & Title IX Coordinator …………………………..  Frank Coco, Jr.
Financial Aid Director 	…………………………………………… Jonathan Cushing
Administrative Office 	…………………………………………… Sabrina Coco
Administrative Office 	…………………………………………… Sancia Coco
Front Desk Coordinators…………………………………………… Megan Gibbs
                                                                      
Instructors:	
Janice Bartlett			
		Frank Coco, Jr.
    		Vanessa Heald
		LeeAnn Lary
		Jennifer Leonard
  		Sabrina Lovell
		Danielle MacGown
		Dana Manrriquez
		Rachel Miller
 		Andrea Monto
		Kerry Parker
		Amanda Pendleton
		Leigh Stillwell
		Ariel Works
	 





		
















Course Descriptions 
COSMETOLOGY COURSE 
REQUIRED HOURS: 1500 Clock Hours
COST: 
REGISTRATION FEE: $100.00
TUITION: $17,900.00
STUDENT KIT: $2,050.00
BOOKS: $695.00
TOTAL: $20,745.00

Payments: Registration Fee, Student Kit & Books Due by First Day: $2,845.00 (non-refundable after training begins) 
The first day fees cover enrollment agreement, processing, Student Handbook, study aids and texts, and other unrecoverable costs for space, utilities, materials and supplies and is not refundable after attending the first day of class.  There is an additional tuition charge of $14.00 an hour (based on 32.5 hours a week) charged after the expiration of the enrollment agreement, until the completion of the program. Any student who is dismissed from school or who voluntarily terminates his/her course of study will be charged a $150.00 termination fee.  The testing company used by the State of Maine for the State examination charges a fee of $190.00.  If a student fails the State Exam the testing company will charge an additional retesting fee.  
Method/Terms of Payment: Student may pay with Title IV Federal Financial Aid (for those who qualify); or an approved payment plan. Payments may be made by cash, check, money order, credit card or through non-federal, state, institutional or other scholarship, grant or institutional programs. All payments are due on the student selected day of the month. If a scheduled payment is not made within 5 school days after due date, the unpaid balance shall immediately become due and payable, and attendance may be held in abeyance at the option of the administration until such balance is fully paid. 
DESCRIPTION OF PROGRAM AND STATE REQUIREMENTS:  Taught in English. The primary purpose of the cosmetology program is to train the student in the basic manipulative skills, safety judgments, proper work habits and desirable professional attitudes necessary to obtain licensure in the State of Maine and to achieve competency in job entry level positions as a stylist, spa technician, hair colorist and/or salon manager.  The course is measured in clock hours and a total of 1500 hours is required by the State of Maine.  Upon completion of the 1500 clock hour program the graduated student will be eligible to apply for the State of Maine examination.  
OBJECTIVES:	Upon completion of the course requirements, the determined graduate who has applied himself/herself throughout the program will be able to:

1)	Project a positive professional attitude along with a sense of personal integrity and self-confidence;
2)	Practice effective communication skills, visual poise and proper grooming to enable a graduate to pursue a career in the cosmetology field;
3)	Understand and respect the need to deliver worthy service for value received in an employer-employee relationship;
4)	Perform the basic manipulative skills in the areas of hair styling, hair shaping, haircoloring, texture services, scalp and hair conditioning, skin and makeup, manicures, pedicures and sculpture nails;
5)	Perform the basic analytical skills needed in order to determine proper makeup, hairstyle and color application for the client’s overall image;
6)	Apply learned theory, technical information and related matter to assure sound judgments, decisions and procedures.

To ensure continued career success, the graduate will continue to learn new and current information related to skills, trends and methods for career development in cosmetology and related fields.
REFERENCES:	A comprehensive library of references, periodicals, books, texts and audio/video tapes is available to support the course of study and supplement student training.  In addition, high-speed, internet access is available to students.  Students are encouraged to avail themselves of the opportunity to use these extensive materials.
TEACHING METHODS:  The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state test preparation, graduation and job entry level skills.  Clinic equipment, implements and products contained within the school are comparable to those used in the industry.  Each student will receive instruction that relates to the performance of useful, creative and productive career-oriented activities.  The course is presented through comprehensive lesson plans which reflect effective educational methods.  Subjects are presented by means of lectures, demonstrations and student participation.  Audio-visual aids, guest speakers, projects, activities and other related learning methods are used throughout the course.
Satisfactory Academic Progress or SAP 
SATISFACTORY ACADEMIC PROGRESS POLICY
Satisfactory progress in the areas of attendance and academic work is a requirement for all enrolled Aveda Institute Maine students. Students receiving federal Title IV financial aid funds must maintain satisfactory progress in order to maintain eligibility for such funds. Aveda Institute Maine’s Satisfactory Academic Progress Policy is consistently applied to all enrolled students. This policy is printed in the handbook/catalog to guarantee that all students receive a personal copy prior to starting. The Satisfactory Academic Progress (SAP) Policy has been established to meet the guidelines set by the National Accrediting Commission of Career Arts and Sciences (NACCAS) and the federal regulations established by the United States Department of Education. 
Satisfactory Academic Progress (SAP) Evaluations Periods
Students are evaluated for Satisfactory Academic Progress as follows: (At the point when the student successfully completes the scheduled clock hours for that payment period.)
· [bookmark: _Hlk175138341]Cosmetology: 1500 Hour Course. This program uses an academic year of 900 clock hours to be completed in 46.2 weeks. 
· Evaluations at 450 (14 weeks), 900 (32 weeks), & 1200 (37 weeks) actual clock hours  
· Esthetician: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours
· Barber Hair Stylist: 800 Hour Course. This program uses an academic year of 900 clock hours to be completed in 24.6 weeks. 
· Evaluation at 400 (13 weeks) actual clock hours 
· Nail Technician: 200 Hour Course. This program uses an academic year of 900 clock hours to be completed in 6.2 weeks.           
· Evaluation at 100 (4 weeks) actual clock hours 
· Instructor: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours  
· Instructor (Part-Time): 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 31.7 weeks. 
· Evaluation at 300 (16 weeks) actual clock hours  
Transfer Students- Midpoint of the contracted clock hours or the established evaluation periods or whichever comes first. The scheduled evaluations will determine if the student has met the minimum requirements for Satisfactory Academic Progress. The scheduled evaluation will also ensure that each student has a sufficient opportunity to meet both the attendance and academic progress requirements of at least one evaluation by midpoint in the course. Students meeting the minimum requirements for academics and attendance at the evaluation point are considered to be making satisfactory academic progress until the next scheduled evaluation.
Attendance Progress: Students are required to attend a minimum of 70% of the hours possible based on the applicable attendance schedule in order to be considered maintaining satisfactory attendance progress. Evaluations are conducted at the end of each evaluation period to determine if the student has met the minimum requirements. The attendance percentage is determined by dividing the total hours accrued by the total number of hours scheduled. At the end of each evaluation period, the school will determine if the student has maintained at least 70% cumulative attendance since the beginning of the course which indicates that, given the same attendance rate, the student will graduate within the maximum time frame allowed. Standard rounding rules apply
The maximum time a student has to complete is 143% of the program length (70% minimum overall attendance average). The regular and maximum time for completion of each program are set forth below. (The regular time schedule is offered at 32.5 hours per week.)
Regular Time      Scheduled Clock Hours	     Maximum Time 	Scheduled Clock Hours
Cosmetology		46.2 weeks                 	1500		      66 weeks 		             2145
Esthetician 		18.5 weeks         		 600		      26.4 weeks 			858
Barber Hair Stylist 	24.6 weeks         		 800		      35.2 weeks 		             1144
Instructor	 	18.5 weeks         		 600		      26.4 weeks 			858
Instructor (Part-Time)	31.7 weeks		 600		      44.3 weeks			864
Nail Technician		  6.2 weeks           	 200		        8.8 weeks			286
Students who have not completed the course within the maximum timeframe may continue as a student at the institution on a cash pay basis. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. If a student takes a Medical Leave of Absence the leave extends the student’s contract period and maximum time frame by the same number of days of the leave of absence.
Academic Progress 
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 cumulatively. Practical assignments are evaluated as completed and counted toward course completion. Students must maintain a written grade average of 80 %. Numerical grades are considered according to the following scale:
Grading Scale
99-100 =A, 97-98 =A-, 95-96 =B+, 93-94 =B, 89-92 =B-, 86-88 =C+, 84-85 =C, 81-83 =C-, 80 =D, 0 to79 =F (Failing)
Students must maintain a cumulative 80% grade average in order to be considered making satisfactory progress.
A= Excellent, B = Very Good, C = Satisfactory, D = Needs Improvement, F = Failing


Warning 
A student failing to meet the minimum requirements for attendance or failing to meet academic progress will be placed on warning and considered to be making satisfactory academic progress while on the warning period. The student will be advised in writing on the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the warning period, the student has still not met both the attendance and academic requirements, he/she will become ineligible to receive Title IV funds.
Probation
A student who fails to meet minimum requirements for attendance or academic progress after the warning period may appeal the decision.  If the student prevails upon appeal, they will be placed on probation and considered to be making satisfactory academic progress during the probationary period.  Additionally, only students who have the ability to meet the Satisfactory Academic Progress Policy standards by the end of the evaluation period may be placed on probation. Students placed on an academic plan must be able to meet requirements set forth in the academic plan by the end of the next evaluation period. Students who are progressing according to their specific academic plan will be considered making Satisfactory Academic Progress. The student will be advised in writing of the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the probationary period, the student has still not met both the attendance and academic requirements required for satisfactory academic progress or by the academic plan, he/she will be determined as NOT making satisfactory academic progress and, if applicable, students will not be deemed eligible to receive Title IV funds.




Re-Establishment of Satisfactory Academic Progress 
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum attendance and academic requirements by the end of the warning or probationary period. 
Interruptions, Course Incompletes, Withdrawals 
If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the same progress status as prior to the leave of absence. Hours elapsed during a leave of absence will extend the student’s contract period and maximum time frame by the same number of days taken in the leave of absence and will not be included in the student's cumulative attendance percentage calculation. Students who withdraw prior to completion of the course and wish to re-enroll will return in the same satisfactory academic progress status as at the time of withdrawal.
Appeal Procedure 
If a student is determined to not be making satisfactory academic progress, the student may appeal the determination within ten calendar days of notification of the failed period. 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.
Transfer Hours 
[bookmark: _Hlk175562706]Transfer hours from another institution that are accepted toward the student’s educational program are counted as both attempted and completed hours. In the instance when transfer hours are accepted towards the student’s educational program, SAP evaluation periods are based on actual contracted hours at the institution. 
Notification and Records 
All students will be provided with copies of all Satisfactory Academic Progress evaluation reports. Copies of such reports shall also be placed in the student’s academic file, to which the student shall have access as set forth in the Course Catalog. Incompletes, repetitions and non-credit courses have no effect upon the satisfactory progress policy.	

INSTITUTIONAL REFUND POLICY:  
· An applicant rejected by the school shall be entitled to a refund of all monies paid. 
· If a student (or in case of a dependent minor student under legal age, his/her parent or guardian) cancels his/her enrollment and demands his/her money back, in writing, within three business days of the signing of an enrollment agreement or contract, all tuition money collected by the school shall be refunded. The cancellation date will be determined by the postmark on written notification, or the date said information is delivered to the school administrator/owner in person. This policy applies regardless of whether or not the student has actually started training. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
· If a student cancels his/her enrollment after three business days after the signing but prior to entering classes, they shall be entitled to a refund of all monies paid to the school less a registration fee of $100.00.    If a student cancels his/her enrollment after 3 business days, after signing a contract and after entering classes, such items as kits, books and supplies are Non-Refundable. The school shall retain all fees plus a share of earned tuition as outlined below as well as any reasonable collection fees, housing fees (if applicable), attorneys’ fees and court costs incurred and the maximum interest as allowed by the State of Maine on any unpaid balance.  The following schedule of tuition adjustment will be: An applicant rejected by the school shall be entitled to a refund of all monies paid. 
PERCENTAGE TIME TO                                                                               	AMOUNT OF TOTAL TUITION 
TOTAL TIME OF COURSE:                                                                               	OWED TO THE SCHOOL: 
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% 

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. Any monies due to the student shall be refunded within 45 days of a determination that a student has withdrawn, whether officially or unofficially, termination by the student of formal cancellation in writing, or if a student is terminated by the school, in writing, which shall occur no more than 30 days from the last day of physical attendance, or in case of a leave of absence, the documented date of return. Unofficial withdrawals for clock hour students are determined by the school through monitoring clock hour attendance at least every thirty (30) days.  The withdrawal determination date would revert back to 14 calendar days after the student’s last date of attendance. The date of withdrawal shall be the earlier of the date of expiration of the leave of absence or the date the student notifies the institution that the student will not be returning. All refunds are calculated based on the student's last date of attendance and performed in a timely fashion as outlined more fully below. In the case of a student being in a disabling accident or the death of a spouse or child the school can make a settlement, which is reasonable and fair to both.

If the course is canceled subsequent to a student's enrollment, and before instruction in the course and/or program has begun 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 cancelled 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. If permanently closed or no longer offering instruction after a student has enrolled, the school will provide a pro rata refund of tuition to the student OR provide course completion through a pre-arranged teach out agreement with another institution.
Any monies due to the applicant or student shall be refunded within 45 calendar days of official cancellation or unofficial withdrawal, whichever shall occur on the earlier date.
Veterans Educational Benefits

The Cosmetology, Esthetician, Barber Hair Stylist and Nail Technician programs of Aveda Institute Maine are approved by the Maine State Approving Agency for Veterans’ Education Programs for persons eligible for educational benefits from the U.S. Department of Veterans Affairs.  Students who have questions about their eligibility should visit the Veterans Administration web site at www.gibill.va.gov or call (toll free) 1-888-442-4551.  Students who request veteran’s educational assistance are required to have all previous post-secondary experience evaluated for possible transfer credit in order to be eligible for benefits.  For more information contact Aveda Institute Maine’s Admissions Office.

Refund Policy for Recipients of Veterans Education Benefits

	Aveda Institute Maine complies with the VA requirement for a pro rata refund of the unused portion of tuition, fees and charges if the veteran or eligible person fails to enter the course, withdraws, or is terminated before completion.  (38 CFR 21.4254(C)(13); 21.4255).  For more information contact the President of Aveda Institute Maine.  Aveda Institute Maine complies with the Pro Rata Refund Policy (38 CFR 21.4255) that is applicable to veterans and other persons who are eligible for Veterans Administration benefits.  
Return to Title IV Funds

Title IV Refund Policy 
When a student enrolls at Aveda Institute Maine and begins the program, but either withdraws from the selected program, or the Institute dismisses the student from the selected program for a violation of the rules and/or regulations, this may result in a return of federal student financial assistance (Title IV funds). The law specifies how Aveda Institute Maine must determine the amount of Federal Student Assistance (FSA) that can be earned if a student withdraws. The FSA programs covered by this law are: Federal Pell Grant and Direct Loans. 
Once a student has completed more than 60% of the payment period, the student earns all the assistance that was scheduled to be received. If a student did not receive all the funds earned, the student may be due a post withdrawal disbursement. If the post withdrawal disbursement includes loan funds, the student may choose to decline the loan funds so as not to incur additional debt. Aveda Institute Maine may automatically use all or a portion of any post withdrawal disbursement (including loan funds) for tuition, fees, and / or additional charges. It is in the student's best interest to allow the Institute to keep the funds in order to reduce the student's debt. If a student (or parents on the student's behalf) receives excess FSA program funds, the Institute may return the portion of excess equal to the lesser of: (1) institutional charges multiplied by the unearned percentage of the fund; (2) the entire amount of excess funds. The Institute must return this amount even if it didn't keep this amount of the student's FSA program funds. Any amount of unearned grant funds that must be returned is called an overpayment. 
The requirements for FSA program refunds when withdrawn are separate from any refund policy that the Institute may have. Therefore, the student may still owe funds to the Institute to cover unpaid institutional charges. Aveda Institute Maine may also charge for any FSA program funds that the Institute was required to return. Aveda Institute Maine’s Refund Policy is printed in this catalog and is also in the Enrollment Agreement. Also printed in this Catalog are the requirements and procedures for officially withdrawing from the Institute.  
Institution Refund Policy and Cancellation Policy 
*If a student does not complete a course of study, the following cancellation and settlement policies will be in effect. The policies apply to all termination for any reason, by either party, including student decision, course or program cancellation, or school closure, and comply with the mandated state refund policy. 
*For a student on an approved Leave of Absence who notifies the Institute in writing that he / she will not be returning, the date of withdrawal shall be the earlier date of expiration of the Leave of Absence, or the date the student notifies the Institute in writing that he / she will not be returning; 
*For students who do not return from Leaves of Absence, the documented date of return will be used as the termination date; 
*If the Institute closes, cancels, or discontinues a program, the student who has not started classes will receive a full refund of all monies paid. If the Institute is permanently closed and no longer offering instruction after a student has enrolled and started attendance, the student will be entitled to a prorated refund of tuition; 
*If the student notifies the Institute of his / her cancellation in a written and signed document, the document must be received within 5 business days of the student's last day of attendance; 
*Based on Department of Education regulations, if a student does not attend for 14 consecutive calendar days, and the Institute and/ or student does not make verbal or written confirmation to continue training, the student will be terminated. The Institute will determine status of the student after at least 14 consecutive days from his / her last day of attendance; 
*All extra costs of textbooks, kits and training materials are non-refundable items. Institutional refund calculations will be based on actual hours; 
*The Institute shall mail a written acknowledgment of a student's cancellation, written withdrawal, or refund to the student within 15 calendar days of the date of notification. Students who terminate enrollment prior to completion are charged a $150 termination fee. 

*The Title IV Refund Policy is based on the scheduled hours, and not on the attendance hours. “Total time” means the total hours of scheduled instruction time for the program in which the student is enrolled. Examples of the Refund Policy are available in the Financial Aid Office. Refunds due will first be made to the source that provided funding before any refunds may be paid to the students. Please be aware that the person or company that made the payment is the one that receives the refund check. 

The law specifies how your school must determine the amount of Title IV program assistance that you earn if you withdraw from school. The Title IV programs that are covered by this law are: Federal Pell Grants, Direct Loans, PLUS Loans, Federal Supplemental Educational Opportunity Grants (FSEOGs), Federal Perkins Loans and in some cases, certain state grant aid (LEAP/SLEAP), GEAR UP grants, and SSS grants to students.

If a student earned more aid than was disbursed to him/her, the institution would owe the student a post-withdrawal disbursement. From the date the institution determined the student withdrew, grant funds must be paid within 45 days and loan funds must be paid within 180 days.

Return of Unearned Aid is allocated in the following order:
1. Unsubsidized Federal Direct Loan	2. Subsidized Federal Direct Loan	3. Federal Perkins Loan
4. Federal Direct PLUS Loan		5. Federal Pell Grant		6. Federal Supplemental Opportunity Grant
7. Other Title IV Assistance

There are some Title IV funds that you were scheduled to receive that you cannot earn once you withdraw because of other eligibility requirements. For example, if you are a first-time, first-year undergraduate student and you have not completed the first 30 days of your program before you withdraw, you will not earn any FFEL or Direct loan funds that you would have received had you remained enrolled past the 30th day.
Students reentering within 180 days of withdrawal date will resume at the same status as prior to withdrawal.  
The requirements for Title IV program funds when you withdraw are separate from any refund policy that your school may have. Therefore, you may still owe funds to the school to cover unpaid institutional charges. Your school may also charge you for any Title IV program funds that the school was required to return. If you don't already know what your school's refund policy is, you can ask your school for a copy. Your school can also provide you with the requirements and procedures for officially withdrawing from school.
If you have questions about your Title IV program funds, you can call the Federal Student Aid Information Center at 1-800-4-FEDAID (1-800-433-3243). TTY users may call 1-800-730-8913. Information is also available on Student Aid on the Web at www.studentaid.ed.gov.
Campus Security and Safety Policies
Aveda Institute Maine publishes a security report by October 1st to every student, prospective student, and staff member upon request. This report includes statistics for the three previous years concerning reported crimes that have occurred on the school's campus, within, or immediately adjacent to and accessible from, the campus. This report also includes policies concerning campus security, such as policies concerning sexual assault and other matters. You can receive a copy of this report by contacting the Administrative office. 
Aveda Institute Maine recommends the following precautions in order to ensure the safety of students, staff, and patrons: No one should leave the building at night alone. After the clinic floor is closed, all doors shall be locked and no one will be permitted to re-enter or remain in the building alone. All students should store any personal property in their lockers or caddies, and staff should keep their valuables items in a secure place.
If a student is dismissed, graduates or fails to return from a leave of absence it is his/her responsibility to empty his/her locker. Failure to do so will result in the lock being cut and contents boxed and held for 10 days. All locker contents held after 10 days will be disposed of.
COSMETOLOGY COURSE BREAKDOWN OF CONTENT:

HOURS		SUBJECT – UNIT
75		SHAMPOO
225		PERMANENT WAVING
200		FINGER WAVING, MOLDING, ROLLER PLACEMENT AND PIN CURLS
130		HAIR COLORING AND BLEACHING
300		HAIR CUTTING (ALL IMPLEMENTS)
100	COSMETIC THERAPY; SCALP TREATMENT, USE OF COSMETICS/ART OF MAKEUP/FACIAL MASSAGE
80		MANICURING AND PEDICURING
40		ELECTRICAL DEVICES
120	HYGIENE, SANITATION, DECONTAMINATION, ANATOMY & CHEMISTRY
20		WIGGERY
80		CHEMICAL HAIR RELAXING
80		SHOP MANAGEMENT, LAWS AND RULES
50                         STUDY OF THEORY; SUBJECTS IN WHICH AN INDIVIDUAL STUDENT MAY BE DEFICIENT AND ELECTIVE COSMETOLOGY SUBJECTS 
It is required that the following minimum hours of instruction and number of services of the course are included and will be divided throughout the course.
Cosmetology Kit

¾” Marcel Iron							Wahl All-Star Combo Clipper Set
Porcelain Ceramic 1” Flat Iron					5 ½ Shear & Texturing Kit with Razor
Ionic Salon Dryer						Medium Nylon Duffle Bag
Silicone Hair Diffuser						Lockable Rolling 5-Drawer Cart
7 Row Nylon Bristle Brush					Pedicuring & Manicuring Set (6-piece)
9 Row Style Brush						Toe Nail Clippers with Square File
9 Row EZ Style Brush						Practice Hand
Thermal Vent Brush							Nail Kit
1 ½” Round Brush						Acrylic Nail File/Buffer Pack
1 ¼” Ceramic Thermal Round Brush				Acrylic Nail Tip Slicer
1 ½” Ceramic Thermal Round Brush				Acrylic Nail File Kit (100/180 Grit)
2” Ceramic Thermal Round Brush				Halfwell Nail Tips
Styling & Cutting Comb Kit					Plastic Liquid Dropper
Aveda Paddle Brush						Dappen Dish – Clear Glass
Jumbo Rake Comb						Table Towels (45/pack)
7” Styling Comb (6 Pack)						Calrite Curing Resin
7” Dual Purpose Lift Comb					Clarite Monomer 30ML
8” Fine-tooth Comb						Clarite Natural Powder
8 ½” Pintail Comb						Clarite Pink Powder
Nylon Waterproof Black All-Purpose Cape				Clarite White Powder
Aveda All-Purpose Cape						Bond Aid (Dehydrator)
Aveda Black Chemical Apron					Bondex (Primer)
Handheld Mirror							Mach 5 Nail Glue
16-ounce Spray Bottle						Nail Lacquer (Red)
Aveda Color Bowl & Brush					Nas-99 Nail Cleanser
Aveda Color Applicator Bottle					Exfoliating Cuticle Treatment
Roller Set							OPI Base/Top Coat
Steel All-Purpose Curl Clips					Acrylic Nail Brush
Single Prong Steel Clips						Toe & Finger Separators
Double Prong Steel Clips						Sanitizable Block Buffer
Roller Picks (100/bag)						Natural Nail Cleansing Brush
3” Butterfly Clips (12/bag)					White Buffer Block
Rubberized Clips (4/Bag)						Disposable Nail Forms (50/pack)
Short Gray Perm Rods (12 count)					Manicure Bowls
Short Pink Perm Rods (12 count)					Hand Cleanser
Short Blue Perm Rods (12 count)					Non-Acetone Polish Remover (8 ounce)
Short White Perm Rods (12 count)				Pure Acetone (16 ounce)
Long Gray Perm Rods (36 count)					Cuticle Oil
Long Pink Perm Rods (36 count)					Soft Travel Case
Long Blue Perm Rods (36 count)
Long White Perm Rods (36 count)				iPad	
Jumbo Orchid Perm Rods (36 count) 				Learn Aveda E-Book
Perming End Wraps 						Pivot Point Cosmetology Book Bundle
5 Human Hair Mannequins 					Pivot Point Cosmetology Study Guide
Deluxe Mannequin Counter Clamp 				Aveda Institute Maine T-Shirt






































MATERIALS PURCHASED BY STUDENT

Pens			Styling Products for Practical homework	    Roll of Aluminum Foil
Notebooks		Box of Rubber or Latex Gloves		    Hand Sanitizer
Highlighters		Some Form of Camera			    Index cards
Smock		Lock for locker
	
Any items that students will want to have for personal use.












ESTHETICIAN COURSE 
REQUIRED HOURS: 600 Clock Hours
COST: 
REGISTRATION FEE: $100.00
TUITION: $12,400.00
STUDENT KIT:  $1,150.00
BOOKS: $595.00
TOTAL: $14,245.00

Payments: Registration Fee, Student Kit & Books Due by First Day: $1,845.00 (non-refundable after training begins) 
The first day fees cover enrollment agreement, processing, Student Handbook, study aids and texts, and other unrecoverable costs for space, utilities, materials and supplies and is not refundable after attending the first day of class.  There is an additional tuition charge of $14.00 an hour (based on 32.5 hours a week) charged after the expiration of the enrollment agreement, until the completion of the program. Any student who is dismissed from school or who voluntarily terminates his/her course of study will be charged a $150.00 termination fee.  The testing company used by the State of Maine for the State examination charges a fee of $190.00.  If a student fails the State Exam the testing company will charge an additional retesting fee.  

Method/Terms of Payment: Student may pay with Title IV Federal Financial Aid (for those who qualify); or an approved payment plan. Payments may be made by cash, check, money order, credit card or through non-federal, state, institutional or other scholarship, grant or institutional programs. All payments are due on the student selected day of the month. If a scheduled payment is not made within 5 school days after due date, the unpaid balance shall immediately become due and payable, and attendance may be held in abeyance at the option of the administration until such balance is fully paid. 

DESCRIPTION OF PROGRAM AND STATE REQUIREMENTS: Taught in English.  The primary purpose of the esthetician program is to train the student in the basic manipulative skills, safety judgments, proper work habits and desirable professional attitudes necessary to obtain licensure in the State of Maine and to achieve competency in job entry level jobs as an esthetician, spa technician, spa manager and/or owner.   The course is measured in clock hours and a total of 600 hours is required by the State of Maine.

OBJECTIVES: Upon completion of the course requirements, the determined graduate who has applied himself/herself throughout the program will be able to:

1)	Project a positive professional attitude along with a sense of personal integrity and self-confidence;
2)	Practice effective communication skills, visual poise and proper grooming to enable a graduate to pursue a career in the esthetic field;
3)	Understand and respect the need to deliver worthy service for value received in an employer-employee relationship;
4)	Perform the basic manipulative skills in the areas of skin care, massage techniques, facial treatments, make-up and hair removal;
5)	Perform the basic analytical skills needed in order to determine proper skin treatment, makeup, and proper health and nutrition of the skin for the client’s overall image;
6)	Apply learned theory, technical information and related matter to assure sound judgments, decisions and procedures.

To ensure continued career success, the graduate will continue to learn new and current information related to skills, trends and methods for career development in esthetic and related fields.

REFERENCES:	A comprehensive library of references, periodicals, books, texts and audio/video tapes is available to support the course of study and supplement student training.  In addition, high-speed, internet access is available to students.  Students are encouraged to avail themselves of the opportunity to use these extensive materials.

TEACHING METHODS:  The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state test preparation, graduation and job entry level skills.  Clinic equipment, implements and products contained within the school are comparable to those used in the industry.  Each student will receive instruction that relates to the performance of useful, creative and productive career oriented activities.  The course is presented through comprehensive lesson plans which reflect effective educational methods.  Subjects are presented by means of lectures, demonstrations and student participation.  Audio-visual aids, guest speakers, projects, activities and other related learning methods are used throughout the course.
Satisfactory Academic Progress or SAP 
SATISFACTORY ACADEMIC PROGRESS POLICY
Satisfactory progress in the areas of attendance and academic work is a requirement for all enrolled Aveda Institute Maine students. Students receiving federal Title IV financial aid funds must maintain satisfactory progress in order to maintain eligibility for such funds. Aveda Institute Maine’s Satisfactory Academic Progress Policy is consistently applied to all enrolled students. This policy is printed in the handbook/catalog to guarantee that all students receive a personal copy prior to starting. The Satisfactory Academic Progress (SAP) Policy has been established to meet the guidelines set by the National Accrediting Commission of Career Arts and Sciences (NACCAS) and the federal regulations established by the United States Department of Education.
Satisfactory Academic Progress (SAP) Evaluations Periods
Students are evaluated for Satisfactory Academic Progress as follows: (At the point when the student successfully completes the scheduled clock hours for that payment period.)
· Cosmetology: 1500 Hour Course. This program uses an academic year of 900 clock hours to be completed in 46.2 weeks. 
· Evaluations at 450 (14 weeks), 900 (32 weeks), & 1200 (37 weeks) actual clock hours  
· Esthetician: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours
· Barber Hair Stylist: 800 Hour Course. This program uses an academic year of 900 clock hours to be completed in 24.6 weeks. 
· Evaluation at 400 (13 weeks) actual clock hours 
· Nail Technician: 200 Hour Course. This program uses an academic year of 900 clock hours to be completed in 6.2 weeks.           
· Evaluation at 100 (4 weeks) actual clock hours 
· Instructor: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours  
· Instructor (Part-Time): 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 31.7 weeks. 
· Evaluation at 300 (16 weeks) actual clock hours  
Transfer Students- Midpoint of the contracted clock hours or the established evaluation periods or whichever comes first. The scheduled evaluations will determine if the student has met the minimum requirements for Satisfactory Academic Progress. The scheduled evaluation will also ensure that each student has a sufficient opportunity to meet both the attendance and academic progress requirements of at least one evaluation by midpoint in the course. Students meeting the minimum requirements for academics and attendance at the evaluation point are considered to be making satisfactory academic progress until the next scheduled evaluation.
Attendance Progress: Students are required to attend a minimum of 70% of the hours possible based on the applicable attendance schedule in order to be considered maintaining satisfactory attendance progress. Evaluations are conducted at the end of each evaluation period to determine if the student has met the minimum requirements. The attendance percentage is determined by dividing the total hours accrued by the total number of hours scheduled. At the end of each evaluation period, the school will determine if the student has maintained at least 70% cumulative attendance since the beginning of the course which indicates that, given the same attendance rate, the student will graduate within the maximum time frame allowed. Standard rounding rules apply
The maximum time a student has to complete is 143% of the program length (70% minimum overall attendance average). The regular and maximum time for completion of each program are set forth below. (The regular time schedule is offered at 32.5 hours per week.)
Regular Time      Scheduled Clock Hours	     Maximum Time 	Scheduled Clock Hours
Cosmetology		46.2 weeks                 	1500		      66 weeks 		             2145
Esthetician 		18.5 weeks         		 600		      26.4 weeks 			858
Barber Hair Stylist 	24.6 weeks         		 800		      35.2 weeks 		             1144
Instructor	 	18.5 weeks         		 600		      26.4 weeks 			858
Instructor (Part-Time)	31.7 weeks		 600		      44.3 weeks			864
Nail Technician		  6.2 weeks           	 200		        8.8 weeks			286

Students who have not completed the course within the maximum timeframe may continue as a student at the institution on a cash pay basis. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. If a student takes a Medical Leave of Absence the leave extends the student’s contract period and maximum time frame by the same number of days of the leave of absence.
Academic Progress 
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 cumulatively. Practical assignments are evaluated as completed and counted toward course completion. Students must maintain a written grade average of 80 %. Numerical grades are considered according to the following scale:
Grading Scale 99-100 =A, 97-98 =A-, 95-96 =B+, 93-94 =B, 89-92 =B-, 86-88 =C+, 84-85 =C, 81-83 =C-, 80 =D, 0 to 79 =F (Failing)
Students must maintain a cumulative 80% grade average in order to be considered making satisfactory progress.
A= Excellent, B = Very Good, C = Satisfactory, D = Needs Improvement, F = Failing


Warning 
A student failing to meet the minimum requirements for attendance or failing to meet academic progress will be placed on warning and considered to be making satisfactory academic progress while on the warning period. The student will be advised in writing on the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the warning period, the student has still not met both the attendance and academic requirements, he/she will become ineligible to receive Title IV funds.
Probation
A student who fails to meet minimum requirements for attendance or academic progress after the warning period may appeal the decision.  If the student prevails upon appeal, they will be placed on probation and considered to be making satisfactory academic progress during the probationary period.  Additionally, only students who have the ability to meet the Satisfactory Academic Progress Policy standards by the end of the evaluation period may be placed on probation. Students placed on an academic plan must be able to meet requirements set forth in the academic plan by the end of the 
next evaluation period. Students who are progressing according to their specific academic plan will be considered making Satisfactory Academic Progress. The student will be advised in writing of the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the probationary period, the student has still not met both the 
attendance and academic requirements required for satisfactory academic progress or by the academic plan, he/she will be determined as NOT making satisfactory academic progress and, if applicable, students will not be deemed eligible to receive Title IV funds



Re-Establishment of Satisfactory Academic Progress 
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum attendance and academic requirements by the end of the warning or probationary period. 
Interruptions, Course Incompletes, Withdrawals 
If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the same progress status as prior to the leave of absence. Hours elapsed during a leave of absence will extend the student’s contract period and maximum time frame by the same number of days taken in the leave of absence and will not be included in the student's cumulative attendance percentage calculation. Students who withdraw prior to completion of the course and wish to re-enroll will return in the same satisfactory academic progress status as at the time of withdrawal.
Appeal Procedure 
If a student is determined to not be making satisfactory academic progress, the student may appeal the determination within ten calendar days of notification of the failed period. 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.
Transfer Hours 
Transfer hours from another institution that are accepted toward the student’s educational program are counted as both attempted and completed hours. In the instance when transfer hours are accepted towards the student’s educational program, SAP evaluation periods are based on actual contracted hours at the institution. 
Notification and Records 
All students will be provided with copies of all Satisfactory Academic Progress evaluation reports. Copies of such reports shall also be placed in the student’s academic file, to which the student shall have access as set forth in the Course Catalog. Incompletes, repetitions and non-credit courses have no effect upon the satisfactory progress policy.	
INSTITUTIONAL REFUND POLICY:  
A. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
B. If a student (or in case of a dependent minor student under legal age, his/her parent or guardian) cancels his/her enrollment and demands his/her money back, in writing, within three business days of the signing of an enrollment agreement or contract, all tuition money collected by the school shall be refunded. The cancellation date will be determined by the postmark on written notification, or the date said information is delivered to the school administrator/owner in person. This policy applies regardless of whether or not the student has actually started training. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
C. If a student cancels his/her enrollment after three business days after the signing but prior to entering classes, they shall be entitled to a refund of all monies paid to the school less a registration fee of $100.00.    If a student cancels his/her enrollment after 3 business days, after signing a contract and after entering classes, such items as kits, books and supplies are Non-Refundable. The school shall retain all fees plus a share of earned tuition as outlined below as well as any reasonable collection fees, housing fees (if applicable), attorneys’ fees and court costs incurred and the maximum interest as allowed by the State of Maine on any unpaid balance.  The following schedule of tuition adjustment will be: An applicant rejected by the school shall be entitled to a refund of all monies paid. 
PERCENTAGE TIME TO                                                                               	AMOUNT OF TOTAL TUITION 
TOTAL TIME OF COURSE:                                                                               	OWED TO THE SCHOOL: 
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% 

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. Any monies due to the student shall be refunded within 45 days of a determination that a student has withdrawn, whether officially or unofficially, termination by the student of formal cancellation in writing, or if a student is terminated by the school, in writing, which shall occur no more than 30 days from the last day of physical attendance, or in case of a leave of absence, the documented date of return. Unofficial withdrawals for clock hour students are determined by the school through monitoring clock hour attendance at least every thirty (30) days.  The withdrawal determination date would revert back to 14 calendar days after the student’s last date of attendance. The date of withdrawal shall be the earlier of the date of expiration of the leave of absence or the date the student notifies the institution that the student will not be returning. All refunds are calculated based on the student's last date of attendance and performed in a timely fashion as outlined more fully below. In the case of a student being in a disabling accident or the death of a spouse or child the school can make a settlement, which is reasonable and fair to both.

If the course is canceled subsequent to a student's enrollment, and before instruction in the course and/or program has begun 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 cancelled 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. If permanently closed or no longer offering instruction after a student has enrolled, the school will provide a pro rata refund of tuition to the student OR provide course completion through a pre-arranged teach out agreement with another institution.
Any monies due to the applicant or student shall be refunded within 45 calendar days of official cancellation or unofficial withdrawal, whichever shall occur on the earlier date.
[bookmark: _Hlk175135777]Veterans Educational Benefits

The Cosmetology, Esthetician, Barber Hair Stylist and Nail Technician programs of Aveda Institute Maine are approved by the Maine State Approving Agency for Veterans’ Education Programs for persons eligible for educational benefits from the U.S. Department of Veterans Affairs.  Students who have questions about their eligibility should visit the Veterans Administration web site at www.gibill.va.gov or call (toll free) 1-888-442-4551.  Students who request veteran’s educational assistance are required to have all previous post-secondary experience evaluated for possible transfer credit in order to be eligible for benefits.  For more information contact Aveda Institute Maine’s Admissions Office.
Refund Policy for Recipients of Veterans Education Benefits
	Aveda Institute Maine complies with the VA requirement for a pro rata refund of the unused portion of tuition, fees and charges if the veteran or eligible person fails to enter the course, withdraws, or is terminated before completion.  (38 CFR 21.4254(C)(13); 21.4255).  For more information contact the President of Aveda Institute Maine.  Aveda Institute Maine complies with the Pro Rata Refund Policy (38 CFR 21.4255) that is applicable to veterans and other persons who are eligible for Veterans Administration benefits.  
Return to Title IV Funds
Title IV Refund Policy 
When a student enrolls at Aveda Institute Maine and begins the program, but either withdraws from the selected program, or the Institute dismisses the student from the selected program for a violation of the rules and/or regulations, this may result in a return of federal student financial assistance (Title IV funds). The law specifies how Aveda Institute Maine must determine the amount of Federal Student Assistance (FSA) that can be earned if a student withdraws. The FSA programs covered by this law are: Federal Pell Grant and Direct Loans. 
Once a student has completed more than 60% of the payment period, the student earns all the assistance that was scheduled to be received. If a student did not receive all the funds earned, the student may be due a post withdrawal disbursement. If the post withdrawal disbursement includes loan funds, the student may choose to decline the loan funds so as not to incur additional debt. Aveda Institute Maine may automatically use all or a portion of any post withdrawal disbursement (including loan funds) for tuition, fees, and / or additional charges. It is in the student's best interest to allow the Institute to keep the funds in order to reduce the student's debt. If a student (or parents on the student's behalf) receives excess FSA program funds, the Institute may return the portion of excess equal to the lesser of: (1) institutional charges multiplied by the unearned percentage of the fund; (2) the entire amount of excess funds. The Institute must return this amount even if it didn't keep this amount of the student's FSA program funds. Any amount of unearned grant funds that must be returned is called an overpayment. 
The requirements for FSA program refunds when withdrawn are separate from any refund policy that the Institute may have. Therefore, the student may still owe funds to the Institute to cover unpaid institutional charges. Aveda Institute Maine may also charge for any FSA program funds that the Institute was required to return. Aveda Institute Maine’s Refund Policy is printed in this catalog and is also in the Enrollment Agreement. Also printed in this Catalog are the requirements and procedures for officially withdrawing from the Institute.  
Institution Refund Policy and Cancellation Policy 
*If a student does not complete a course of study, the following cancellation and settlement policies will be in effect. The policies apply to all termination for any reason, by either party, including student decision, course or program cancellation, or school closure, and comply with the mandated state refund policy. 
*For a student on an approved Leave of Absence who notifies the Institute in writing that he / she will not be returning, the date of withdrawal shall be the earlier date of expiration of the Leave of Absence, or the date the student notifies the Institute in writing that he / she will not be returning; 
*For students who do not return from Leaves of Absence, the documented date of return will be used as the termination date; 
*If the Institute closes, cancels, or discontinues a program, the student who has not started classes will receive a full refund of all monies paid. If the Institute is permanently closed and no longer offering instruction after a student has enrolled and started attendance, the student will be entitled to a prorated refund of tuition; 
*If the student notifies the Institute of his / her cancellation in a written and signed document, the document must be received within 5 business days of the student's last day of attendance; 
*Based on Department of Education regulations, if a student does not attend for 14 consecutive calendar days, and the Institute and/ or student does not make verbal or written confirmation to continue training, the student will be terminated. The Institute will determine status of the student after at least 14 consecutive days from his / her last day of attendance; 
*All extra costs of textbooks, kits and training materials are non-refundable items. Institutional refund calculations will be based on actual hours; 
*The Institute shall mail a written acknowledgment of a student's cancellation, written withdrawal, or refund to the student within 15 calendar days of the date of notification. Students who terminate enrollment prior to completion are charged a $150 termination fee. 

*The Title IV Refund Policy is based on the scheduled hours, and not on the attendance hours. “Total time” means the total hours of scheduled instruction time for the program in which the student is enrolled. Examples of the Refund Policy are available in the Financial Aid Office. Refunds due will first be made to the source that provided funding before any refunds may be paid to the students. Please be aware that the person or company that made the payment is the one that receives the refund check. 
The law specifies how your school must determine the amount of Title IV program assistance that you earn if you withdraw from school. The Title IV programs that are covered by this law are: Federal Pell Grants, Direct Loans, PLUS Loans, Federal Supplemental Educational Opportunity Grants (FSEOGs), Federal Perkins Loans and in some cases, certain state grant aid (LEAP/SLEAP), GEAR UP grants, and SSS grants to students.
If a student earned more aid than was disbursed to him/her, the institution would owe the student a post-withdrawal disbursement. From the date the institution determined the student withdrew, grant funds must be paid within 45 days and loan funds must be paid within 180 days.
Return of Unearned Aid is allocated in the following order:
1. Unsubsidized Federal Direct Loan	2. Subsidized Federal Direct Loan	3. Federal Perkins Loan
4. Federal Direct PLUS Loan		5. Federal Pell Grant		6. Federal Supplemental Opportunity Grant
7. Other Title IV Assistance
There are some Title IV funds that you were scheduled to receive that you cannot earn once you withdraw because of other eligibility requirements. For example, if you are a first-time, first-year undergraduate student and you have not completed the first 30 days of your program before you withdraw, you will not earn any FFEL or Direct loan funds that you would have received had you remained enrolled past the 30th day.
Students reentering within 180 days of withdrawal date will resume at the same status as prior to withdrawal.  
The requirements for Title IV program funds when you withdraw are separate from any refund policy that your school may have. Therefore, you may still owe funds to the school to cover unpaid institutional charges. Your school may also charge you for any Title IV program funds that the school was required to return. If you don't already know what your school's refund policy is, you can ask your school for a copy. Your school can also provide you with the requirements and procedures for officially withdrawing from school.
If you have questions about your Title IV program funds, you can call the Federal Student Aid Information Center at 1-800-4-FEDAID (1-800-433-3243). TTY users may call 1-800-730-8913. Information is also available on Student Aid on the Web at www.studentaid.ed.gov.
Campus Security and Safety Policies
Aveda Institute Maine publishes a security report by October 1st to every student, prospective student, and staff member upon request. This report includes statistics for the three previous years concerning reported crimes that have occurred on the school's campus, within, or immediately adjacent to and accessible from, the campus. This report also includes policies concerning campus security, such as policies concerning sexual assault and other matters. You can receive a copy of this report by contacting the Administrative office. 
Aveda Institute Maine recommends the following precautions in order to ensure the safety of students, staff, and patrons: No one should leave the building at night alone. After the clinic floor is closed, all doors shall be locked and no one will be permitted to re-enter or remain in the building alone. All students should store any personal property in their lockers or caddies, and staff should keep their valuables items in a secure place.
If a student is dismissed, graduates or fails to return from a leave of absence it is his/her responsibility to empty his/her locker. Failure to do so will result in the lock being cut and contents boxed and held for 10 days. All locker contents held after 10 days will be disposed of.

ESTHETICIAN COURSE BREAKDOWN OF CONTENT:

HOURS			SUBJECT – UNIT
5			HISTORY OF SKIN CARE/USE OF COSMETICS
25			STERILIZATION, SANITATION AND DECONTAMINATION
100	CHEMISTRY, BACTERIOLOGY, CELLS, METABOLISM & BODY SYSTEM, ANATOMY
90	PHYSIOLOGY & HISTOLOGY OF SKIN, SKIN DISORDERS, SKIN ANALYSIS, HEALTH AND  
NUTRITION OF THE SKIN
30			CLEANSING OF SKIN/CLIENT PREPARATION
50			MASSAGE TECHNIQUES/MASK THERAPY IN FACIAL TREATMENTS
75	SKIN TREATMENTS W/O USE OF MACHINES; SKIN TREATMENTS WITH MACHINES
30			SUPERFLUOUS HAIR REMOVAL
50			MAKE UP TECHNIQUES
45			ELECTRICITY, MACHINES AND APPARATUS
35			BUSINESS MANAGEMENT
10			PSYCHOLOGY AND HUMAN RELATIONS
20			TESTING AND EVALUATION
35			LAWS AND RULES

It is required that the following minimum hours of instruction and number of services of the course are included and will be divided throughout the course.
Esthetician Kit

[bookmark: _Hlk127532233]2-way Pencil Sharpener					Latex Free Foam Wedges (24 count)
Facial & Make-up Mannequin				Lip Gloss Applicators (12 count)
Massage Training Mannequin with Shoulders		Makeup Palette	
Double Sided Eyeshadow Applicators (36 count)	Double-ended Jade Roller
Disposable Mascara Wands (25 count)			Vinyl Make-up Cape		
Professional Cosmetic 10-piece Brush Set		Eyelash Extension Kit
Magnifying Head Lamp for Lash Application		Aveda Skincare Kit
Non-woven Waxing Strips (100 count)			Make-up Velcro Headband
Extractor Kit							LED Make-up Mirror with Stand
Black Carrying Tote						Deluxe Face & Body Brush Kit (7 pc)
Cotton Assortment (160 piece)				Professional Dry Brushes
Aveda Institute Maine T-Shirt				Aveda Makeup Kit			
Learn Aveda E-Book					Pivot Point Study Guide
iPad

		              	
		              

















MATERIALS PURCHASED BY STUDENT

Pens			Styling Products for Practical homework	    Hand Sanitizer
Notebooks		Box of Rubber or Latex Gloves		    Index cards
Highlighters		Some Form of Camera			    Lock for locker
Smock		Cosmetic Dictionary
	
Any items that students will want to have for personal use.






























BARBER HAIR STYLIST COURSE 
REQUIRED HOURS: 800 Clock Hours
COST: Registration Fee: $100.00
TUITION: $11,900.00
STUDENT KIT: $1,500.00
BOOKS: $595.00
TOTAL: $14,095.00

Payments: Registration Fee, Student Kit & Books Due by First Day: $2,195.00 (non-refundable after training begins) 
The first day fees cover enrollment agreement, processing, Student Handbook, study aids and texts, and other unrecoverable costs for space, utilities, materials and supplies and is not refundable after attending the first day of class.  There is an additional tuition charge of $12.00 an hour (based on 32.5 hours a week) charged after the expiration of the enrollment agreement, until the completion of the program. Any student who is dismissed from school or who voluntarily terminates his/her course of study will be charged a $150.00 termination fee.  The testing company used by the State of Maine for the State examination charges a fee of $190.00.  If a student fails the State Exam the testing company will charge an additional retesting fee.  

Method/Terms of Payment: Student may pay with Title IV Federal Financial Aid (for those who qualify); or an approved payment plan. Payments may be made by cash, check, money order, credit card or through non-federal, state, institutional or other scholarship, grant or institutional programs. All payments are due on the student selected day of the month. If a scheduled payment is not made within 5 school days after due date, the unpaid balance shall immediately become due and payable, and attendance may be held in abeyance at the option of the administration until such balance is fully paid. 

DESCRIPTION OF PROGRAM AND STATE REQUIREMENTS:	Taught in English.  The primary purpose of the barber hair stylist program is to train the student in the basic manipulative skills, safety judgments, proper work habits and desirable professional attitudes necessary to obtain licensure in the State of Maine and to achieve competency in job entry level positions as a barber, men’s stylist, barbershop manager or owner.  The course is measured in clock hours and a total of 800 hours is required by the State of Maine.  

OBJECTIVES:	Upon completion of the course requirements, the determined graduate who has applied himself/herself throughout the program will be able to:

1)	Project a positive professional attitude along with a sense of personal integrity and self-confidence;
2)	Practice effective communication skills, visual poise and proper grooming to enable a graduate to pursue a career in the barbering field;
3)	Understand and respect the need to deliver worthy service for value received in an employer-employee relationship;
4)	Perform the basic manipulative skills in the areas of hair shaping, beard and mustache trimming, texture services, shaving, scalp and hair conditioning, and manicures;
5)	Perform the basic analytical skills needed in order to determine proper hairstyle for the client’s overall image;
6)	Apply learned theory, technical information and related matter to assure sound judgments, decisions and procedures.

To ensure continued career success, the graduate will continue to learn new and current information related to skills, trends and methods for career development in barbering and related fields.

REFERENCES:	A comprehensive library of references, periodicals, books, texts and audio/video tapes is available to support the course of study and supplement student training.  In addition, high-speed, internet access is available to students.  Students are encouraged to avail themselves of the opportunity to use these extensive materials.

TEACHING METHODS: The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state test preparation, graduation and job entry level skills.  Clinic equipment, implements and products contained within the school are comparable to those used in the industry.  Each student will receive instruction that relates to the performance of useful, creative and productive career oriented activities.  The course is presented through comprehensive lesson plans which reflect effective educational methods.  Subjects are presented by means of lectures, demonstrations and student participation.  Audio-visual aids, guest speakers, projects, activities and other related learning methods are used throughout the course.
Satisfactory Academic Progress or SAP 
SATISFACTORY ACADEMIC PROGRESS POLICY
Satisfactory progress in the areas of attendance and academic work is a requirement for all enrolled Aveda Institute Maine students. Students receiving federal Title IV financial aid funds must maintain satisfactory progress in order to maintain eligibility for such funds. Aveda Institute Maine’s Satisfactory Academic Progress Policy is consistently applied to all enrolled students. This policy is printed in the handbook/catalog to guarantee that all students receive a personal copy prior to starting. The Satisfactory Academic Progress (SAP) Policy has been established to meet the guidelines set by the National Accrediting Commission of Career Arts and Sciences (NACCAS) and the federal regulations established by the United States Department of Education.
Satisfactory Academic Progress (SAP) Evaluations Periods
Students are evaluated for Satisfactory Academic Progress as follows: (At the point when the student successfully completes the scheduled clock hours for that payment period.)
· Cosmetology: 1500 Hour Course. This program uses an academic year of 900 clock hours to be completed in 46.2 weeks. 
· Evaluations at 450 (14 weeks), 900 (32 weeks), & 1200 (37 weeks) actual clock hours  
· Esthetician: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours
· Barber Hair Stylist: 800 Hour Course. This program uses an academic year of 900 clock hours to be completed in 24.6 weeks. 
· Evaluation at 400 (13 weeks) actual clock hours 
· Nail Technician: 200 Hour Course. This program uses an academic year of 900 clock hours to be completed in 6.2 weeks.           
· Evaluation at 100 (4 weeks) actual clock hours 
· Instructor: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours  
· Instructor (Part-Time): 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 31.7 weeks. 
· Evaluation at 300 (16 weeks) actual clock hours  
Transfer Students- Midpoint of the contracted clock hours or the established evaluation periods or whichever comes first. The scheduled evaluations will determine if the student has met the minimum requirements for Satisfactory Academic Progress. The scheduled evaluation will also ensure that each student has a sufficient opportunity to meet both the attendance and academic progress requirements of at least one evaluation by midpoint in the course. Students meeting the minimum requirements for academics and attendance at the evaluation point are considered to be making satisfactory academic progress until the next scheduled evaluation.
Attendance Progress: Students are required to attend a minimum of 70% of the hours possible based on the applicable attendance schedule in order to be considered maintaining satisfactory attendance progress. Evaluations are conducted at the end of each evaluation period to determine if the student has met the minimum requirements. The attendance percentage is determined by dividing the total hours accrued by the total number of hours scheduled. At the end of each evaluation period, the school will determine if the student has maintained at least 70% cumulative attendance since the beginning of the course which indicates that, given the same attendance rate, the student will graduate within the maximum time frame allowed. Standard rounding rules apply
The maximum time a student has to complete is 143% of the program length (70% minimum overall attendance average). The regular and maximum time for completion of each program are set forth below. (The regular time schedule is offered at 32.5 hours per week.)
Regular Time      Scheduled Clock Hours	     Maximum Time 	Scheduled Clock Hours
Cosmetology		46.2 weeks                 	1500		      66 weeks 		             2145
Esthetician 		18.5 weeks         		 600		      26.4 weeks 			858
Barber Hair Stylist 	24.6 weeks         		 800		      35.2 weeks 		             1144
Instructor	 	18.5 weeks         		 600		      26.4 weeks 			858
Instructor (Part-Time)	31.7 weeks		 600		      44.3 weeks			864
Nail Technician		  6.2 weeks           	 200		        8.8 weeks			286

Students who have not completed the course within the maximum timeframe may continue as a student at the institution on a cash pay basis. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. If a student takes a Medical Leave of Absence the leave extends the student’s contract period and maximum time frame by the same number of days of the leave of absence.
Academic Progress 
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 cumulatively. Practical assignments are evaluated as completed and counted toward course completion. Students must maintain a written grade average of 80 %. Numerical grades are considered according to the following scale:
Grading Scale
99-100 =A, 97-98 =A-, 95-96 =B+, 93-94 =B, 89-92 =B-, 86-88 =C+, 84-85 =C, 81-83 =C-, 80 =D, 0 to 79 =F (Failing)
Students must maintain a cumulative 80% grade average in order to be considered making satisfactory progress.
         A= Excellent, B = Very Good, C = Satisfactory, D = Needs Improvement, F = Failing


Warning 
A student failing to meet the minimum requirements for attendance or failing to meet academic progress will be placed on warning and considered to be making satisfactory academic progress while on the warning period. The student will be advised in writing on the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the warning period, the student has still not met both the attendance and academic requirements, he/she will become ineligible to receive Title IV funds.
Probation
A student who fails to meet minimum requirements for attendance or academic progress after the warning period may appeal the decision.  If the student prevails upon appeal, they will be placed on probation and considered to be making satisfactory academic progress during the probationary period.  Additionally, only students who have the ability to meet the Satisfactory Academic Progress Policy standards by the end of the evaluation period may be placed on probation. 
Students placed on an academic plan must be able to meet requirements set forth in the academic plan by the end of the next evaluation period. Students who are progressing according to their specific academic plan will be considered making Satisfactory Academic Progress. The student will be advised in writing of the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the probationary period, the student has still not met both the attendance and academic requirements required for satisfactory academic progress or by the academic plan, he/she will be determined as NOT making satisfactory academic progress and, if applicable, students will not be deemed eligible to receive Title IV funds
Re-Establishment of Satisfactory Academic Progress 
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum attendance and academic requirements by the end of the warning or probationary period. 
Interruptions, Course Incompletes, Withdrawals 
If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the same progress status as prior to the leave of absence. Hours elapsed during a leave of absence will extend the student’s contract period and maximum time frame by the same number of days taken in the leave of absence and will not be included in the student's cumulative attendance percentage calculation. Students who withdraw prior to completion of the course and wish to re-enroll will return in the same satisfactory academic progress status as at the time of withdrawal.
Appeal Procedure 
If a student is determined to not be making satisfactory academic progress, the student may appeal the determination within ten calendar days of notification of the failed period. 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.
Transfer Hours 
Transfer hours from another institution that are accepted toward the student’s educational program are counted as both attempted and completed hours. In the instance when transfer hours are accepted towards the student’s educational program, SAP evaluation periods are based on actual contracted hours at the institution. 
Notification and Records 
All students will be provided with copies of all Satisfactory Academic Progress evaluation reports. Copies of such reports shall also be placed in the student’s academic file, to which the student shall have access as set forth in the Course Catalog. Incompletes, repetitions and non-credit courses have no effect upon the satisfactory progress policy.	
INSTITUTIONAL REFUND POLICY:  
A. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
B. If a student (or in case of a dependent minor student under legal age, his/her parent or guardian) cancels his/her enrollment and demands his/her money back, in writing, within three business days of the signing of an enrollment agreement or contract, all tuition money collected by the school shall be refunded. The cancellation date will be determined by the postmark on written notification, or the date said information is delivered to the school administrator/owner in person. This policy applies regardless of whether or not the student has actually started training. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
C. If a student cancels his/her enrollment after three business days after the signing but prior to entering classes, they shall be entitled to a refund of all monies paid to the school less a registration fee of $100.00.    If a student cancels his/her enrollment after 3 business days, after signing a contract and after entering classes, such items as kits, books and supplies are Non-Refundable. The school shall retain all fees plus a share of earned tuition as outlined below as well as any reasonable collection fees, housing fees (if applicable), attorneys’ fees and court costs incurred and the maximum interest as allowed by the State of Maine on any unpaid balance.  The following schedule of tuition adjustment will be: An applicant rejected by the school shall be entitled to a refund of all monies paid. 
PERCENTAGE TIME TO                                                                               	AMOUNT OF TOTAL TUITION 
TOTAL TIME OF COURSE:                                                                               	OWED TO THE SCHOOL: 
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% 

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. Any monies due to the student shall be refunded within 45 days of a determination that a student has withdrawn, whether officially or unofficially, termination by the student of formal cancellation in writing, or if a student is terminated by the school, in writing, which shall occur no more than 30 days from the last day of physical attendance, or in case of a leave of absence, the documented date of return. Unofficial withdrawals for clock hour students are determined by the school through monitoring clock hour attendance at least every thirty (30) days.  The withdrawal determination date would revert back to 14 calendar days after the student’s last date of attendance. The date of withdrawal shall be the earlier of the date of expiration of the leave of absence or the date the student notifies the institution that the student will not be returning. All refunds are calculated based on the student's last date of attendance and performed in a timely fashion as outlined more fully below. In the case of a student being in a disabling accident or the death of a spouse or child the school can make a settlement, which is reasonable and fair to both.
If the course is canceled subsequent to a student's enrollment, and before instruction in the course and/or program has begun 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 cancelled 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. If permanently closed or no longer offering instruction after a student has enrolled, the school will provide a pro rata refund of tuition to the student OR provide course completion through a pre-arranged teach out agreement with another institution.
Any monies due to the applicant or student shall be refunded within 45 calendar days of official cancellation or unofficial withdrawal, whichever shall occur on the earlier date.
Veterans Educational Benefits
The Cosmetology, Esthetician, Barber Hair Stylist and Nail Technician programs of Aveda Institute Maine are approved by the Maine State Approving Agency for Veterans’ Education Programs for persons eligible for educational benefits from the U.S. Department of Veterans Affairs.  Students who have questions about their eligibility should visit the Veterans Administration web site at www.gibill.va.gov or call (toll free) 1-888-442-4551.  Students who request veteran’s educational assistance are required to have all previous post-secondary experience evaluated for possible transfer credit in order to be eligible for benefits.  For more information contact Aveda Institute Maine’s Admissions Office.
Refund Policy for Recipients of Veterans Education Benefits
	Aveda Institute Maine complies with the VA requirement for a pro rata refund of the unused portion of tuition, fees and charges if the veteran or eligible person fails to enter the course, withdraws, or is terminated before completion.  (38 CFR 21.4254(C)(13); 21.4255).  For more information contact the President of Aveda Institute Maine.  Aveda Institute Maine complies with the Pro Rata Refund Policy (38 CFR 21.4255) that is applicable to veterans and other persons who are eligible for Veterans Administration benefits.  
Return to Title IV Funds
Title IV Refund Policy 
When a student enrolls at Aveda Institute Maine and begins the program, but either withdraws from the selected program, or the Institute dismisses the student from the selected program for a violation of the rules and/or regulations, this may result in a return of federal student financial assistance (Title IV funds). The law specifies how Aveda Institute Maine must determine the amount of Federal Student Assistance (FSA) that can be earned if a student withdraws. The FSA programs covered by this law are: Federal Pell Grant and Direct Loans. 
Once a student has completed more than 60% of the payment period, the student earns all the assistance that was scheduled to be received. If a student did not receive all the funds earned, the student may be due a post withdrawal disbursement. If the post withdrawal disbursement includes loan funds, the student may choose to decline the loan funds so as not to incur additional debt. Aveda Institute Maine may automatically use all or a portion of any post withdrawal disbursement (including loan funds) for tuition, fees, and / or additional charges. It is in the student's best interest to allow the Institute to keep the funds in order to reduce the student's debt. If a student (or parents on the student's behalf) receives excess FSA program funds, the Institute may return the portion of excess equal to the lesser of: (1) institutional charges multiplied by the unearned percentage of the fund; (2) the entire amount of excess funds. The Institute must return this amount even if it didn't keep this amount of the student's FSA program funds. Any amount of unearned grant funds that must be returned is called an overpayment. 
The requirements for FSA program refunds when withdrawn are separate from any refund policy that the Institute may have. Therefore, the student may still owe funds to the Institute to cover unpaid institutional charges. Aveda Institute Maine may also charge for any FSA program funds that the Institute was required to return. Aveda Institute Maine’s Refund Policy is printed in this catalog and is also in the Enrollment Agreement. Also printed in this Catalog are the requirements and procedures for officially withdrawing from the Institute.  
Institution Refund Policy and Cancellation Policy 
*If a student does not complete a course of study, the following cancellation and settlement policies will be in effect. The policies apply to all termination for any reason, by either party, including student decision, course or program cancellation, or school closure, and comply with the mandated state refund policy. 
*For a student on an approved Leave of Absence who notifies the Institute in writing that he / she will not be returning, the date of withdrawal shall be the earlier date of expiration of the Leave of Absence, or the date the student notifies the Institute in writing that he / she will not be returning; 
*For students who do not return from Leaves of Absence, the documented date of return will be used as the termination date; 
*If the Institute closes, cancels, or discontinues a program, the student who has not started classes will receive a full refund of all monies paid. If the Institute is permanently closed and no longer offering instruction after a student has enrolled and started attendance, the student will be entitled to a prorated refund of tuition; 
*If the student notifies the Institute of his / her cancellation in a written and signed document, the document must be received within 5 business days of the student's last day of attendance; 
*Based on Department of Education regulations, if a student does not attend for 14 consecutive calendar days, and the Institute and/ or student does not make verbal or written confirmation to continue training, the student will be terminated. The Institute will determine status of the student after at least 14 consecutive days from his / her last day of attendance; 
*All extra costs of textbooks, kits and training materials are non-refundable items. Institutional refund calculations will be based on actual hours; 
*The Institute shall mail a written acknowledgment of a student's cancellation, written withdrawal, or refund to the student within 15 calendar days of the date of notification. Students who terminate enrollment prior to completion are charged a $150 termination fee. 

*The Title IV Refund Policy is based on the scheduled hours, and not on the attendance hours. “Total time” means the total hours of scheduled instruction time for the program in which the student is enrolled. Examples of the Refund Policy are available in the Financial Aid Office. Refunds due will first be made to the source that provided funding before any refunds may be paid to the students. Please be aware that the person or company that made the payment is the one that receives the refund check. 

The law specifies how your school must determine the amount of Title IV program assistance that you earn if you withdraw from school. The Title IV programs that are covered by this law are: Federal Pell Grants, Direct Loans, PLUS Loans, Federal Supplemental Educational Opportunity Grants (FSEOGs), Federal Perkins Loans and in some cases, certain state grant aid (LEAP/SLEAP), GEAR UP grants, and SSS grants to students.

If a student earned more aid than was disbursed to him/her, the institution would owe the student a post-withdrawal disbursement. From the date the institution determined the student withdrew, grant funds must be paid within 45 days and loan funds must be paid within 180 days.

Return of Unearned Aid is allocated in the following order:
1. Unsubsidized Federal Direct Loan	2. Subsidized Federal Direct Loan	3. Federal Perkins Loan
4. Federal Direct PLUS Loan		5. Federal Pell Grant		6. Federal Supplemental Opportunity Grant
7. Other Title IV Assistance

There are some Title IV funds that you were scheduled to receive that you cannot earn once you withdraw because of other eligibility requirements. For example, if you are a first-time, first-year undergraduate student and you have not completed the first 30 days of your program before you withdraw, you will not earn any FFEL or Direct loan funds that you would have received had you remained enrolled past the 30th day.

Students reentering within 180 days of withdrawal date will resume at the same status as prior to withdrawal.  
The requirements for Title IV program funds when you withdraw are separate from any refund policy that your school may have. Therefore, you may still owe funds to the school to cover unpaid institutional charges. Your school may also charge you for any Title IV program funds that the school was required to return. If you don't already know what your school's refund policy is, you can ask your school for a copy. Your school can also provide you with the requirements and procedures for officially withdrawing from school.

If you have questions about your Title IV program funds, you can call the Federal Student Aid Information Center at 1-800-4-FEDAID (1-800-433-3243). TTY users may call 1-800-730-8913. Information is also available on Student Aid on the Web at www.studentaid.ed.gov.

Campus Security and Safety Policies
Aveda Institute Maine publishes a security report by October 1st to every student, prospective student, and staff member upon request. This report includes statistics for the three previous years concerning reported crimes that have occurred on the school's campus, within, or immediately adjacent to and accessible from, the campus. This report also includes policies concerning campus security, such as policies concerning sexual assault and other matters. You can receive a copy of this report by contacting the Administrative office. 
Aveda Institute Maine recommends the following precautions in order to ensure the safety of students, staff, and patrons: No one should leave the building at night alone. After the clinic floor is closed, all doors shall be locked and no one will be permitted to re-enter or remain in the building alone. All students should store any personal property in their lockers or caddies, and staff should keep their valuables items in a secure place.
If a student is dismissed, graduates or fails to return from a leave of absence it is his/her responsibility to empty his/her locker. Failure to do so will result in the lock being cut and contents boxed and held for 10 days. All locker contents held after 10 days will be disposed of.

BARBER HAIR STYLIST COURSE BREAKDOWN OF CONTENT:
HOURS			SUBJECT – UNIT
8			HISTORY AND FUNDAMENTALS OF BARBERING				
60			ELEMENTARY CHEMISTRY RELATING TO STERILIZATION, SANITATION, BACTERIOLOGY AND 
HYGIENE
60			USE OF BARBER IMPLEMENTS USED FOR HONING, SHAVING, BEARD TRIMMING, HAIRCUTTING 
AND STYLING
16			HAIRPIECE FITTING, SALES AND SERVICE
16			HAIR STRUCTURE
40			ANATOMY, PHYSIOLOGY AND SYSTEMS, STRUCTURE OF THE HEAD AND FACE INCLUDING 
MUSCLES AND NERVES
24			FACIAL MASSAGE AND TREATMENT
16			DISORDERS OF THE SKIN, SCALP AND HAIR
420			HAIR CUTTING
60			SHAVING, TRIMMING BEARDS AND MUSTACHES
20			SHAMPOO, SCALP AND HAIR TREATMENTS
8			MANICURING
28			GENERAL REVIEW; TO BE APPLIED TO STUDY OF THEORY, SUBJECTS IN WHICH AN INDIVIDUAL 
STUDENT MAY BE DEFICIENT
24			BUSINESS MANAGEMENT, LAWS AND RULES

It is required that the following minimum hours of instruction and number of services of the course are included and will be divided throughout the course.



Barber Hair Stylist Kit

iPad					Pivot Point Book Bundle w/ Study Guide		
Learn Aveda eBook			Aveda Institute Maine T-Shirt		
Large Nylon Duffle Bag			Barber Strop
Barber Tool Case			Rubber Tool Pad				
Honing Stone				Glass Sanitizing Jar			
Spray Bottle				Handheld Mirror
Turbo 1600-Watt Dryer			Wahl Unicord Clipper Combo Set		
Oster Classic 76 Clippers		Oster Blade #1 ½”			
Oster Blade #2				Oster Blade #3 ¾”
Oster Blade Wash			Oster 5-in-1 Clipper Spray			
5/8” Razor with Square Point		Straight Razor w/ 5 Blades		
Vent Styling Brush 			7 Inch Cutting & Texturizing Shear Kit	
Styling Brush				2-Sided Club Brush				
Hair Pick					7” Combs 6pack			
7 ¼” Barber Cutting Comb		8 ¼” Fine Tooth Tail Comb
(5) Human Hair Mannequins		Mannequin Table Clamp			
(2) Barber Hair Grippers		3” Butterfly Clip			
Metal Sectioning Clips			(4) Metal Cape Closure Clips
Blue & White Stripe Barber Cape	Barber Print Styling Cape			
Nylon Barber Cape












      











MATERIALS PURCHASED BY STUDENT

Pens			Styling Products for Practical homework	    Index cards
Notebooks		Box of Rubber or Latex Gloves		    Hand Sanitizer
Highlighters		Some Form of Camera			    Lock for locker
Smock		
	
Any items that students will want to have for personal use.



















NAIL TECHNICIAN COURSE 
REQUIRED HOURS: 200 Clock Hours
COST: 
REGISTRATION FEE: $ 100.00
TUITION: $2,500.00
STUDENT KIT: $600.00
BOOKS: $450.00
TOTAL: $3,650.00

Payments: Registration Fee, Student Kit & Books Due by First Day: $1050.00 (non-refundable after training begins), plus tuition: $2,500.
The first day fees cover enrollment agreement, processing, Student Handbook, study aids and texts, and other unrecoverable costs for space, utilities, materials and supplies and is not refundable after attending the first day of class.  There is an additional tuition charge of $14.00 an hour (based on 32.5 hours a week) charged after the expiration of the enrollment agreement, until the completion of the program. Any student who is dismissed from school or who voluntarily terminates his/her course of study will be charged a $150.00 termination fee.  The testing company used by the State of Maine for the State examination charges a fee of $190.00.  If a student fails the State Exam the testing company will charge an additional retesting fee.  

Method/Terms of Payment: Student may pay with cash, check, money order, credit card or through non-federal, state, institutional or other scholarship, grant or institutional programs. All payments are due on the student selected day of the month. If a scheduled payment is not made within 5 school days after due date, the unpaid balance shall immediately become due and payable, and attendance may be held in abeyance at the option of the administration until such balance is fully paid. 
DESCRIPTION OF PROGRAM AND STATE REQUIREMENTS:	Taught in English.  The primary purpose of the nail technician program is to train the student in the basic manipulative skills, safety judgments, proper work habits and desirable professional attitudes necessary to obtain licensure in the State of Maine and to achieve competency in job entry level positions as manicurist, pedicurist, spa nail technician and acrylic nail artist.  The course is measured in clock hours and a total of 200 hours is required by the State of Maine.  
OBJECTIVES: Upon completion of the course requirements, the determined graduate who has applied himself/herself throughout the program will be able to:

1)	Project a positive professional attitude along with a sense of personal integrity and self-confidence;
2)	Practice effective communication skills, visual poise and proper grooming to enable a graduate to pursue a career in the manicuring field;
3)	Understand and respect the need to deliver worthy service for value received in an employer-employee relationship;
4)	Perform the basic manipulative skills in the areas of manicuring, including sculptured nails, and pedicuring;
5)	Perform the basic analytical skills needed in order to determine proper manicuring and pedicuring for the client’s overall image;
6)	Apply learned theory, technical information and related matter to assure sound judgments, decisions and procedures.

To ensure continued career success, the graduate will continue to learn new and current information related to skills, trends and methods for career development in manicuring and related fields.
REFERENCES:	A comprehensive library of references, periodicals, books, texts and audio/video tapes is available to support the course of study and supplement student training.  In addition, high-speed, internet access is available to students.  Students are encouraged to avail themselves of the opportunity to use these extensive materials.

TEACHING METHODS:  The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state test preparation, graduation and job entry level skills.  Clinic equipment, implements and products contained within the school are comparable to those used in the industry.  Each student will receive instruction that relates to the performance of useful, creative and productive career-oriented activities.  The course is presented through comprehensive lesson plans which reflect effective educational methods.  Subjects are presented by means of lectures, demonstrations and student participation.  Audio-visual aids, guest speakers, projects, activities and other related learning methods are used throughout the course.

GRADING PROCEDURES & POLICY:
All theory, practical and examination grades are given as numerical with a scale of 0 - 100 points. A grade of 79% is considered failing in all such situations. Clinic grades, due to the nature of working with the public, are given as approved or unapproved.
Grading Scale
99-100 =A , 97-98 =A- , 95-96 =B+, 93-94 =B, 89-92 =B-, 86-88 =C+, 84-85 =C, 81-83 =C-, 80 =D, 0 to 79 =F (Failing)
It is extremely vital to stay current with any missed assignments or tests.  A student who does not complete all phase requirements will not be able to enter the next phase and clock in hours.

Satisfactory Academic Progress or SAP 
SATISFACTORY ACADEMIC PROGRESS POLICY
Satisfactory progress in the areas of attendance and academic work is a requirement for all enrolled Aveda Institute Maine students. Students receiving federal Title IV financial aid funds must maintain satisfactory progress in order to maintain eligibility for such funds. 
Aveda Institute Maine’s Satisfactory Academic Progress Policy is consistently applied to all enrolled students. This policy is printed in the handbook/catalog to guarantee that all students receive a personal copy prior to starting. The Satisfactory Academic Progress (SAP) Policy has been established to meet the guidelines set by the National Accrediting Commission of Career Arts and Sciences (NACCAS) and the federal regulations established by the United States Department of Education.

Satisfactory Academic Progress (SAP) Evaluations Periods
Students are evaluated for Satisfactory Academic Progress as follows: (At the point when the student successfully completes the scheduled clock hours for that payment period.)
· Cosmetology: 1500 Hour Course. This program uses an academic year of 900 clock hours to be completed in 46.2 weeks. 
· Evaluations at 450 (14 weeks), 900 (32 weeks), & 1200 (37 weeks) actual clock hours  
· Esthetician: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours
· Barber Hair Stylist: 800 Hour Course. This program uses an academic year of 900 clock hours to be completed in 24.6 weeks. 
· Evaluation at 400 (13 weeks) actual clock hours 
· Nail Technician: 200 Hour Course. This program uses an academic year of 900 clock hours to be completed in 6.2 weeks.           
· Evaluation at 100 (4 weeks) actual clock hours 
· Instructor: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours  
· Instructor (Part-Time): 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 31.7 weeks. 
· Evaluation at 300 (16 weeks) actual clock hours  
Transfer Students- Midpoint of the contracted clock hours or the established evaluation periods or whichever comes first. The scheduled evaluations will determine if the student has met the minimum requirements for Satisfactory Academic Progress. The scheduled evaluation will also ensure that each student has a sufficient opportunity to meet both the attendance and academic progress requirements of at least one evaluation by midpoint in the course. Students meeting the minimum requirements for academics and attendance at the evaluation point are considered to be making satisfactory academic progress until the next scheduled evaluation.
Attendance Progress: Students are required to attend a minimum of 70% of the hours possible based on the applicable attendance schedule in order to be considered maintaining satisfactory attendance progress. Evaluations are conducted at the end of each evaluation period to determine if the student has met the minimum requirements. The attendance percentage is determined by dividing the total hours accrued by the total number of hours scheduled. At the end of each evaluation period, the school will determine if the student has maintained at least 70% cumulative attendance since the beginning of the course which indicates that, given the same attendance rate, the student will graduate within the maximum time frame allowed. Standard rounding rules apply
The maximum time a student has to complete is 143% of the program length (70% minimum overall attendance average). The regular and maximum time for completion of each program are set forth below. (The regular time schedule is offered at 32.5 hours per week.)
Regular Time      Scheduled Clock Hours	     Maximum Time 	Scheduled Clock Hours
Cosmetology		46.2 weeks                 	1500		      66 weeks 		             2145
Esthetician 		18.5 weeks         		 600		      26.4 weeks 			858
Barber Hair Stylist 	24.6 weeks         		 800		      35.2 weeks 		             1144
Instructor	 	18.5 weeks         		 600		      26.4 weeks 			858
Instructor (Part-Time)	31.7 weeks		 600		      44.3 weeks			864
Nail Technician		  6.2 weeks           	 200		        8.8 weeks			286
Students who have not completed the course within the maximum timeframe may continue as a student at the institution on a cash pay basis. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. If a student takes a Medical Leave of Absence the leave extends the student’s contract period and maximum time frame by the same number of days of the leave of absence.
Academic Progress 
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 cumulatively. Practical assignments are evaluated as completed and counted toward course completion. Students must maintain a written grade average of 80 %. Numerical grades are considered according to the following scale:
Grading Scale
99-100 =A, 97-98 =A-, 95-96 =B+, 93-94 =B, 89-92 =B-, 86-88 =C+, 84-85 =C, 81-83 =C-, 80 =D, 0 to 79 =F (Failing)
Students must maintain a cumulative 80% grade average in order to be considered making satisfactory progress.
A= Excellent, B = Very Good, C = Satisfactory, D = Needs Improvement, F = Failing


Warning 
A student failing to meet the minimum requirements for attendance or failing to meet academic progress will be placed on warning and considered to be making satisfactory academic progress while on the warning period. The student will be advised in writing on the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the warning period, the student has still not met both the attendance and academic requirements, he/she will become ineligible to receive Title IV funds.

Probation
A student who fails to meet minimum requirements for attendance or academic progress after the warning period may appeal the decision.  If the student prevails upon appeal, they will be placed on probation and considered to be making satisfactory academic progress during the probationary period.  Additionally, only students who have the ability to meet the Satisfactory Academic Progress Policy standards by the end of the evaluation period may be placed on probation. Students placed on an academic plan must be able to meet requirements set forth in the academic plan by the end of the next evaluation period. Students who are progressing according to their specific academic plan will be considered making Satisfactory Academic Progress. The student will be advised in writing of the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the probationary period, the student has still not met both the attendance and academic requirements required for satisfactory academic progress or by the academic plan, he/she will be determined as NOT making satisfactory academic progress and, if applicable, students will not be deemed eligible to receive Title IV funds
Re-Establishment of Satisfactory Academic Progress 
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum attendance and academic requirements by the end of the warning or probationary period. 
Interruptions, Course Incompletes, Withdrawals 
If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the same progress status as prior to the leave of absence. Hours elapsed during a leave of absence will extend the student’s contract period and maximum time frame by the same number of days taken in the leave of absence and will not be included in the student's cumulative attendance percentage calculation. Students who withdraw prior to completion of the course and wish to re-enroll will return in the same satisfactory academic progress status as at the time of withdrawal.

Appeal Procedure 
If a student is determined to not be making satisfactory academic progress, the student may appeal the determination within ten calendar days of notification of the failed period. 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.
Transfer Hours 
Transfer hours from another institution that are accepted toward the student’s educational program are counted as both attempted and completed hours. In the instance when transfer hours are accepted towards the student’s educational program, SAP evaluation periods are based on actual contracted hours at the institution. 
Notification and Records 
All students will be provided with copies of all Satisfactory Academic Progress evaluation reports. Copies of such reports shall also be placed in the student’s academic file, to which the student shall have access as set forth in the Course Catalog. Incompletes, repetitions and non-credit courses have no effect upon the satisfactory progress policy.	

INSTITUTIONAL REFUND POLICY:  

A. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
B. If a student (or in case of a dependent minor student under legal age, his/her parent or guardian) cancels his/her enrollment and demands his/her money back, in writing, within three business days of the signing of an enrollment agreement or contract, all tuition money collected by the school shall be refunded. The cancellation date will be determined by the postmark on written notification, or the date said information is delivered to the school administrator/owner in person. This policy applies regardless of whether or not the student has actually started training. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
C. If a student cancels his/her enrollment after three business days after the signing but prior to entering classes, they shall be entitled to a refund of all monies paid to the school less a registration fee of $100.00.    If a student cancels his/her enrollment after 3 business days, after signing a contract and after entering classes, such items as kits, books and supplies are Non-Refundable. The school shall retain all fees plus a share of earned tuition as outlined below as well as any reasonable collection fees, housing fees (if applicable), attorneys’ fees and court costs incurred and the maximum interest as allowed by the State of Maine on any unpaid balance.  The following schedule of tuition adjustment will be: An applicant rejected by the school shall be entitled to a refund of all monies paid. 

PERCENTAGE TIME TO                                                                               	AMOUNT OF TOTAL TUITION 
TOTAL TIME OF COURSE:                                                                               	OWED TO THE SCHOOL: 
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% 

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. Any monies due to the student shall be refunded within 45 days of a determination that a student has withdrawn, whether officially or unofficially, termination by the student of formal cancellation in writing, or if a student is terminated by the school, in writing, which shall occur no more than 30 days from the last day of physical attendance, or in case of a leave of absence, the documented date of return. Unofficial withdrawals for clock hour students are determined by the school through monitoring clock hour attendance at least every thirty (30) days.  The withdrawal determination date would revert back to 14 calendar days after the student’s last date of attendance. The date of withdrawal shall be the earlier of the date of expiration of the leave of absence or the date the student notifies the institution that the student will not be returning. All refunds are calculated based on the student's last date of attendance and performed in a timely fashion as outlined more fully below. In the case of a student being in a disabling accident or the death of a spouse or child the school can make a settlement, which is reasonable and fair to both.

If the course is canceled subsequent to a student's enrollment, and before instruction in the course and/or program has begun 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 cancelled 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. If permanently closed or no longer offering instruction after a student has enrolled, the school will provide a pro rata refund of tuition to the student OR provide course completion through a pre-arranged teach out agreement with another institution.
Any monies due to the applicant or student shall be refunded within 45 calendar days of official cancellation or unofficial withdrawal, whichever shall occur on the earlier date.

Veterans Educational Benefits

The Cosmetology, Esthetician, Barber Hair Stylist and Nail Technician programs of Aveda Institute Maine are approved by the Maine State Approving Agency for Veterans’ Education Programs for persons eligible for educational benefits from the U.S. Department of Veterans Affairs.  Students who have questions about their eligibility should visit the Veterans Administration web site at www.gibill.va.gov or call (toll free) 1-888-442-4551.  Students who request veteran’s educational assistance are required to have all previous post-secondary experience evaluated for possible transfer credit in order to be eligible for benefits.  For more information contact Aveda Institute Maine’s Admissions Office.

Refund Policy for Recipients of Veterans Education Benefits

	Aveda Institute Maine complies with the VA requirement for a pro rata refund of the unused portion of tuition, fees and charges if the veteran or eligible person fails to enter the course, withdraws, or is terminated before completion.  (38 CFR 21.4254(C)(13); 21.4255).  For more information contact the President of Aveda Institute Maine.  Aveda Institute Maine complies with the Pro Rata Refund Policy (38 CFR 21.4255) that is applicable to veterans and other persons who are eligible for Veterans Administration benefits.  

Return to Title IV Funds

Title IV Refund Policy 

When a student enrolls at Aveda Institute Maine and begins the program, but either withdraws from the selected program, or the Institute dismisses the student from the selected program for a violation of the rules and/or regulations, this may result in a return of federal student financial assistance (Title IV funds). The law specifies how Aveda Institute Maine must determine the amount of Federal Student Assistance (FSA) that can be earned if a student withdraws. The FSA programs covered by this law are: federal Pell Grant and Direct Loans. 

Once a student has completed more than 60% of the payment period, the student earns all the assistance that was scheduled to be received. If a student did not receive all the funds earned, the student may be due a post withdrawal disbursement. If the post withdrawal disbursement includes loan funds, the student may choose to decline the loan funds so as not to incur additional debt. Aveda Institute Maine may automatically use all or a portion of any post withdrawal disbursement (including loan funds) for tuition, fees, and / or additional charges. It is in the student's best interest to allow the Institute to keep the funds in order to reduce the student's debt. If a student (or parents on the student's behalf) receives excess FSA program funds, the Institute may return the portion of excess equal to the lesser of: (1) institutional charges multiplied by the unearned percentage of the fund; (2) the entire amount of excess funds. The Institute must return this amount even if it didn't keep this amount of the student's FSA program funds. Any amount of unearned grant funds that must be returned is called an overpayment. 
The requirements for FSA program refunds when withdrawn are separate from any refund policy that the Institute may have. Therefore, the student may still owe funds to the Institute to cover unpaid institutional charges. Aveda Institute Maine may also charge for any FSA program funds that the Institute was required to return. Aveda Institute Maine’s Refund Policy is printed in this catalog and is also in the Enrollment Agreement. Also printed in this Catalog are the requirements and procedures for officially withdrawing from the Institute.  

Institution Refund Policy and Cancellation Policy 

*If a student does not complete a course of study, the following cancellation and settlement policies will be in effect. The policies apply to all termination for any reason, by either party, including student decision, course or program cancellation, or school closure, and comply with the mandated state refund policy. 
*For a student on an approved Leave of Absence who notifies the Institute in writing that he / she will not be returning, the date of withdrawal shall be the earlier date of expiration of the Leave of Absence, or the date the student notifies the Institute in writing that he / she will not be returning; 
*For students who do not return from Leaves of Absence, the documented date of return will be used as the termination date; 
*If the Institute closes, cancels, or discontinues a program, the student who has not started classes will receive a full refund of all monies paid. If the Institute is permanently closed and no longer offering instruction after a student has enrolled and started attendance, the student will be entitled to a prorated refund of tuition; 
*If the student notifies the Institute of his / her cancellation in a written and signed document, the document must be received within 5 business days of the student's last day of attendance; 
*Based on Department of Education regulations, if a student does not attend for 14 consecutive calendar days, and the Institute and/ or student does not make verbal or written confirmation to continue training, the student will be terminated. The Institute will determine status of the student after at least 14 consecutive days from his / her last day of attendance; 
*All extra costs of textbooks, kits and training materials are non-refundable items. Institutional refund calculations will be based on actual hours; 
*The Institute shall mail a written acknowledgment of a student's cancellation, written withdrawal, or refund to the student within 15 calendar days of the date of notification. Students who terminate enrollment prior to completion are charged a $150 termination fee. 

*The Title IV Refund Policy is based on the scheduled hours, and not on the attendance hours. “Total time” means the total hours of scheduled instruction time for the program in which the student is enrolled. Examples of the Refund Policy are available in the Financial Aid Office. Refunds due will first be made to the source that provided funding before any refunds may be paid to the students. Please be aware that the person or company that made the payment is the one that receives the refund check. 

The law specifies how your school must determine the amount of Title IV program assistance that you earn if you withdraw from school. The Title IV programs that are covered by this law are: Federal Pell Grants, Federal Direct Loans, Federal Direct PLUS Loans, Federal Supplemental Educational Opportunity Grants (FSEOGs), Federal Perkins Loans and in some cases, certain state grant aid (LEAP/SLEAP), GEAR UP grants, and SSS grants to students.

If a student earned more aid than was disbursed to him/her, the institution would owe the student a post-withdrawal disbursement. From the date the institution determined the student withdrew, grant funds must be paid within 45 days and loan funds must be paid within 180 days.

Return of Unearned Aid is allocated in the following order:
1. Unsubsidized Federal Direct Loan	2. Subsidized Federal Direct Loan	3. Federal Perkins Loan
4. Federal Parent (Plus) Loan		5. Federal Pell Grant		6. Federal Supplemental Opportunity Grant
7. Other Title IV Assistance

There are some Title IV funds that you were scheduled to receive that you cannot earn once you withdraw because of other eligibility requirements. For example, if you are a first-time, first-year undergraduate student and you have not completed the first 30 days of your program before you withdraw, you will not earn any FFEL or Direct loan funds that you would have received had you remained enrolled past the 30th day.
Students reentering within 180 days of withdrawal date will resume at the same status as prior to withdrawal.  
The requirements for Title IV program funds when you withdraw are separate from any refund policy that your school may have. Therefore, you may still owe funds to the school to cover unpaid institutional charges. Your school may also charge you for any Title IV program funds that the school was required to return. If you don't already know what your school's refund policy is, you can ask your school for a copy. Your school can also provide you with the requirements and procedures for officially withdrawing from school.

If you have questions about your Title IV program funds, you can call the Federal Student Aid Information Center at 1-800-4-FEDAID (1-800-433-3243). TTY users may call 1-800-730-8913. Information is also available on Student Aid on the Web at www.studentaid.ed.gov.

Campus Security and Safety Policies
Aveda Institute Maine publishes a security report by October 1st to every student, prospective student, and staff member upon request. This report includes statistics for the three previous years concerning reported crimes that have occurred on the school's campus, within, or immediately adjacent to and accessible from, the campus. This report also includes policies concerning campus security, such as policies concerning sexual assault and other matters. You can receive a copy of this report by contacting the Administrative office. 
Aveda Institute Maine recommends the following precautions in order to ensure the safety of students, staff, and patrons: No one should leave the building at night alone. After the clinic floor is closed, all doors shall be locked and no one will be permitted to re-enter or remain in the building alone. All students should store any personal property in their lockers or caddies, and staff should keep their valuables items in a secure place.
If a student is dismissed, graduates or fails to return from a leave of absence it is his/her responsibility to empty his/her locker. Failure to do so will result in the lock being cut and contents boxed and held for 10 days. All locker contents held after 10 days will be disposed of.


MATERIALS PURCHASED BY STUDENT:
Additional items that a student will need to purchase that are not included in the student kit include the following: pens, notebooks, 
highlighters, smock, hand sanitizer, styling products for their practical homework, artificial rubber hand, box of sandwich bags, index cards, and other items that students will want to have for personal use.


NAIL TECHNICIAN COURSE BREAKDOWN OF CONTENT:

HOURS			SUBJECT – UNIT
30			HYGIENE, BACTERIOLOGY & SANITATION
20			ANATOMY & PHYSIOLOGY
13			EQUIPMENT & IMPLEMENTS
63			MANICURING, INCLUDING ARTIFICIAL NAILS
52			PEDICURING
22			SHOP MANAGEMENT, LAWS AND RULES

It is required that the following minimum hours of instruction and number of services of the course are included and will be divided throughout the course.



NAIL TECHNICIAN KIT

Six Piece Nail Implement Set			Natural Nail Tips 400 Count
French White Tips 400 Count			Plastic Dappen Dish W Lid
2 Glass Dappen Dishes				Deluxe Flexible Practice Hand
Nail File & Nail Puff Pack				Acrylic Nail File Pack			
250 Count Removable Wraps			Clarite Curing Resin			
Clarite Monomer					Clarite Odorless Acrylic Powder in Simply Natural
Clarite Pink Powder					Clarite Odorless Acrylic Powder in Spa White
Bondaid pH Balancing Agent			Bondex Acrylic Bonding Agent
Gel Basecoat					Gel Polish (pink)
Gel Polish (Red)					Gel Top Coat
Mach 5 Nail Glue					Nail Lacquer Polish (Red)
Nail Lacquer Polish (Orange)			NAS 99 Nail Cleansing Solution
OPI Hand Wash					Exfoliating Cuticle Treatment
OPI Top/Base Coat					Fiberglass Starter Wrap Kit
Sable Acrylic Nail Brush				Super Acrylic Nail Brush
UV Gel Kit						Toe & Finger Separators
Sanitizable Foot File- Large			Manicuring Sticks- Disposable
Cuticle Oil						Buffer Block 240 Grit
Acrylic Nail Forms- Disposable			Cleansing Nail Brush			
Manicure Bowl					Instant Hand Sanitizer
Acetone Polish Remover				Pure Acetone				
Aluminum Lockable Rolling Carry Case		Learn Aveda eBook			
Pivot Point Nail Tech Book Bundle		Pivot Point Text Book		
Aveda Institute Maine T-Shirt 			Pivot Point Study Guide
			 
			
				
				
				









































MATERIALS PURCHASED BY STUDENT

Pens				Styling Products for Practical homework	    	Index cards
Notebooks			Box of Rubber or Latex Gloves		    	Hand Sanitizer
Highlighters			Some Form of Camera			 	Lock for locker
Smock		
	
Any items that students will want to have for personal use.











INSTRUCTOR COURSE 
REQUIRED HOURS:  600 Clock Hours
COST: 
REGISTRATION FEE: $ 100.00
TUITION: $3,400.00
BOOKS: $400.00
TOTAL: $3,900.00

Payments: Registration Fee, & Books Due by First Day: $500.00 (non-refundable after training begins) 
The first day fees cover enrollment agreement, processing, Student Handbook, study aids and texts, and other unrecoverable costs for space, utilities, materials and supplies and is not refundable after attending the first day of class.  There is an additional tuition charge of $12.00 an hour (Full-time: based on 32.5 hours a week) or (Part-time based on19.5 hours a week) charged after the expiration of the enrollment agreement, until the completion of the program. Any student who is dismissed from school or who voluntarily terminates his/her course of study will be charged a $150.00 termination fee.  The testing company used by the State of Maine for the State examination charges a fee of $237.00.  If a student fails the State Exam the testing company will charge an additional retesting fee.  

Method/Terms of Payment: Student may pay with Title IV Federal Financial Aid (for those who qualify); or an approved payment plan. Payments may be made by cash, check, money order, credit card or through non-federal, state, institutional or other scholarship, grant or institutional programs. All payments are due on the student selected day of the month. If a scheduled payment is not made within 5 school days after due date, the unpaid balance shall immediately become due and payable, and attendance may be held in abeyance at the option of the administration until such balance is fully paid. 

DESCRIPTION OF PROGRAM AND STATE REQUIREMENTS:	Taught in English.  The primary purpose of the cosmetology student instructor program is to instruct a student teacher in basic methods and techniques, proper work habits and desirable professional attitudes necessary to obtain licensure in the State of Maine and to achieve competency in job entry level positions as instructor, demonstrator and educator.  The course provides an opportunity for each student instructor to observe and assist experienced instructors in the performance of their duties to perform skill demonstrations.  The course is measured in clock hours and a total of 600 hours is required by the State of Maine.  

REQUIREMENTS: The student must possess an active cosmetology, barber, esthetic or nail technician license in the State of Maine.

OBJECTIVES: Upon completion of the course requirements, the determined graduate who has applied himself/herself throughout the program will be able to:

1)	Teach the principles necessary for a licensed cosmetologist to become a licensed cosmetology instructor;
2)	Train student instructors to create an environment conducive for learning for cosmetology students;
3)	Project a positive professional attitude along with a sense of personal integrity and self-confidence;
4)	Practice effective communication skills, visual poise and proper grooming to enable a graduate to pursue a career in the cosmetology instruction field;
5)	Understand and respect the need to deliver worthy service for value received in an employer-employee relationship;
6)	Perform the basic manipulative skills in order to instruct cosmetology students in the areas of hair styling, hair shaping, haircoloring, texture services, scalp and hair conditioning, skin and makeup, manicures, pedicures and sculpture nails;
7)	Perform the basic analytical skills needed in order to instruct cosmetology students to determine proper makeup, hairstyle and color application for the client’s overall image;
8)	Apply learned theory, technical information and related matter to assure sound judgments, decisions and procedures.

REFERENCES:	A comprehensive library of references, periodicals, books, texts and audio/video tapes is available to support the course of study and supplement student training.  In addition, high-speed, internet access is available to students.  Students are encouraged to avail themselves of the opportunity to use these extensive materials.

TEACHING METHODS:  The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state test preparation, graduation and job entry level skills.  Clinic equipment, implements and products contained within the school are comparable to those used in the industry.  Each student will receive instruction that relates to the performance of useful, creative and productive career-oriented activities.  The course is presented through comprehensive lesson plans which reflect effective educational methods.  Subjects are presented by means of lectures, demonstrations and student participation.  Audio-visual aids, guest speakers, projects, activities and other related learning methods are used throughout the course.



Satisfactory Academic Progress or SAP 
SATISFACTORY ACADEMIC PROGRESS POLICY
Satisfactory progress in the areas of attendance and academic work is a requirement for all enrolled Aveda Institute Maine students. Students receiving federal Title IV financial aid funds must maintain satisfactory progress in order to maintain eligibility for such funds. Aveda Institute Maine’s Satisfactory Academic Progress Policy is consistently applied to all enrolled students. This policy is printed in the handbook/catalog to guarantee that all students receive a personal copy prior to starting. The Satisfactory Academic Progress (SAP) Policy has been established to meet the guidelines set by the National Accrediting Commission of Career Arts and Sciences (NACCAS) and the federal regulations established by the United States Department of Education.

Satisfactory Academic Progress (SAP) Evaluations Periods
Students are evaluated for Satisfactory Academic Progress as follows: (At the point when the student successfully completes the scheduled clock hours for that payment period.)
· Cosmetology: 1500 Hour Course. This program uses an academic year of 900 clock hours to be completed in 46.2 weeks. 
· Evaluations at 450 (14 weeks), 900 (32 weeks), & 1200 (37 weeks) actual clock hours  
· Esthetician: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours
· Barber Hair Stylist: 800 Hour Course. This program uses an academic year of 900 clock hours to be completed in 24.6 weeks. 
· Evaluation at 400 (13 weeks) actual clock hours 
· Nail Technician: 200 Hour Course. This program uses an academic year of 900 clock hours to be completed in 6.2 weeks.           
· Evaluation at 100 (4 weeks) actual clock hours 
· Instructor: 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 18.5 weeks.           
· Evaluation at 300 (10 weeks) actual clock hours  
· Instructor (Part-Time): 600 Hour Course. This program uses an academic year of 900 clock hours to be completed in 31.7 weeks. 
· Evaluation at 300 (16 weeks) actual clock hours  
Transfer Students- Midpoint of the contracted clock hours or the established evaluation periods or whichever comes first. 
The scheduled evaluations will determine if the student has met the minimum requirements for Satisfactory Academic Progress. The scheduled evaluation will also ensure that each student has a sufficient opportunity to meet both the attendance and academic progress requirements of at least one evaluation by midpoint in the course. Students meeting the minimum requirements for academics and attendance at the evaluation point are considered to be making satisfactory academic progress until the next scheduled evaluation.
Attendance Progress: The maximum time a student has to complete is 143% of the program length (70% minimum overall attendance average). The regular and maximum time for completion of each program is set forth below. (The regular time schedule is offered at 32.5 hours per week and a part-time schedule is offered at 19.5 hours per week.)
[bookmark: _Hlk173228351]Regular Time      Scheduled Clock Hours	     Maximum Time 	Scheduled Clock Hours
Cosmetology		46.2 weeks                 	1500		      66 weeks 		             2145
Esthetician 		18.5 weeks         		 600		      26.4 weeks 			858
Barber Hair Stylist 	24.6 weeks         		 800		      35.2 weeks 		             1144
Instructor	 	18.5 weeks         		 600		      26.4 weeks 			858
Instructor (Part-Time)	31.7 weeks		 600		      44.3 weeks			864
Nail Technician		  6.2 weeks           	 200		        8.8 weeks			286

Students who have not completed the course within the maximum timeframe may continue as a student at the institution on a cash pay basis. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. In order to be considered making satisfactory progress, all students must be in compliance with Aveda Institute Maine’s attendance policy and complete the program within the maximum time frame. If a student takes a Medical Leave of Absence the leave extends the student’s contract period and maximum time frame by the same number of days of the leave of absence.
Academic Progress 
The following academic and practical areas will be measured to determine academic progress: Academic work (test, homework, etc.), Practical Work and Clinic Work. Academic and practical work will be graded according to the Grading Policy below:
Grading Scale
99-100 =A, 97-98 =A-, 95-96 =B+, 93-94 =B, 89-92 =B-, 86-88 =C+, 84-85 =C, 81-83 =C-, 80 =D, 0 to 79 =F (Failing)
Students must maintain a cumulative 80% grade average in order to be considered making satisfactory progress.
A= Excellent, B = Very Good, C = Satisfactory, D = Needs Improvement, F = Failing



Warning 
A student failing to meet the minimum requirements for attendance or failing to meet academic progress will be placed on warning and considered to be making satisfactory academic progress while on the warning period. The student will be advised in writing on the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the warning period, the student has still not met both the attendance and academic requirements, he/she will become ineligible to receive Title IV funds.
Probation
A student who fails to meet minimum requirements for attendance or academic progress after the warning period may appeal the decision.  If the student prevails upon appeal, they will be placed on probation and considered to be making satisfactory academic progress during the probationary period.  Additionally, only students who have the ability to meet the Satisfactory Academic Progress Policy standards by the end of the evaluation period may be placed on probation. Students placed on an academic plan must be able to meet requirements set forth in the academic plan by the end of the next evaluation period. Students who are progressing according to their specific academic plan will be considered making Satisfactory Academic Progress. The student will be advised in writing of the actions required to attain satisfactory academic progress by the next evaluation. If at the end of the probationary period, the student has still not met both the attendance and academic requirements required for satisfactory academic progress or by the academic plan, he/she will be determined as NOT making satisfactory academic progress and, if applicable, students will not be deemed eligible to receive Title IV funds

Re-Establishment of Satisfactory Academic Progress 
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum attendance and academic requirements by the end of the warning or probationary period. 

Interruptions, Course Incompletes, Withdrawals 
If enrollment is temporarily interrupted for a Leave of Absence, the student will return to school in the same progress status as prior to the leave of absence. Hours elapsed during a leave of absence will extend the student’s contract period and maximum time frame by the same number of days taken in the leave of absence and will not be included in the student's cumulative attendance percentage calculation. Students who withdraw prior to completion of the course and wish to re-enroll will return in the same satisfactory academic progress status as at the time of withdrawal.

Appeal Procedure 
If a student is determined to not be making satisfactory academic progress, the student may appeal the determination within ten calendar days of notification of the failed period. 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.
Transfer Hours 
Transfer hours from another institution that are accepted toward the student’s educational program are counted as both attempted and completed hours. In the instance when transfer hours are accepted towards the student’s educational program, SAP evaluation periods are based on actual contracted hours at the institution. 
Notification and Records 
All students will be provided with copies of all Satisfactory Academic Progress evaluation reports. Copies of such reports shall also be placed in the student’s academic file, to which the student shall have access as set forth in the Course Catalog. Incompletes, repetitions and non-credit courses have no effect upon the satisfactory progress policy.
	
[bookmark: _Hlk174953245]INSTITUTIONAL REFUND POLICY:  
A. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
B. If a student (or in case of a dependent minor student under legal age, his/her parent or guardian) cancels his/her enrollment and demands his/her money back, in writing, within three business days of the signing of an enrollment agreement or contract, all tuition money collected by the school shall be refunded. The cancellation date will be determined by the postmark on written notification, or the date said information is delivered to the school administrator/owner in person. This policy applies regardless of whether or not the student has actually started training. An applicant rejected by the school shall be entitled to a refund of all monies paid. 
C. If a student cancels his/her enrollment after three business days after the signing but prior to entering classes, they shall be entitled to a refund of all monies paid to the school less a registration fee of $100.00.    If a student cancels his/her enrollment after 3 business days, after signing a contract and after entering classes, such items as kits, books and supplies are Non-Refundable. The school shall retain all fees plus a share of earned tuition as outlined below as well as any reasonable collection fees, housing fees (if applicable), attorneys’ fees and court costs incurred and the maximum interest as allowed by the State of Maine on any unpaid balance.  The following schedule of tuition adjustment will be: An applicant rejected by the school shall be entitled to a refund of all monies paid. 

PERCENTAGE TIME TO                                                                               	AMOUNT OF TOTAL TUITION 
TOTAL TIME OF COURSE:                                                                               	OWED TO THE SCHOOL: 
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% 

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. Any monies due to the student shall be refunded within 45 days of a determination that a student has withdrawn, whether officially or unofficially, termination by the student of formal cancellation in writing, or if a student is terminated by the school, in writing, which shall occur no more than 30 days from the last day of physical attendance, or in case of a leave of absence, the documented date of return. Unofficial withdrawals for clock hour students are determined by the school through monitoring clock hour attendance at least every thirty (30) days.  The withdrawal determination date would revert back to 14 calendar days after the student’s last date of attendance. The date of withdrawal shall be the earlier of the date of expiration of the leave of absence or the date the student notifies the institution that the student will not be returning. All refunds are calculated based on the student's last date of attendance and performed in a timely fashion as outlined more fully below. In the case of a student being in a disabling accident or the death of a spouse or child the school can make a settlement, which is reasonable and fair to both.

If the course is canceled subsequent to a student's enrollment, and before instruction in the course and/or program has begun 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 cancelled 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. If permanently closed or no longer offering instruction after a student has enrolled, the school will provide a pro rata refund of tuition to the student OR provide course completion through a pre-arranged teach out agreement with another institution.
Any monies due to the applicant or student shall be refunded within 45 calendar days of official cancellation or unofficial withdrawal, whichever shall occur on the earlier date.

Veterans Educational Benefits

The Cosmetology, Esthetician, Barber Hair Stylist and Nail Technician programs of Aveda Institute Maine are approved by the Maine State Approving Agency for Veterans’ Education Programs for persons eligible for educational benefits from the U.S. Department of Veterans Affairs.  Students who have questions about their eligibility should visit the Veterans Administration web site at www.gibill.va.gov or call (toll free) 1-888-442-4551.  Students who request veteran’s educational assistance are required to have all previous post-secondary experience evaluated for possible transfer credit in order to be eligible for benefits.  For more information contact Aveda Institute Maine’s Admissions Office.

Refund Policy for Recipients of Veterans Education Benefits

	Aveda Institute Maine complies with the VA requirement for a pro rata refund of the unused portion of tuition, fees and charges if the veteran or eligible person fails to enter the course, withdraws, or is terminated before completion.  (38 CFR 21.4254(C)(13); 21.4255).  For more information contact the President of Aveda Institute Maine.  Aveda Institute Maine complies with the Pro Rata Refund Policy (38 CFR 21.4255) that is applicable to veterans and other persons who are eligible for Veterans Administration benefits.  

Return to Title IV Funds

Title IV Refund Policy 

When a student enrolls at Aveda Institute Maine and begins the program, but either withdraws from the selected program, or the Institute dismisses the student from the selected program for a violation of the rules and/or regulations, this may result in a return of federal student financial assistance (Title IV funds). The law specifies how Aveda Institute Maine must determine the amount of Federal Student Assistance (FSA) that can be earned if a student withdraws. The FSA programs covered by this law are: Federal Pell Grant and Direct Loans. 

Once a student has completed more than 60% of the payment period, the student earns all the assistance that was scheduled to be received. If a student did not receive all the funds earned, the student may be due a post withdrawal disbursement. If the post withdrawal disbursement includes loan funds, the student may choose to decline the loan funds so as not to incur additional debt. Aveda Institute Maine may automatically use all or a portion of any post withdrawal disbursement (including loan funds) for tuition, fees, and / or additional charges. It is in the student's best interest to allow the Institute to keep the funds in order to reduce the student's debt. If a student (or parents on the student's behalf) receives excess FSA program funds, the Institute may return the portion of excess equal to the lesser of: (1) institutional charges multiplied by the unearned percentage of the fund; (2) the entire amount of excess funds. The Institute must return this amount even if it didn't keep this amount of the student's FSA program funds. Any amount of unearned grant funds that must be returned is called an overpayment. 
The requirements for FSA program refunds when withdrawn are separate from any refund policy that the Institute may have. Therefore, the student may still owe funds to the Institute to cover unpaid institutional charges. Aveda Institute Maine may also charge for any FSA program funds that the Institute was required to return. Aveda Institute Maine’s Refund Policy is printed in this catalog and is also in the Enrollment Agreement. Also printed in this Catalog are the requirements and procedures for officially withdrawing from the Institute.  
Institution Refund Policy and Cancellation Policy 
*If a student does not complete a course of study, the following cancellation and settlement policies will be in effect. The policies apply to all termination for any reason, by either party, including student decision, course or program cancellation, or school closure, and comply with the mandated state refund policy. 
*For a student on an approved Leave of Absence who notifies the Institute in writing that he / she will not be returning, the date of withdrawal shall be the earlier date of expiration of the Leave of Absence, or the date the student notifies the Institute in writing that he / she will not be returning; 
*For students who do not return from Leaves of Absence, the documented date of return will be used as the termination date; 
*If the Institute closes, cancels, or discontinues a program, the student who has not started classes will receive a full refund of all monies paid. If the Institute is permanently closed and no longer offering instruction after a student has enrolled and started attendance, the student will be entitled to a prorated refund of tuition; 
*If the student notifies the Institute of his / her cancellation in a written and signed document, the document must be received within 5 business days of the student's last day of attendance; 
*Based on Department of Education regulations, if a student does not attend for 14 consecutive calendar days, and the Institute and/ or student does not make verbal or written confirmation to continue training, the student will be terminated. The Institute will determine status of the student after at least 14 consecutive days from his / her last day of attendance; 
*All extra costs of textbooks, kits and training materials are non-refundable items. Institutional refund calculations will be based on actual hours; 
*The Institute shall mail a written acknowledgment of a student's cancellation, written withdrawal, or refund to the student within 15 calendar days of the date of notification. Students who terminate enrollment prior to completion are charged a $150 termination fee. 

*The Title IV Refund Policy is based on the scheduled hours, and not on the attendance hours. “Total time” means the total hours of scheduled instruction time for the program in which the student is enrolled. Examples of the Refund Policy are available in the Financial Aid Office. Refunds due will first be made to the source that provided funding before any refunds may be paid to the students. Please be aware that the person or company that made the payment is the one that receives the refund check. 

The law specifies how your school must determine the amount of Title IV program assistance that you earn if you withdraw from school. The Title IV programs that are covered by this law are: Federal Pell Grants, Direct Loans, PLUS Loans, Federal Supplemental Educational Opportunity Grants (FSEOGs), Federal Perkins Loans and in some cases, certain state grant aid (LEAP/SLEAP), GEAR UP grants, and SSS grants to students.

If a student earned more aid than was disbursed to him/her, the institution would owe the student a post-withdrawal disbursement. From the date the institution determined the student withdrew, grant funds must be paid within 45 days and loan funds must be paid within 180 days.

Return of Unearned Aid is allocated in the following order:
1. Federal Direct Unsubsidized Loan	2. Federal Direct Subsidized Loan	3. Federal Perkins Loan
4. Federal Direct PLUS Loan		5. Federal Pell Grant		6. Federal Supplemental Opportunity Grant
7. Other Title IV Assistance

There are some Title IV funds that you were scheduled to receive that you cannot earn once you withdraw because of other eligibility requirements. For example, if you are a first-time, first-year undergraduate student and you have not completed the first 30 days of your program before you withdraw, you will not earn any FFEL or Direct loan funds that you would have received had you remained enrolled past the 30th day.

Students reentering within 180 days of withdrawal date will resume at the same status as prior to withdrawal.  

The requirements for Title IV program funds when you withdraw are separate from any refund policy that your school may have. Therefore, you may still owe funds to the school to cover unpaid institutional charges. Your school may also charge you for any Title IV program funds that the school was required to return. If you don't already know what your school's refund policy is, you can ask your school for a copy. Your school can also provide you with the requirements and procedures for officially withdrawing from school.

If you have questions about your Title IV program funds, you can call the Federal Student Aid Information Center at 1-800-4-FEDAID (1-800-433-3243). TTY users may call 1-800-730-8913. Information is also available on Student Aid on the Web at www.studentaid.ed.gov.

Campus Security and Safety Policies
Aveda Institute Maine publishes a security report by October 1st to every student, prospective student, and staff member upon request. This report includes statistics for the three previous years concerning reported crimes that have occurred on the school's campus, within, or immediately adjacent to and accessible from, the campus. This report also includes policies concerning campus security, such as policies concerning sexual assault and other matters. You can receive a copy of this report by contacting the Administrative office. 
Aveda Institute Maine recommends the following precautions in order to ensure the safety of students, staff, and patrons: No one should leave the building at night alone. After the clinic floor is closed, all doors shall be locked and no one will be permitted to re-enter or remain in the building alone. All students should store any personal property in their lockers or caddies, and staff should keep their valuables items in a secure place.
If a student is dismissed, graduates or fails to return from a leave of absence it is his/her responsibility to empty his/her locker. Failure to do so will result in the lock being cut and contents boxed and held for 10 days. All locker contents held after 10 days will be disposed of.
	
INSTRUCTOR COURSE BREAKDOWN OF CONTENT:

HOURS			SUBJECT – UNIT
100			General Education/Pivot Point Instructor Book
50			Cosmetology Laws (Maine) and Rules
175			Principles of Teaching
125			Teaching Techniques
150			Practice Teaching
600			Total Hours

It is required that the following minimum hours of instruction and number of services of the course are included and will be divided throughout the course.

Required Textbooks:	Pivot Point Mindful Teaching Workbook and Online e-Book
MATERIALS PURCHASED BY STUDENT

Pens			Styling Products for Practical homework	    Index cards
Notebooks		Box of Rubber or Latex Gloves		    Hand Sanitizer
Highlighters		Some Form of Camera			    Lock for locker
Smock		Roll of Tin Foil				    Supplies for Mock Exams
Cotton				
Any items that students will want to have for personal use.


Instructor Kit

· Pivot Point Mindful Teaching Workbook 
· Pivot Point Mindful Teaching Online eBook 
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