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MISSION STATEMENT

Our Mission: To provide a quality educational system to prepare students to pass the state board examination and
gain employment within their chosen field of study.

Our Vision: When people come first, success will follow.

Our Core Values:

« Fostering the principles of fairness, equity, inclusion, anti-racism and social justice
- Celebrating diversity, bringing out the best in people, and giving back locally and globally
« Pursuing excellence in every aspect of a Paul Mitchell School education

SCHOOL FACILITIES

Our programs offer the challenge of a stimulating and rewarding career. Paul Mitchell The School Murfreesboro is fully
equipped to meet all the demands of modern hair care, while at the same time providing a high-tech atmosphere and
attitude for progressive personal development.

Paul Mitchell The School Murfreesboro’s 10,700 square-feet facility include student lounge and lockers, client
reception and work areas, management offices, private classrooms, workstations, and equipment.

The school is handicap accessible through both main and rear entrance to the building. The front and rear of the
building sidewalks each have wheelchair accessibility. The clinic classroom and classroom spaces allow for handicap
accessibility as well. We maintain a portable shampoo bowl for accessibility of any challenges with our installed
shampoo bowls. The facility has drinking fountains that allow handicap accessibility as well. All restrooms are ADA
compliant.

Students must abide by local (city and/or landlord) parking rules, which are announced during orientation. Paul Mitchell
The School Murfreesboro will not be responsible for parking violations and/or towing fees.

HOURS OF OPERATION

Tuesday - Saturday: 9:00 AM to 4:30 PM

Tuesday - Thursday: 9:00 AM to 8:00 PM
Monday - Thursday: 5:00 PM to 10:00 PM
Closed Sunday

The school director is Kimberlyn Jones, they can be reached in person or by calling 615-225-5130; or by mail at 1720
Old Fort Parkway, Suite L200 Murfreesboro, TN 37129.

ADMINISTRATION/OWNERSHIP

PMTN Nashville, LLC., dba Paul Mitchell The School Murfreesboro, is an independently owned and operated
franchisee of Paul Mitchell Advanced Education, LLC.

SCHOOL ADMINISTRATION
Ownership: PMTN Nashville, LLC

Director: Brent Wedin

Operations: Dale Jones Jr.
Admission Leader: Laurkyn Downs
Admission Advisor: Sarah Melendy

Financial Services Leader: Lauren Papile
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Future Professional Advisor: Mariel Monsour

LEARNING LEADERS:

Gabrielle Karamanos
Learning Leader Registered Cosmetologist and Active Instructor
License #218082

Jacqui Edwards
Learning Leader Registered Aesthetician and Active Instructor
License #232209

Kerri Harvey
Learning Leader and Active Instructor
License #115891

Aurora Rivera-Gonzales
Learning Leader and Active Instructor
License #190053

Lacey LaRose
Learning Leader and Active Instructor
License #179910

Shalon Johnson
Learning Leader and Active Instructor
License #160305

AUTHORIZATION

PMTN Nashville, LLC., dba Paul Mitchell The School Murfreesboro, is authorized by the Tennessee Higher Education
Commission. This authorization must be renewed each year and is based on an evaluation by minimum standards
concerning quality of education, ethical business practices, health and safety, and fiscal responsibility.
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ADMISSIONS

ADMISSION REQUIREMENTS - HIGH SCHOOL EDUCATION AND EQUIVALENTS
ADMISSION REQUIREMENTS

To qualify for admission to Paul Mitchell The School Murfreesboro, a prospective student must demonstrate that they
are academically prepared to be successful. A prospective student must be able to provide verifiable documentation
to support that they have a high school diploma, recognized equivalency and/or those who are beyond the age of
compulsory school attendance in the State where the institution is located prior to being accepted. To meet that
requirement, prospective students must:

i. have a high school diploma (this can be from a foreign school if it is equivalent to a U.S. high school diploma); or

ii. Have a recognized equivalent of a high school diploma, such as a general educational development (GED)
certificate or other state sanctioned test or diploma-equivalency certificate like HiSet; or

iii. Have completed homeschooling at the secondary level as defined by state law; or

iv. Have completed secondary school education in a homeschool setting which qualifies for an exemption from
compulsory attendance requirements under state law, if state law does not require a homeschooled student to
receive a credential for their education; or

v. Have successfully completed at least a two-year college-level program that is acceptable for credit towards a
bachelor’s degree or completion of an associate degree.

The school does not accept ability to benefit (ATB) students.

VERIFICATION AND VALIDATION PROCEDURES

If the school or the Department of Education has any reason to believe that the diploma is not valid or was not
obtained from an entity that provides secondary school education, the school will proceed with the two-step validity
process. The validity process requires:

i. The school would to check with the high school to confirm the validity of the student’s diploma by collecting
documentation from the high school that confirms the validity of the high school diploma, including transcripts or other
written descriptions of course requirements, or written and signed statements by principals or executive officers at the
high school attesting to the rigor and quality of the coursework at the high school;

ii. If the high school is regulated or overseen by a state agency, Tribal agency, or Bureau of Indian Education, confirm
with the relevant department or agency in the state in which the secondary school is located or obtain documentation
from that agency that the secondary school is recognized or meets requirements established by that agency;

iii. Ifthe Secretary has published a list of high schools that issued invalid high school diplomas, the school will
confirm that the high school does not appear on that list.

A high school diploma is not valid if it:

i. Does not meet the applicable requirements established by the appropriate state agency, Tribal Agency, or Bureau
of Indian Education in the state where the high school is located;

ii. Has been determined to be invalid by the Department of Education, the appropriate state agency in the state
where the high school was located, or through a court proceeding; or

iii. Was obtained from an entity that requires little or no secondary instruction or coursework to obtain a high school
diploma, including through a test that does not meet the requirements for a recognized equivalent of a high school
diploma.

If the School is unable to determine validity of the high school diploma, the prospective student will not be accepted
to the school.
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ADMISSION PROCEDURES

The following admissions procedures apply to all new and transfer students. Transfer students are required to
complete additional requirements if they would like their prior academic coursework to be considered for the
awarding of transfer credits (please see the Transfer Students section of the catalog).

1.

5.

Complete an Application for Admission: Complete and submit the application for admission. The application for
admission may be obtained from an admissions advisor.

Pay the Application Fee: The application fee of $20.00 can be paid in the form of cash, credit card or personal
check payable to Paul Mitchell The School Murfreesboro. An application for admission cannot be processed until
the application fee is received. The application fee is not included in the cost of tuition and must be paid prior to
being admitted to the school. The school may opt to waive the application fee for students who transfer from a
school that has closed without notice.

Interview: All applicants must complete an interview with an admission’s advisor.

Provide Proof of Identity: Applicants are required to provide proof of identification as part of the application of
admission process. The school will maintain a copy of the identification presented as part of the student’s
admission file. Acceptable forms of photo identification include:

Photo IDs must contain:

o Government-issued driver’s license

o Government-issued non-driver ID card

o Government-issued passport

o National identification card (Consulate, Permanent Resident Card, Immigrant Visa Card, Employment
Authorization Card)

o Tribal Photo ID (no photocopies accepted)

o Government-issued military ID — Acceptable military IDs:

* The Veteran Health Identification Card (VHIC)
= Veteran Identification Card (VIC)
= Personal Identity Verification Card (PIV)

*Photocopying of military identification cards for the purpose of receiving federal benefits other than
military-related benefits is not authorized and therefore is unacceptable proof of identification. For
this reason, any other form of military ID cards is unacceptable.

Photo IDs must contain:

i. Applicant Students Full Name
ii. Contain a photograph of the applicant
ii. Be an original document
iv. Be Current and valid: expired documents are not acceptable
v. Match the name used in the application

a. If name has changed, supporting documentation including but not limited to marriage
certificate, court approval documentation or related documents are required.
High School or Equivalent Verification Documents: Applicants must demonstrate that they meet the High
School requirements. The school considers a high school diploma, high school transcripts, GED certificate, GED

transcript or high school equivalency certificate valid if granted by a high school or agency/program accredited
or recognized by a state department of education (e.g. The State of Tennessee Department of Education).

A student’s self-certification is not sufficient to validate a high school diploma or high school equivalency
certificate or that they have completed secondary school through homeschooling as defined by state law.
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If we determine that your diploma or high school equivalency diploma is not valid you will be denied admission
to the school.

6. Cosmetology Instructor Program: Applicant must provide a copy of a current and valid Tennessee cosmetology
license.

Students who are homeschooled must be able to demonstrate and document that they meet their states high school
graduation requirements. Secondary school education at a homeschool is valid if their secondary school education
was in a homeschool that state law treats as a home or private school (see https://hslda.org/legal for requirements for
each state). Applicants who completed homeschooling must submit their high school diploma or transcripts for review
and evaluation.

Applicants who received their high school diploma in another country are required to submit their official high
school transcripts to a foreign credentialing evaluation service.

Please note the document must be translated into English by a certified translator and accompanied by an evaluation
of a credentialed evaluation service certifying it is equivalent to a U.S. high school diploma. We can accept credentials
translated and evaluated by any agency under NACES. A list of approved agencies is located at NACES (National
Association of Credential Evaluation Services) under: https://www.naces.org/members. We must receive a credential
report directly from the evaluation services. Copies will not be accepted. Applicants are responsible for paying the
costs of the translation and evaluation.

Applicants who have successfully completed at least a two-year college-level program that did not result in the
awarding of an associate degree must submit official college transcripts demonstrating successful completion of at
least 60 semester or trimester credits hours or 72 quarter credit hours that is acceptable for full credit towards a
bachelor’s degree at an institution.

Applicants who have successfully completed an associate degree or bachelor’s degree may show completion of the
degree by providing the degree or official transcripts. Note that merely possessing a certificate of attendance and/or
high school completion is not sufficient for a student to be Title IV aid eligible.

Paul Mitchell The School Murfreesboro does not recruit students who are already enrolled in a similar program at
another institution.

Admitted students who would like to request a reasonable accommodation under the Americans with Disabilities Act
should contact the ADA Compliance Coordinator.

Paul Mitchell The School Murfreesboro accepts re-entry students if they qualify. Please review the re-entry policy for
specific requirements.

Once an applicant has completed the process to apply to the school, the admissions team and director reviews each
applicant and their required application materials to determine if the applicant will be admitted.

The applicant will be notified of the decision in writing.

If the applicant is admitted, they will be notified of the next steps to enroll in their academic program. If an applicant is
not admitted and wishes to appeal the decision, they must write a letter/email to the School Director. Once the
Director has evaluated the reasons for denial, the Director may either redo the personal interview for a second opinion
or provide a response to the student. Appeals will not be considered if an applicant is not admitted because they do
not meet the minimum education requirements to be admitted or if they have provided false information during the
admission process.
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APPLICANTS WITH NON-IMMIGRANT VISAS AND INTERNATIONAL STUDENTS

Applicants with non-immigrant visas should be aware of the following:

« Federal financial aid is not available to an applicant with a non-immigrant visa.
- An individual must be authorized to work in the United States to take the state licensure exam.

If an applicant needs assistance in understanding how their visa status impacts their ability to receive federal financial
aid or take the state licensure exam after completing their program, they should contact an admissions advisor.

Paul Mitchell The School Murfreesboro is not eligible to enroll international students studying under an 1-20 student
visa.

ENGLISH PROFICIENCY POLICY

English is the language of instruction and examination at the School. Minimum standards of English proficiency are
required to ensure that students can understand and communicate clearly to be successful in the programs. Students
who have successfully completed their High School Diploma or GED or a higher degree in the United States are
exempt from this requirement.

Applicants for whom English is not a first/native language must demonstrate English Proficiency regardless of English
language studies, academic history, residence in the United States or other English-speaking countries, or immigration
status.

Applicants who have completed their education outside of the United States, may have the English Proficiency
requirement waived if their transcript does not include any ESL course work, had completed their High School
education with English as the primary language of instruction and have successfully completed four years of English
language/literature with an average of 2.5 or higher on a 4.0 scale.

Applicants must meet the minimum test scores listed below, regardless of whether previous scores are higher. Only
the most recent English Proficiency scores will be accepted. Tests must have been taken in the last 5 years. Requests
for testing waivers will not be considered.

Test Minimum Score
TOEFL 80 iBT
IELTS 6-7
Duolingo 10
PTE 53

To know more about the tests, testing dates, location and the costs associated with taking the test, visit the following
websites:

« TOEFL: https://www.ets.org/toefl/test-takers

« |ELTS: https://www.ielts.org/for-test-takers/ielts-online
» Duolingo: https://englishtest.duolingo.com/applicants
« PTE: https://www.pearsonpte.com/

For additional information on the requirements, please contact the admissions team.

RE-ENTRY STUDENTS
If a withdrawn student wishes to re-enter their program, they start the process by contacting the school’s admission
advisor.

Students who are withdrawn may re-enroll after 7 days if approved by the Director. The student will be assessed a
$100.00 drop fee and a $100.00 re-entry fee, unless a re-enrollment agreement was signed at the time of withdrawal.
Both fees must be paid prior to re-entry and cannot be paid with federal financial aid.
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Students who are approved to re-enter the program within 180 days of their last date of attendance must comply with
the following requirements:

1. Pay all outstanding tuition, fees, and overtime expenses or make satisfactory payment arrangements with the
Financial Services Advisor. Please note, overtime expenses cannot be paid with federal financial aid.

2. Previous tuition payments will be credited to the student’s balance based upon the original contracted cost for
the course.

3. Pay the $100.00 re-entry fee (unless a re-enroliment agreement was signed prior to withdrawing).

4. Re-entry students with less than 100% attendance at the time they withdrew will have 60 calendar days to raise
their attendance to meet institutional attendance requirements.

Students who are approved to re-enter the program after 180 days of their last date of attendance must comply with
the following requirements:

1. Pay all outstanding tuition, fees, and overtime expenses or make satisfactory payment arrangements with the
Financial Services Advisor. Please note, overtime expenses cannot be paid with federal financial aid.

2. Tuition will be assessed at the current hourly rate.

3. If are-entering student has previously used all their excused absences provided under their original enroliment
agreement, the student will not receive any additional time for excused absences under the new re-enrollment
agreement.

4. Students are required to purchase a kit if their current kit is not complete. Any missing kit items must be
purchased.

5. Pay the $100.00 re-entry fee and submit a new application for admission.

6. Students who re-enter after 180 days must write an re-entry essay that demonstrates their commitment to
completing the program.

The decision to allow a student to re-enter a program is at the sole discretion of Paul Mitchell The School
Murfreesboro. Students will be notified in writing of the outcome of their request to re-enter the program.

Students who re-enter the program are placed in the same Satisfactory Academic Progress standing as when they left
the school.

Members of the U.S. Armed Forces, including the reserve components of the National Guard, will be readmitted to
their former program if they notify the admission team that the reason for their withdrawal is their service in the Armed
Forces. Paul Mitchell The School Murfreesboro will make every reasonable attempt to accommodate services
members who request an absence due to their service. Members of the U.S. Armed Forces will not be assessed the
$100.00 re-entry fee.

TRANSFER OF CREDIT POLICIES
TRANSFERABILITY OF CREDIT

Paul Mitchell The School Murfreesboro is a special purpose institution. That purpose is to provide a quality educational
system to prepare students to pass the state board examination and gain employment within their chosen field of
study. We are passionately committed to providing a solid educational foundation to empower our team in the pursuit
of excellence and we strongly believe that when people come first, success will follow. This purpose does not include
preparing students for further college study. Students should be aware that transfer of credit is always the
responsibility of the receiving institution. Whether or not credits transfer is solely up to the receiving institution. Any
student interested in transferring credit hours should check with the receiving institution directly to determine to what
extent, if any, credit hours can be transferred.

TRANSFER OF CREDIT POLICY - STUDENTS ENTERING THE SCHOOL

Paul Mitchell The School Murfreesboro will accept transfer hours from other schools based on an evaluation of the
student’s comprehension of the course material and the applicability of the courses to the student’s intended
academic program at the school.
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Transfer students are assessed tuition at the current per hour rate. Current tuition rate information is located in the
“Costs of Tuition and Supplies” section of the catalog.

At the school’s sole discretion, a student may be permitted to transfer in more hours from a non-Paul Mitchell School
than is described in the policy below, if the student is transferring from a school that has closed without notice and the
student can demonstrate the appropriate course knowledge.

At the school’s sole discretion, a VA student may be permitted credits for service in the armed forces, paid or unpaid
employment, or other demonstrated competency based on an evaluation of the student’s comprehension of the
course material and the applicability of the courses to the student’s intended academic program at the school.

TRANSFER OF CREDIT POLICY

COSMETOLOGY
Cosmetology students transferring from another Paul Mitchell School.
If transferring from another Paul Mitchell School, all transfer hours will be accepted.
Cosmetology students transferring from a non-Paul Mitchell School.
A maximum of 800 hours will be accepted. To determine how many transfer hours the school accepts is based on
passing a practical test and what is allowed by state board. All cosmetology transfer students must complete a
minimum of 700 hours.
1. Pass a practical test based on the following criteria:
o Demonstrate State Board Sanitation and Disinfection
o Finger Wave with 6 pin-curls
o Color and Lightener Applications (Must perform four)
o Permanent Wave (10 rods)
o Chemical relaxer applications (virgin, re-touch)
o Marcel iron work demonstrating the three base curl placements.
o Haircut, style and finish of your choice (to complete on a doll head or model)

ESTHETICS

Paul Mitchell The School Murfreesboro does not accept transfer hours for the esthetics program unless the student is
already a licensed cosmetologist then a maximum of 150 transfer hours will be accepted.

MANICURING

Manicuring students transferring from a Paul Mitchell or non-Paul Mitchell school, O (zero) hours will be accepted.

COSMETOLOGY INSTRUCTOR

Cosmetology Instructor students transferring from a Paul Mitchell or non-Paul Mitchell school, O (zero) hours will be
accepted.

TRANSFER OF CREDIT - CREDIT EARNED AT ANOTHER INSTITUTION

Paul Mitchell The School Murfreesboro may accept transfer clock hours or credits for courses completed at another
institution.

A student must notify the Admissions team at the time of beginning the admissions process if requesting such credit.
An official transcript is required for each school a student attended. The school will review course descriptions and
any transcripts provided by the student to arrive at a final decision.

Courses taken at another institution must be accredited by an agency recognized by either the U.S. Department of
Education or Council for Higher Education Accreditation (CHEA). To transfer credit, the student must do the following:
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1. Inform the Admissions Leader during the application process requesting to transfer credit
2. Provide official transcripts from previous attended school 7 days prior to signing the enroliment agreement
(exceptions may be granted for extenuating circumstances)

Acceptance of transfer credit is at the sole discretion of the school. In addition, the institution does not have
articulation agreements and does not give credit for experiential learning.

TRANSFERABILITY OF CREDIT - CREDIT EARNED AT THE SCHOOL

The transferability of hours you earn at Paul Mitchell The School Murfreesboro is at the complete discretion of an
institution to which you may seek to transfer. Acceptance of the diploma you earn in Cosmetology, Esthetics,
Manicuring and Cosmetology Instructor is also at the complete discretion of the institution to which you may seek to
transfer.

If the hours or diploma that you earn at this institution are not accepted at the institution to which you seek to transfer,
you may be required to repeat some or all of your coursework at that institution. For this reason, you should make
certain that your attendance at this institution will meet your educational goals. This may include contacting an
institution to which you may seek to transfer after attending Paul Mitchell Schools to determine if your hours or
diploma will transfer.

Students may request an official current transcript from the school, at any time during or after withdrawal and
graduation (Fees may apply, check the school’s Fee Schedule located in this catalog).

STATE LICENSING DISCLAIMER

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

STATE LICENSING REQUIREMENTS
Cosmetology Licensing Requirements

- Be at least sixteen years of age and have completed at least two (2) years of high school or received at least a
score of thirty-eight percent (38%) on the GED® or HISET® examination.

« Completion of 1,500 hours in practice and theory at a school of cosmetology.

«  Written and practical examination.

Renewal notices are mailed approximately one month prior to renewal date. Licensee required to submit renewal
notice with required fee, if applicable, due by expiration date on license.

To apply for an initial license please visit www.core.tn.gov. The fee for an initial application is $60.
The Cosmetologist renewal fee is $60.00, as set forth in Rule 0440-1-13(3) of the Tennessee Rules of Cosmetology.

The renewal form and fee must be submitted to the board office prior to the expiration date listed on the license. If
the renewal is not processed prior, there is an additional late fee of $25.00 per license. If the late fee is due, your
license is not renewed.

Licenses expired for more than three (3) years become invalid. In order to reinstate an invalid license, the licensee
must take reinstatement exams. There are no waivers to this provision.

Aesthetician Licensing Requirements

- Be at least sixteen years of age and have completed at least two (2) years of high school or received at least a
score of thirty-eight percent (38%) on the GED® or HISET® examination.
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- Satisfactory completion of a course of instruction of not less than 750 hours in the practice and theory of
aesthetics at a school of cosmetology.
« A written and practical examination is required.

Renewals are required every two years.
To apply for an initial license please visit www.core.tn.gov. The fee for an initial application is $60.
The Aesthetician renewal fee is $60.00, as set forth in Rule 0440-1-13(3) of the Tennessee Rules of Cosmetology.

The renewal form and fee must be submitted to the board office prior to the expiration date listed on the license. If
the renewal is not processed prior, there is an additional late fee of $25.00 per license. If the late fee is due, your
license is not renewed.

Licenses expired for more than three (3) years become invalid. In order to reinstate an invalid license, the licensee
must take reinstatement exams. There are no waivers to this provision.

Manicurist Licensing Requirements

- Be at least sixteen years of age and have completed at least two (2) years of high school or received at least a
score of thirty-eight percent (38%) on the GED® or HISET® examination.

- Satisfactory completion of a course of instruction of not less than 600 hours in the practice and theory of
manicuring at a school of cosmetology.

« Written and practical examination.

Renewal notices mailed approximately one month prior to renewal date. Licensee required to submit renewal notice
with required fee, if applicable, due by expiration date on license.

To apply for an initial license please visit www.core.tn.gov. The fee for an initial application is $60.
The Manicurist renewal fee is $60.00, as set forth in Rule 0440-1-13(3) of the Tennessee Rules of Cosmetology.

The renewal form and fee must be submitted to the board office prior to the expiration date listed on the license. If
the renewal is not processed prior, there is an additional late fee of $25.00 per license. If the late fee is due, your
license is not renewed.

Licenses expired for more than three (3) years become invalid. In order to reinstate an invalid license, the licensee
must take reinstatement exams. There are no waivers to this provision.

Cosmetology Instructor Licensing Requirements

» Hold a valid license as a cosmetologist, aesthetician, manicurist, natural hair stylist and meet educational and
experience requirements. Effective July 1, 2015, the individual must hold a license in the field they are approved
to teach for at least three (3) continuous years in order to obtain an instructor license.

« Be a high school graduate or possess a graduate equivalency diploma (G. E. D) and either complete a board-
approved course in instructor training of at least 300 hours within a period of six months as an instructor trainee
OR complete service as a junior instructor for a minimum of one year. (A junior instructor holds a valid
cosmetologist's, aesthetician's, manicurist's or natural hair stylist's license and engages in a course of training in
practice teaching in a school under the personal supervision of a licensed instructor for a period not to
exceed three years).

«  Written and practical (consists of lesson plan) examination. For information on application, registration,
examination or fees, contact our testing vender PSI online at https://test-takers.psiexams.com/ or by phone,
800-733-9267.

« Attendance in a cosmetology instructor training program of at least sixteen (16) hours duration every two years at
a session approved by the board .

Renewal required every two years along with completion of sixteen (16) hours of continued education.
To apply for an initial license please visit www.core.tn.gov. The fee for an initial application is $80.

The Instructor renewal fee is $70.00, as set forth in Rule 0440-1-13(3) of the Tennessee Rules of Cosmetology.
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The renewal form and fee must be submitted to the board office prior to the expiration date listed on the license. If
the renewal is not processed prior, there is an additional late fee of $25.00 per license. If the late fee is due, your
license is not renewed.

Licenses expired for more than three (3) years become invalid. In order to reinstate an invalid license, the licensee
must take reinstatement exams. There are no waivers to this provision.

DISCLOSURE FOR PROGRAMS LEADING TO LICENSURE

The following programs offered at Paul Mitchell The School Murfreesboro lead to licensure in the state of Tennessee:
Cosmetology, Esthetics, Manicuring and Cosmetology Instructor. We have compiled a list of all states that require
licensure for the program you are interested in enrolling. We have identified whether the institution’s program
curriculum meets, does not meet, or a determination has not been made yet, for other state’s individual state
educational requirements for professional licensure. This information can be located on the school’s paulmitchell.edu
website, as well as you will receive a copy in the school’s admissions packet, prior to touring the school.

Please note that the school you are planning on attending has only had their curriculum evaluated by the state that
you are attending school in, which meets the state’s requirements for licensure and practice. In determining whether
your program of study is acceptable in another state, each state board reviews the number of clock hours you
attended in your home state, the subject areas and practical experiences you completed, as a part of the process of
determining what, if any, additional requirements you may have to meet in order to be licensed in their state. We
encourage all graduates who are considering becoming licensed in another state to first take the licensure exam in
their home state, which will make it easier to transfer into another state. If you are not licensed by your home state, the
state you are considering getting licensed in may require you to take additional training to meet their state minimum
hour requirements and/or take their state licensure exam. State boards do not evaluate the curriculum of schools
located in other states, but do, in most cases, recognize training from other states in order to transfer their license.

If, at any time, the program you are enrolled in, ceases to meet the educational requirements for licensure in the state
where the student is located, the school will provide written notice directly to the student in writing within 14 calendar
days of making that determination.

SCHOOL HOLIDAYS AND CLOSURES

2025 Date

New Years Wednesday, January 1, 2025
Martin Luther King Day Monday. January 20, 2025
Memorial Day Monday, May 26, 2025
Juneteenth Thursday, June 19, 2025
Independence Day Friday, July 4, 2025

Labor Day Monday, September 1, 2025
Day after Thanksgiving Thursday, November 28, 2025
Christmas Break December 24-26, 2025

Additional holidays may be added to the schedule at the discretion of school administration. The school is open for
business unless there is a declared State of Emergency.
Unexpected closures and snow days will be announced on the school's website and Facebook.
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FUTURE PROFESSIONAL INFORMATION

CONSTITUTION DAY

Constitution Day was established by Congress in an effort to increase knowledge about the United States
Constitution. The amendment, proposed by Senator Robert C. Byrd, was passed in December 2004, and requires all
educational institutions to commemorate Constitution Day by offering education and programs each year on
September 17 (or in the preceding or following week if the date falls on a Saturday, Sunday, or holiday).

Constitution Day commemorates September 17, 1787, the signing of the United States Constitution. The Constitution
established America’s national government and fundamental laws and guaranteed certain basic rights for its citizens.

Constitution Day also serves as a reminder to participate in the political process by exercising our right to vote.

The school celebrates Constitution Day with an event and promotes awareness of the U.S. Constitution and voter
registration information to all present.

This year’s Constitution Day will be celebrated September 17, 2025.

To view an interactive version of the U.S. Constitution, go to the National Constitution Center at
https://constitutioncenter.org/.

For more information about voting, go to voter resources at https://www.eac.gov/.

EDUCATION GOALS

Paul Mitchell The School Murfreesboro strives to provide a quality educational system that prepares students to pass
the state board examination and gain employment within their chosen field of study. Our quality education system
includes an outstanding facility, experienced and competent instructors, and a curriculum developed through years of
experience and expertise. Our education goals are:

1. To educate students to be professional, knowledgeable, and skilled in their field for marketability within the
industry.

2. To maintain an updated program that provides students with the knowledge to compete in their field of study.

3. To promote the continuing educational growth of our faculty and students, using current teaching methods and
techniques.

4. To teach courtesy and professionalism as the foundation for a successful career in their chosen field of study.

o1

To prepare students to successfully pass the state licensing exam for entry-level employment.
6. To train and graduate students while empowering them to become confident and excited to enter a successful
career within the salon and beauty industry.

FUTURE PROFESSIONAL ADVISORY POLICY

As future beauty industry professionals, it is essential that students learn and model the behavioral standards of the
industry. Paul Mitchell The School Murfreesboro expects students to maintain acceptable standards of behavior on
campus and satisfactory educational progress in their coursework. To support students’ personal and professional
development, Paul Mitchell The School Murfreesboro has identified five overarching principles for student conduct:

1. Attendance and Documentation of Time Guidelines: Attendance, promptness, and documentation of work are
cornerstones of successful work practices.

2. Professional Image Standards: Professional image standards were created to provide guidance and direction to
Future Professionals as they develop their professional image and persona.

3. Sanitation and Personal Service Procedures: Sanitation and personal service procedures have been
established to comply with state laws and to provide a safe and clean service environment.
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4. Communication Guidelines and Professional Conduct: It is the school’s responsibility to provide a learning
environment that is professional, positive, and conducive to learning. Staff and all contribute to a mutually
respectful learning environment that fosters effective communication and professional conduct.

5. Learning Participation Guidelines: The learning participation guidelines have been established to provide a
creative, fun, interactive, and collaborative learning environment that empowers Future Professionals to act as
professionals and committed learners. Positive behavior is required to create a mutually beneficial learning
environment for all Future Professionals.

To ensure that the school’s culture embodies these principles, Future Professionals will be coached for non-
compliance with any of the items listed below. These coaching opportunities will be documented on the Future
Professional Advisory form.

If a Future Professional receives five (5) coaching sessions, they may receive a suspension of 5 scheduled school
days. On the Future Professional’s fifth coaching session, the Future Professional Advisor will create a plan of action to
be followed. After a Future Professional has received a five-school-day suspension, the Future Professional may only
receive two (2) more coaching sessions. On the seventh coaching session, the Future Professional may be terminated
from the school. If a behavior is sufficiently severe or repeated, a student may be terminated without notice, even if
the behavior is listed as a coachable violation.

The School reserves the right to place a student on suspension pending an investigation into violations of the advisory
policy.

Future Professionals may receive coaching sessions for the following items which are prohibited:

1. Failure to follow the Dress Code: Future Professionals must be in dress code. This includes wearing a nametag.

2. Malicious Gossip is defined as disseminating private information about another individual or group of individuals
with the purpose or effect of causing harm.

3. Harassment includes but is not limited to verbal, psychological, graphic and/or written abuse directed at another,
beyond a reasonable expression of opinion, which:

a. Is threatening or carries with it the intention to do bodily harm; or
b. Disrupts or undermines a person’s exercise of their responsibilities as a Future Professional or staff member
including unreasonably interfering with a person’s educational or work performance.

Harassment which is based upon a protected class as defined in the Protected Class Non-Discrimination
Policy and Procedures is also prohibited conduct, but that type of harassment is covered below; it is a
separate offense from Harassment under this section and such conduct is investigated and adjudicated as
provided in the Protected Class Non-Discrimination Policy and Procedures.

Bullying is prohibited by the anti-bullying policy and is a separate offense from Harassment under this
section. Such Conduct is addressed in line with the Anti-Bullying Policy and procedures.

4. Coachable Attendance Violations

a. Failing to Meet the Attendance Requirement: Monthly: a Future Professional must abide by the SAP
Attendance Policy at in the Satisfactory Academic Progress Policy. Attendance will be checked monthly,
falling below this percentage may result in an advisory.

b. Not calling to report lateness or absence: Failure to provide proper notice of an absence or tardiness in
accordance with the attendance policy.

c. Excessive Tardiness: Being more than ten (10) minutes late to scheduled time on more than two (2)
occasions in a thirty (30) day period.

d. Mandatory Attendance Day Violation: certain days are required for attendance to meet educational goals.
Missing any day designated as a mandatory attendance day is prohibited.

e. Failing to follow the Attendance and Documentation of Time Policy.
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5. Academic Coaching

a. Beginning a service without a Learning Leader consultation: Future Professionals are required to complete
a consultation with a Learning Leader before starting a service on a service guest or other Future
Professional.

b. Failure to timely complete assignments: Each Future Professional is required to complete their assigned
worksheets with set deadlines.

c. Failure to properly attend Theory Hours and Tests: Future Professionals are required to timely complete all
state required theory tests and maintain satisfactory attendance at theory class.

d. Failure to complete practical and academic assignments.

6. Parking Violation: Future Professionals must park in the area designated for Future Professionals to park.

This is a smoke-free campus. All smoking on campus is prohibited, including in the parking lot.

8. Violation of the School’s Internet and Social Networking Policy: Use of school technology for non-educational
purpose is prohibited.

9. Violation of this Future Professional Advisory Policy or School Standards at a school-sponsored event,
externship, on-campus event, off-campus event, and/or fieldtrip.

10. Disruptive Behavior is defined as any behavior that a reasonable instructor believes substantially interferes with
the teaching or learning process, whether in a classroom or other learning environment (such as an online
platform, clinic classroom, field experience, in an office, or other setting whether it is an on-campus or off-campus
location) and continues after an instructor or other school employee’s request to cease. Examples of disruptive
behavior include, but are not limited to:

~N

Verbal abuse of or threatening the instructor or other Future Professionals;
Damaging classroom furniture or property;

Damaging the property of another Future Professional or Instructor;
Creating excessive noise;

Refusal to comply with instructor direction;

Persistently speaking without being recognized or called upon;

Refusing to be seated,;

Q@ -0 a0 0o

Unauthorized use of cell phones, laptops or other relevant technology; and
Disrupting the class by repeatedly leaving and entering the room without authorization.

The expression of disagreement with the instructor or classmates is not in itself disruptive behavior.
Disruptive behavior also does not include appropriate demonstration of disagreements or differences of
opinion, cultural differences, differing values or beliefs, or needing extra time or attention based on
reasonable accommodation for disabilities.

1. Sleeping in class is prohibited.

12. Unprofessional Communication: Future Professionals and Staff are to maintain respectful and professional
communication at all times. Some examples of unprofessional communication include, but are not limited to:
yelling or raising your voice when communicating; use physical presence or location to emphasize a point; rude,
offensive, and/or abusive language; swearing/use of profanity; uncooperative behavior during regular activities
or processes, and repeatedly speaking over others.

13. Lying to or being dishonest with an Administrator: providing false information to a School Administrator is
prohibited.

14. Failing to be actively engaged in school-related activities. Future Professionals are expected to be continuously
working on school-related projects, assignments, clinic practical worksheets, reading theory, or test preparation
during school hours.

15. Failing to follow the Future Professional Professional Guidelines.

Future Professionals may be terminated for the following without a coaching opportunity or warning:
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16.

17.

18.

19.

20.

21.

22.

23.
24.

25.

Drugs/Alcohol: The manufacture of, possession of, use of, or being under the influence of alcohol or drugs,
including prescription cannabis, while on school grounds is prohibited. Providing alcohol to an underage
individual at school or an affiliated function is also prohibited.

Possession of Firearms, Explosives, and/or Weapons is prohibited:

a. Firearms, Explosives, and Weapons are defined as an instrument, article or substance that is designed,
used or likely to be used to cause bodily harm or property damage.

b. Weapons include but are not limited to the following items: firearms, including rifles, shotguns, handguns;
bowie, dirks and knives (other than kitchen knives), explosives, swords, nunchucks, throwing stars and other
martial arts weapons, crossbows, compound bows, recurve bows, long bows, bear spray (however, pepper
spray that is small, and for personal protection dispensers), BB guns, paintball guns, ammunition and non-
functioning replicas that could be confused with actual firearms.

Time Clock Violations: The following behavior is prohibited:

a. Clocking in or out for another Future Professional

b. Requesting another Future Professional clock you in or out
Leaving the school facility and/or premises without notifying a Learning Leader and/or signing out for a
break and remaining clocked in on the time clock and receiving unearned hours. The school parking lot and
surrounding businesses are not included as part of the school facility for educational time. This includes
exceeding allotted break or lunch times.

Cheating: giving, using or attempting to use unauthorized materials, information, notes, study aids or other
devices in any academic exercise including unauthorized communication of information. Examples of cheating
include copying from another Future Professional’s paper or receiving unauthorized assistance during a quiz, test
or examination; using books, notes or other devices such as calculators, unless authorized; acquiring without
authorization copies of tests or examinations before the scheduled exercise; or copying reports, laboratory work
or computer programs or files from other Future Professionals.

Stealing: Theft, attempted theft, unauthorized possession, use, or removal of School Property or the property of a
member of the school community is prohibited. This includes, but is not limited to taking items from another
Future Professional’s locker or area; taking materials from the school; shoplifting from the retail area; taking
money or personal financial information of another (e.g. credit/debit card information); theft by deception; taking
jewelry or electronics not belonging to you; or defacing, tampering with, damaging or destroying property of the
school or an individual.

Tampering is the attempt to alter School records, grades, assignments, or other documents without authorization.
Examples of tampering include, but are not limited to using a computer or falsified document to change a School
record; forging the signature of a School official on a document or other School record; erasing information or
records of a Future Professional; unauthorized access to a School record by computer or via unauthorized entry
into an office or file; or obtaining information from the School without proper authorization.

Plagiarism is presenting the work of another as one’s own without proper acknowledgment. This includes
copying worksheets or other materials turned in from another Future Professional.

Facilitating academic misconduct is the assistance in or attempting to assist another in plagiarism or cheating.
Other Academic Misconduct: Examples of other academic misconduct include distributing test questions or
substantive information about the material to be covered on a test before it is administered, taking an
examination or test for another Future Professional, and/or signing a false name on an academic exercise like
tests or worksheets.

Physical Violence, Physical Altercations and Threats of Violence or Threats of Physical Altercations are
prohibited:

a. Physical Violence and Physical Altercations include but are not limited to: intentional physical contact with
another (e.g. bumping into another person), physical interference with a person that prevents them from
conducting their normal affairs, words or actions that put a person in fear for their physical safety, and
causing a person to suffer actual physical injury.

PAUL MITCHELL THE SCHOOL MURFREESBORO CATALOG



b. Threats are words or actions that cause a reasonable expectation of injury to the health or safety of any
person or damage to property.

c. Intimidation is defined as implied threats either verbally, in writing, or in person that cause a reasonable fear
of harm in another.

26. Violation of the Protected Class Non-Discrimination Policy and Procedures
27. Violation of the Anti-Bullying Policy.

28. Violation any other matter covered by the Grievance Procedure.

29. Other Prohibited Conduct:

a. Engaging in behavior that constitutes a violation of federal, state, or local law on School premises or at a
School sponsored event.

b. Acting to impair, interfere with or obstruct the orderly conduct, processes, and functions of the School,
including, but not limited to:

i. Interference with the freedom of movement of any member or guest of the school
ii. Interference with the rights of others to enter, use, or leave a School facility, service, or activity
iii. Use of any public address systems without the express written permission of the Director
iv. Failure to comply with the direction of law enforcement/first responders and School officials acting in
their scope of duties and/or failure to identify yourself to those persons when requested
v. Failure to comply with any authorized sanction or condition related to the Code of Conduct, Anti-
Bullying Policy, Grievance Procedure, and/or Protected Class Discrimination and Harassment Policy
vi. Trespassing or unauthorized entry into any School buildings or property; or
vii. Unauthorized use or misuse or School names, trademarks, and images.

c. Fire Safety Violations:

i. Intentionally or recklessly causing a fire that damages School or personal property or which causes
injury;
ii. Failing to evacuate the School during a fire alarm;
iii. Improper use of fire safety equipment; or
iv. Tampering with or improperly engaging a fire alarm.
d. Abuse of Process: The following behavior is prohibited:

i. Falsification, distortion, or misrepresentation of information;
ii. Failure to provide, destruction of, or concealing information during an investigation process;
iii. Attempting to discourage an individual’s proper participation in or use of the Code of Conduct or its
process;
iv. Harassment or intimidation of a witness to any alleged violation of any published policy, including the
Code of Conduct; or
v. Influencing or attempting to influence another person to commit an abuse of the conduct process.

Eligibility to resume attendance after a suspension will be evaluated based on the following:

A. The Future Professional must be current on all theory exams and academic assignments.

B. The Future Professional must conduct a personal interview with the School Director and/or Financial Aid Leader
to determine the compliance for re-entry.

C. The Future Professional will be placed on probation for thirty (30) calendar days, during which time he or she
must strictly abide by all policies, rules, and regulations. Additional violations in the first thirty (30) days back from
suspension may result in termination.

The school may terminate a Future Professional’s enrollment for receiving seven (7) coaching sessions, and/or failing
to comply with the educational requirements and/or the terms as stipulated in the Enrollment Agreement.
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APPEAL FROM TERMINATION FOR MAXIMUM COACHING SESSIONS

If a Future Professional is terminated due to receiving the maximum number of coaching sessions, or due to the
reasons outlined under termination on the Future Professional Advisory Form, the Future Professional may appeal the
termination decision unless it is designated as non-appealable below. A Future Professional has ten (10) calendar days
from the date of termination to appeal the decision. The Future Professional must submit a written appeal to the
school’s Future Professional Advisor on the school’s Termination Appeal Form describing why they were terminated,
along with supporting documentation of the reasons why the determination should be reversed, or they should be re-
admitted. This information should include what has changed about the Future Professional’s situation that will allow
them to continue through the program without additional code of conduct violations.

An appeal hearing will take place within 15 business days of receipt of the written appeal. This hearing will be
attended by the Future Professional, parent/guardian (if the Future Professional is a dependent minor), the Future
Professional’s Learning Leader, the Future Professional Advisor, and/or the school Director. A decision on the Future
Professional’s appeal will be made within three (3) business days by the school Director and will be communicated to
the Future Professional in writing. This decision will be final.

The Future Professional will be charged an administrative withdrawal fee of $100.00. This fee cannot be paid with
federal Future Professional aid.

CERTAIN TERMINATIONS ARE FINAL AND ARE NOT APPEALABLE

If a Future Professional is terminated for violations of the Protected Class Non-Discrimination Policy and Procedures,
Anti-Bullying Policy, Physical Violence, Physical Altercations and Threats of Violence or Threats of Physical
Altercations, Drug or Alcohol Violations, Weapons Violations, violations of the Anti-Bullying Policy such termination is
final and may not be appealed separately pursuant to this section.

The Future Professional will be charged an administrative withdrawal fee of $100.00. This fee cannot be paid with
federal Future Professional aid.

RETURN AFTER TERMINATION APPEAL

The Future Professional will be placed on probation for thirty (30) calendar days, during which time he or she must
strictly abide by all policies, rules, and regulations.

Additional violations in the first thirty (30) days back from suspension may result in termination.

After the thirty (30) day probationary period, the Future Professional will have two additional coaching sessions before
being terminated again.

INDUSTRY REQUIREMENTS

Interested in pursuing a career in the beauty industry you should:

Develop finger dexterity and a sense of form and artistry.

Enjoy serving the public.

Stay aware of the latest fashions and beauty techniques.

Be committed to continuing education.

Understand that the work can be arduous and physically demanding because of long hours standing and using
your hands at shoulder level.
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INSTITUTIONAL REFUND POLICY

This policy applies to all terminations for any reason, by either party, including student decision, course or program
cancellation, or school closure.

1. Any monies due the applicant or student shall be refunded within 45 days of official cancellation or withdrawal.
Official cancellation or withdrawal shall occur on the earlier of the dates that:
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a. An applicant is not accepted by the school. This applicant shall be entitled to a refund of all monies paid to
the school except a non-refundable application fee. This policy applies regardless of whether or not the
student has actually started training.

b. A Student (or in the case of a Student under legal age, their parent or guardian) cancels their contract and
demands their money back in writing, within three (3) business days of signing the Enroliment Agreement.
In this case all monies collected by the school shall be refunded except a non-refundable $20.00
application fee and $80.00 registration fee. This policy applies regardless of whether or not the Student has
actually started training.

c. A Student who cancels his/her contract after three (3) business days of signing the Agreement but prior to
entering classes is entitled to a refund of all monies paid to the School less a non-refundable $20.00
application fee and $80.00 registration fee.

d. A student notifies the institution of his/her official withdrawal in writing.

A student is expelled by the institution.

f. For official cancellations as defined in paragraphs b, c, d, or e, 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.

g. Any used and/or opened items in the Paul Mitchell Technical Kit are considered unreturnable equipment
due to sanitary reasons. Returnable equipment must be returned within 20 days of withdrawal, no
exceptions. All returned equipment will be assessed a 25% restocking fee.

h. A student’ on a leave of absence date of withdrawal determination shall be the earlier of the scheduled
date of return from the leave of absence or the date the student notifies the school that the student will not
be returning.

2. Any monies due a student who unofficially withdraws from the institution shall be refunded within 45 days of a
determination by the institution that the student has withdrawn without notifying the institution. Unofficial
withdrawals are monitored every 15 days and a determination is made to withdraw a student who has been
absent from school for 14 or more consecutive calendar days; the withdrawal date that will be used in this
calculation is the student’s actual last date of attendance.

3. When situations of mitigating circumstances are in evidence, such as serious illness, a disabling accident, or
death in the immediate family, the school may make a settlement that is reasonable and fair to both parties.

4. All extra costs, such as books, equipment, graduation fees, application fee, rentals, and other such charges, are
not considered in the tuition adjustment computation if the charges are itemized separately in the enroliment
agreement.

5. If a course and/or program is cancelled subsequent to a student’s enrollment, and before instruction in the
course and/or program has begun, the school shall either provide a full refund of all monies paid or provide
completion of the course and/or program.

6. If a course and/or program is cancelled and ceases to offer instruction after the student has enrolled and
instruction has begun, the school shall either provide a full refund of all monies paid or provide completion of the
course and/or program

7. For students who terminate prior to completion, an administration fee in the amount of $100.00 may be
assessed.

8. A student’s account may be sent to collections for nonpayment.

a. Collection procedures shall reflect ethical business practices.

b. Collection correspondence regarding cancellation and settlement from the institution itself, banks
collections agencies, lawyers, or any other third parties representing the institution clearly acknowledge the
existence of the Withdrawal and Settlement Policy.

c. If a promissory notes or contracts for tuition are sold or discounted to third parties, the third party must
comply with the cancellation and settlement policy of the institution.

9. If the school closes permanently and no longer offers instruction after a student has enrolled and instruction has
begun, the school will provide a pro rata refund of tuition to the student.
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The following refund table distribution is used for all applicants due a refund. Upon withdrawal, drop or
termination, a student may owe tuition or be entitled to a refund based on his/her scheduled hours:

Percentage Length Scheduled to Complete to Total Length of Program or Course Amount of Total Tuition Owed to the School
0.1% - 4.99% 20%

5.00% - 9.99% 25%

10.0% - 14.9% 40%

15% - 24.9% 45%

25% - 49.9% 70%

50% and over 100%

LOCKER POLICY

Purpose — Paul Mitchell The School Murfreesboro makes lockers available to students to facilitate the daily storage of
their learning materials and items related to their studies. Paul Mitchell The School Murfreesboro manages lockers to
ensure responsible use of property and for the health and safety of individuals.

Agreement — Paul Mitchell The School Murfreesboro establishes rules, guidelines and procedures to ensure
responsible use and to control the contents of its lockers. By utilizing Paul Mitchell The School Murfreesboro’s lockers,
students acknowledge and agree that locker use is a privilege and subject to immediate termination without notice
and to such rules, guidelines and procedures established by Paul Mitchell The School Murfreesboro from time to time,
at its discretion.

GUIDELINES

1. Lockers will be issued to all students during Core. A locker number will be provided during Core. Assigned
lockers may not be traded or changed unless approved by the school’s administration.

2. Locker assignments are valid from the beginning of enroliment until the day of graduation or withdrawal. At that
time, all locker contents must be removed. After that time, any lockers that have not yet been vacated will be
emptied, and the contents stored for 60 days, at which time they become the property of the school.

3. Lockers are for individual use only and are not to be shared. Locker content is the sole responsibility of the
registered occupant of the locker. To reduce the risk of theft, students are encouraged to keep their lockers
locked. Students should not store money, wallets, jewelry, credit or debit cards, or any other personal item of
high value.

4. Paul Mitchell The School Murfreesboro is not in any way responsible for a locker’s contents or liable for the loss
of or damage to items stored in lockers. Students are required to maintain their locker’s interior and exterior in a
clean, neat and undamaged condition. Marking, defacing or graffiti on lockers is not acceptable.

5. No person shall store in a locker: weapons of any kind, explosives, prohibited drugs, illegal or illicit items or
substances or other items deemed by Paul Mitchell The School to be harmful, offensive or inappropriate.

6. Paul Mitchell The School Murfreesboro may in its sole discretion carry out or authorize searches/inspections for
any reason. The following is a partial listing of examples of when Paul Mitchell The School Murfreesboro will
exercise its discretion without notice:

a. Locker abandonment
b. Suspected contents that may be illegal, illicit or deemed by the school to be harmful, offensive or
inappropriate
c. Atthe request of or generally in cooperation with law enforcement authorities
Investigative purposes related to suspected or alleged criminal, illegal, or inappropriate activities
e. Risk to the general good of the school
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f. Risk to the general good of the student or student population
g. Unregistered locker

h. Physical damage to or defacing of the locker

i. Odors (spoiled/rancid food, garbage or smelly contents)

j. Locker maintenance

7. Paul Mitchell The School Murfreesboro works with the local law enforcement authorities and maintains the right
in the school’s sole discretion to allow law enforcement to carry out specific and random searches/inspections of
locker contents. Such searches/inspections may be carried out with or without notice to or in the presence of the
locker’s occupant. Such police activity may include but is not limited to: random drug or weapon searches of
lockers, backpacks, book bags, brief cases, containers, jackets and winter coats.

MAKEUP HOURS

Full-time day students are allowed to make up a maximum one scheduled days hours per week of previously missed
time. Full-time students on a 5-Day schedule are allowed to make up a maximum of 7 hours per week of missed time.
Hours are allowed to be made up during unscheduled days and times in a week. Full-time students on a 3-Day
schedule are allowed to make up a maximum of 10 hours per week of missed time. Hours are allowed to be made up
during unscheduled days and times in a week. Part-time night students are allowed to make up a maximum of 5 hours
per week of missed time. Hours are allowed to be made up during unscheduled days and times in a week. Make-up
time will be only be allowed for students until a cumulative attendance percentage of 100% is achieved. Al students
are required to sign up with their Future Professional Advisor by the ed of the week prior to any make-up time being
completed. Students must complete a Future Professional Make-Up Request Form indicating the date, time, activity
completed and the name of the Learning Leader who supervised the make-up time.

MAKEUP WORK

Students must complete all required assignments and tests. To accommodate students, makeup test days and
worksheet periods are scheduled. Students must complete makeup work at the scheduled time. Monthly makeup test
dates are posted on the theory and school calendars.

MEASURABLE PERFORMANCE OBJECTIVES

1. Complete the required number of clock hours of training.

2. Achieve and receive passing grades on all practical graduation requirements and projects, including practical
and theoretical examinations.

3. Satisfactorily pass final written and practical exams.

&

Upon completion, receive a graduation certificate.
5. Pass state board exam.

SAFETY PRECAUTIONS FOR THE BEAUTY INDUSTRY

By following safety precautions you contribute to the health, welfare, and safety of the community. Keep a first aid kit
on hand, follow safety regulations, and keep equipment properly sanitized. The following precautions should always
be taken with each client:

1. Protect the guest’s clothing by appropriately draping them.

2. Ask the guest to remove any jewelry, hair accessories, glasses, etc.

3. Keep any and all chemicals away from the eyes. In case of eye contact with chemicals, thoroughly rinse eyes with
cold water.

4. Wear gloves when working with chemicals.
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5. Remember that anything containing chemically active ingredients must be used carefully to avoid injury to you
and your client.

FUTURE PROFESSIONAL DEVELOPMENT GUIDELINES

All Future Professionals must commit to and follow the Future Professional Development Guidelines during their
enrollment in school. These guidelines were established to assist in creating a safe, focused, and enjoyable learning
experience. Failure to follow these guidelines may result in a coaching under the Future Professional Advisory Policy
and may result in termination without prior warning.

SANITATION REQUIREMENTS

1. Future Professionals must keep themselves, workstations and classroom areas clean, sanitary, and clutter free at
all times.

Future Professionals must clean their stations, including the floor, after each service.

Hair must be swept up immediately after a service is completed, before blow drying.

Clinic stations must be cleaned at the end of the day, prior to clocking out for the day.

Future Professionals must maintain standard personal sanitation and grooming practices, according to the state

o s wN

requirements.

GUEST AND PERSONAL SALON SERVICES

1. Future Professionals must follow the procedures outlined on their Skill Cards when performing a guest service.
2. Future Professionals may receive services Tuesday through Thursday. To receive a service, Future Professionals
must do the following prior to starting the service:

» Request the service from a Learning Leader

- Be scheduled off the service books by a Learning Leader.

- Complete required pre-service consultation with a Learning Leader.

« Pay for service supplies including perms, color, lightener, rinses, conditioning, etc.

» Personal services are considered rewards and scheduled for Future Professionals who are up to date with all
projects, tests, and practical skill assessments. School assignments and successful learning are the priority.

3. Future Professionals may not receive personal services outside of their program scope of practice during
scheduled hours.

4. Future Professionals may not start Future Professional services until a consultation with a Learning Leader has
been completed as required.

COMMUNICATION GUIDELINES AND PROFESSIONAL CONDUCT
1. Future Professionals are to maintain a professional demeanor at all times when they are on the school premises.

- BE NICE: Be kind, considerate and courteous to others.

- BE ACCOUNTABLE: Take responsibility for your actions and learn from your mistakes.

- BE RELIABLE: Consistently complete the required skills to get your education to the best of your ability.

- BE COMMUNICATIVE: Use clear and appropriate language (no profanity) to get your point across. Do not raise
your voice or yell.

- BE ENGAGED: Be an active participant in your education and seek out information to better your skills to
advance your career goals.

2. Visitors are allowed in the service reception area only. Visitors are not allowed in the classrooms, Future
Professional lounge, or clinic classroom area.

3. Cell phones are permitted in assigned areas of the school. Phone calls are not permitted during class time or
learning environments such as classrooms or learning zones at any time. Calls while clocked in should remain in
the assigned area, quiet in tone, and no longer than 3 minutes.
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Future Professionals may not visit with another Future Professional who is working with a clinic classroom guest.
Future Professional may not gather around the service desk, the service reception area, or the offices.

Food, drinks, and water bottles are allowed only in the lunchroom.

The school is a smoke-free campus. Future Professionals may not smoke or vape any substance on school
premises.

Stealing or taking school property or another’s personal property is unacceptable and grounds for termination.
School administration has the right to access and inspect a Future Professionals locker at any time, refer to the
locker policy.

LEARNING PARTICIPATION GUIDELINES

1.

10.
1.

12.

13.
14.
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Future Professionals must bring their required school tools to participate in their education for scheduled hours
and makeup hours. Required school tools include:

Student Technical Kit
iPad with program education kit apps (cutting system app, make-up systems app, plugged in app, etc.)
Program textbooks

Peer teaching and tutoring are encouraged.

Future Professionals are responsible for their own technical kit and equipment. All kit, equipment, tools, and
personal items must be secured in a locker or kept within view and control of the Future Professional. The school
is not responsible for any lost or stolen articles.

Future Professionals are required to work under the direction of a licensed professional. Therefore, Future
Professionals must comply with school personnel and Learning Leader’s assignments, directions, and requests
as required by the curriculum and Future Professional guidelines and rules.

Future Professionals must have a signed service ticket before beginning any service on the clinic classroom.
Future Professionals may not perform hair, skin, barber or nail services outside of school unless authorized, in
advance, in writing, to do so by school administration. Conducting unauthorized hair, skin, barber or nail services
outside of school may be reported to the state board and may result in your inability to receive a professional
license.

Taking credit for another’s work (e.g. submitting the photos of another’s work as your own) or cheating during
exams is unacceptable and is grounds for termination.

Future Professionals will be expected to maintain an average of 80% on all academic exams and practical skill
assignments.

Only service desk personnel may schedule or change clinic classroom guest appointments.

All practical skill services must be graded and the service ticket initialed by a Learning Leader.

Future Professionals are expected to be continuously working on school-related projects, assignments, clinic
practical skills, reading theory, or test preparation during school hours.

When Future Professionals are not scheduled with guest service appointments or are not scheduled to attend
theory or a specialty class, they must be actively engaged in their education at all times, and may focus on the
following:

Completion of practical skills through Coursekey - Skillstracker App

Completion of theory review assignments

Performing a service on another Future Professional. Please note that the service must be within the scope of
practice for the program for both Future Professionals.

Listening to or reading school resource center materials, including educational videos, audiotapes, Plugged In,
and school related textbooks.

Parking is allowed in assigned parking areas only or cars may be towed at the owner’s expense.

If a Future Professional fails to complete the practical skill assessments or required academic theory exams they
will be placed on the Back on Track List. Future Professionals have one week to get caught up before they
receive a coaching advisory.
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If a Future Professionals fails to pass the Core written and/or practical exam on their second attempt, they may
be asked to withdraw from the program and may be allowed to re-start in the next Core class start date.

ATTENDANCE AND DOCUMENTATION OF TIME

26

1.

The school records attendance in clock hours and gives appropriately earned attendance credit for all hours
attended and does not add or deduct attendance hours as a penalty. Attendance is calculated using an
attendance tracking app called CourseKey. It is the responsibility of the Future Professional to record their hours
by checking in and out through the app. If a Future Professional fails to clock in or out for their schedule, the
Future Professional will not receive hours.

It is the responsibility of the Future Professional to ensure that they are properly clocking in and out as required.
If a Future Professional fails to clock in or out for their schedule on the Future Professional time-clock, the Future
Professional will not receive hours for the time with missed time punches. To ensure proper credit for clock
hours, Future Professionals are required to clock in or out at the following times:

When they arrive at school,

When they leave for lunch,

When they return from lunch,

When they leave at the end of the day;

If a Future Professional leaves the premises for any reason, and

If a Future Professional is taking a break over 10 minutes, they are required to clock out.

If the Future Professional wishes to dispute any hours they feel earned, the Future Professional must provide
documentation to verify attendance on the missing time form. The documentation could include the Future
Professional sign in sheet, the specialty class attendance role, and/or the guest service summary.

If a Future Professional is experiencing timeclock challenges and are unable to clock in or out, they must report
the challenge to the Future Professional Advisor within 24 hours.

The school is open from 8:30 AM to 5:00 PM for day Future Professionals, and 5:00 PM to 10:00 PM for night
Future Professionals.

The Future Professional must attend school according to the schedule in the Future Professional’s enroliment
agreement. All programs require continuous attendance.

Future Professionals must be on time, as tardiness inhibits the learning process. Future Professionals who are
late for any class must be accompanied into the classroom by a Learning Leader. Future Professionals are never
excused from mandatory theory classes to work in the clinic classroom.

Attendance Expectation Generally: Future Professionals must maintain a 100% attendance average each month
in order to complete the program by the expected/calculated completion date. The school attendance policy
requires 80% to maintain satisfactory progress. Falling below this number means that the Future Professional
may receive a coaching on the advisory form for their attendance.

The following are mandatory attendance days:

Cosmetology Adaptive Future Professionals may not miss Monday or Wednesday.

Creative Future Professionals on Monday — Friday schedule may not miss Thursday or Friday.
Creative Future Professionals on 3-day schedule may not miss Wednesday or Thursday.
Cosmetology Night Future Professionals may not miss Thursday.

Skin Adaptive day Future Professionals may not miss Monday.

Skin Creative day Future Professionals may not miss Thursday.

Skin Adaptive night Future Professionals may not miss Monday.

Skin Creative night Future professionals may not miss Thursday.
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10.

1.

12.

Failure to attend mandatory days may result in an advisory. If a Future Professional is unable to attend a
mandatory day they may find a substitute and submit the Substitution Request Form to the Future Professional
Advisor for approval.

CORE/Protege Attendance Expectation: Future Professionals attend Core/Protege for the first weeks of
enrollment. During this time the Future Professional must maintain a monthly attendance of 90%. If at the
conclusion of the month, the Future Professional’s progress report does not meet 90% attendance, the Future
Professional may be dropped from the program and may be asked to re-enroll in the next Core class start date.
Extra Instructional Charges: During the contracted enroliment period, the Future Professional must maintain a
90% attendance average each month in order to complete the program by the expected/calculated completion
date. The Future Professional is allowed to miss 10% absent hours of their scheduled hours before having to pay
extra instructional charges. The Future Professional may use the 10% absent hours for vacation, doctor
appointments, iliness, etc.; however, the Future Professional may not be out of school for 14 consecutive
calendar days or they may be terminated. If the Future Professional must attend additional program hours
beyond their expected/calculated completion date due to not meeting a 90% attendance average or failure to
complete academic graduation requirements, the Future Professional will be charged $5.80 for cosmetology,
$5.00 for cosmetology instructor, and $7.00 for esthetics for each hour scheduled to complete after the
expected/calculated completion date is reached.

Future Professionals are required to be in attendance and actively participating in their education. When a Future
Professional is scheduled for attendance but not present, these will be reflected as absent hours. If a Future
Professional does not clock in or out properly resulting in the hours not being counted, these will be reflected in
the absent hours unless the missing time form and necessary documentation is provided as outlined in the
catalog. If a Future Professional is absent refer to the school make-up hour policy on how to make-up those
hours. Please keep in mind make-up hours and policies are optional for the school to provide and may be
changed. Future Professionals will receive clock hours during the times they fully participate in their learning
experience.

Vacation and Planned Time Away (e.g. medical appointments, outside commitments): Future Professionals must
request planned time off from school from the Future Professional Advisor and the Financial Services Leader.
The approval of any request does not mean that the Future Professional will continue to meet the attendance
requirements or will not be charged for additional instructional time per the above.

Unplanned Absences or Tardies: Future Professionals who are late or cannot attend school must contact the
school and talk to the school service desk team immediately. Day Future Professionals must call in by 8:30 AM;
night Future Professionals must call in by 4:30 PM.

Lunches and breaks are scheduled for all Future Professional. All full-time Future Professional are required to
take a 30-minute lunch break. Future Professional should communicate with their Learning Leader if they have
not had lunch by 1:30 p.m. Part-time Future Professional will take a 10-minute break as scheduled by school
administration.

Observe the appropriate breaks for your school schedule. Breaks are as follows:

Student Schedule Breaks Lunch

10 hr/day 10 min. in the morning & 10 min in the afternoon (2) 30 min.

7 1/2 or 8 hr/day 10 min. in the morning & 10 min in the afternoon 30 min.

6 hr/day 10 min. in the morning & 10 min in afternoon n/a

4 or 5 hr/day 10 min at mid-point of schedule n/a

13.
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Documentation of time: Future Professionals may not leave the school premises during r<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>