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Franklin Halr Academy
School of Cosmetology
595 Hillsboro Road
Franklin TN 37064
615-591-2887

www.franklinhalracademy.com

Dear Prospective Student:

Thank you for your interest in Franklin Hair Academy, School of Cosmetology. .We were
established in 2006 under the ownership of Patricla Richmond-Parsons.

The prime objective of Franklin Halr Academy Is to prepare our students to become actlve '
‘members of the Casmetology, Manicuring, Aesthetic and: Teacher Tralning professlons. In
order to fulfill our objectives, we not only teach the techniques and artistry, we also teach the
students how to prepare for the business world.

‘ -‘Franklin Halr Academy occuples a floor space of approximately 2500 square feet and Is
equipped wlth student stations, shampoo bowls, sterilizers, manicuring tables, dryersandclass
. rooms for our students.

Franklin Halr Academy, School of Cosmetology is authorized by the Tennessee Higher -
Education Commission. This authorization must be renewed each year and Is based on an
evaluation of minimum standards concerning the quality of .education, ethical ‘business '
practices, and fiscal responsibllity.

Thank you again for your interest in Franklin Hair Academy. If you require further Information,
feel free to contact anyone of our staff. -

Regards,

Patricia Richmond-Parsons

PR/mhh



Franklin Hair Academy

595 Hillsboro Rd. Franklin, Tn. 37064
Phone number: 615-591-2887 Fax number: 615-591-2885
franklinhairacademy®yahoo.com
SCHOOL HRS-MON-THURS-9:00-8:30
FRI 9:00-4:30
MAXIMUM HOURS PER DAY-10
MINIMUM HOURS PER WEEK-15
MAXIMUM HOURS PER WEEK-48

WE WELCOME YOU TO SCHEDULE A TOUR OF FRANKLIN HAIR ACADEMY, SCHOOL OF COSMETOLOGY.
CONTACT SCHOOL ADMINISTRATION FOR INFORMATION ABOUT STARTING YOUR CAREER IN THE
FIELD OF, AESTHETICS, COSMETOLOGY, MANICURING, OR TEACHER TRAINING

Cosmetology 1500HRS Manicuring 600HRS
Tuition 10500.00 Tuition 5747.00

Registration Fee 125.00(non refundable) Registration Fee 125.00(non refundable)
Books & Equipment 1800.00(non refundable) Books & Equipment 1100.00(non refundable)
Due by 1** day 1925.00 Due by 1 day 1225.00

Balance Due 10500.00 Balance Due 5747.00

TOTAL COST 12425.00 TOTAL COST 6972.00
Aesthetic 750HRS Teacher Training 300HRS
Tuition 6093.00 Tuition 2810.00

Registration Fee 125.00(non refundable) Registration Fee 125.00(non refundable)
Books & Equipment 1300.00(non refundable) Books Only 950.00(non refundable)
Total Due by 1% day  1425.00 Total Due by 1* day  575.00

Balance due 6093.00 Balance Due 2810.00

TOTAL COST 7518.00 TOTAL COST 3385.00



Franklin Halr Academy
School of Cosmetology

Chain of Command

CEO/Owner

8usiness Diraector

Financial Ald

Senlor Instructor

Inétmc‘tor
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Franklin Hair Academy,
School of Cosmetology

FACULTY

Patricia Richmond Parsons-Owner and Member of the State Board of Cosmetology and Barbers
Examiners,
Instructor-Cosmetology Instructor License

Miriam Stolle-Instructor Cosmetology License

Odetta Clary-Instructor Cosmetology License



FRANKLIN HAIR ACADEMY, SCHOOL OF COSMETOLOGY
MISSION STATEMENT AND OBJECTIVES

The prime objective of Franklin Hair Academy is to prepare our students to become
members of the cosmetology, Manicuring, Aesthetics and Teacher Training professions
through quality education. We also prepare our students for the Tennessee State Board of
Cosmetology,Manicuring, Aesthetics and Teacher Training Examination. In order to
fulfill our objectives, we not only teach the techniques and artistry, we also teach the
students how to be prepared for the business world, how to improve their people skills, as
well as public and personal hygiene. We recognize the continuing obligations to the
student, and to the community. We will always be looking for the most effective methods
and techniques in the fulfillment of these objectives.



FRANKLIN HAIR ACADEMY, SCHOOL OF COSMETOLOGY
FACILITIES AND EQUIPMENT

Franklin Hair Academy occupies a floor space of 2,454 square feet. The building contains
an office, a reception area, senior clinic, dispensary, two restrooms, basics and junior
departments (classrooms), aesthetics room, and aesthetics classroom. The school is
equipped with student stations, shampoo bowls, sterilizers, manicuring tables and stock
mannequins, dryers and a break area for the students.



Franklin Hair Academy
School of Cosmetology,
Franklin, TN 37064

Policy: State Complaint Process

Procedure:  Frankiin Halr Academy has established the following procedure for recelving and
responding to complaints by students, faculty or any Interested part. Complaint must be reported in
writing to the director of schools and must outline the allegations or nature of the complaint. The
complaint form must indicate name and address of the complalnt, telephone number and date problem
occurred, A school representative will meet with the complalnant within ten days of recelpt of the written
complaint. If, after careful evaluation the problems cannot be resolved through discussion, the complaint
will be referred to the school complaint committee. The committee will meet and review the allegations
with twenty-one days of receipt of the written complaint, Within fourteen days the committee will either
outline steps to take corrective action or indicate that the allegations were not warranted or based on
fact. The committee’s decision is final.

If the complainant Is not satisfied with the complalnt committee’s decision, then he or she may direct the
complaint to with or both of the school’s regulatory agencies as follows;

Tennessee Higher Education Commission
404 James Robertson Parkway
Suite 1800
Nashville, TN 37243
615-741-3605

NACCS
4401 Ford Ave., Suite 1300
Alexandria, VA 22302
703-600-7600



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

State Complaint Process:

“(a)ny person claiming damage or loss as a result of any act or practice
by this institution that may be a violation of the Title 49, Chapter 7, Part
20 or Rule Chapter 1540-01-02 may file a complaint with the Tennessee
Higher Education Commission, Division of Postsecondary State
Authorization.”



FRANKUN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Internal Complalnt Procedure

Procedure:  Franklin Hair Academy has established the following procedure for regelving and .
responding to complaints by students, faculty or any Interested party, Complalnts must be reported In
writing to the director of schools and must cutline the allegations or nature of the complaint. The
complaint form must Indicate name and address of the complaint, telephone number and date to
problem occurred. Ascheol representative will meet with the complainant within ten day of recelpt of
the written complaint. If, after careful evaluation the problems cannot be resolved through discussion,
the complaint will be referred to the school complaint committee. The committee will meet and review
the allegations with twenty-one days of recelpt of the written complaint, Within fourteen days, the
committee will elther outline steps to take corrective action or Indicate that the allegations were not
warranted or based on fact. The committee’s declslon Is final,

If the complainant is not satisfled with the complaint committee’s daclsion, then he or she may direct
the complaint to with or both of the school's regulatory agencles as follows:

Tennessee State Board of Cosmetology
500 James Robertson Parkway D
Davy Crockett Tower
Nashville, TN 37243
615-741-2515

NACCAS
4401 Ford Ava,, Suite 1300
Alexandria, VA 22302
703-600-7600



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

pPOLICY: Rules and Regulatlons

PROCEDURE: Students are not permitted to use cell phones during school hours in the school, Al
phones and electronic devises are to remaln on sllent mode during school hours. Cell phones may be
used only during breaks and lunch and should never be taken onto the floor. No electronlc devices are
permitted for use on the floor without prior authorization.

No student [s allowed to have more than 40 hours per week.

Smoking Is permitted outside the campus in designated area. No smoking is permitted within 10 feet of
any entrance-or exit,

If a student is going to be absent, he or she must call by 9:00 a.m. with no exceptions. Students arriving
late will be asked to remain outslde of the classroom untll class is finished. This ensures all students get
the best education possible with minimal interruption.

Students are not allowed to borrow or take other student’s equipment and anyone cauéht stealing will
be expelled with no exceptions.

All dutles are to be completed before leaving for the day. Sanitation dutles are to be signed off dally by
an instructor.

No student is permitted in the business offices unless It is for officlal business. Use of campus
equipment for soclal media and electronic mall is not permitted.

All student work must be checked by an Instructor when complete. No student is permitted to do
beauty work off school premises; it's against the law,

Students are to restrict conversations concerning sex, religion or politics,

In addition to the above, students are required to adhere to the rules and regulations of the Tennessee
Cosmetology Board.

Cheating will not be tolerated. First offense you will be counseled by the director. Second offense you
will be Issued a warning per the school regulations and per the discretion of the director. Third offense
you will be terminated,

10



Policy: Grading Policy

FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Procedure:  The following factors will be measured to determine academic progress.

Theory and practical exams will be graded according to the following scale:

Excellent {A)
Good (B)
Average (C)
Pass (D)
Fails (F)

Hl

94% to 100%
88% to 93%
803 to 87%
75% to 79%
Below 75%



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

POLICY: Dress Code for Students

PROCEDURE: Franklin Hair Academy requires all students to wear black scrubs and closed toed shoes.
Students may not deviate from this uniform, Name tags are provided by the institution and must be
worn on the upper left hand side of the shirt/smock at all times.

Note:

Franklin Hair Academy allows students and staff to dress casual on Fridays. Jeans and polo shirts may be
worn, No sleeveless shirts, sandals, shirts showing stomach or shorts are permitted. Asa professional
business Franklin Halr Academy requires all students and staff to maintain a professional appearance at
all times. If there Is a question about what is scceptable please feel free to contact FHA Administration.

12




FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Pollcy: Orlentation for new students
Procadure: 1. Students are given a copy of the school catalog.

2, We personally read it to students so that are full aware of the policies and
procedures that are In the book. e: Completion rates, licensure rates, placement rates demand of
profession and compensation a graduate can reasonable expect.

3, State Of Tennessee Board of Cosmetology Law Book s glven to them and
teviewed,

4, Have them sign on pre enroliment check list,
S. Show them around the school.

6. Introduce them to students and staff.

7. Provide student a current student survey.



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

POLICY: Transfer Students

PROCEDURE: Transfer students will recelve credit for hours completed at another school as regulated
by the Tennessee Board of Cosmetology under the state law. Such approved school hours will be
credited and the student’s course of study shortened and/or adjusted accordingly.

A transfer fee of $100,00 Is due upon admisston. Franklin Halr Academy does not recruit students
already attending or admitted to another school offering a similar program of study.

[d



FRANKLIN HAIR ACADEMY, SCHOOL OF COSMETOLOGY
TRANSFERABILITY OF CREDITS

Credits earned at Franklin Hair Academy, School of Cosmetology may not
transfer to another education institution. Credits earned at another
educational institution may not be accepted by Franklin Hair Academy,
School of Cosmetology. You should obtain confirmation that Franklin
Hair Academy, School of Cosmetology will accept any credits you have
earned at another educational institution before you execute and
enrollment contract or agreement. You should also contact any
educational institutions that you may want to transfer credits earned at
Franklin Hair Academy, School of Cosmetology to determine if such
institutions will accept credits earned at Franklin Hair Academy, School
of Cosmetology prior to executing an enrollment contract or agreement.
The ability to transfer credits from Franklin Hair Academy, School of
Cosmetology to another educational institution may be very limited.
Your credits may not transfer and you may have to repeat courses
previously taken at Franklin Hair Academy, School of Cosmetology if you
enroll in another educational institution. You should never assume that
credits will transfer to or from any educational institution. It is highly
recommended and you are advised to make certain that you know the
transfer of credit policy of Franklin Hair Academy, School of Cosmetology
and of any other educational institutions you may in the future want to
transfer the credits earned at Franklin Halr Academy, School of
Cosmetology before you execute an enroliment contract or agreement.

Student Signature & Date:

School Representative & Date:




FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Transfer Students

Franklin Hair Academy, School of Cosmetology is a special purpose
institution. That prime objective of Franklin Hair Academy, School of
Cosmetology is to prepare our students to become members of the
Cosmetology, Manicuring, Aesthetics and Teacher Training professions
through quality education. We also prepare our students for the
Tennessee State Board of Cosmetology, Manicuring, Aesthetics and
Teacher Training Examination. In order to fulfill our objectives, we not
only teach the techniques and artistry, we also teach the students how
to be prepared for the business world, how to improve their people
skills, as well as public and personal hygiene. We recognize the
continuing obligations to the student, and to the community. We will
always be looking for the most effective methods ad techniques in the
fulfillment of these objectives.

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.

¢



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Pollcy: Class Size

Procedure:  The class size at Frankiin Halr Academy Is 20 students. We hope by keeplng a small class
we are able to give you, the student, the time and individua! attention to make sure you are ready to
pass the state board of cosmetology, as well as be prepared to be a successful employee.

17



FRANKLIN HAIR ACADEMY, SCHOOL OF COSMETOLOGY
HANDICAP FACILITIES

Franklin Hair Academy is arranged with a ground floor clinic and handicapped restroom.

|2



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

POLICY-  ATTENDANCE

PROCEDURE: We track attendance by the use of a time clock and roll book. At the end of the

onth, hours are calculated and sent to the Tennessee State Board of Cosmetology. We do not
round hours to the nearest quarter; rather, actual hours are documented. Students must
maintain a 70% cumulative attendance rate. If arriving late to class, the student must go to the
admissions office and check in with staff. Anyone arriving after 9:05 will not be permitted
inside the classroom until class is finished. If a student is going to be absent, he or she must call
by 8:45 a.m. Students are not permitted more than more than 48 hours per week. If a student
does not attend for 14 consecutive days, he or she will be terminated. We do allow Leave of
Absences for a minimum of one week and a maximum of 6 months, The length of the leave will
extend the contract end date,

9




FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Student Cm:cductfrennlnatlon

Procedure:  Any action by a student, which interferes with normal classroom activity or clinic
operatlon, will result in dismissal. A student who Is dismissed for misconduct will be furnished a written
statement which outlines the reason for such actlon. Any student dismissed for misconduct will be
permitted to re-enroll provided that his/her termination was Invalld. Re-entry after termination
requires authorization by the school director.



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Non-Discrimination

Procadure: Franklin Halr Academy does not discriminate on the basis of sex, age, race, color,
religion, ethnic origin or sexual orientation when admitting students,

22



Franklin Hair Academy
School of Cosmetology
Franklin, TN 37064

Policy: Possesslon, use and distribution of alcohol and other drugs.

Procedure; Franklin Hair Academy has a zero tolerance policy for possession, use and distribution of
alcohol and other drugs, This policy Is In affect for all employees, students and cllents. Anyone known
to be In violation of this policy will be terminated, if employee, permanenty expelled, If student and
asked to leave premises if client. No exceptions.



Franklin Halr Academy,
School of Cosmetology
Franklin, TN 37064 )

Polleys - Heaith Risk Assoclated with the use of Alcohol and other drugs.

Procedure; *  While Frankiln Hair Academy discourages the use of AOD It recognizes that sometimes
people come to us already addicted or using. Itis for that reason that Franklin Halr Academy provides our
employees and students with Information concerning the health risk assoclated with its use, .

People who suffer from addiction often have one or more accompanying medical Issues, which may
Include lung or cardlovascular disease, stroke cancer, and menta! disorders,

Imaging scans, chest X-rays, and blood tests show the damaging effects of long-term drug abuse
throughout the body, »

Below Is a list of Counseling Referral Agencles numbers. This list Is made available to all students and
employees-at all times,

ALCOHOLICS ANONYMOUS 615-831-1050
ATHENA COUNSELING PSYCHOLOGICAL EATING DISORDERS 601-320-1155
SALONS AGAINST DOMESTIC ABUSE 1-800-799-7233

RAPE AND SEXUAL ABUSE CENTER 615-259-5055

24



Franklin Hair Academy
School of Cosmetology
Franklin TN 37064

Policy: Blennial Review Committee for Drug and Alcohol Awarenass Program

Procedure:  Frankiln Halr Academy’s wil! conduct a blennial review to determine the effectiveness of
Its AOD program and to ensure consistent enforcement of applicable laws, ordinances, and institutional
polices for violators.

Members of this committee will include but is not limited to Director of Schools, Director of Business
Office, Director of Financlal Ald, Sr. Instructor and one Student,

This review will be made avallable to all students and all agencles required at a state and federal level.



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Re-Enroliment

Procedure: If a student decldes to re-anroll Into the séhool, a re-enroliment fee of $100.00 will be
assessed and tultion will be pro-rated, if books and kits are In good operable conditlion, the student may
utilize those rather than purchasing more,

26



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Pollcy: State Board Examination

Procedura:  Each student who successfully completes our basic cosmetology, manleuring, aesthetlcs
or teacher tralning course will be Issued the necessary forms to file for the state board examination.
These exams are held dally, Upon successful completion of this exam, a state license will be Issued by
the State of Tennessee,



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Leave of Absence

Procedure: A Leave of Absence may be requested to a school administrator for a period of up to six
months. A student will have to submit the appropriate paperwork to the Administration Office before
such leave, In case of emergency a phone call can be accepted. Any student unable to attend classes
for a peried of more than two weeks may request a leave of absence to avold belng withdrawn from
school, The students graduation date will be extended accordingly.

28



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Student Responsibilities

-Procedure: Education after high school Involves a large amount of time, effort and money.
Therefore, the student should carefully evaluate the education or training being offered. The student
should make the best possible cholce, on the school’s academic program, facilities, full cost of
attendance, refundpolicy and any other Information that will help him/her make the right decislon.

249



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Graduation Requirements

Procedure: in order to graduate and receive a diploma, a student must successfully complete
the work assignments for Cosmetology, Manicuring, Aesthetics or Teacher Training and pass
the final written and practical examinations with a grade of 75% or above, complete the
required hours and fulfill all payment obligations.



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Non-Recrultment

Procedure:  Frankiin Halr Academy does not recruit students already attending or admitted to
another school offering a similar program of study.,

=y




FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

\

It is the policy of Franklin Halr Academy to admit as regular students only persons who I. Have a high
school diploma, Il Have the recognized equivalent of a high school diploma, Iil. Are beyond the age of
compulsory school attendance In the state of Tennessee, USA.

. Policy: Admisslons Pollcy

Procedure:  New applicants are required to provide a copy of high school diploma or GED, Proof of
age and the saclal security card with the admissions required documents.

D2



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

Policy: Calendar Year

Procedure:  Frankiin Hair Academy offers classes during the entire year, and any eligible person may
enroll any day of the week of any month that schoo! is In session. Classes begin the first Monday of each
week. Classes are held from 9:00 am until 8:30 pm Monday thru Thursday with one 30 minute meal
break and two fifteen minute breaks. Friday classes are offered from 8:00 am until 4:30 pm with one 30
minute meal break and two fifteen minute breaks,

Below is a listing of holidays observed by this Institutlon. Should a holiday fall on a day that the school Is
normally closed, the following day will be observed as a holiday. All holidays and other closings will be

posted. Part-time schedules may be arranged for students who may not be able to attend on a full-time
basis.

Neow Years Day

Labor Day
Yhanksgiving Day
Christmas Day
Now Years Eve
Christmas Eve
Friday after Thankglving
Memorial Day
Christmas Eve

Note: Rather than having an excused vs unexcusaed absences, we build into the contract two weeks of
absences for each student that will not be charged. Observed holidays or college closures for
inclement weather will not be calcutated as part of the number of absences. However, a student
golng over the contract end date will be charged a $6.50 per hour for additional instructional charge
needed to complete the program.

Revised 02-12-2015
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FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY .

Policy: Student Hours

Procedure: To be consldered a full-time student at Franklin Halr Academy-a student Is expected to
complete 25-40 hours per week A part-time student Is expected to complete 15~25 hours per week.



FRANKLIN HAIR ACADEMY
SCHOOL OF COSMETOLOGY

POLICY: Campus Crime and Security Policy

PROCEDURE: Franklin Hair Academy, takes the safety of the students
and personnel very seriously. This school is located in a busy shopping
center with a major grocery store that | open 24 hours a day. Because
of this the campus is patrolled frequently. All clients and sales people
are required to sign in prior to services or appointments. Students are
required to clock in and out and must have a name badge indication
name and student number. All employees are required to have on
name badges as well. All students are required to park in the front
parking area t all times. The back exit is kept locked from the inside at
all times. A video monitoring system provides 24-hour surveillance of
the interior.



Franklin Hair Academy

School of Cosmetology

Campus Security Report

Murders on Campus 0

Sex Offences on Campus 0
Robberies on Campus 0

Aggravated Assaults on Campus
Burglaries on Campus 0

Motor Vehicle Thefts on Campus 0
Manslaughters on Campus 0
Arsonson Campus O

Liquor, Drug and Weapon Violations 0
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