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WELCOME LETTER FROM THE DIRECTOR 

 

 

Dear Prospective Students and Friends; 

 

On behalf of all our students, faculty and staff, we are happy to welcome you to Dominion 

School of Hair Design!  We are pleased that you have elected to partner with our school to 

pursue your goals in the beauty and wellness industries. 

 

The Dominion School of Hair Design mantra is that “we do not enroll students; rather, we 

enroll individuals who have a desire to be “successful graduates and professionals.” 

 

Our expectation of a Dominion School of Hair Design student is great and the progressive 

teaching methods are designed to produce a consummate professional with more than 

the basic skills to pass State Board examinations.    We encourage individuality, creativity 

and the inquisitive individual.  Our approach to instruction includes theory, clinic/lab 

experiences as well as instilling professionalism in each student. 

 

The number one client at Dominion is the employer who seeks to hire our graduates.  We 

utilize our educational processes to build our product for that Client – YOU.  Our students 

are the product we build to place in the industry and we take pride in building the very 

best product for the beauty and wellness industries. 

 

It is your time to turn your passions into a career we hope you will be happy with and excel 

in for many years to come and we will applaud you through every step of that journey. 

 

Welcome to the Dominion School of Hair Design Family! 

 

 

 

 

Successfully Yours, 

 

 
 

Sarah Boone 

Campus Director 
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OWNERSHIP and LICENSURE 
 

Dominion School of Hair Design is owned by Dominion Properties of Gloucester, Inc.  The School is located at 

1755 George Washington Memorial Highway, Gloucester Point Virginia 23062, and the corporate office of 

Dominion Educational Management Co. LLC. is located at 286 S. Main Street, Alpharetta GA  30009.  The 

School phone number is (804) 684-9150, and the corporate phone number is 678-389-6326.   

 

The campus is licensed by the State Council for Higher Education for Virginia (SCHEV), 101 N 14th St # 9, 

Richmond, VA 23219.   

 

The School is accredited with the National Accrediting Commission of Career Arts and Sciences, 4401 Ford 

Avenue, Suite 1300, Alexandria, VA 22302-1432, (703) 600-7600.   
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Additional licensure for the school is from the Department of Professional & Occupational Regulations (DPOR), 

9960 Mayland Drive, Suite 400, Richmond, Virginia, 23233, and (804) 367-8500.   

 

Current licenses and certifications may be reviewed at the campus during regular business hours.  Contact 

the Campus Director during normal business hours to schedule an appointment to review certification 

documents and to obtain other consumer information regarding the institution, enrollment or financial aid 

programs offered. 

 

MISSION STATEMENT 

 

Dominion School of Hair Design is committed to providing quality education and training in all phases of hair, 

nail, and skin care/waxing. We provide a broad-based curriculum that prepares our students for successful 

completion of their Virginia State Board Exams and equips our students with the necessary skills for entry-level 

employment in their profession. Dominion School of Hair Design is dedicated to student success by enriching 

lives and cultivating professionals through innovative, personalized education in a creative and inspiring 

environment that prepares graduates in the business skills and fiscal responsibility necessary for success in the 

workplace.   

HISTORY 

 

Dominion School of Hair Design opened on June 11, 2003 by experienced cosmetologists, Lynn Murray and 

Kimberly Shiflett who recognized the need for competent professionals in the Cosmetology field in the 

Gloucester, Virginia community and beyond.  Ms. Murray had over 35 years of experience in the Cosmetology 

field. On October 21, 2011, Ms. Shiflett retired from the Dominion School of Hair Design and Ms. Murray continued 

the operation of the school.  At about the same time as Ms. Shifflet’s retirement, Dominion Educational 

Management Co. LLC joined with Ms. Murray as a consultant and partial owner of Dominion School of Hair 

Design.  In May of 2014, Ms. Murray retired from operations of Dominion School of Hair Design and Dominion 

Properties of Gloucester, Inc. assumed full operational responsibilities and ownership of the campus.  

 

FACILITY 

 

Dominion School of Hair Design is conveniently located at the Gloucester Point Shopping Center, in Gloucester 

Point, Virginia. There is ample parking for all students. The School occupies approximately 3750 square feet on 

one floor which includes theory/practical classrooms, student salon areas, pedicure area, facial/waxing 

classrooms and business offices. 

 

Parking 

 

The school does not own the building or the parking lot in the shopping center.  Students are allowed to park 

anywhere in the parking lot with the exception of directly in front of any store front, including the school, or 

other business designated parking spaces. The school is not responsible for vehicles left in the parking lot 

unattended nor for any contents left inside the vehicle. 
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INSTRUCTIONAL AIDS AND EQUIPMENT 

 

Below is a partial list of equipment and supplies on hand which are utilized to instruct our students. 

    

  30 Styling Stations 

  30 Stations 

    1 Makeup Station 

    4 Nail Stations 

    5 Pedicure Stations 

    6 Shampoo Bowls 

    6 Hair Dryers.  

    4 Student Computer Stations 

    Washer and Dryer 

    2 Esthetics Beds 

    2 Wax Pots 

    2 Mag Lamps 

    Curing Lamps for Nail Program 

    Instructional Aids include DVD/ Videos and Library 

 

Instructor Qualifications 

 

Our Instructors are licensed by the Department of Professional and Occupational Education (DPOR).  All 

instructional staff members meet all requirements as set forth in these regulations.  To become a Cosmetology 

or Nail Instructor in Virginia, a licensed cosmetologist must first attend an approved Instructor training course as 

offered by our school or other approved institutions.   

 

Instructional Language 

 

The School is an English-speaking facility and all instruction is conducted in the English language.  The School 

does not offer English-as-a-second language instruction. 

 

GENERAL OBJECTIVES 

 

Dominion School of Hair Design’s mission will be accomplished through the following performance objectives: 

¶ Assessing institutional effectiveness through student achievement and performance and using the 

assessment to maintain or improve institutional performance. 

¶ Employing a faculty of adequate size qualified by preparation, education or experience and 

personality to carry out the educational objectives of the institution. 

¶ Maintaining effective methods of organization and administration appropriate to the educational 

programs offered. 
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¶ Uniformly administering fair and equitable admissions policies. 

¶ Providing a program of support services including academic advising to students and employment 

assistance. 

¶ Offering well-organized courses of study designed to prepare graduates for licensing examinations 

and employment using both theoretical knowledge and skill development. 

¶ Maintaining a sound financial condition using qualified financial management. 

¶ Providing equipment, instructional and laboratory space and other facilities to meet instructional 

needs and professional standards for safety and hygiene. 

¶ Using systematic student evaluation to assist student learning and satisfactory student achievement. 

 

ASSESSEMENT PLAN 

 

The stated mission, goals and objectives, educational programs, and support services are assessed 

systematically by means of: 

¶ Annual student evaluations of the staff, programs and facility. 

¶ Annual surveys of current students and graduates as to the effectiveness of the instructional 

programs and support services. 

¶ Annual review of annual retention, licensure and employment rates. 

¶ Cooperative evaluation by staff during annual staff meetings regarding the institution's purpose, 

objectives and success. 

¶ Feedback annually from the Advisory Council comprised of industry professionals and employers 

from each of the fields for which training is provided. 

¶ Completion and a periodic review of an Institutional Self-Study for the School. 

 

The information received is used in formulating plans to maintain and improve the operation and outcomes of 

the institution. 

 

CAREER CONSIDERATIONS 

 

The Dominion School of Hair Design wants to ensure that students interested in pursuing a career in beauty 

industry consider all aspects of such a decision.  Persons who want to become professionals in this field must: 

¶ Have finger dexterity and a sense of form and artistry. 

¶ Enjoy dealing with the public and be able to follow a client's direction. 

¶ Keep abreast of the latest techniques and technological innovations. 

¶ Work long hours while building a personal clientele in order to earn the desired income. 

¶ Make a strong commitment to the educational process and complete the course of study 

¶ Learn the skills necessary to operate a personal business. 

¶ Must understand and abide by regulatory oversight and restrictions. 
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Applicants and students should be aware that: 

 

¶ The work can be arduous and physically demanding because of long hours standing over a stylist’s 

chair or an esthetician's treatment bed. 

¶ There will be exposure to various chemicals and fumes that may cause allergic reactions or could 

be harmful if used incorrectly. 

¶ The practice of safety and infection control is essential for effective and successful performance 

within the industry. 

¶ Methods of compensation vary and may include straight salary, salary plus commission, straight 

commission, sliding scale commission, retail commission or independent contracting (renting space 

and equipment from an existing salon or spa). 

 

Students are at the threshold of opportunity.  They are encouraged to apply themselves and the possibilities are 

limitless.  We strongly encourage and support students to enter the classroom with an open mind as they begin 

their course of study.  The following vocations are options they may want to consider upon graduation. 

 

Cosmetology          Nail Care                              Waxing Technician 

              

Professional Stylist    Nail Technician   Wax Specialist 

Platform Artist                             Manicurist    Wax Salon Mgr. /Owner 

Skin Care Specialist              Pedicurist    Product Representative 

Product Representative            Reflexologist    Board Member/Examiner 

Makeup Technician             Salon Manager/Owner Retail Specialist 

Salon Owner or Manager            Product Representative 

Nail Technician             Retail Specialist  

Theatrical Makeup Artist 

Retail Specialist 

State Board Member/Examiner 

Esthetics Equipment Representative 

All the above career options provide entrance into educational tracks as an instructor (with an instructor’s 

license) as well as education administration. 

 

CAMPUS PERFORMANCE OUTCOMES 

 

The Dominion School of Hair Design tracks its annual performance with respect to student completion rate, 

graduate licensure rate, and graduate employment rate, and reports this to the institution accrediting 

commission NACCAS annually. In the Dominion School of Hair Design’s year of operation ending on December 

31, 2013, the institution reported the following performance outcomes:   

 

 Graduation –  92.59%,  

 Placement –  68.00%,     

 Licensure   –    100.00%. 
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CONSUMER INFORMATION AND CAREER INFORMATION 

 

The school’s website provides important consumer information about the median debt of students as well as 

other required disclosures.  Please visit www.dominionbeauty.com under consumer disclosures. 

 

The school recommends that prospective students considering a career in the beauty field to research the 

industry for salary information and the job outlook for the cosmetology, skin care, nail care and waxing fields.  

This information can be found through the following links: 

 

¶ Occupational Outlook Handbook - Bureau of Labor Statistics - ww.bls.gov/oco 

¶ Occupations - Bureau of Labor Statistics - www.bls.gov/bls/occupation.htm 

¶ Virginia - Bureau of Labor Statistics - www.bls.gov/oes/current/oes_va.htm 

These are excellent sites which may provide you with additional information. 

STATE LICENSING REQUIREMENTS 

 

Students will be required to pass a State Board Examination to become licensed in the State of Virginia for all 

of the programs offered at the school.  The Department of Professional and Occupation Regulation and all 

regulations and requirements can be found at http://www.dpor.virginia.gov.  Students considering this 

profession should be aware of Regulation 18 VAC 41-20-280, taken from the DPOR Regulations, prior to 

enrolling in a program of study. 

 

DPOR Grounds for License Revocation/Suspension/Denial of Application or Renewal/Reinstatement 

 

18 VAC 41-20-280.  Grounds for license revocation or suspension; denial of application, renewal or 

reinstatement; or imposition of a monetary penalty.  

 A. The board may, in considering the totality of the circumstances, fine any licensee, certificate holder, or 

permit holder; suspend or revoke or refuse to renew or reinstate any license, certificate, or permit; or deny any 

application issued under the provisions of Chapter 7 (§ 54.1-700 et seq.) of Title 54.1 of the Code of Virginia 

and the regulations of the board if the board finds that:   

 

1. The licensee, certificate holder, permit holder or applicant is incompetent, or negligent in practice, or 

incapable mentally or physically, as those terms are generally understood in the profession, to practice as a 

barber, cosmetologist, or nail technician;    

2. The licensee, certificate holder, permit holder or applicant is convicted of fraud or deceit in the practice or 

teaching of barbering, cosmetology, or nail care;    

3. The licensee, certificate holder, permit holder or applicant attempted to obtain, obtained, renewed or 

reinstated a license, certificate, or permit by false or fraudulent representation;    

http://www.dominionbeauty.com/
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=0CB0QFjAAahUKEwjeutzWs-PIAhVB6CYKHR_MCrc&url=http%3A%2F%2Fwww.bls.gov%2Foco%2F&usg=AFQjCNH1b-biL51oAGl01esO733lJdUJ2w&bvm=bv.105841590,d.eWE
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=10&cad=rja&uact=8&ved=0CEIQFjAJahUKEwiAr7u_tOPIAhWF6SYKHR1jBZo&url=http%3A%2F%2Fwww.bls.gov%2Fbls%2Foccupation.htm&usg=AFQjCNGHn_xtoAj26TsdNpf_TJd9heoWIw&bvm=bv.105841590,d.eWE
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=0CB0QFjAAahUKEwidioCCtOPIAhVFJCYKHfICBPE&url=http%3A%2F%2Fwww.bls.gov%2Foes%2Fcurrent%2Foes_va.htm&usg=AFQjCNEaffqXY3ADWO1jzby28LgxpLKKCA&bvm=bv.105841590,d.eWE
http://www.bls.gov/oes/current/oes_va.htm
http://www.dpor.virginia.gov/
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4. The licensee, certificate holder, permit holder or applicant violates or induces others to violate, or 

cooperates with others in violating, any of the provisions of these regulations or Chapter 7 (§ 54.1-700 et seq.) 

of Title 54.1 of the Code of Virginia or any local ordinance or regulation governing standards of health and 

sanitation of the establishment in which any barber, cosmetologist, or nail technician may practice or offer to 

practice;  

5. The licensee, certificate holder, permit holder or applicant fails to produce, upon request or demand of the 

board or any of its agents, any document, book, record, or copy thereof in a licensee's or owner's possession 

or maintained in accordance with these regulations; or   

6. A licensee, certificate holder, or permit holder fails to notify the board of a change of name or address in 

writing within 30 days of the change for each and every license, certificate, or permit.  The board shall not be 

responsible for the licensee's, certificate holders, or permit holder’s failure to receive notices, communications 

and correspondence caused by the licensee's, certificate holders, or permit holder’s failure to promptly notify 

the board in writing of any change of name or address or for any other reason beyond the control of the 

board; or   

7. The licensee, certificate holder, permit holder or applicant publishes or causes to be published any 

advertisement that is false, deceptive, or misleading; or   

8. The licensee, certificate holder, permit holder or applicant fails to notify the board in writing within 30 days 

of the suspension, revocation, or surrender of a license, certificate, or permit in connection with a disciplinary 

action in any other jurisdiction or of any license, certificate, or permit which has been the subject of 

disciplinary action in any other jurisdiction; or  

9. In Accordance with § 54.1-204 of the Code of Virginia, the licensee, certificate holder, permit holder or 

applicant has been convicted in any jurisdiction of a misdemeanor or felony which directly relates to the 

profession of barbering, cosmetology, or nail care.  The board shall have the authority to determine, based 

upon all the information available, including the applicant’s record of prior convictions, if the applicant is unfit 

or unsuited to engage in the profession of barbering, cosmetology, or nail care. The board will decide each 

case by taking into account the totality of the circumstances.  Any plea of nolo contendere shall be 

considered a conviction for the purposes of this section.  The applicant shall provide a certified copy of a final 

order, decree or case decision by a court or regulatory agency with the lawful authority to issue such order, 

decree or case decision, and such copy shall be admissible as prima facie evidence of such conviction.  This 

record shall be forwarded by the applicant to the board within 10 days after all appeal rights have expired.   

C. The board may, in considering the totality of the circumstances, revoke, suspend or refuse to renew or 

reinstate the license of any barbershop, cosmetology or nail salon or impose a fine as permitted by law, or 

both, if the board finds that:   

1. The owner or operator of the shop or salon fails to comply with the sanitary requirements of barbershops or 

cosmetology or nail salons provided for in these regulations or in any local ordinances; or   

2. The owner or operator allows a person who has not obtained a license or a temporary permit to practice as 

a barber, cosmetologist, or nail technician unless the person is duly enrolled as a registered apprentice.    

D. The board may, in considering the totality of the circumstances, revoke, suspend or refuse to renew or 

reinstate the license of any licensee or impose a fine as permitted by law, or both, if the board finds that the 

licensee fails to take sufficient measures to prevent transmission of communicable or infectious diseases or fails 

to comply with any local, state or federal law or regulation governing the standards of health and sanitation 

for the practices of barbering, cosmetology, or nail care.   
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GENERAL INFORMATION 

 

Non-Discrimination Policies 

 

Dominion School of Hair Design, its admission, instruction and graduation policies, do not discriminate on the 

basis of age, race, color, ethnic origin, creed, religion, sex, gender identity and expression, disability, veteran 

status, or any other characteristic protected under applicable Federal or State law. The school does not tolerate 

discrimination of any type to include, but not limited to, bullying, harassment, hazing or stalking of students, 

clients or employees.  If a student or employee witnesses or is subject to any discrimination, he or she is required 

to report this information to:  Ms. Sarah Boone, the Campus Director, in person, email or phone call.  Ms. Boone’s 

email address is sarah.boone@dominionbeauty.com or by calling the school directly.  Additionally, the student 

or employee may contact the Corporate Office at 678-389-6326 or email aedgar@aeholding.net.  

 

 The School makes data publicly available regarding its enrollment characteristics and diversity elements.  This 

data is available at the College Navigator website at: https://nces.ed.gov/collegenavigator. 

 

Students with Disabilities 

 

Dominion School of Hair Design does not discriminate on the basis of disability in admission or access to its 

programs, services, or activities of individuals who meet essential eligibility requirements.  The School will provide 

reasonable accommodations for documented disabilities of individuals who are eligible to receive or 

participate in school programs, services, or activities. The school is accessible to students with physical 

disabilities. All documentation about a student’s disabilities is maintained in a private and secure file in the 

administrative office.   The Campus Director is the designated ADA Compliance Coordinator for the school. 

Questions regarding licensing requirements and the physical demands of the industry may be answered by the 

Campus Director. 

 

Voter Registration  

 

Students are encouraged to register to vote in all State and Federal Elections.  Voter registration and election 

date information can be found at www.sbe.virginia.gov.   

Selective Service System 

If you are a male U. S. citizen living in the U.S. or abroad or a male immigrant (permanent resident alien) 

residing in the U. S., and you are age 18 through 25, you are required to register with Selective Service System. 

With registration, you will be eligible for: 

¶ Federal student loans and grants  

¶ State student aid in the Commonwealth of Virginia  

mailto:sarah.boone@dominionbeauty.com
mailto:aedgar@aeholding.net
http://www.sbe.virginia.gov/
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¶ Job training benefits  

¶ Most federal jobs and jobs with the US Postal Service  

¶ State jobs in the Commonwealth of Virginia  

¶ US citizenship for male immigrants seeking citizenship  

You may register online at http://www.dmv.virginia.gov with the Selective Service System. A registration 

acknowledgement card will arrive in the mail within two weeks after registration. Keep this document in a safe 

place as proof of registration. 

Constitution Day 

 

The school recognizes Constitution Day each year on or around September 17th.  Constitution Day 

commemorates the formation and signing of the U.S. Constitution by thirty-nine brave men on September 17, 

1787, recognizing all who, are born in the U.S. or by naturalization, have become citizens. The school will 

schedule an activity or an event for the students and employees to celebrate the day. 

 

ADMISSIONS REQUIREMENTS 

 

Applicants must be at least 17 years of age and must have completed High School or have a General 

Equivalency Diploma (GED).  Current Driver’s License is acceptable proof of age. A copy of Diploma or other 

acceptable third-party documentation must be presented to Dominion School of Hair Design and will be kept 

in the student’s file.  Dominion School of Hair Design does not offer Ability-To-Benefit students.   

 

Admissions interviews and a completed registration form are required for all individuals to determine and 

establish goals, objectives & qualifications.  All students must sign a binding contract.  If contract is not signed 

in the presence of a Dominion School of Hair Design representative (i.e. out of state students) then notarized 

signature is required. A parent must also sign a binding contract if the student is considered a minor. 

 

The Dominion School of Hair design does not recruit students already attending or admitted to another post-

secondary school offering a similar program of study unless the student seeks out information on his or her own.   

 

The Dominion School of Hair Design is committed to equal educational opportunity and does not discriminate 

on the basis of age, gender, religion, sexual orientation, ethnicity or national origin, disability, perceived gender 

or gender identity; in admission, instruction, graduation, policies & practices, career services, or any other 

activities.  Applicants will not be denied admission on the basis of any of the foregoing factors, but applicants 

must meet all requirements specified for admissions. 

 

Transferability of Credits/Clock Hours to Others Institutions 

 

The Dominion School of Hair Design does not guarantee the transferability of its credits to any other institution. 

The number of transferable hours are at the sole discretion and the policy of the receiving school.   

 

http://www.dmv.virginia.gov/
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ADMISSION PROCEDURES 

 

Provisional Acceptance and Life/Work Credits 

 

The Dominion School of Hair Design does not accept students on a provisional basis. Nor does the Dominion 

School of Hair Design grant credits for life or work experiences. 

 

Seeking Admission  

 

Each applicant seeking admission must complete the following procedures in order to be considered for 

acceptance at the Dominion School of Hair Design. 

 

¶ Complete and return the required registration form to the Dominion School of Hair Design. 

 Schedule a personal interview with the Campus Director or other designated personnel. 

 A $100 non-refundable Registration Fee is due with the enrollment agreement or no later than the first 

day of class unless other arrangements have been made with the financial aid office. 

 Present copy of high school diploma/GED and proof of age at time of enrollment. A current Driver’s 

License is acceptable proof of age. 

 Upon acceptance into the program, full payment is required or payment schedule must be arranged 

with the Campus Director or office manager.   

 All students must sign an Enrollment Agreement prior to starting classes.  If the agreement is not signed 

in the presence of a Dominion School of Hair Design representative (i.e. out of state students) then 

notarized signature is required. A parent signature is required in the case of a minor. 

 

In addition to the above requirements, Instructor Training Program applicants must; 

¶ Hold a current license as a practitioner in the field they wish to teach 

¶ complete all other admissions related documents  

¶ The school requires an “audition” to assess the individual’s natural talent to organize a 15 minute 

presentation (the audition is not the deciding factor in acceptance but provides a base assessment for 

commencement of training) 

 

Acceptance  

 

Prospective students are considered accepted after the completion of all the above requirements unless 

otherwise notified, in writing, by the Campus Director.   A phone call and/or written or email confirmation may 

sent to the applicant confirming attendance on the first day of class.   

 

CREDIT FOR PREVIOUS TRAINING 

 

The School makes no guarantee of acceptance of credit or hours for previous training (transfers).  Each 

student will be evaluated on a case-by-case basis by the School Administration. 
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In order to receive consideration for credit from any previous training, a student must: 

§ Schedule a personal interview 

§ Request credit at the time of enrollment, or before starting class 

§ Absolutely no hours or practical experiences will be transferred after the first two weeks of class 

§ Provide acceptable documentation (transcript/progress report at a minimum) and a school catalog 

(electronic format on website is acceptable) from previous training center and courses are 

comparable in scope and content and number of required clock hours 

§ Courses falling below the Dominion School of Hair Design current grading scale will not be considered 

for transfer 

§ Pass theory exam with a 75% grade or better, if deemed necessary 

§ Pass practical skills exam with a 75% grade or better, if deemed necessary 

 

If the transfer student cannot demonstrate competence in the basic theoretical and practical hours, the 

student must start at the beginning of the program.   

 

In all cases, the following exists for transfer students: 

1. The number of hours that may be accepted in transfer will be determined by the School administration 

based on all of the above criteria.  Also, consideration of number of absences, grades achieved, and 

instructor comments from previous training will be considered when granting clock hours or practical 

assignments/experiences.  

 

2. Typically, no more than 50% of the total program hours will be granted without special approval from 

the Campus Director.  Credit for previous training is granted only for the cosmetology program.  No 

hours are accepted for the other programs.  All transfers will be contracted for the applicable amount 

of hours.  All transfer hours will be added to the hours clocked at Dominion and reported on the 

student’s Official Transcript of Hours. All transfer students must enter the class level assigned by the 

Campus Director.   

 

3. Transfer students will be required to purchase the necessary kit and/or book items to meet Dominion kit 

and book bundle standards, unless the student can demonstrate the current edition being used and 

the kit items required have already been purchased. 

 

Re-entry Students 

 

Former students of the Dominion School of Hair Design who wish to re-enter, must request approval from the 

Campus Director.  The request will be reviewed and a decision made within 30 days of the request.  Students 

who re-enter within 6 months/180 days of the original official withdrawal date will be charged for hours 

remaining.  The settlement calculation for the former enrollment will be adjusted to reflect charges for actual 

hours attended.  Student will be responsible for any balance owed for the former enrollment. A re-entry fee of 

$100.00 must be paid, or payment arrangement made, prior to starting class. 
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Students who re-enter more than 6 months/180 days after the original exit date may be evaluated scholastically 

in the same manner as a transfer student to determine class level assignment.  Tuition rates current at the time 

of re-entry will apply.  Arrangement for satisfactory payment of any applicable balance owed under the 

previous enrollment(s) must be made prior to re-entry.  Contract periods and attendance percentages will be 

calculated based on hours remaining in the re-entry contract.  There is not guarantee the school will accept 

hours or academic work.  The length of time the student has been out of school will determine acceptance.  

Students may be required to pass one or more written and practical exam(s) prior to acceptance of previous 

training at the school.  A re-entry fee of $100.00 must be paid, or payment arrangement made, prior to starting 

class. 

 

Students may not be re-admitted if: 

¶ Student was expelled for violation of code of conduct, that are severe or repetitive in nature 

¶ Students who fail to pay fees and tuition due or set up an acceptable payment arrangement 

¶ Students who have unsatisfactory academics or attendance from previous enrollments 

¶ Other situations or issues which may cause the student to be unsuccessful academically 

 

ORIENTATION 

 

Each student is required to attend an Orientation Program scheduled on the first day of class.  The orientation 

includes ensuring the information in the catalog and student handbook, which is given to the student at 

enrollment, is understood and provides an introduction to the first week of class.   

 

STUDENT SERVICES 

 

Financial aid counseling, academic and career counseling is available to all students at no cost.  The school 

does not have a licensed counselor on site; however, the administration is able to work individually with 

students who may need to speak to someone regarding personal issues which may impact his or her 

education.  The school is resourceful in finding community programs to assist students with issues outside of the 

academic setting but may be impacting his or her education.   

 

A Student Resource Board, placed in the Main classroom provides the following non-inclusive list of 

information: 

¶ Ride Sharing 

¶ Hotlines and Referrals for Professional Assistance 

¶ Daycare Services 

¶ Housing 

¶ Other pertinent information 

¶ Campus Crime policy and Campus Security Authority contact information 
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Advising/Tutoring 

Dominion School of Hair Design’s instructors will, if necessary, provide special advising and/or tutoring at the 

school during school hours to assist students in their studies.  This is arranged on a student by student basis, as 

need exists.  

Resource Center 

 
The school makes available educational resources for the students.  DVD’s videos, magazines, periodicals and 

other industry specific resources are available in the theory classroom.  Computers are available in the theory 

classroom to be used as an additional resource for projects, papers, research and additional industry 

information. 

 

CAREER SERVICES 

 

The Dominion School of Hair Design offers job placement assistance to all students and graduates.  The 

Campus Director and all instructors assist in the process.  Dominion School of Hair Design cannot, and will not, 

guarantee job placement for either part or full time jobs; nor can it guarantee salaries associated with the 

same. Dominion School of Hair Design works with students to provide placement services, at no cost to the 

student, as follows: 

 

¶ Part-time and full-time non-industry related jobs to help students with a financial need while in school 

¶ Part-time and full time industry-related jobs for graduates 

¶ Assistance in the development of industry ready resumes 

¶ Assistance with interviewing skills required to successfully enter the industry job market. 

 

The Dominion School of Hair Design maintains “Jobs” boards for students to use as resource for both industry 

and non-industry jobs.  These boards are placed in the student theory classroom or break-room.  Students and 

graduates of Dominion School of Hair Design are encouraged to maintain an updated resume on file with the 

Administration office and inform the School of the following: 

 

¶ Name change 

¶ Address change 

¶ Current telephone and e-mail addresses 

¶ Current employment 

 

The Administration office begins working with future graduates throughout their programs.  The following 

graduation procedures are required for students preparing to graduate: 

 

1.  Students will receive a pre-graduation packet between one and four weeks prior to his or her 

expected graduation date.  The packet will include directions to complete the graduation process, in 

the numerical order, which includes signatures from each department as outlined below.  Failure to 

complete any step in this process may delay graduation. 
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¶ Financial Aid Office:  The financial aid office must provide a signature indicating the 

student/future graduate has fulfilled all financial obligations or made acceptable payment 

arrangements to the Dominion School of Hair Design and completed all Exit Interview 

requirements for funding received through Title IV funding sources. 

¶ Education Department:  The Campus Director or instructor must provide a signature that the 

student/future graduate is on track to complete all academic requirements to graduate from 

the program. 

¶ Career Services:  The Campus Director or Office Manager must provide a signature that the 

student/future graduate has completed the required documents and current contact 

information.  If the student/future does not desire assistance from the Career Services 

department, the form stating their denial of assistance along with their current employment 

information, if applicable, must be completed. 

¶ Registrar:  The Campus Director or Office Manager provides a signature confirming all required 

information is in the student Academic file. 

¶ Campus Director:  The final signature from the Campus Director is required signifying all steps in 

the process have been completed and the student is tracking to graduate.                               

 

2. Students/Graduates receiving a job offer, of any type, are encouraged to notify the Dominion School 

of Hair Design.  This will assist the Campus Director in maintaining an up-to-date file on graduates and 

provide future employers who may be interested in a graduate with experience. The school utilizes an 

Employment Verification Form, when possible, to confirm employment. 

 

The Dominion School of Hair Design makes available to students, computers and printers to access job sites 

and develop/print resumes.  Additionally, throughout the length of the Programs, Instructors/guest 

speakers/business owners; covers business and career opportunities, expectations and realities of the beauty 

industry.  

 

RECORD KEEPING 

 

The Dominion School of Hair Design maintains educational records in accordance with all applicable federal, 

state and accreditation regulations. 

 

Student practical experiences are recorded daily on individual practical sheets and are posted to the 

computer on a weekly basis. Tests and projects are evaluated when complete and posted to the computer 

system. These items are maintained in the academic file.  Attendance hours from the time clock or manual sign-

in sheets are downloaded weekly. 

 

Student records for currently attending students are maintained in a fire proof file cabinet in the administrative 

office, which is locked when staff if not present.  Graduates and withdrawn student files are permanently 

maintained on campus or in an off-site secure storage facility. 
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Confidentiality:  In addition to the FERPA policy followed by the school, the Dominion School of Hair Design 

maintains all records in a secure locked location in the Administration office.  All staff computers are password 

protected.  Additionally, there are two offices provided to Administration and Instructors for confidential 

discussions/advising sessions.  

 

 

CAMPUS CURRICULUM – UNIT OUTLINES 

 

All programs offered by Dominion of Hair Design follow similar procedures in that the same instructional 

methods apply and the same grading procedures are followed for each unit.  Those policies are stated here 

and considered to be an integral part of each of the course outlines contained in this section of the catalog. 

The education is designed to be learner-centered and discovery-oriented in order to channel the talents of 

each Student toward a successful career. 

 

Grading Procedures 

 

Students will be assigned theory study and practical experiences required for course completion. Theory 

grades are accumulated and averaged based on classroom lectures, quizzes, Internet testing, and Milady 

CD testing or manual tests/testing forms.  Practical grades consist of instructor observation of performance of 

skills established by state licensing agency and a cosmetology skill competency rubrics and are accumulated 

and averaged throughout the program. Both theory and practical grades are then averaged for an overall 

GPA.  Students must maintain an academic grade point average of 75% or better and pass a final written 

and practical exam prior to graduation.  Students must makeup failed or missed tests and incomplete 

assignments.  

 

Numerical grades are considered according to the following scale. 

 

                %               Letter   Ranking 

   93 - 100  A  Excellent 

    85 -   92  B  Very Good 

75 -   84  C  Satisfactory 

Below 75   D/F  Unsatisfactory 

 

Students must pass all written and skills tests with a 75% in order to be qualified to take the Virginia 

Cosmetology or Nail Technology, Wax or Instructor State Board Examination. 
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Instructional Methods 

 

The clock hour education is provided through a sequential set of learning steps that address specific tasks 

necessary for state board preparation, graduation, and entry-level job skills.  Clinic equipment, implements, 

and products are comparable to those used in the industry.  The program is presented through 

comprehensive lesson plans that reflect effective educational methods.  Units are presented by means of 

lecture, demonstration, and interactive student participation.  Audiovisual aids, guest speakers, field trips, 

projects, activities, and other related learning methods are used for program delivery. 

 

The contents of the units of instruction in each program along with the applicable hours devoted to each unit 

are listed in the following section of the Curriculum Program Outlines: Health, sanitation, infection control, 

chemistry, electricity, anatomy and physiology, the use and safety of products, and the use and safety of 

tools and equipment are included in both theory and practical study within the applicable units of study.  In 

addition, students learn career and employment information including professional ethics, effective 

communications and human relations, compensation packages and payroll deductions, and the 

fundamentals of business management applicable to the program. 

 

All instruction is taught in English and all textbook are written in English. 

 

Field Trips, Externships/Internships, On-line or Distance Education Courses 

 

Field trips will be taken on occasion, related to the beauty industry; and, guest speakers/educators/vendors 

will be invited to the Dominion School of Hair Design for industry related subject presentations. 

 

The Dominion School of Hair Design does not offer on-line or distance education courses; nor externships or 

internships. 

 

Required Practical Experiences and Department of Professional and Occupational Regulation (State 

of Virginia) Requirements 

 

Policy and Regulatory agencies require students to complete an established number of practical experiences 

for satisfactory skills development and graduation.  Practices may be completed on manikins, models, or clients.  

The requirements listed by category are the MINIMUM experiences that each student must successfully 

complete prior to graduation.  More practices may be scheduled BY THE INSTRUCTOR based on training NEEDS 

and clientele volume. 

 

All assignments must be completed by each student as agreed upon in the Enrollment Contract.  Practical 

assignments are evaluated as completed and counted toward course completion ONLY when rated as 

satisfactory or better.  The Instructor will check one block on the Practical Grade Record form for each project 

completed in the applicable category.  A block will be checked if the skill performed is considered satisfactory 

or better. Practical skills are evaluated according to text procedures and performance standards established 

by the state licensing agency.   
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Dominion School of Hair Design requires the practical experiences outlined by the Department of Professional 

and Occupational Regulation (State of Virginia) regulations. Dominion School of Hair Design requires these 

minimum practical experiences for each student to be considered a graduate.  Student may complete more 

than the requirement. 
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PROGRAMS OF STUDY 

 

 

 

Cosmetology – 1500 Clock Hours 

 
 

Cosmetology is an art, a science and a business.  It is a program of clearly defined objectives to train the student 

in the basic manipulative skills, safety judgments, proper work habits, and desirable attitudes necessary to obtain 

licensure and for competency in entry-level positions in cosmetology or related career fields upon successful 

completion of all requirements. 

 

PROGRAM CREDENTIALS: Upon successful completion students will receive a diploma and will be eligible to 

sit for the required examinations and apply for licensure by the Department of Professional and Occupational 

Regulation (State of Virginia). 

 

OBJECTIVES: Upon completion of the program, the graduate will be able to: 

¶ Perform the basic manipulative skills in all phases of hair, skin, and nail care 

¶ Apply learned theory, technical information, and related matter to assure sound judgments, decisions, 

and procedures 

¶ Master necessary subject material and have fulfilled 1500 clock hours required by the Cosmetology Board 

of Virginia to take the Cosmetology Examination for licensure 

¶ Demonstrate the necessary skill level to enter the workforce in a beauty salon 

¶ Project a positive attitude and a sense of personal integrity and self confidence 

¶ Respect the need to deliver worthy service 

¶ Practice effective communication, skills, visual  poise, and proper grooming 

 

GRADING PROCEDURES: Theory grades are accumulated and averaged based on classroom lectures, quizzes, 

Internet Testing, and Milady CD testing.  Practical grades consist of instructor observation of performance of skills 

established by state licensing agency and a cosmetology skill competency rubric and are accumulated and 

averaged throughout program.  Both theory and practical grades are then averaged for an overall GPA.   

 

LICENSURE REQUIREMENTS: Procedure for obtaining professional license after completing the program is as 

follows: 

- Must complete the application  for the State Board of Virginia Exam  

- Must present two passport photos with application 

- Must submit all the forms listed above plus appropriate fees to Professional Credential Services 
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FORMAT: The 1500 clock hour education is provided through a sequential set of learning steps that address specific 

tasks necessary for state board preparation, graduation, and entry-level job skills. Clinic equipment, implements, 

and products are comparable to those used in the industry.  Each student will receive instruction related to the 

performance of useful, creative, and productive career-oriented activities.  The course is presented through 

comprehensive lesson plans that reflect effective educational methods.  Subjects are presented by means of 

lecture, demonstration, and student participation.  Audiovisual aids, guest speakers, field trips, projects, and other 

related learning methods are used in the course. 

 

GRADING SYSTEM 

Students will be assigned theory study and practical experiences required for course completion. Theory grades 

are accumulated and averaged based on classroom lectures, quizzes, Internet Testing, and Milady CD testing 

or manual testing.  Practical grades consist of instructor observation of performance of skills established by state 

licensing agency and a cosmetology skill competency rubrics and are accumulated and averaged throughout 

the program. Both theory and practical grades are then averaged for an overall GPA.  Students must maintain 

an academic grade point average of 75% or better and pass a final written and practical exam prior to 

graduation.  Students must makeup failed or missed tests and incomplete assignments.  

Numerical grades are considered according to the following scale. 

 

                 %                  Letter   Ranking 

   93 - 100    A  Excellent 

     85 - 92     B  Very Good 

  75 - 84     C  Satisfactory 

  Below 75    D/F  Unsatisfactory 

 

Students must pass all written and skills tests with a 75% in order to be qualified to take the Department of 

Professional and Occupational Regulation Nail Technology State Board Examination. 

 

Training Lecture Clinic  Total Required  

Segment  Hours Hours Hours 
 

Classroom Introduction 75 0 75 

Bacteriology, Decontamination & Infection Control 25 50 75 

Shampoos, Rinses, Scalp Treatments 25 50 75 

Hairstyling 25 125 150 

Haircutting 25 175 200 

Color, Bleaching 40 85 125 

Chemical Rearranging 40 160 200 

Manicuring, Pedicuring, Nail Extensions 50 125 175 

Facials 50 125 175 

Salon Business & Retail Sales 25 25 50 

Review & Practice 75 125 200 

 

Total Hours   1500 
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      Cosmetology Practical Experience Requirements:  

 

The curriculum requirements for cosmetology must include the following minimum performances or practical 

assignments:  

¶ Hair and scalp treatments       10  

¶ Hair styling       320  

¶ Tinting           15  

¶ Bleaching and frosting        10  

¶ Temporary rinses        10  

¶ Semi-permanent color        10  

¶ Cold permanent waving or chemical relaxing     25  

¶ Hair shaping          50  

¶ Wig care, styling, placing on model         5  

¶ Finger waving and thermal waving      30  

¶ Manicures/pedicures         15  

¶ Facials and waxing           5  

¶ Sculptured nails/nail tips/wraps       20  

 

Total           525 Minimum performances or practical assignments 
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COSMEOLOTOGY COURSE DESCRIPTIONS 

 

ORIENTATION 

Rules and regulations for the institution; Course overview and requirements; salon and clinic floor procedures; 

history and career opportunities in Cosmetology; Life skills; Professional Image; Communicating for Success 

 

GENERAL SCIENCES 

Sanitation: Infection Control principles and practices; Regulations for Health and Safety; standard precautions; 

principles of infection; disease prevention; professional responsibility  

 

GENERAL ANATOMY AND PHYSIOLOGY  Organs and body systems; skeletal system; muscular system; nervous 

system; Circulatory system; Lymphatic/immune system; integumentary system; endocrine system; reproductive 

system 

Skin: Anatomy of the skin; Disease and Disorders; structure, growth and nutrition 

Nails: Nail structure and growth; nail anatomy; nail disorders and diseases 

Hair and Scalp: Hair structure; chemical composition of hair; hair growth; hair loss and treatments; disorders of 

the hair and scalp; hair and scalp analysis 

 

HAIR CARE Principles of Hair design; elements of hair design; hair types and hair textures; structure; design for 

men 

Shampoos and Rinses: Types of shampoos and rinses; recommended uses and procedures; supplies used; 

massage and scalp care; professional draping 

Hair and scalp properties: Structure and composition of hair; hair analysis; conditions and disorders; hair 

growth; hair loss; chemical composition of hair 

Haircutting: Basic principles of haircutting; haircutting tools; safety; basic haircutting techniques; posture and 

body position 

Hairstyling: Basics of hairstyling; wet hairstyling; thermal styling; hair pressing; basic blow dry styling; formal 

styling; artistry of hairstyling; client consultation 

Hair Removal: Contradictions for Hair Removal; Permanent Hair Removal; Temporary Hair Removal  

Maintenance and Care of Wigs and Hair additions  

Braiding and Braid Extensions 

 

CHEMICAL SERVICES 

Chemistry: Chemistry and its influence on Cosmetology; matter; pH (Potential Hydrogen) 

Chemical Texture Services: Understand chemical texture services and their effect on hair 

Permanent Waving: Chemistry of chemical waving; types of permanent waves; permanent waving 

procedures; tools; wrapping patterns and techniques; scalp and hair analysis; safety precautions 

Chemical Hair Relaxing: Hair type and structure; Relaxers types; pH in Relaxers; safety precautions for 

chemical relaxing services; curl reforming 

Hair Coloring: Hair Structure; Identity of hair color and tone; color theory; Hair color types, hair color 

consultation; hair color formulation; color application; hair lighteners; special effect techniques; safety 

precautions in hair color; corrective color 

 

FACIAL MAKEUP: Facial makeup and uses; color theory for makeup application; facial shapes; basic makeup 

application; special occasion makeup; artificial eyelashes 
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Facials: Skin Analysis; Skin care products; basic facial techniques; facial equipment; electrotherapy and light 

therapy; basic and specialty skin types; aromatherapy 

 

MANICURING: State and government regulations; tools; basic manicure components; hand and arm 

massage; spa and basic manicures; paraffin treatments; nail art 

Nail Tips and Wraps: Nail tips and wraps; uses of nail wraps; maintenance, repair and removal 

Monomer and Polymer Powder Nail Enhancements: Chemistry of monomer liquid and polymer powder; 

maintenance and repair; product knowledge; supplies and tools 

Light Cured Gels: Chemistry of light cured gels; supplies; light cured gel technology; gel polish; maintenance 

and removal 

 

PEDICURING: Tools and materials; sanitation procedures; proper pedicure procedures 

 

BASICS OF ELECTRICITY: Understanding electricity; electrical safety equipment; electrotherapy; light energy 

and light therapy 

 

BUSINESS SKILLS: Preparing for licensure and employment; on the job; types of business options; booth rental; 

building your business 

 

STATE LAWS AND REGULATIONS: State laws rules; cosmetology regulations; licensing and certification 

requirements 

 

 

Cosmetology program requirements as set forth by Dominion School of Hair Design, meets  the 

requirements set by the Department of Professional and Occupational Regulation (State of Virginia). 
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Nail Technology - 150 CLOCK HOURS 
 

Nail Care is a program of clearly defined objectives and competencies intended to provide training in all phases 

of nail care and the application of artificial nails.   

 

PROGRAM CREDENTIALS: Upon successful completion, students will receive a diploma. Upon successful 

completion of State Board required examinations, graduates can be licensed by the Department of 

Professional and Occupational Regulation (State of Virginia). 

 

OBJECTIVES: Upon competition of the program, the graduate will be able to: 

¶ Project a positive attitude and a sense of personal integrity and self confidence 

¶ Practice effective communication, skills, visual  poise, and proper grooming 

¶ Respect the need to deliver worthy service 

¶ Perform the basic manipulative skills in all phases nail care 

¶ Apply learned theory, technical information, and related matter to assure sound judgments, decisions, and 

procedures 

¶ Master necessary subject material and have fulfilled 150 clock hours required by the Cosmetology Board 

of Virginia to take the Nail Technology Examination for licensure 

¶ Demonstrate the necessary skill level to enter the workforce in a beauty salon or nail salon 

 

GRADING PROCEDURES: Theory grades are accumulated and averaged based on classroom lectures, quizzes, 

Internet Testing, and Milady CD or manual testing. Practical grades consist of instructor observation of performance 

of skills established by state licensing agency and a cosmetology skill competency rubric and are accumulated 

and averaged throughout program.  Both theory and practical grades are then averaged for an overall GPA.   

 

LICENSURE REQUIREMENTS: Procedure for obtaining professional license after completing the program is as follows: 

- Must complete the application  for the State Board of Virginia exam 

- Must present two passport photos with application 

- Must submit all the forms listed above plus appropriate fees to Professional Credential Services 

 

FORMAT: The 150-clock hour education is provided through a sequential set of learning steps that address specific 

tasks necessary for state board preparation, graduation, and entry-level job skills. Clinic equipment, implements, 

and products are comparable to those used in the industry.  Each student will receive instruction related to the 

performance of useful, creative, and productive career-oriented activities.  The course is presented through 

comprehensive lesson plans that reflect effective educational methods.  Subjects are presented by means of 

lecture, demonstration, and student participation.  Audiovisual aids, guest speakers, field trips, projects, and other 

related learning methods are used in the course. 
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GRADING SYSTEM 

Students will be assigned theory study and practical experiences required for course completion. Theory grades 

are accumulated and averaged based on classroom lectures, quizzes, Internet Testing, and Milady CD testing 

or manual testing.  Practical grades consist of instructor observation of performance of skills established by state 

licensing agency and a cosmetology skill competency rubrics and are accumulated and averaged throughout 

the program. Both theory and practical grades are then averaged for an overall GPA.  Students must maintain 

an academic grade point average of 75% or better and pass a final written and practical exam prior to 

graduation.  Students must makeup failed or missed tests and incomplete assignments.  

Numerical grades are considered according to the following scale. 

                 %                  Letter   Ranking 

   93 - 100    A  Excellent 

     85 - 92     B  Very Good 

  75 - 84     C  Satisfactory 

  Below 75    D/F  Unsatisfactory 

Students must pass all written and skills tests with a 75% in order to be qualified to take the Department of 

Professional and Occupational Regulation Nail Technology State Board Examination. 

 

Training  Lecture  Clinic Total 

Segment Hours Hours Hours  

Orientation 3.0 0 3.0  

Professional Image 3.0 0 3.0 

Safety in the Salon 3.0 0 3.0  

Bacteriology 3.0 0 3.0 

Sanitation and Infection Control 5.0 2.0 7.0 

Anatomy & Physiology 5.0 0 5.0 

Client Consultation 1.5 1.5 3.0 

Nail Products & Chemistry 5.0 0 5.0 

Manicuring 2.0 14.5 16.5 

Pedicuring 2.0 14.5 16.5 

The Nail & Its Disorders 5.5 0 5.5 

The Skin & Its Disorders 5.5 0 5.5 

Nail Tips 1.0 9.0 10.0 

Nail Wraps 1.0 4.0 5.0  

Acrylic Nails 2.0 18.0 20.0 

Gels 1.0 9.0 10.0 

Electric Filing 3.0 7.0 10.0 

Aromatherapy 2.0 0 2.0  

Nail Art 1.0 4.0 5.0 

Salon Business 3.0 6.0 9.0 

Selling Products & Services 1.0 2.0 3.0 

 

Total Hours               150.0 



32 

D o m I n I o n   S c h o o l   of   H a I r   D e s I g n   |   R e v I s e d   O c t o b e r   2 9,   2 0 1 5 
 

 

  Nail Technology:  

 

The curriculum requirements for nail care must include the following minimum performances:  

¶ Manicures          30  

¶ Pedicures           15 

¶ Individual sculptured nails/nail tips      200  

Individual removals                      10  

¶ Individual nail wraps          20  

 

Total          275 Minimum performances or practical assignments 

 

 

ORIENTATION: Course overview and requirements; rules and regulations for the institution; salon and clinic 

floor procedures; history of nail technology; life skills; professional image; communicating for success 

 

GENERAL SCIENCES 

Infection Control Principles and Practices: Regulations for Health and Safety; standard precautions; 

principles of infection;  principles of  disease prevention; professional responsibility; universal precautions; 

professional salon image 

 

GENERAL ANATOMY AND PHYSIOLOGY  Organs and body systems; skeletal system; muscular system; nervous 

system; Circulatory system; Lymphatic/immune system; integumentary system; endocrine system; 

reproductive system 

Skin: Anatomy of the skin; Disorders of the skin 

Nails: Nail structure and growth; nail anatomy; nail disorders and diseases; chemistry basics; nail product 

chemistry, basics of electricity 

 

NAIL CARE 

Manicuring: State and government regulations; tools; basic manicure components; hand and arm massage; 

spa and basic manicures; paraffin treatments; nail art; aromatherapy 

Pedicuring: Tools and materials; sanitation procedures; proper pedicure procedures; pedicure products 

Electric Filing: Types of files; filling techniques; files for pedicures; safety for electric filing; file bits; continuing 

education 

Nail Tips and Wraps: Nail tips; Nail wraps; Maintenance and Repair 

Monomer Liquid and Polymer Powder Nail Enhancements: Chemistry of monomer liquid and polymer 

powder; maintenance and repair; product knowledge; supplies and tools 

UV Gels: Supplies; UV gel technology; gel polish; maintenance and removal; UV light units and lamps 

The Creative Touch: Nail art; Color Theory; art mediums; paint and polish; monomer and polymer powder 

nail art; UV Gel nail art; Embellishments; Airbrushing 

 

BUSINESS SKILLS: Employment; Preparing for Licensure and Placement; Portfolio Development; Transitions; 

Expanding Client base; Salon Business 
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Cosmetology and Nail Instructor – 500 Hours 
 

The purpose of the Instructor Course is to train the student in the basic teaching skills, educational judgments, 

proper work habits, and desirable attitudes necessary for competency in entry level employment as an 

instructor in their respective field.  This course gives instruction in the development of methods of teaching, 

curriculum design, and laboratory management.   

 

PROGRAM CREDENTIALS: Upon successful completion of all requirements graduates will receive a Diploma, 

and, documentation will be submitted to the Virginia Board of Cosmetology.  With the Boards approval of the 

documentation, the student will be issued a License as an instructor in the area of their current licensure.  

 

OBJECTIVE: Upon completion of the course requirements, the graduate will be able to:  

1. Project a positive attitude and a sense of personal integrity and self-confidence. 

2. Practice proper grooming and effective communications skills and visual poise. 

3. Understand employer-employee relationships and respect the need to deliver worthy 

service for value received. 

4. Perform the basic skills necessary for teaching including writing lesson plans, performing lectures 

and demonstrations, directing student projects, using library resources and audio-visual aids, 

conducting theory class instruction and measuring student achievement, supervising clinic 

operations, and maintaining required student records. 

5. Apply the theory, technical information and related matter to assure sound judgments, decisions, 

and procedures. To ensure continued career success, the instructor in training will continue to 

learn new and current information related to techniques, communications skills and teaching 

methodologies to improve teaching skills. 

 

GRADING PROCEDURES: Theory grades are accumulated and averaged based on classroom lectures, quizzes, 

Internet Testing, and Milady CD testing and manual testing.  Practical grades consist of instructor observation of 

performance of  skills established by state licensing agency and a cosmetology skill competency rubric and are 

accumulated and averaged throughout program.  Both theory and practical grades are then averaged for an 

overall GPA.   

 

PREREQUISITE:  Student must hold a current Virginia Cosmetology or Nail Technician license. 

 

LICENSURE REQUIREMENTS: Procedure for obtaining professional license after completing the program is as 

follows: 

- Must complete the Application for the State Board of Virginia exam 

- Dominion School of Hair Design must attach transcript of course work completed or diploma to the 

Application 

- Must attach to the Application a written evaluation by instructor 

- Must submit all the forms listed above plus appropriate fees to the TREASURER OF VIRGINIA 
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FORMAT: The 500-clock hour education is provided through a sequential set of learning steps that address specific tasks 

necessary for state board preparation, graduation, and entry-level job skills.  The course is presented through comprehensive 

lesson plans that reflect effective educational methods.  Subjects are presented by means of lecture, demonstration, and 

student participation.  Audiovisual aids, guest speakers, field trips, projects, and other related learning methods are used in the 

course. 

 

GRADING SYSTEM 

Students will be assigned theory study and practical experiences required for course completion. Theory 

grades are accumulated and averaged based on classroom lectures, quizzes, Internet Testing, and Milady 

CD testing or manual testing.  Practical grades consist of instructor observation of performance of skills 

established by state licensing agency and a cosmetology skill competency rubrics and are accumulated and 

averaged throughout the program. Both theory and practical grades are then averaged for an overall GPA.  

Students must maintain an academic grade point average of 75% or better and pass a final written and 

practical exam prior to graduation.  Students must makeup failed or missed tests and incomplete assignments.  

Numerical grades are considered according to the following scale. 

                 %                  Letter   Ranking 

   93 - 100    A  Excellent 

     85 - 92     B  Very Good 

  75 - 84     C  Satisfactory 

  Below 75    D/F  Unsatisfactory 

Students must pass all written and skills tests with a 75% in order to be qualified to take the Department of 

Professional and Occupational Regulation Nail Technology State Board Examination. 

 

Training  Lecture Clinic Total 

Segment  Hours Hours Hours           Hours 
 

Theory – Classroom Instruction   5 30 35 

Master Educator – Educator Relationships   5 45 50 

Developing A Program of Study   5 45 50 

Educational Aids   5 20 25 

Teaching Skills – Presentation Techniques   5 45 50 

Classroom Management 10 65 75 

Dynamic Clinic 10 65 75 

Evaluation and Testing   5 20 25 

Teaching and Learning Methods – Learner Results   5 45 50 

Licensure and employment Requirements   5 45 50  

Miscellaneous   15 

 

Total Hours   500 
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Instructor Practical Requirements 

Student Instructors will have a personal cosmetology or nail technology textbook and personal implements as 

needed for demonstrations throughout the program. During the course of study, the student Instructor will be 

required to complete the following: 

 

1. Personal Purpose Statement 

2. Student Instructor Notebook with assigned components 

3. Completion of the Learning Reinforcement Activities in the Textbook including Journaling 

Accomplishments and Discoveries. 

4. Review of Milady’s Master Instructor DVD series. 

5. Completion of Independent Student Teaching in Theory Classroom and Laboratory. 

6. Completion of required tests including a final written and practical exam. 

7. Completion of an employment portfolio and resume for job entry level position. 

8. Preparation and conduct of new student orientation for cosmetology or esthetics and specialty 

course students. 

9. Completion of all other projects as assigned by the supervising Instructor such as new student 

registration, monthly state board hours report, out-processing a graduating student, monitoring 

dispensary and inventory for lab work, etc. 

 

It is the responsibility of the student to have all daily work recorded on the daily worksheet, provided by 

Dominion School of Hair Design and then verified by the Campus Director or Lead Instructor. Weekly records 

are to be submitted to administration by the end of the day on Friday, for the current week. These records 

are kept in the student file and monitored.  In order for a student to graduate, all required practices must be 

rated as Satisfactory to be counted for program completion. 
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Wax Technology – 115 Hours 

 

The wax technician course is 115 hours of training in the processes of body waxing.  Students must master 

standard state requirements and prove their ability to work safely with waxing and tweezing procedures 

before being eligible to sit for the state board test.   

 

Program Credentials 

 

Upon successful completion, students will receive a diploma. Upon successful completion of State Board 

required examinations, graduates can be licensed by the Department of Professional and Occupational 

Regulation (State of Virginia). 

 

OBJECTIVES: Upon completion of the course requirements, the graduate will be able to: 

¶ Project a positive attitude and a sense of personal integrity and self-confidence 

¶ Practice effective communication, skills, Visual poise, and proper grooming 

¶ Respect the need to deliver worthy service 

¶ Perform tweezing and waxing services correctly and safely 

¶ Apply learned theory, technical information, and related matter to assure sound judgment, decisions, 

and procedures 

¶ Master necessary subject material and have fulfilled 115 clock hours required by the  

       Cosmetology Board of Virginia to take the Waxing Examination for licensure  

¶ Demonstrate the necessary skill level to enter the workforce in a beauty salon or Day Spa. 

 

GRADING PROCEDURES: Theory grades are accumulated and averaged based on classroom lectures, quizzes, 

Internet Testing, and Milady CD testing.  Practical grades consist of instructor observation of performance of skills 

established by state licensing agency and a cosmetology skill competency rubric and are accumulated and 

averaged throughout program.  Both theory and practical grades are then averaged for an overall GPA.   

 

LICENSURE REQUIREMENTS: Procedure for obtaining professional license after completing the program is as follows: 

- Must complete the application  for the State Board of Virginia exam 

- Must present two passport photos with application 

- Must submit all the forms listed above plus appropriate fees to Professional Credential Services 

 

FORMAT:  The 115 clock hours of education is provided through a sequential set of learn steps that address 

specific tasks necessary for state board preparation, graduation, and entry-level job skills.  Clinic equipment, 

implements, and products are comparable to those used in the industry.  Subjects are presented through 

comprehensive lesson plans that reflect effective educational methods. Subjects are presented by means of 

lecture, demonstration, and student participation.  Students will be required to demonstrate the ability to 

maintain this equipment in a clean sanitary condition. 
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GRADING SYSTEM 

Students will be assigned theory study and practical experiences required for course completion. Theory 

grades are accumulated and averaged based on classroom lectures, quizzes, Internet Testing, and Milady 

CD testing or manual testing.  Practical grades consist of instructor observation of performance of skills 

established by state licensing agency and a cosmetology skill competency rubrics and are accumulated and 

averaged throughout the program. Both theory and practical grades are then averaged for an overall GPA.  

Students must maintain an academic grade point average of 75% or better and pass a final written and 

practical exam prior to graduation.  Students must makeup failed or missed tests and incomplete assignments.  

Numerical grades are considered according to the following scale. 

                 %                  Letter   Ranking 

   93 - 100    A  Excellent 

     85 - 92     B  Very Good 

  75 - 84     C  Satisfactory 

  Below 75    D/F  Unsatisfactory 

Students must pass all written and skills tests with a 75% in order to be qualified to take the Department of 

Professional and Occupational Regulation Nail Technology State Board Examination. 

 

Training Lecture Clinic Total 

Segment Hours Hours Hours 

Orientation, Ethics, Infection Control 17.5 0 17.5 

Bacteria, Anatomy 17.5 0 17.5 

Product Knowledge 10.0 0 10.0 

Procedures 10.0 60 70.0 

Total Hours               115.0 

 

Wax Technology 

 

The curriculum requirements for waxing must include the following minimum performances:  

Arms              4  

Back               2  

Bikini area             6  

Brows            12  

Chest               1  

Facial (face, chin, cheek)/Lip           6  

Leg               3  

Underarm              2  

Total                         36 Minimum performances or practical assignments 
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Following represents the DPOR curriculum requirements for the Wax Technician program: 

 

1. Orientation:  

a. School policies;  

b. State law, regulations and professional ethics; and  

c. Personal hygiene.  

2. Skin care and treatment:  

a. Analysis;  

b. Anatomy and physiology;  

c. Diseases and disorders of the skin;  

d. Health, sterilization, sanitation, bacteriology, and safety including infectious disease control 

measures;  

e. Procedures; and  

f. Temporary removal of hair.  

3. Skin theory, skin structure and composition:  

4. Client consultation:  

a. Health conditions  

b. Skin analysis  

c. Treatments  

d. Client expectations  

e. Health forms and questionnaires.  

5. Waxing procedures (brow, lip, facial, legs, arms, underarm, chest, back and bikini areas):  

a. Fundamentals;  

b. Safety rules; and  

c. Procedures.  

6. Wax treatments:  

a. Analysis;  

b. Disorders and diseases;  

c. Manipulations; and  

d. Treatments.  

7. Salon management:  

a. Business ethics; and  

b. Care of equipment 
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SATISFACTORY ACADEMIC PROGRESS (SAP) 

Federal regulations require that all federal financial aid (Title IV aid) recipients enrolled in a diploma-seeking 

program must maintain satisfactory academic progress toward a diploma to maintain eligibility for Title IV 

funding and to maintain active enrollment at the school.   Dominion School of Hair Design complies with this 

requirement by monitoring every student’s cumulative average, attendance rate, and maximum period for 

completion of a diploma. All federal aid programs administered by Dominion School of Hair Design are 

governed by this policy. Additionally the same standards apply to students who do not receive Title IV aid, 

and applies to full and part-time students, in all programs. 

Students are required to attend class according to their scheduled hours. Students are required to maintain a 

minimum academic grade point average of 75% or better and must attend a minimum of 67% of all classes 

on a cumulative basis.  A student who meets the minimum requirements for attendance and academic 

progress shall be considered to be making satisfactory progress until the next scheduled evaluation.  

Students are expected to notify the School of any absence, scheduled or unscheduled. If a student has 

transfer hours accepted from another institution, these hours will be counted as attempted and completed 

hours for the purpose of determining the allowable maximum time frame. 

Lab Skill Reports are distributed on a monthly basis and the official Satisfactory Progress Report cards are issued 

monthyl.  They must be signed and returned to the Campus Director or Lead Instructor.  The Administrative 

Office will provide a copy for the student and the original will be put into the student folder. 

A Student must complete his/her educational program in no longer than 150% of the published length of the 

program when attending.   The maximum time frame is 150% of the program length as outlined below. 

 

Program 

Standard 

Program 

Length 

Maximum Time 

Allowed To 

Complete 

Hours 

Covered By 

Tuition 

Maximum Hours 

Allowed  

Cosmetology 12 months 18 months 1500 hours 2250 hours 

Nail Technician 4.3 weeks 6.5 weeks 150 hours 225 hours 

Instructor 

14.3 

weeks 21.5 weeks 500 hours 750 hours 

Wax Technician 3.3 weeks 5.0 weeks 115 hours 172 .50 hours 

 

 

Grading System 

Students will be assigned theory study and practical experiences required for course completion. Theory 

grades are accumulated and averaged based on classroom lectures, quizzes, Internet Testing, and Milady 

CD or manual testing.  Practical grades consist of instructor observation of performance of skills established by 

state licensing agency, and grades are accessed with a skills rubric. Grades, theory and practical, are 

combined and averaged throughout the program. Both theory and practical grades are then averaged for 

an overall GPA.  Students must maintain an academic grade point average of 75% or better and pass a final 

written and practical exam prior to graduation.  Students must makeup failed or missed tests and incomplete 

assignments.  
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Numerical grades are considered according to the following scale. 

Grade % Letter Grade Ranking  

93 – 100 A Excellent  

85 – 92 B Very Good  

75 – 84 C Satisfactory  

Below 75 D/F Unsatisfactory  

 

Students must pass all written and skills tests with a minimum of 75% in order to be qualified to take the Virginia 

Cosmetology, Nail Tech and Waxing Tech State Board Examination or Instructor Examination. 

State Board Requirements to Test after Program Completion 

The Virginia Cosmetology Board requires a 75% passage rate of both theory and practical portions of the State 

Examination. If a student fails any portion of the Examination the portion of the test that was not 75% or better 

will have to be retaken for licensure. Students have one (1) year to apply and pay appropriate fees, or the 

student will have to retest and pay any additional fees required by the Virginia Board of Cosmetology (DPOR). 

Clock Hours 

 

All training programs at this school are measured in clock hours.  A clock hour represents 50 minutes of in-

school training for 60 minutes of instruction.  Students earn their attendance by “clocking in/out” utilizing the 

process utilizing the school’s timeclock.  Only hours in class or performing approved services or practical 

experiences after clocking in will count toward completion of the program.  Students may elect to do makeup 

time throughout the week after seeking approval from the Campus Director. 

 

Academic Progress Evaluations 

Satisfactory Academic Progress is consistently applied to all students in every program.  Transfer students will 

be evaluated at midpoint of the contacted hours or the established evaluation periods, whichever comes 

first. Students are required to attend a minimum of 67% attendance.  The attendance percentage is 

determined by dividing the total number of accrued hours by the total number of scheduled hours. At the 

end of each evaluation period, the school will determine if the student has maintained a 67% cumulative 

attendance since the beginning of the program which indicates that, based upon the same attendance 

rate, the student will graduate within the maximum time frame allowed. 

 

Student practical experiences are recorded daily on individual practical sheets and are posted to the 

computer on a weekly basis.  These sheets are reviewed and signed by the student and instructor or 

designated school personnel.  Attendance hours from the time clock or manual sign-in sheets are 

downloaded weekly.  While SAP is officially checked at specific time frames in each program, progress reports 

are administered monthly throughout the program to ensure students are tracking to maintain satisfactory 

academic progress.  A designated Instructor or Campus Director will review the progress report with the 

student, and the student will receive a copy. Another signed copy is maintained in the student’s Academic 

File. 
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Review of SAP 

 

Students meeting the minimum requirements for attendance and academic progress at any evaluation point 

will be considered to be meeting SAP until the next evaluation point.  Students will receive a hard-copy of their 

Satisfactory Academic Progress Determination at the time of the evaluations.  Students deemed not 

maintaining SAP may have their Title IV funding interrupted, put on warning or probation or has prevailed upon 

appeal resulting in a status of probation. 

 

Dominion School of Hair Design officially checks SAP for every student in every program as follows: 

 

Cosmetology:  451, 901, and 1201 Completed/Actual hours 

Nail Technology:  75    Completed/Actual hours 

Waxing:  57.5 Completed/Actual hours 

Instructor Program:  250 Completed/Actual hours 

 

 

Losing and Regaining Eligibility 

 

WARNING 

 

Students who fail to meet minimum requirements for attendance or academic progress are placed on 

warning and considered to be making satisfactory academic progress while during the warning period.  The 

student will be advised in writing on the actions required to attain satisfactory academic progress by the next 

evaluation. If at the end of the warning period and at the next evaluation period, the student has still not met 

both the attendance and academic requirements, he/she may be placed on probation and, if applicable, 

students may be deemed ineligible to receive Title IV funds.   

 

PROBATION 

 

Students who fail to meet minimum requirements for attendance or academic progress after the warning 

period will be placed on probation and considered to be making satisfactory academic progress while during 

the probationary period, if the student appeals the decision, and prevails upon appeal.  Additionally, only 

students who have the ability to meet the Satisfactory Academic Progress Policy standards by the end of the 

evaluation period may be placed on probation. Students placed on an academic plan must be able to meet 

requirements set forth in the academic plan by the end of the next evaluation period.  Students who are 

progressing according to their specific academic plan will be considered making Satisfactory Academic 

Progress.  The student will be advised in writing of the actions required to attain satisfactory academic progress 

by the next evaluation.  If at the end of the probationary period, the student has still not met both the 

attendance and academic requirements required for satisfactory academic progress or by the academic 

plan, he/she will be determined as NOT making satisfactory academic progress, will no longer be eligible for 

Title IV funding and may be terminated. If not terminated, the student must may the remainder of the tuition 

and fees without the use of Title IV funds.  This policy applies to all students whether or not they are eligible for 

Title IV funding programs.  

 

  Appeal Process 

 

If a student is determined to not be making satisfactory academic progress, the student may appeal the 
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determination within ten calendar days.  Reasons for which students may appeal a negative progress 

determination include death of a relative, an injury or illness of the student, or any other allowable special or 

mitigating circumstance.  The student must submit a written appeal to the Campus Director on the designated 

form with supporting documentation of the reasons why the determination should be reversed. This 

information should include what has changed about the student’s situation that will allow them to achieve 

Satisfactory Academic Progress by the next evaluation point.  Appeal documents will be reviewed and a 

decision will be made and reported to the student within 30 calendar days. The appeal and decision 

documents will be retained in the student file. If the student prevails upon appeal, the satisfactory academic 

progress determination will be reversed and federal financial aid will be reinstated, if applicable. 

 

Reinstatement of Aid 

 

Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum 

attendance and academic requirements by the end of the probationary period under evaluation. Prior 

periods in which the student was determined ineligible for aid will not be included in the student’s 

reinstatement of eligibility. Students making SAP by the conclusion of the probation period will be removed  

 

from the probation status and will regain eligibility for Title IV aid. A student may be paid Pell Grant funds for  

the actual hours remaining in which he/she resumes satisfactory academic progress. For Stafford and PLUS 

loans, he/she will regain eligibility for the entire payment period, upon meeting SAP standards. 

 

Interruptions, Program Incompletes 

 

If enrollment is temporarily interrupted for a Leave of Absence, the student will return to School in the same 

satisfactory academic progress status as prior to the leave of absence. Hours elapsed during a leave of 

absence will extend the student’s contract period by the same number of days taken in the leave of absence 

and will not be included in the student's cumulative attendance percentage calculation. Students who 

withdraw prior to completion of the course and wish to re-enroll will return in the same satisfactory academic 

progress status as at the time of withdrawal. 

 

Transfer Hours SAP 

 

With regard to Satisfactory Academic Progress, a student’s transfer hours will be counted as both attempted 

and earned hours for the purpose of determining when the allowable maximum time frame has been 

exhausted.  SAP evaluations will be based upon actual contracted hours at the institution.   

 

Noncredit and Remedial Courses 

 

Noncredit and remedial courses do not apply to this institution. Therefore, these items have no effect upon 

the School's satisfactory progress standards. 

 

Entrance and Exit Counseling 

 

The financial aid office will provide entrance and exit counseling utilizing the Department of Education online 

website applications at https://studentloans.gov/myDirectLoan/index.action or completed at the campus 

with Office Manager. 

 

https://studentloans.gov/myDirectLoan/index.action
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Retention 

Students may be required to repeat portions of the training to assure their progress is brought up to 

satisfactory levels.  In all cases, training must be completed in no longer than 1 1/2 times the normal program 

length.  Non-credit remedial courses have no effect upon a student's satisfactory progress status. 

 

ATTENDANCE POLICIES 

 

Attendance Policy 

 

All absences must be reported.  Students must notify the school by their scheduled start time when they will 

be absent. Failure to notify the School before the scheduled start time may result in disciplinary action. Without 

prior written permission, students not in attendance at the time they are scheduled will be considered tardy.  

Students are tardy at 1 minute after the scheduled class start time.    Students who are aware that they must 

leave early for the day should notify the school at the earliest possible time to help avoid classroom 

interruptions and client scheduling issues although leaving early is discouraged for more than the occasional 

time when it is absolutely necessary. 

 

Dominion School of Hair Design may administratively withdraw a student who has been absent for 14 

scheduled class days. However, after 14 days of absence it is expected to have determined whether the 

student intends to return to classes or to withdraw.  If it has been determined that a student will not return to 

class, the student will be withdrawn when the student either notifies the School  or, if a student fails to 

communicate with the School during the 14 consecutive scheduled class days of absence, the School will 

automatically withdraw the student. It is recommended that a student communicate with the School if it is 

necessary to miss class for more than 3 days of attendance. The School will make every effort to contact the 

student when absent.  

 

Overtime Policy 

 

Students who exceed the contracted end date for their program will be changed an “Overtime Fee” of $10 

per hour for every hour of instruction required beyond that date.  Payment of all overtime charges must be 

paid in full, or acceptable payment arrangements made, to graduate.    A leave of absence or schedule 

change will require an addendum to the contract which will revise the contracted end date. 

 

Excused Absences 

Excused absences include illness, accidents, death in the family, or jury duty. Documentation must be 

submitted for these hours to be excused.  Students who enrolled with pre-approved absences that cannot be 

changed must complete a pre-approval form at the time of enrolment.   Examples of absences that might be 

pre-approved are:   

¶ Scheduled court date, outpatient procedure or surgery of limited scope or documented illness 

¶ Wedding of a friend, relative 

¶ Scheduled vacation that has been paid for in advance 

In all cases, if the absence exceeds more than five days, the school may require a leave of absence in place 

of excused absences. Students should read the leave of absence policy to ensure compliance. Excused 

absences will not be included in the student's cumulative attendance percentage calculation. 
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Leaves of Absence 

 
Upon written request, a student may request a leave of absence.  The request must be made prior to the 

leave of absence unless unforeseen circumstances prevent the student from form do so.  Students must 

request the leave of absence in writing with the reason the leave is requested and sign the document.  The 

exception to this is when students cannot physically complete due to the following: 

¶ emergency hospitalization 

¶ car accident 

¶ emergency travel due to unforeseen circumstances 

¶ homelessness with a need to find emergency living accommodation’s 

 

In these situations, students must complete the required written request as soon students are able to 

physically do so. The student will not be assessed additional charges during the leave of absence. Students 

will be required to sign a Contract Addendum prior to returning to classes and this will extend the contracted 

end date. 

 

 All leaves must be approved by the school’s administration and only if there is a reasonable expectation 

that students will return to class on the expected date.  During a leave, student will be considered to be 

making satisfactory progress.  The Contract End date and the maximum time frame shall be extended by 

the number days of leave granted.  Each student’s approved leaves cannot exceed a combined total of 

180 days within any twelve month period.  If a student on an approved leave of absence notifies the school 

that he/she will not be returning, the date of withdrawal shall be the earlier of the date of expiration of the 

leave of absence or the date the student notifies the institution that he/she will not be returning. The last date 

of leave is used as the termination date for students who simply do not return from a leave of absence and 

the Settlement Policy and Refund Guidelines shall apply.  Any approved Leaves of Absences extends the 

student’s contract period and maximum time frame by the same number of days taken in the leave of 

absence. Examples of acceptable reasons for a leave of absence are: 

1. Extreme health issues 

2. Extreme personal reasons (e.g., sudden homelessness) 

3. Unexpected hardship due to financial reasons 

4. High risk pregnancy and maternity leave 

 

Make-Up Work Policy 

The student is encouraged to make up work missed as a result of absences.  The instructor will assign work 

that is to be completed to his/her satisfaction. 

Tardiness Policy 

 

Tardiness is considered unexcused time, as it is deemed unprofessional behavior.  Students not physically 

present in   class, whether clocked in or not, per their class start time or returning from lunch at scheduled time, 

are considered tardy.  Tardy students may not be allowed to clock in until the beginning of each new teaching 

session, not after one has already begun. Excessive tardiness by students may lead to an evaluation by the 

Campus Director and can be the cause of disciplinary actions.   
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STANDARDS OF PROFESSIONALISM 

 

Uniforms and Kits 

 

Charges for each program offered will include a Registration Fee, Books, Kit Fee, and Tuition charges. Student 

dress code mandates that all students will wear the prescribed attire of their program. Students must be 

dressed in business attire that does not include items like: fleece, yoga pants, spandex, or exercise clothing. 

Students are expected to arrive for classes in the appropriate makeup and hairstyle.  Body piercing is to be 

kept to a minimum.  Spandex, tube tops, halter tops, exposed midriffs or other clothing unsuitable as 

determined by the School will not be allowed. Compliance with the published dress code is required at all 

times.  Students are preparing for a career in the beauty and image industry and are expected to be well-

groomed and professionally attired during the program of training.  The dress code is subject to change at 

the discretion of the School administration at any time.  Variations to the dress code may be granted on 

special occasions at the discretion of the School administration. 

 

Code of Conduct 

 

The School sets forth a specific Code of Conduct for the purpose of promoting a positive learning environment 

and a pathway to career success.  Developing efficient work habits, a positive attitude and definite goal 

orientations during training will greatly enhance the graduate's potential for success.  All students must: 

 

 1. Attend all classes according to the assigned schedule including theory classes, demonstrations even if all 

required tests and practical experiences are completed.   

 2. Arrive for all classes on time. Tardy students may only be allowed to clock in only at the beginning of each 

new teaching session, not after one has already begun.  Refer to the Tardiness Policy for teaching sessions 

times. Any exception will be the determination of the Campus Director based on the circumstances 

causing the tardiness.  Excessive tardiness could result in suspension. 

 3.   Students are responsible for their own Practical Requirements record. 

 4. Complete all assigned theory, practical and clinic assignments in the designated time frames including 

any assignments required to establish eligibility to retake failed exams or take missed exams.  It is the 

student's responsibility to contact the Instructor regarding makeup exams. Hours will not be sent to the 

state regulatory agency until all graduation requirements have been met and a comprehensive final 

written and practical exam have been passed. 

 5. Notify a staff member before 9:00 a.m. or 5:00 p.m. of absenteeism or tardiness so that proper 

arrangements can be made to service clients that may be scheduled. 

 6. Follow time clock procedures by clocking in and out to accurately reflect hours in attendance.  No 

student may clock in/out for others. 

 7. Obtain permission from a staff member to leave the facility for any reason other than lunchtime and 

closing. 

 8. Comply with the published dress code with nametag and practice proper hygiene and grooming at all 

times.  Students not in compliance with dress code will not be allowed to clock in until coming into 

compliance. 

 9. DO NOT smoke, chew gum, eat or drink except in the designated areas. Smoking is not allowed in the 

School or within 20 feet of the building at any time. The lease mandates that students may not smoke in 

front of the School or any other establishment in the strip center. 

10. Comply with scheduled lunch breaks.  The time for the lunch break will depend on the classes scheduled 

and the clinic floor services that are assigned.  As a consideration to fellow students, clients, and 

instructors, please notify the school if you are not returning from lunch. 
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11. DO NOT perform any services on clients until successful completion of the applicable training class and 

having successfully passed a comprehensive written and practical evaluation. 

12. Practice courtesy and professionalism at all times when dealing with other students, clients, visitors to the 

school and staff. The school has a NO-Tolerance policy regarding activities creating a safety hazard to 

other persons at the school, but not limited to, bullying, cyber-bullying, verbal abuse, sexual harassment, 

threats of violence, possession and/or use of drugs, alcohol or weapons on School property. 

13. Follow all state laws and regulations at all times during scheduled time in class. 

14. Comply with the school's Satisfactory Academic Progress Policy at all times.  Failure to maintain 

satisfactory progress can cause loss of or delays in funding, if applicable, delay in graduation and 

additional tuition charges. 

15. Understand that training involves sanitation, cleanliness and care of equipment.  Students are responsible 

for personal workstations and work area.  Daily assigned sanitation duties must be evaluated before 

clocking out each day.  State Board requires all students to follow Sanitation rules and practices at all 

times. 

16. Discuss only ethical and professional subject matter during School hours and refrain from using profanity 

or vulgarity in class or when conducting services. 

17. Be fair, honest, ethical and never steal. 

18. Refrain from the willful destruction of property. 

19. Refrain from having personal visitors to the school.  Guests will be asked to leave unless they are scheduled 

for a clinic service. 

20. Be involved in curriculum-related activities at all times when clocked in.  Excessive time in the student 

lounge is not allowed.  Students who are not clocked in may not linger in the facility and distract other 

students from training responsibilities. 

21. Refrain from using the business phone, personal cellular phones (calls or text messaging), or personal 

pagers for incoming or outgoing calls without the express permission of a staff member or at designated 

times.   

22.  Park only in the designated areas for student parking. Front row parking is always reserved for client use. 

The school does not provide parking for its students. 

23. Know all pricing and service policies of the school, also, the name, purpose, benefits, procedures and 

cost of products used. Have every service performed on a client checked by an Instructor for 1st and 2nd 

Client Consultations. 

24. Keep all student and client analysis and service records up to date. 

25.   Not make any changes to the appointment books except with permission of an Instructor. 

26.   Refrain from keeping personal effects on station. 

27. Refrain from having food and drinks on the salon floor. 

27. Recommend and prescribe appropriate services and retail products to each client assigned in order to 

develop professional skills. 

28.   Notify an instructor if, and when, additional product or materials are needed to complete a service and 

apply the appropriate charges to the client ticket. 

29.   Provide lock for personally assigned locker.  The school is not responsible for lost or stolen items. 

30. Strive to continually upgrade abilities through education and practice. 

31.  Inappropriate behavior towards other students, staff, instructors and clients may result in disciplinary 

  action, up to and including, termination from the program. 

32.   Report all equipment issues immediately and report product issues or low count. 
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Disciplinary Policy 

 

Students must understand that any infraction of the Standards of Conduct, General Policies or the Enrollment 

Agreement could result in any of the following disciplinary actions. 

 

PROBATION:  A student may be placed on probation for a specified time for any infraction of the Standards 

of Conduct.  If the student does not correct the problem, he/she will be placed on a second probation.  If the 

problem is not corrected during the second probationary period, he/she may be suspended for three days or 

dismissed permanently at the discretion of the Campus Director. 

 

SUSPENSION:  Enrollment may be immediately suspended for three days for infraction of the Standards of 

Conduct or General Policies at the discretion of the Campus Director. 

 

DISMISSAL - TERMINATION:  Enrollment may be terminated at the discretion of School administration for any 

reason deemed necessary to maintain the positive educational environment and general objectives of the 

institution or for any of the following reasons:  

¶ Non-conformance with the Standards of Conduct, General Policies, or Enrollment Agreement 

¶ Non-conformance with the state laws and regulations governing Schools and students 

¶ Non-compliance with the school's Satisfactory Academic Progress Policy 

¶ An action that causes or could cause bodily harm to a client, student or employee of the school or 

theft 

¶ Engaging in the manufacture, distribution, dispensation, possession or use of drugs or alcohol 

¶ Immoral or improper conduct 

¶ Willful destruction of school property 

¶ Refusal to render client services as assigned by instructor  

¶ Fails to maintain passing grades 

¶ Excessively absent or tardy 

¶ Failure to pay tuition and fees as agreed 

¶ Maliciously damages school property (the student will be held liable for malicious damages) 

¶ Engages in unlawful or improper conduct or conduct contrary to the best interests of the school and 

its students, or any conduct that reflects discredit upon the school 

¶ Demonstrates disruptive or disrespectful behaviour to anyone on campus 

¶ Refusal to attend community service events without acceptable reason and approval 

 

Disciplinary decisions may be appealed by submitting a clear, concise written statement containing all 

pertinent data and facts.  The appeal will be reviewed by the school administration and the student will be 

notified of the decision within 30 days of the receipt of the appeal.  Students are encouraged to voice their 

grievances with School management by means of the Institution's Grievance Procedure.  Concerns not made 

known to the applicable management personnel cannot be effectively addressed in a timely manner. 

 

Grievances 

 

In accordance with the School's mission statement, the School will make every attempt to resolve any student 

complaint that is not frivolous or without merit.  Complaint procedures will be included in new student 

orientation thereby assuring that all students know the steps to follow should they desire to register a complaint 

at any time.  Evidence of final resolution of all complaints will be retained in School files in order to determine 

the frequency, nature, and patterns of complaints for the institution.  The following procedure outlines specific 

steps in the complaint process. 
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 1. The student should register the complaint in writing on the designated form provided by the institution 

within 60 days of the date that the act which is the subject of the grievance occurred. 

 2. The complaint form will be given to the Campus Director. 

 3. The complaint will be reviewed by the Campus Director and the Corporate Office and a response will be 

sent in writing to the student within 30 days of receiving the complaint.  The initial response may not 

provide for final resolution of the problem but will notify the student of continued investigation and/or 

actions being taken regarding the complaint. 

 4. If the complaint is of such nature that it cannot be resolved by the management, it will be referred to an 

appropriate agency if applicable. 

 5.  Depending on the extent and nature of the complaint, interviews with appropriate staff and other 

students may be necessary to reach a final resolution of the complaint. 

 6. In cases of extreme conflict, it may be necessary to conduct an informal hearing regarding the complaint.  

If necessary, management will appoint a hearing committee consisting of one member selected by the 

School who has had no involvement in the dispute and who may also be a corporate officer, another 

member who may not be related to the student filing the complaint or another student in the School, and 

another member who may not be employed by the School or related to the School owners.  The hearing 

will occur within 90 days of committee appointment.  The hearing will be informal with the student 

presenting his/her case followed by the School's response.  The hearing committee will be allowed to ask 

questions of all involved parties.  Within 15 days of the hearing, the committee will prepare a report 

summarizing each witness' testimony and a recommended resolution for the dispute.  School 

management shall consider the report and either accept, reject, or modify the recommendations of the 

committee. Corporate management shall consider the report and either accept, reject, or modify the 

recommendations of the committee. 

7. Students must exhaust the institution’s internal complaint process before submitting the complaint to the 

School’s accrediting agency, if applicable. 

 

After fulfilling the above procedures, if the complainant wishes to pursue the matter further, he/she may 

contact and file a complaint with the State Council of Higher Education for Virginia. The student should 

submit written complaints to: 

State Council of Higher Education for Virginia 

Private and Out-of-State Postsecondary Education 

101 North 14th Street, 9th floor 

James Monroe Building  

Richmond, Va. 23219 

Phone 804-225-2600  

Fax: 804-2252604 

And 

NACCAS, 

4401 Ford Avenue, Suite 1300,  

Alexandria, VA 22302. 

Phone 703-600-7600 
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GRADUATION REQUIREMENTS 

 

Students must meet the following requirements in the applicable course of study to qualify for graduation and 

be issued a certified Final Transcript of Hours and Diploma: 

¶ Successful completion of all phases of study, required tests, practical projects, and clinic assignments 

for the course; 

¶ Have maintained a 67% attendance rate a 75% GPA. 

¶ Completion of the designated hours for the course of study as required by the State regulatory agency; 

¶ Pass the final written and practical exam for the applicable course; 

¶ Complete all required exit paperwork and attend an exit interview; 

¶ Make satisfactory arrangements for all debts owed to the institution. 

 

Upon completion of the course of study and all graduation requirements, a DIPLOMA for the applicable 

course of study will be awarded.  After all graduation requirements have been met and the scheduled course 

has ended, the graduate will be eligible to file an application for the state licensing exam.  Upon obtaining a 

valid license, the graduate may engage in his or her chosen field for compensation. 

 

LICENSURE REQUIREMENTS 

Procedure for obtaining professional license after completing the program is as follows. 

¶ Must complete the Application as required for the Department of Professional and Occupation 

Regulation, State of Virginia, Board exam 

¶ Must present two passport photos with application 

¶ Must submit appropriate fees to Professional Credential Services 

¶ Must take theory and practical examination and pass both parts of the examination with 75% or 

better 

¶ Must pay appropriate fees to the Department of Professional & Occupational Regulations (DPOR) 

 

 

FEDERAL TITLE IV FUNDS 

 

Federal financial aid is available to those who qualify under the guidelines of the U.S. Department of 

Education.  Student aid is awarded on the basis of the applicant’s need. Factors such as income, assets and 

family size are all considered in determining the applicant’s need. Dominion participates in the following 

federal financial aid programs: 

¶ Government Direct Student Loans  

¶ The Pell Grant Program 

¶ Government Direct Parent Plus Loans for Undergraduate Students 

¶ Federal Supplemental Educational Opportunity Grant (FSEOG) Program 

 

Dominion is approved for 529Plan. 

 

Eligibility 

 

In order to determine eligibility for Title IV students must comply with the SAP Policy included in this Catalog. 

Students must be enrolled at least half-time to receive assistance from the Federal Student Loan Programs.  
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Students must certify they have not defaulted on a previous Title IV loan, have not exceeded the annual 

and/or aggregate loan limits and that they do not have property subject to judgment lien for a debt owed 

to the United States and are not liable for a Pell Grant or Federal Perkins Loan overpayment.  

 

Eligibility is subject to the student maintaining Satisfactory Academic Progress in their program of study. 

 

Pell awards are prorated based on attendance.  

 

The School does not provide Campus-based aid programs.   

 

The School works with the Title IV Federal Student Aid Programs, funding determinations are made directly 

through those agencies.  

 

Federal Title IV eligibility is as follows: 

¶ Student has verifiable Social Security Number. 

Be a citizen or national of the United States; or provide evidence from the U.S. Immigration 

and Naturalization Service that he or she- is a permanent resident of the united states; or is in 

the United States for other than a temporary purpose with the intention of becoming a citizen 

or permanent resident be a citizen of the Federated States of Micronesia, Republic of the 

Marshall Islands, or the Republic of Palau is eligible to receive funds under the FSEOG, and 

Federal Pell Grant programs. 

¶ All male students age 18 and older (born after 1/1/1960) must complete Selective Service 

Registration 

¶ Student has no previous Title IV student loan default.  

¶ Student is not liable for a Pell Grant or Federal Perkins Loan overpayment 

¶ Student has not exceeded annual or aggregate loan limits to date.  

¶ Students with a state or federal drug conviction must meet the following requirements to be 

eligible for student aid conviction for possession or sale of illegal drugs. A student must resolve 

any drug conviction as outlined in 34 CRF 668.32: A federal or state drug conviction can 

disqualify a student for FSA funds.  The student self-certifies in applying for aid that he/she is 

eligible; the School will only seek confirming information if we receive conflicting information. 

A conviction that was reversed, set aside, or removed from the student’s record, received 

when the student was a juvenile, unless she/he was tried as an adult are not considered . All 

other convictions for sale (includes convictions for conspiring to sell drugs) and/or possession 

is subject to the following:  

 

 Possession of illegal drugs Sale of illegal drug 

1st Offense 1 year from date of conviction 2 year from date of conviction 

2nd Offense 2 year from date of conviction Indefinite period 

3+ Offense Indefinite period  

 If both offenses apply, the student will be ineligible for the longer period. 

 

A student regains eligibility the day after the period of ineligibility ends or when he/she successfully 

completes a qualified drug rehabilitation program. 

 

Further drug conviction will make him/her ineligible again. A qualified drug rehabilitation program must 

include at least two unannounced drug tests and must satisfy at least one of the following 

requirements: 
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¶ Be qualified to receive funds directly or indirectly from a federal, state, or local government 

program 

¶ Be qualified to receive payment directly or indirectly from a federally or state-licensed 

insurance company 

¶ Be administered or recognized by federal, state or local government agency or court 
Be administered or recognized by federally, or state-licensed hospital, health clinic, or medical 

doctor 

 

PELL Grants 

 

A grant is an award of federal financial aid which does not require repayment by the recipient. The Pell 

Grant is an entitlement program and the recipient will receive the grant provided qualification is met. The 

amount of the award is based on the U.S. Department of Education’s determination of the student’s need. 

 

Applying for a Pell Grant:  The necessary forms to apply for a Pell Grant are available in the financial aid 

office at the institution, or online at  www.fafsa.ed.gov. The FAFSA (Free Application for Federal Student Aid) 

form must be completed by the student and returned to the financial office or the student may complete 

the FAFSA online.  The forms must be completed accurately and submitted timely. Students are responsible 

for checking the status of the application for processing. Each student will need to apply for a FSA ID with 

the U.S. Department of education at www.fsaid.ed.gov. 
 

Re-applying for A Pell Grant: Federal financial aid does not automatically continue from one award year to 

the next. Student must re-apply every year if additional financial aid is needed. There are very specific 

deadlines that must be met in order to qualify. Students should visit the website above or contact the 

financial aid office for these dates. The award year for Federal Title IV programs is July 1 – June 30. 

 

 

Direct Loans 

 

Government loans can be an integral part of a complete student aid package. The loans are made by the 

government to the student by the U.S. Department of Education. Some federal loans will only be given to 

those students who demonstrate a financial need. There are different kinds of federal student loans, but one 

thing most of them have in common is that borrowers must maintain at least half time student status to 

remain eligible. If for some reason a student’s course load falls under half of a full-time status, the student will 

be required to begin repaying the money after the grace period has expired. Student must repay the loans 

borrowed regardless of whether the student completes the program, receives a job or likes the program. 

 

A student must complete the FAFSA to prove financial need for qualification for government direct loans. 

Direct loans are either subsidized or unsubsidized. Subsidized loans mean the federal government pays the 

interest while you're in college, and for six months after a student’s last date of full-time attendance. For 

unsubsidized loans, the borrower becomes liable for the interest immediately upon taking out the loan. 

Interest payments can be made in School, or the borrower may choose to defer the interest payments until 

graduation or the last day of attendance and begin paying off the principal as well as the interest. Direct 

loans are not made by the college; rather, the money is borrowed directly from the U.S. Department of 

Education. 

 

Parents of dependent undergraduate students may take out loans to help their children get an education. 

These are called PLUS Loans, and the borrower must have good credit. PLUS Loans can be used to cover the 



52 

D o m I n I o n   S c h o o l   of   H a I r   D e s I g n   |   R e v I s e d   O c t o b e r   2 9,   2 0 1 5 
 

difference between the cost of a child's college, and the total of all other financial aid they receive. 

Dependent students whose parents are denied a PLUS loan based on credit, or independent students, are 

eligible for additional unsubsidized Stafford Loan. 

 

Loan Default and Loan Deferment: All student loans must be repaid timely.  Access to additional grants and 

loans will be denied until the loan default status is removed. Contact the School if you have questions, or 

need assistance and guidance on avoiding default. Keep the School informed, at all times, of address and 

contact information as well as the lender, the U.S. Department of Education. Failure to receive notification 

will not be an acceptable reason if the loan defaults (is not paid). The School, and the Department of 

Education, will guide students who may be struggling to make payments. 

 

Student loans are eligible for deferment when the borrower is enrolled in School as a full-time student. There 

are other types of deferment for borrowers. Contact the financial aid office for more information. As with the 

Pell Grant Program, students will need to complete a FAFSA to determine eligibility. 

 

Loan Repayment:  Students who receive Direct Loans must repay their loans even if the student fails to 

complete the program, becomes dissatisfied with the program or fails to secure employment upon 

graduation. 

 

Entrance/Exit Loan Counseling:  The U.S. Department of Education requires that any student receiving a 

Direct Loan must receive loan counseling prior to exiting the School for any reason.  The School counsels 

each student regarding loan indebtedness to make sure the student understands the obligation, the 

amount borrowed and the student’s rights and responsibilities regarding repayment.  The student will again 

be counseled at the time of withdrawal or graduation regarding repayment amounts, refunds due (in the 

case of withdrawal) and estimated payment schedules and monthly amounts due.  If the student cannot be 

reached, the exit counseling information will be sent to the student via the U.S. Postal Service to the last 

know address.  

 

Method of Payment – Federal Loans, Pell Grants and Cash 

 

Payment of Pell Grants and Student Loans are transferred electronically directly to the School. The student’s 

account is credited for each payment, and a receipt is generated for the student and School records. 

Disbursements are usually made in at least two equal payments, depending upon the program in which the 

student is enrolled. 

 

Students who elect not to participate in Federal programs, or are ineligible, are required to pay the tuition 

in full on the first day of class, or make payment arrangements with the Financial Aid office. Students are 

responsible to make payments timely and may be dismissed from the program if the scheduled payment is 

more than 30 days in arrears.  

 

All students, regardless of the type of aid received or payment plans are expected to pay the registration 

fee at the time of enrollment. The registration fee is non-refundable unless the applicant cancels 

enrollment in writing within three (3) days after completing the enrollment agreement or contract.  The 

School has limited seats available in some of the programs, therefore, the registration fee paid and all 

appropriate paperwork must be complete for a student to commence class.   Students who do not pay 

the deposit at the time of enrollment are at risk to have their enrollment canceled. Please contact the 

Dominion School of Hair Design in the event this payment has not been made by New Student Orientation. 

The administration may elect to set up alternate payment arrangements for students with financial need. 
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A student’s failure to meet financial obligations to the Dominion School of Hair Design may result in 

dismissal from the Dominion School of Hair Design. 

 

Verification for Financial Aid Students 

 

Students may be selected for verification by the U.S. Department of Education or those with conflicting 

information in their records will be required to submit supporting documentation. In most cases, the required 

documentation consists of the following and, any conflicting information in the student’s file must be 

resolved before any financial aid may be disbursed, regardless of the student’s verification status. 

 

Individual Student Information Records (ISIR) selected for verification are verified using the Department of 

Education Worksheet(s) for dependent and independent students. 

 

Deadline for students to submit documentation - Students must submit required documentation to the 

Dominion School of Hair Design’s financial aid office before any disbursements of Title IV funds requested but 

no later than 30 days after starting at the Dominion School of Hair Design. The only exceptions will be in the 

cases of any delays that are outside the control of the student, in the Dominion School of Hair Design’s 

opinion, in which case the Dominion School of Hair Design will extend the deadline to up to an additional 30 

days. 

 

Consequences for failure to meet deadline for submitting documentation - A student that fails to meet the 

Dominion School of Hair Design’s deadline for required documentation as defined above will be given the 

option to continue in Dominion School of Hair Design as a private, paying student or withdraw from the 

Dominion School of Hair Design. The student will be responsible for any tuition charges earned and future 

tuition charges if they remain in Dominion School of Hair Design. It the student drops from the Dominion 

School of Hair Design, the student will be responsible for tuition charges up to the date that the Dominion 

School of Hair Design is aware that the student is terminating the Dominion School of Hair Design. 

 

Method of notifying student of award changes due to verification process – If a student’s award changes 

due to the verification process, the student will be contacted if they are currently attending Dominion 

School of Hair Design to meet with the Financial Aid office to resolve any award changes prior to the 

Dominion School of Hair Design disbursing any funds. If the student has not started classes, the student will be 

contacted by the FAO (Financial Aid Office) to arrange for the student to either meet personally with the 

FAO (Financial Aid Office) or to provide the necessary information to complete the verification process and 

to resubmit the application, if necessary. 

 

Required correction procedures for students – Any corrections to the application due to the verification 

process must include: 

¶ Copy of corrected documents, if applicable  

¶ Clarification of any incorrect information  

¶ Initials on ISIR of changes if new ISIR is not needed  

 

Students will be advised on: 

¶ Documents that are required for verification  

¶ Deadlines required to submit documentation  

¶ Consequences of missing required deadlines  
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Verification exclusions - Certain applicants may be eligible for exclusion to the verification process. These 

exclusions will be limited to those listed in the Verification Guide only. 

 

Items to be verified (this list may be subject to change by the U.S. Dept. of Education) 

¶ Household size 

¶ Number enrolled in college 

¶ Adjusted Gross Income 

¶ U.S. Tax paid 

¶ Certain untaxed income and benefits    

 

Student Non-Title IV Payment Plan  

 

Students may elect to pay tuition and fees without using Title IV funding.  Payment plans are available to 

students as follows and Dominion School of Hair Design will provide all Truth-In-Lending documents if 

students select this option of payment and before enrollment. 

 

Paying the unmet need of tuition and fees while enrolled in the program: 

1. Balance of tuition & fees must be paid monthly. 

2. Balance must be paid in full by the end of the program unless satisfactory alternate arrangements 

have been made with the Campus Director. 

3. 0 % interest is charged for tuition & fees paid by the end of the program.  

4. All payments are due on the 1st day of every month. 

5. A late payment fee of $25.00 will be added to all late payments. 

6. Returned check fee of $35.00 will be added payment due. 

7. There is no prepayment penalty for paying the balance early. 

8. Credit checks may not be required for this plan. If a credit check is required, a $25 fee will be 

charged and permission to procure credit check will be required. 

9. Dominion School of Hair Design is the lender for these payment plans. 

 

Paying the unmet need of tuition and fees after withdrawal or graduation: 

10. Student accounts with a balance may be referred to a third party company for payment 

arrangements. If not referred, and the payments are made directly to Dominion School of Hair 

Design, the following applies: 

o 0 % interest is charged for tuition & fees paid by the end of the program.  

o All payments are due on the 1st day of every month. 

o A late payment fee of $25.00 will be added to all late payments. 

o Returned check fee of $35.00 will be added payment due. 

o There is no prepayment penalty for paying the balance early. 

o Credit checks may not be required for this plan. If a credit check is required, a $25 fee will 

be charged and permission to procure credit check will be required. 

o Dominion School of Hair Design is the lender for these payment plans. 

o Failure to pay as scheduled will result in the student account referred to an outside 

collection agency after three attempts to collect. 

11. Balance of tuition & fees must be paid monthly directly to the third party company if referred a 

third party payment company 

12. 0% interest will be charged if paying directly to Dominion School of Hair Design. 

13. Credit checks may not be required for this plan. If a credit check is required, a $25 fee will be 

charged and permission to procure credit check will be required. 



55 

D o m I n I o n   S c h o o l   of   H a I r   D e s I g n   |   R e v I s e d   O c t o b e r   2 9,   2 0 1 5 
 

14. Fees associated with a third party payment company will be discussed with students utilizing post-

withdrawal/graduate payment plans and typically these fees may be: 

a. Credit card processing fee 

b. Late charge fee 

c. Returned check fee 

d. Other charges related to collection will be outlined to students who have payment plans 

with the third party company prior to executing the agreement to pay. 

In all cases, payments plans will be executed with a promissory note. 

 

At this time, the school does not work with a third party payment company.   
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COST OF ATTENDANCE 

 

Tuition and Other Fees 

 

Please see Appendix A for current tuition and fees. 

 

 

Payment Terms and Extra Charges 

 

The student pays the Dominion School of Hair Design the tuition and fees for the program selected in advance 

upon commencement of the course of study unless other payment arrangements are made and agreed 

upon by all applicable parties.  The Dominion School of Hair Design may, at its option and without notice, 

prevent the student from attending class until the applicable unpaid balance is satisfied.   Each course has 

been scheduled for completion within an allotted time frame.  It is not realistic to expect to receive an 

education for free.  The Dominion School of Hair Design has reserved space, equipment, and licensed 

Instructors for you.  If a student does not graduate within the contract period, additional training will be billed 

at the rate of $10.00 per hour, or any part thereof, payable in advance, until graduation.  Students who do 

not make payment arrangements or fail to make their scheduled payments, may be subject to any one or all 

of the following: suspension, termination and/or the student’s account turned over to collections. 

All fees, fines and supplies not covered in tuition must be either paid in cash or will be posted to the student’s 

account and must be paid in full prior to graduation.  Transcripts, diplomas and State Board examination 

approval will not be released until these items are paid in full. 

 

Withdrawal 

 

Students who withdraw from enrollment prior to course completion must: 

¶ Complete all required exit paperwork and attend an exit interview; 

¶ Satisfy all debts owed to the Dominion School of Hair Design. 

¶ Upon withdrawal all debts owed to the Dominion School of Hair Design are due in full, immediately. 

After 10 days of non-payment, and three subsequent attempts to collect the debt, the student’s 

outstanding debt may be referred to an outside collection agency.  

 

If the student does not complete the exit paperwork at the campus all exit paperwork will be mailed, via the 

U.S. Post Office to the student’s last known address.   

 

Only upon completion of the withdrawal requirements will a certified Final Transcript of Hours be forwarded to 

the state board.  Upon payment of the $15.00 transcript fee, and all outstanding debt paid, a certified Final 

Transcript of Hours will be given to the student.  If withdrawal requirements are not met, no transcript will be 

released to any individual, school, an agency or to the student.   

 

 

 

 



57 

D o m I n I o n   S c h o o l   of   H a I r   D e s I g n   |   R e v I s e d   O c t o b e r   2 9,   2 0 1 5 
 

REFUND POLICY – NOTICE OF CANCELLATION 

    

If a student chooses to withdraw from attendance for any reason, the policies shown below and on the 

Enrolment agreement shall be applied. 

Withdrawal/Cancellation 

¶ An applicant not accepted by the school: the Dominion School of Hair Design will refund of all 

monies paid with the exception of the $100.00 non-refundable registration fee. 

¶ Student terminates this agreement after three business days of signing the enrollment 

agreement but prior to the commencement of the program: If a student, or in the case of 

student under legal age, his/her parent or guardian, terminates this agreement, in writing and 

within three business days of signing the enrollment agreement whether or not he/she has 

started training:  he/she will receive a refund of all monies paid with the exception of the 

Non-refundable $100 registration fee. 

¶ Student who enrolled in and begins classes: the following schedule of tuition adjustment will 

be considered to meet minimum standards for refunds.  

o A student who enters the school but withdraws or is terminated during the first quartile 

(25%) of the program shall be entitled to a minimum refund amounting to 75% of the 

cost of the program. 

o A student who withdraws or is terminated during the second quartile (more than 25% 

but less than 50%) of the program shall be entitled to a minimum refund amounting to 

50% of the cost of the program. 

o A student who withdraws or is terminated during the third quartile (more than 50% but 

less than 75%) of the program shall be entitled to a minimum refund amounting to 25% 

of the cost of the program. 

o A student who withdraws after completing more than three quartiles (75%) of the 

program shall not be entitled to a refund.  
¶ Student terminated by the school:  if a student is terminated by the school, the refund 

schedule above will be used to calculate the refund and a termination fees will apply. 

¶ An additional withdrawal fee of $100.00 will be added with the non-refundable registration fee 

along with fees not covered in the tuition along with the cost of books, supplies and kits. 

¶ If a student wishes to terminate this agreement he/she must inform the Dominion School of 

Hair Design in writing of his/her termination, which will become effective on the day such 

writing become effective on the day such writing is postmarked and mailed to  1755 

GEO.WASHINGTON MEM. HWY, GLOUCESTER POINT, VA 23062, or delivered in person to the 

Dominion School of Hair Design. A refund will be submitted within 45 days of the 

determination of the withdrawal date.  

¶ THE DOMINION SCHOOL OF HAIR DESIGN IS NOT OBLIGATED TO PROVIDE ANY REFUND IF 

STUDENT TERMINATES THIS AGREEMENT BEYOND ATTENDING 75% OF THE TOTAL PROGRAM 

LENGTH. 

¶ IN THE CASE OF AN UNOFFICIAL WITHDRAWAL, A student will be dropped on or before the 

14th day after his/her last day of attendance. Refunds to students or Title IV; who unofficially 

withdraw will be made within 45 days of determination by the Dominion School of Hair Design 

that the student has withdrawn. Unofficial withdrawals will be monitored for attendance at 

least every 30 days. Refunds will be based on date of determination by Dominion School of 

Hair Design.  The refund schedule above will be used to calculate refund; and additional 

withdrawal fee of $100.00 will be charged along with the Non-refundable registration fee of 

$100.00 and the cost of books, supplies and kit.  
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¶ IF A STUDENT ON AN APPROVED LEAVE OF ABSENCE NOTIFIES THE DOMINION SCHOOL OF HAIR 

DESIGN THAT HE/SHE WILL NOT BE RETURNING:  The date of withdrawal shall be the earlier of 

the date of expiration of the leave of absence or the date the student notifies the institution 

that he/she will not be returning. The last date of leave is used as the termination date for a 

student who simply does not return from a leave of absence. The refund schedule above will 

be used to calculate refund and an additional withdrawal fee of $100.00 will be charged 

along with the Non-refundable $100 registration fee and the cost of books, supplies and kit.  

Recipients of Title IV Funds who withdraw or terminate before completion will be evaluated for a Return to 

Title IV Funds according to Federal guidelines. The last day of attendance will be used to determine all 

charges. 

For Institution Refund Policy: These calculations are based on the number of hours the student was 

scheduled to complete within the program for the period of time when the student withdrew.  

The last day of attendance will be used to determine all charges.  

 

In the case of disabling illness or injury or other documented mitigating circumstances, a reasonable and fair 

refund settlement may be made. 

RETURN TO TITLE IV – The School also computes a calculation in accordance with the U.S. Department of 

Education’s Return to Title IV refund policy.  A separate refund calculation to determine the amount of funds 

to be returned to the appropriate program is calculated using the U.S. Department of Education’s policy 

and percentage completed within the student’s payment period. These calculations are based on the 

number of hours the student was scheduled to complete within the payment period for the period of time 

when the student withdrew.    

Order of Return to Title IV Funds: Funds credited to outstanding loan balances for the period of enrolment for 

which a return of funds is required must be returned in the following order:  

1. Direct Loan Program – Unsubsidized Loans  

2. Direct Loan Program – Subsidized Loans  

3. PLUS Loans  

4. Pell Grants   

All refunds to any Title IV or State program will be paid within 45 days of the date of determination. 

Program or Cancellation Policy 

If a program or course is cancelled subsequent to a student’s enrolment, and before instruction in the 

program or course has begun, the Dominion School of Hair Design shall at its option:  

a) Provide a pro rata refund for all students transferring to another school based on the hours accepted by 

the receiving school; or 

b) provide completion of the course and/or program; or 

c) participate in a teach-out agreement; or 

d) provide a full refund of all monies paid 

School Closure 

If the school should close prior to graduation of all students currently enrolled, students shall: 

a) Provide a pro rata refund for all students transferring to another school based on the hours accepted 

by the receiving school; or 

b) participate in a teach-out agreement 
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Collection Policy 

We notify students in writing of charges owed the Dominion School of Hair Design and after three attempts 

for collection the account is then turned over to a collection agency. Attempts include:  emailing, mailing vs 

U.S Post Office and phone calls or text messages.  The collection agency on record at this time is Wexford 

and James, LLC located in Des Moines, IA. 

 

RETURN TO TITLE IV (R2T4) 

 

This policy applies to all recipients of Federal Title IV Financial Aid Funds and is in addition to the Refund 

Policy as student that are no longer attending the Institution may still owe funds to the Dominion School of 

Hair Design to cover unpaid tuition. Additionally, the Dominion School of Hair Design may attempt to collect 

any funds from a student that the Dominion School of Hair Design was required to return.   

 

The calculated amount is referred to as "Return of Title IV Funds" (R2T4) and does not dictate the institutional 

refund policy. The calculation of Title IV funds earned by the student has no relationship to a student’s tuition 

and fees. All students subject to this policy are determined according to the following definitions and 

procedures, as prescribed by regulation.  

 

The Dominion School of Hair Design has 45 days from the date the Dominion School of Hair Design 

determines the students withdrew to return all unearned funds for which it is responsible. The Dominion 

School of Hair Design will notify the student via a written notice of the amount of funds that must be 

returned.  

 

The Dominion School of Hair Design will advise the student and/or parent that they have 14 calendar days 

from the date the Dominion School of Hair Design sent the notification to accept a post-withdrawal 

disbursement.  If a response is not received from the student and/or parent within the permitted time frame 

or the student declines the funds, the Dominion School of Hair Design will return any earned funds that the 

Dominion School of Hair Design is holding to the Title IV programs. All post-withdrawal disbursement must 

occur within 90 days of the date the student withdrew. 

 

Withdrawal before 60% 

 

The Dominion School of Hair Design must perform a R2T4 calculation to determine the amount of earned aid 

up through the 60% point in each payment period and use the Department of Education’s prorate schedule 

to determine the amount of R2T4 funds the student has earned at the time of withdrawal.   

 

Withdrawal after 60% 

 

After the 60% point in the payment period or period of enrollment, a student has earned 100% of the Title IV 

funds he or she was scheduled to receive during the period. The Dominion School of Hair Design will still 

perform a R2T4 to calculate eligibility for a post-withdrawal disbursement. 

Calculating R2T4 

 

Title IV funds are earned in a prorated manner on a per diem clock hour basis up to the 60% point in the 

payment period. Title IV aid is viewed as 100% earned after that point in time. The Dominion School of Hair 
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Design is required to determine the earned and unearned Title IV aid as of the date the student ceased 

attendance based on the amount of time the student was scheduled to be in attendance.  

 

 

In accordance with federal regulations, when Title IV financial aid is involved, the calculated amount of the 

R2T4 Funds" is allocated in the following order: Direct Loans, Subsidized Direct Loans, Direct PLUS loans 

followed by Federal Pell Grants. The calculation steps are outlined in the following example: 

 

1. Calculate the percentage of Title IV aid earned by the student by taking the hours scheduled to 

complete in the payment period, divided by the total hours in the payment period (excluding breaks 

of 5 days or more AND days the student was on an approved LOA) 

210 (scheduled hours) = 46.6% (% of payment period) 

  450 (total hours) 

2. Calculate the amount of Title IV aid earned by the student by multiplying the percentage of Title 

IV aid earned times the total of the Title IV aid disbursed plus the Title IV aid that could have been 

disbursed for the payment period. 

  46.6 % X $2,805.00 = $1,307.13 (Amount of aid earned by student) 

3. If this amount is greater than the total Title IV aid disbursed for the payment period, a Post-

Withdrawal Disbursement will be calculated; if the amount is less than the amount of Title IV aid 

disbursed, the difference will be returned to the Department of Education. 

 

 

Post Withdrawal Disbursement 

 

If a student has not received all of the funds that are earned, a post-withdrawal disbursement may take 

place. If the post-withdrawal disbursement includes loan funds, a student’s permission will be required before 

disbursement. The Dominion School of Hair Design encourages a recipient to decline some or all of the loan 

funds to avoid incurring additional debt. The Dominion School of Hair Design may automatically use all or a 

portion of the students Post-withdrawal disbursement (including loan funds, if you accept them) for tuition 

and fees.  Direct Loan post-withdrawal disbursements are limited to a loan’s first disbursement.  Second and 

subsequent disbursements must not be disbursed.  

 

Earned Aid 

 

Title IV aid is earned in a prorated manner on a per diem basis (calendar days or clock hours) up to the 60% 

point in the semester. Title IV aid is viewed as 100% earned after that point in time. A copy of the worksheet 

used for this calculation can be requested from the financial aid director. 

 

In accordance with federal regulations, when Title IV financial aid is involved, the calculated amount of the 

R2T4 Funds" is allocated in the following order:  

¶ Unsubsidized Direct Loans 

¶ Subsidized Direct Loans  

¶ Direct PLUS Loans 

¶ Federal Pell Grants  
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Dominion School of Hair Design’s responsibilities in regard to the return of Title IV funds follow: 

 

¶ providing students with the information given in this policy;  

¶ identifying students who are affected by this policy and completing the Return of Title IV Funds 

calculation for those students;  

¶ Returning any Title IV funds that are due the Title IV programs.  

The student's responsibilities in regard to the return of Title IV funds include: 

¶ Returning to the Title IV programs any funds that were disbursed to the student and which the 

student was determined to be ineligible for via the Return of Title IV Funds calculation.  

¶ A student may rescind his or her official notification of intent to withdraw on the Withdrawal Form  

 

Reinstatement of aid is limited to the period under evaluation. Prior periods in which the student was 

determined ineligible for aid will not be included in the student’s reinstatement of eligibility. Students making 

SAP by the conclusion of the probation period will be remove from the probation status and will regain 

eligibility for Title IV aid. A student may be paid Pell for the payment period in which he/she resumes satisfactory 

academic progress. For Stafford and PLUS loans, he/she will regain eligibility for the entire payment period, 

upon meeting SAP standards. 

 

Appeal: A student, who wishes to appeal the non-satisfactory progress status, must submit a written request 

to the Campus Director within five business (5) days of the non-satisfactory progress status determination and 

must describe any circumstances that the student believes deserve special consideration. The Dominion 

School of Hair Design shall evaluate the appeal within five (5) business days and notify the student in writing 

of the decision. All decisions are final. Any student that prevails upon the appeal process will be determined 

as making satisfactory progress. Financial aid eligibility for funds will be reinstated to the student. 

 

Leave of Absence 

All students, who have withdrawn or taken a leave of absence and choose to re-enter into a program, will 

be placed under the same satisfactory or unsatisfactory progress status prevailing at the time of the prior 

withdrawal or leave. 

 

Withdrawal 

To officially withdrawal from Dominion School of Hair Design, the student must initiate the withdrawal process 

with the Dominion School of Hair Design by completing the Withdrawal Form, attending an exit interview 

and making arrangements to satisfy tuition and fees owed to the Dominion School of Hair Design.  The 

Dominion School of Hair Design’s Institutional Refund Calculation and R2T4 policy will apply to withdrawn 

students. 

 

Unofficial Withdrawal 

Unofficial withdrawals will be made when a student has not attended 14 consecutive days of attendance. 

The last date of attendance will be used to calculate the Refund and R2T4 Calculations. The Dominion 

School of Hair Design’s Institutional Refund Calculation and R2T4 policy will apply to withdrawn students. 

 

Course incompleteness, repetition, non-credit remedial courses have no effect on SAP. 
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If you have questions about your Title IV program funds, you can call the Federal Student Aid Information 

Center at:  

1-800-4-FEDAID (1-800-433-3243) TTY users may call: 1-800-730-8913  

Information is also available on Student Aid on the Web at www.studentaid.ed.gov 
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PRIVACY AND FILE ACCESS POLICY 

 

Family Educational Rights and Privacy Act (FERPA) 

 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that 

protects the privacy of student education records. The law applies to all Dominion School of Hair Designs that 

receive funds under an applicable program of the U.S. Department of Education. 

FERPA gives parents certain rights with respect to their children's education records. These rights transfer to the 

student when he or she reaches the age of 18 or attends Dominion School of Hair Design beyond the high 

Dominion School of Hair Design level. Students to whom the rights have transferred are "eligible students." 

¶ Students, Parents or Guardians of dependent minors have the right to inspect and review the student's 

education records maintained by the Dominion School of Hair Design. Dominion School of Hair Design 

is not required to provide copies of records unless, for reasons such as great distance, it is impossible 

for parents or eligible students to review the records. Dominion School of Hair Designs may charge a 

fee for copies. 

¶ Students, Parents or Guardians of dependent minors have the right to request that a Dominion School 

of Hair Design correct records which they believe to be inaccurate or misleading. If the Dominion 

School of Hair Design decides not to amend the record, the parent or eligible student then has the 

right to a formal hearing. After the hearing, if the Dominion School of Hair Design still decides not to 

amend the record, the parent or eligible student has the right to place a statement with the record 

setting forth his or her view about the contested information. 

¶ Dominion School of Hair Designs must have written permission each and every time from the Students, 

Parents or Guardians of dependent minors in order to release any information from a student's 

education record. However, FERPA allows Dominion School of Hair Designs to disclose those records, 

without consent, to the following parties or under the following conditions (34 CFR § 99.31): 

 Dominion School of Hair Design officials with legitimate educational interest; 

 Other Dominion School of Hair Designs to which a student is transferring; 

 Specified officials for audit or evaluation purposes; 

 Appropriate parties in connection with financial aid to a student; 

 Organizations conducting certain studies for or on behalf of the Dominion School of Hair Design; 

 Accrediting organizations; 

 To comply with a judicial order or lawfully issued subpoena;  

 Appropriate officials in cases of health and safety emergencies; and 

 State and local authorities, within a juvenile justice system, pursuant to specific State law. 

Dominion School of Hair Designs may disclose, without consent, "directory" information such as a student's 

name, address, telephone number, date and place of birth, honors and awards, and dates of attendance. 

However, Dominion School of Hair Designs must tell Students, Parents or Guardians of dependent minors about 

directory information and allow them a reasonable amount of time to request that the Dominion School of 

Hair Design not disclose directory information about them. Dominion School of Hair Designs must notify 

Students, Parents or Guardians of dependent minors annually of their rights under FERPA. The actual means of 

notification (special letter, inclusion in a PTA bulletin, student handbook, or newspaper article) is left to the 

discretion of each Dominion School of Hair Design. 

For additional information, you may call 1-800-USA-LEARN (1-800-872-5327) (voice). Individuals who use TDD 

may call 1-800-437-0833. 
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Privacy of Student Information (FERPA Rules) 

The Family Educational Rights and Privacy Act (FERPA) sets limits on the disclosure of personally identifiable 

information from Dominion School of Hair Design records, and defines the rights of the student to review the 

records and request a change to the records.  

With exceptions such as those noted in this section, FERPA generally gives postsecondary students the right: 

 • to review their education records, 

• to seek to amend inaccurate information in their records, and 

• to provide consent for the disclosure of their records. 

 

These rules apply to all education records the Dominion School of Hair Design keeps, including admissions 

records (only if the student was admitted) and academic records as well as any financial aid records 

pertaining to the student. Therefore, the financial aid office is not usually the office that develops the Dominion 

School of Hair Design’s FERPA policy or the notification to students and parents, although it may have some 

input. 

 

Students, Parents or Guardians of dependent minors’ rights to review educational records 

A Dominion School of Hair Design must provide a student with an opportunity to review his or her education 

records within 45 days of the receipt of a request. A Dominion School of Hair Design is required to provide the 

student with copies of education records, or make other arrangements to provide the student access to the 

records, if a failure to do so would effectively prevent the student from obtaining access to the records. While 

the Dominion School of Hair Design may not charge a fee for retrieving the records, it may charge a 

reasonable fee for providing copies of the records, provided that the fee would not prevent access to student 

records. 

 

While the rights under FERPA have transferred from a student’s parents to the student when the student attends 

a postsecondary institution, FERPA does permit a Dominion School of Hair Design to disclose a student’s 

education records to his or her parents if the student is a dependent student under IRS laws.  

Note that the IRS definition of a dependent is quite different from that of a dependent student for FSA 

purposes. For IRS purposes, students are dependent if they are listed as dependents on their parent’s income 

tax returns. (If the student is a dependent as defined by the IRS, disclosure may be made to either parent, 

regardless of which parent claims the student as a dependent.)  

Prior written consent to disclose the student’s records 

Except under one of the special conditions described in this section, a student must provide written consent 

before an education agency or Dominion School of Hair Design may disclose personally identifiable 

information from the student’s education records.  The written consent must— 

• state the purpose of the disclosure,  

• specify the records that may be disclosed, 

• identify the party or class of parties to whom the disclosure may be made, and 

• be signed and dated. 

 

If the consent is given electronically, the consent form must— 

• identify and authenticate a particular person as the source of the electronic consent, and 

• indicate that person’s approval of the information contained in the electronic consent. 
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The FERPA regulations include a list of exceptions where the Dominion School of Hair Design may disclose 

personally identifiable information from the student’s file without prior written consent. Several of these 

allowable disclosures are of particular interest to the financial aid office, since they are likely to involve the 

release of financial aid records. 

Disclosures to Dominion School of Hair Design officials 

Some of these disclosures may be made to officials at your Dominion School of Hair Design or another 

Dominion School of Hair Design who have a legitimate interest in the student’s records. Typically, these might 

be admissions records, grades, or financial aid records. Disclosure may be made to: 

•  other Dominion School of Hair Design officials, including teachers, within the Dominion School of Hair 

Design whom the Dominion School of Hair Design has determined to have legitimate educational 

interests.  

 •  to officials of another postsecondary Dominion School of Hair Design or Dominion School of Hair Design 

system, where the student receives services or seeks to enroll. 

 

If your Dominion School of Hair Design routinely discloses information to other Dominion School of Hair Designs 

where the student seeks to enroll, it should include this information in its annual privacy notification to students. 

If this information is not in the annual notice, the Dominion School of Hair Design must make a reasonable 

attempt to notify the student at the student’s last known address. 

Disclosures to government agencies  

Disclosures may be made to authorized representatives of the U.S. Department of Education for audit, 

evaluation, and enforcement purposes. “Authorized representatives” includes employees of the 

Department—such as employees of the Office of Federal Student Aid, the Office of Postsecondary Education, 

the Office for Civil Rights, and the National Center for Education Statistics—as well as firms that are under 

contract to the Department to perform certain administrative functions or studies. In addition—  

• Disclosure may be made if it is in connection with financial aid that the student has received or 

applied for. Such a disclosure may only be made if the student information is needed to determine 

the amount of the aid, the conditions for the aid, the student’s eligibility for the aid, or to enforce 

the terms or conditions of the aid.  

• A Dominion School of Hair Design may release personally identifiable information on an F, J, or M 

nonimmigrant student to U.S. Immigration and Customs Enforcement (formerly the Immigration and 

Naturalization Service) in compliance with the Student Exchange Visitor Information System (SEVIS) 

program without violating FERPA. 

Disclosures in response to subpoenas or court orders 

FERPA permits Dominion School of Hair Designs to disclose education records, without the student’s consent, 

in order to comply with a lawfully issued subpoena or court order. 

In most cases, the Dominion School of Hair Design must make a reasonable effort to notify the student who is 

the subject of the subpoena or court order before complying, so that the student may seek protective action. 

However, the Dominion School of Hair Design does not have to notify the student if the court or issuing agency 

has prohibited such disclosure. 

A Dominion School of Hair Design may also disclose information from education records, without the consent 

or knowledge of the student, to representatives of the U.S. Department of Justice in response to an ex parte 

order issued in connection with the investigation of crimes of terrorism. 
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Documenting the disclosure of information 

Except as noted below, Dominion School of Hair Design must keep a record of each request for access and 

each disclosure of personally identifiable student information. The record must identify the parties who 

requested the information and their legitimate interest in the information. This record must be maintained in 

the student’s file as long as the educational records themselves are kept. 

 

FERPA Responsibilities and Students’ Rights 

 

A Dominion School of Hair Design is required to: 

Ṋ annually notify students of their rights under FERPA;  

Ṋ include in that notification the procedure for exercising their rights to inspect and review education records; 

and 

Ṋ maintain a record in a student’s file listing to whom personally identifiable information was disclosed and 

the legitimate interests the parties had in obtaining the information (does not apply to Dominion School of Hair 

Design  officials with a legitimate educational interest or to directory information). 

A student has the right to: 

Ṋ inspect and review any education records pertaining to the student; 

Ṋ request an amendment to his/her records; and 

Ṋ request a hearing (if the request for an amendment is denied) to challenge the contents of the education 

records, on the grounds that the records are inaccurate, misleading, or violate the rights of the student. 

 

OSHA 

 

The United States Department of Labor of Occupational Safety and Health Administration requires the 

Dominion School of Hair Design to advise its students of the chemicals used in cosmetology, esthetics, and 

related training.  During Orientation the student will learn about the importance of safety in the work place 

and how to use and follow the Material Safety Data Sheets (MSDS) for chemicals used in cosmetology, 

esthetics, or related training.  During each unit of study students are apprised of the various chemicals used 

and safe practices that apply.  In addition, a complete file containing Material Safety Data Sheets for the 

chemicals used at the Dominion School of Hair Design is available in the administration office. 

 

FEDERAL CONSUMER INFORMATION 

 

All the requirements, counseling, assistance and documents referred to in this section and within the catalog 

may be obtained by request to Dominion School of Hair Design officials during regular daytime business 

hours Monday thru Thursday from 8:30 a.m. – 9:30 p.m.  

 

A current year FAFSA (Free Application for Federal Student Aid) is required to be completed prior to a 

determination of eligibility for all Title IV funds. Directions to complete this application, an MPN (Master 

Promissory Note), and Entrance Counseling are located on the “Directions to Apply for Federal Student Aid”, 

the US Department of Education’s annual publication of “Funding Education Beyond High Dominion School 

of Hair Design: The Guide to Federal Student Aid” and Direct Loan Basics for Students” available from the 

Admissions Office and/or Financial Aid Office; or: 

FASFA Information Center …………………………………….1800-433-3243 

FAFSA website ……………………………………….…………www.fafsa.ed.gov 
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The Dominion School of Hair Design participates in the Pell Grant, Stafford Direct Loan and Parent PLUS 

Direct Loan programs.  The Dominion School of Hair Design does not coordinate but will certify veterans, 

state, local government and private funding sources.   

 

Need Based Aid (Pell Grant and Stafford Subsidized Loan) Calculation:  

COA (Cost of Attendance) - EFC (Expected Family Contribution) = Need Eligibility  

 

Non-Need Based Aid (Unsubsidized Stafford and Parent PLUS Loan) Calculation: 

COA - EFA (Expected Financial Assistance/all other aid) = Non-Need Eligibility 

 

COA = Budget – each student receiving an Award Letter estimating Title IV Eligibility will be assigned a 

Budget. The COA includes the following items:  

Tuition & Fees, Room and Board, Transportation, Misc. /Personal, Kit/Supplies and Other items such as special 

circumstances or expenses related to disabilities. 

 

All students have the following rights and responsibilities:  

The student has the right to ask the Dominion School of Hair Design: 

¶ The name of its accrediting and their licensing organizations. 

¶ About its programs; it’s instructional, laboratory, their physical facilities, and their faculty. 

¶ What the cost of attending is, and the institutions policies concerning refunds and Return to Title IV 

(R2T4) to students who drop out. 

¶ What financial assistance is available including information on all federal, state, local, private and 

institutional financial aid programs? 

¶ What the procedures and deadlines are for submitting an application for each available financial 

aid program. 

¶ How it determines a student’s eligibility and need for financial aid. 

¶ How much of your financial need, as determined by the Dominion School of Hair Design, has been 

met. 

¶ To explain each type and amount of assistance in your financial aid package. 

¶ What the interest rate is on any student loan you have, the total amount you must repay, when a 

student must start repaying. 

¶ Deferment of repayment or forbearance for certain defined periods, if you qualify and if you request 

deferment or forbearance.  

¶ Provide written information on student’s loan obligations and information on your rights and 

responsibilities as a borrower. 

¶ To reconsider your aid package, if you believe a mistake has been made, or if your enrollment or 

financial circumstances have changed. 

¶ How the Dominion School of Hair Design determines when and whether you are making satisfactory 

progress (SAP) and what happens if you fail to maintain SAP.  How failing to maintain SAP affect your 

title IV eligibility. 

¶ What special facilities and services are available to student with disabilities and how to request a 

reasonable accommodation? 

 

It is the student's responsibility to: 

 

¶ Review and consider all the information about the Dominion School of Hair Design program before 

enrolling. 

¶ Pay special attention to the application process for Federal student financial aid, complete it 
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accurately, and submit it on time to the right place. Errors on the FAFSA can delay or prevent your 

receiving aid timely 

¶ Know and comply with all deadlines for applying and reapplying for aid. 

¶ Provide all enrollment and verification documentations, corrections, and/or new information 

requested by either the financial aid officer or the agency to which you submitted the application. 

¶ Notify the Dominion School of Hair Design of any information that has changed since you applied. 

¶ Read, understand, and keep copies of all forms you were asked to sign. 

¶ Ensuring you are aware that you must start making monthly repayment on your student loan after 

your grace period ends, unless you have a deferment or forbearance. When you sign your master 

promissory note (MPN), you are agreeing to repay your loan. 

¶ Attend an exit interview at the time you leave the Dominion School of Hair Design to determine the 

net balance of your account with the Dominion School of Hair Design as well as the net balance of 

any student loan. 

¶ Notify the Dominion School of Hair Design of a change in your name, address, phone number, or 

attendance status (full/part-time student). If you have student loans, you must notify your lender of 

these changes. 

¶ Understand your Dominion School of Hair Design's refund policy. 

¶ Understand and comply with the enrollment status, financial charges, financial terms, time allowed 

to complete, refund policy and termination procedures as specified in the enrollment contract you 

will be asked to sign. 

¶ Understand that you may be responsible and have liability for portions of Title IV funds return by the 

institution on your behalf.    

¶ Understand that there could be liabilities when errors are made as a result of inconsistent information 

provided by the student result in funds being awarded that a student was not eligible for are 

advanced to you or credited to your Dominion School of Hair Design account. 

 

Private Education/Institutional Loans are provided only after a student has demonstrated need and 

exhausted all Federal Student Aid eligibility. A Private Education Loan Application Self-Certification must be 

completed before funds will be certified. 

 

The institution does not employee any students who are currently receiving financial aid and are attending 

the Dominion School of Hair Design programs.  

 

All students who borrow a Federal Direct Loan while attending the Dominion School of Hair Design must 

complete Direct Loan Entrance Counseling before funds will be certified. 

 

Exit Counseling must be completed by all students who are graduating or withdrawing from Dominion 

School of Hair Design. If a student is unavailable to complete at the Dominion School of Hair Design Exit 

Counseling will be sent or emailed to them instructing the student to complete the counseling on-line.  

 

Counseling may be provided in person (individually or in groups), using audiovisual materials US Department 

of Education Publications and /or online.  Student borrowers should be advised to complete online exit 

counseling or come to the counseling session at the Dominion School of Hair Design shortly before 

graduating, or ceasing at least half-time enrollment. 

 

Due to a class size of under 50 students at a time we do not release the gender and ethnicity of enrolled, 

full-time students who receive Federal Pell Grants; doing so would lead to individually identifiable student 

recipients and violate their right to privacy.  
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NSLDS (National Student Loan Data System) is available at www.nslds.ed.gov where borrower’s loan history 

can be reviewed. Students without Internet access can identify their loan holder by calling 1-800-4-fed-aid.  

The borrower will be made aware that the information on the NSLDS site is updated by Dominion School of 

Hair Designs and the Department of Education and may not always have the most current information 

available.  

 

The Ombudsman’s office is a resource for borrowers when other approaches to resolving student loan 

problems have failed at 1-877-557-2575.   

 

COPYRIGHT POLICY 

 

 The Dominion School of Hair Design supports enforcement of copyright law for the protection of its employees 

as both creators and users of copyright protected works. The Dominion School of Hair Design requires that staff 

and students comply with federal law regarding the use of copyright protected materials. In addition, in the 

spirit of promoting "the progress of science and the useful arts," the college supports the fair use for such 

purposes as criticism, comment, news reporting, teaching scholarship or research and reproduction of 

copyrighted materials (including multiple copies for classroom or library use), for educational purposes as 

outlined in the federal Copyright Law (PL94-553). “Willful copyright infringement can result in criminal penalties, 

including imprisonment of up to five years and fines up to $250,000 per offense.” 

 

INTERNET AND COMPUTER USE GUIDELINES 

 

Internet access is now available to students and staff. The goal in providing this service to Instructors and 

students is to promote educational excellence by facilitating resource sharing, innovation, collaboration, 

and communication.  The Dominion School of Hair Design’s network is an electronic network, which enables 

access to the Internet. The Internet is an electronic highway connecting thousands of computers all over the 

world and millions of individual subscribers. Students and Instructors and staff may have access to: 

¶ Electronic mail 

¶ Information and news 

¶ Opportunity to and research  

¶ Public domain and shareware software of all types 

 

With access to computers and people all over the world also comes the availability of material that may not 

be considered to be of educational value in the context of the Dominion School of Hair Design setting. On a 

global network, it is impossible to control all materials and an industrious user may discover controversial 

information. The Dominion School of Hair Design firmly believes that the educational value of information 

and the interaction available on this worldwide network outweighs the risks that users may procure materials 

that are not consistent with the educational goals of the Dominion School of Hair Design. 

 

Privileges 

 

The use of the network is a privilege, not a right, and inappropriate use will result in a cancellation of those 

privileges. The system administrator may close an account at any time as required. The Dominion School of 

Hair Design may request the system administrator to deny, revoke, or suspend specific user accounts. 

 

 

http://www.nslds.ed.gov/
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Users’ Obligations 

 

¶ Users must be clearly aware of which computing practices are considered acceptable and which 

are considered unacceptable. 

¶ Dominion School of Hair Design related files are the only files to be saved on one’s account. Storing 

commercial software, utility programs, games or hidden files to the account is not permitted. 

¶ Transmission of any material in violation of any U.S. or state regulations is prohibited.  This includes, but 

is not limited, to copyrighted material, threatening or obscene material, or material protected by 

trade secrets. 

¶ Playing games on the Dominion School of Hair Design’s computer equipment or using the system in 

association with inappropriate textual material or graphic images is prohibited. 

¶ Saving to the hard disk drive is granted only by permission of the system administrator. 

¶ One may use computing facilities and services only for authorized purposes. 

¶ One may not attempt to copy, disclose, transfer, examine, restore, change, add or delete 

information or programs belonging to another user. 

¶ One may not attempt to subvert the restrictions associated with your own or any other computing 

accounts. 

 

Etiquette 

 

Everyone is expected to abide by the generally accepted rules of network etiquette.  These include (but are 

not limited to) the following: 

¶ Be polite.  Do not use abusive, vulgar, or inappropriate language in your messages to others. 

¶ Use appropriate language.  Do not swear, use vulgarities or any other inappropriate language. 

¶ Messages relating to or in support of illegal activities may be reported to the authorities. 

¶ Be careful what you say about others. 

¶ Leave equipment and room in good condition for the next user/class. 

¶ Do not use the network in a way that you disrupt the use of the network by others. 

 

Security 

 

Security on any computer system is a high priority, especially when the system involves many users.  If you feel 

you can identify a security problem, you must notify the system administrator. Do not demonstrate the problem 

to other users.  Do not use another user’s account.  Do not give your password to any other individual. Attempts 

to log in to the network as a system administrator will result in cancellation of user privileges. 

 

 

Vandalism 

 

Vandalism will result in immediate cancellation of privileges and may result in disciplinary action. Vandalism 

is defined as any malicious attempt to harm or destroy data of another user and abuse or misuse of 

hardware. This includes, but is not limited to, the uploading or creation of computer viruses. Users should 

report any suspected violations to a teacher, administrator or system administrator. 
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Accounts and Passwords 

 

¶ You may be required from time to time to update your user account.  This may require changing 

your password or deleting some of your files. 

¶ Do not use another individual’s account.  DO NOT REVEAL YOUR PASSWORD TO ANYONE.  Attempts 

to log in to the network as system administrator will result in immediate cancellation of user privileges. 

¶ Any users identified as a security risk or having a history of problems with other computer systems may 

be denied access to the network. 

¶ You must maintain secure passwords to your account. 

¶ You must follow all directions of the System Administrator with respect to security of passwords and 

take reasonable precautions against unauthorized access. 

¶ You may not set up an account for another user. 

You may not make any attempts to find out the password of a service for which you have not been 

authorized, including accounts set up for other users.  

 

DRUG AND ALCOHOL ABUSE PREVENTION 

 

The Dominion School of Hair Design fully supports the prevention of drug and alcohol abuse.  The Dominion 

School of Hair Design is approved to offer Federal Title IV loans and grants, and as such we certify to the 

Department of Education that we operate a drug free campus.  Students are provided with an informative 

pamphlet that outlines the hazards of drug abuse. A list of agencies and phone numbers is maintained in the 

administration office and is provided to any student requesting assistance in this area. 

 

HEALTH AND SAFETY 

 

Drug and Alcohol Policy 

 

The unlawful manufacture, distribution, possession or use of a controlled substance or the unlawful 

possession and use of alcohol is wrong, harmful and prohibited by the Dominion School of Hair Design or as 

part of any of its activities. Drug and alcohol abuse prevention and counseling is available to all students 

and staff upon request.  

 

This policy strictly prohibits the illegal use, possession, manufacture, dispensing, or distribution of alcohol, 

drugs or controlled substances in the workplace, on its premises, or as a part of all Dominion School of Hair 

Design sponsored activities. A violation of this policy is considered a major offense, which may result in 

requirement for satisfactory participation in a drug or alcohol rehabilitation program, referral for criminal 

prosecution, and/or immediate disciplinary action up to and including termination from employment and 

suspension or expulsion from the Dominion School of Hair Design. A criminal conviction is not required for 

sanctions to be imposed upon an employee or student for violations of this policy. Violations of applicable 

local, state and federal laws may subject a student or employee to a variety of legal sanctions including but 

not limited to fines, incarceration, imprisonment and/or community service requirements. Convictions 

become a part of an individual's criminal record and may prohibit certain career and professional 

opportunities.  
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The following is information is provided in accordance with the Drug Free Workplace Act of 1988 (P.L. 100-

690, Title V, Subtitle D) and the Drug Free Dominion School of Hair Designs and Communities Act 

Amendments of 1989 (P.L. 101-226). 

 

Health Risks 

 

Health risks generally associated with alcohol and drug abuse can result in but are not limited to a lowered 

immune system, damage to critical nerve cells, physical dependency, lung damage, heart problems, liver 

disease, physical and mental depression, increased infection, irreversible memory loss, personality changes 

and thought disorders. The use of alcohol and other drugs represents a serious threat to health and the 

quality of life. More than 25,000 people die each year from drug-related accidents or health problems. With 

most drugs, it is possible that users will develop psychological and physical dependence. The general 

categories of drugs and their effects are as follows: 

 

Alcohol produces short-term effects that include behavioral changes, impairment of judgment and 

coordination, greater likelihood of aggressive acts, respiratory depression, irreversible physical and mental 

abnormalities in newborns (fetal alcohol syndrome) and death. Long-term effects of alcohol abuse include 

damage to the liver, heart and brain; ulcers; gastritis; malnutrition; delirium tremens; and cancer. Alcohol 

combined with barbiturates and other depressants can prove to be a deadly mixture. 

 

Amphetamines/Stimulants (speed, uppers, crank, caffeine, etc.) speed up the nervous system and can 

cause increased heart and breathing rates, higher blood pressure, decreased appetite, headaches, blurred 

vision, dizziness, sleeplessness, anxiety, hallucinations, paranoia, depression, convulsions and death due to a 

stroke or heart failure. Anabolic steroids seriously affect the liver, cardiovascular and reproductive systems. It 

can also cause sterility in males and females as well as impotency in males. 

 

Barbiturates/Depressants (downers, Quaaludes, valium, etc.) slow down the central nervous system and can 

cause decreased heart and breathing rates, lowered blood pressure, slowed reactions, confusion, distortion 

of reality, convulsions, respiratory depression, coma and death. Depressants combined with alcohol can be 

lethal. 

 

Cocaine/Crack stimulates the central nervous system and is extremely addictive, both psychologically and 

physically. Effects include dilated pupils, increased heart rate, elevated blood pressure, and insomnia, loss of 

appetite, hallucinations, paranoia, seizures and death due to cardiac arrest or respiratory failure. 

 

Hallucinogens (PCP, angel dust, LSD, etc.) interrupt the functions of the part of the brain that controls the 

intellect and instincts. May result in self-inflicted injuries, impaired coordination, dulled senses, incoherent 

speech, depression, anxiety, violent behavior, paranoia, hallucinations, increased heart rate and blood 

pressure, convulsions, coma, and heart and lung failure. 

 

Cannabis (marijuana, hashish, hash, etc.) impairs short-term memory comprehension, concentration, 

coordination and motivation. May also cause paranoia and psychosis. Marijuana smoke contains more 

cancer-causing agents than tobacco smoke. The way in which marijuana is smoked - deeply inhaled and 

held in the lungs for a long period - enhances the risk of getting cancer. Combined with alcohol, marijuana 

can produce a dangerous multiplied effect. 
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Narcotics (heroin, morphine, Demerol, Percodan, etc.) initially produce feelings of euphoria often followed 

by drowsiness, nausea and vomiting. An overdose may result in convulsions, coma and death. Tolerance 

develops rapidly and dependence is likely. Using contaminated syringes to inject such drugs may result in 

AIDS. 

 

Tobacco/nicotine causes death among some 170,000 people in the United States each year due to 

smoking-related coronary heart disease. Some 30 percent of the 130,000 cancer deaths each year are 

linked to smoking. Lung, larynx, esophagus, bladder, pancreas and kidney cancers strike smokers at 

increased rates. Emphysema and chronic bronchitis are 10 times more likely among smokers. 

 

Punishment for Alcohol and Drug Related Crimes 

 

Drug Possession Penalties 

 Substance Classification Penalty 

Possession of opiates, narcotics, or stimulants 

(amphetamines) 

Drug Severity Level 

4 Felony 

up to 3 1/2 years in 

prison, $100,000 fine 

Possession of marijuana, other stimulants, depressants, 

hallucinogens (LSD, acid, psilocybin) or  anabolic steroids - 

(also See my Marijuana possession page) 

Class A non-person 

Misdemeanor 

First Offense: up to 1 

year in prison, $2500 

fine. 

Second Offense: up to 

3 1/2 years in prison, 

$100,000 fine 

Possession drug paraphernalia 
Class A non-person 

Misdemeanor 

First Offense: up to 1 

year in prison, $2500 

fine. 

Second Offense: up to 

3 1/2 years in prison, 

$100,000 fine 

 Virginia Criminal Laws, Drug Possession / Possession of a Controlled Substance Penalties excerpts 

Drug Classifications 

Schedule I Drugs are considered highly addictive drugs with a high likelihood of abuse, and no approved 

medical uses. They include Heroin, Marijuana, and many hallucinogens, such as LSD, Mescaline, Peyote, and 

Psilocybin. 

Schedule II Drugs are considered highly addictive drugs with a high likelihood of abuse, and limited 

approved medical uses. They include cocaine, codeine, hydrocodone, morphine, oxycodone/OxyContin, 

and related opiates. 

Schedule III Drugs are considered highly addictive drugs with a less likelihood of abuse, and limited 

approved medical uses. They include many barbiturates, ketamine (special K), GHB,  

Schedule IV Drugs are considered addictive drugs with a less likelihood of abuse, and some approved 

medical uses. They include chloral hydrate, and many common prescription drugs.  

http://www.missouri-criminal-defense.com/kansasmarijuanalaws.htm
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Drug paraphernalia is may include kits, spoons, scales, capsules, balloons, needles, syringes, pipes, bongs, 

masks, roach clips, and other devices described in VA Code 18.2-265.1. 

 

FEDERAL LAW  

OFFENSE MINIMUM PUNISHMENT MAXIMUM PUNISHMENT 

Manufacture, distribution 

or dispensing drugs 

(includes marijuana) 

A term of imprisonment 

for up to 5 years, and a 

fine of $250,000. 

A term of life imprisonment without release (no 

eligibility for parole) and a fine not to exceed 

$8,000,000 (for an individual) or $20,000,000 (if 

other than an individual). 

Possession of drugs 

(includes marijuana) 

Imprisonment for up to 1 

years, and a fine of 

$1,000. 

Imprisonment for not more than 20 years or not 

less than 5 years, a fine of not less than $5,000 

plus costs of investigation and prosecution. 

Operation of a Common 

Carrier under the 

influence of alcohol or 

drugs 

  
Imprisonment for up to 15 years and a fine not 

to exceed $250,000. 

 

Referral and Hotline Information 

National Institution on Drug Abuse (M-F, 8:30 a.m.-4:30 p.m.) 1 -800-662-HELP 

National Alcohol & Drug Abuse Hotline 1-800-234-0420 

Cocaine Helpline 1-800-COCAINE 

Reach-Out Hotline 1-800-522-9054  

(Alcohol, drug-crisis, intervention, mental health referral) 

 

STUDENT RIGHT-TO-KNOW AND CAMPUS SECURITY REPORT 

 

The Student Right-To-Know and Campus Security Act of 1990 requires all post-secondary institutions 

participating in federal student aid programs to disclose campus security policies and certain crime statistics. 

The Dominion School of Hair Design has prepared a publication and makes it available to all current students, 

faculty and staff, and prospective students.  This report is required by federal law and contains policy 

statements and crime statistics for the Dominion School of Hair Design.  The policy statements address the 

Dominion School of Hair Design’s policies and procedures concerning safety and security, for example, 

policies for responding to emergency situations and sexual offenses.  Three years’ worth of statistics as included 

for certain types of crimes that were reported to have occurred on campus, in or on off-campus buildings or 

property owned or controlled by the Dominion School of Hair Design and on public property within or 

immediately adjacent to the campus.  This report is additionally available by requesting a copy from the 

Campus Director. 

 

The Annual Cleary Crime Report is published annually before October 1st online at:  

http://www.dominionbeauty.com/consumer-disclosure. 
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CAMPUS ALERTS AND REPORTING 

Title IX Policy and Procedure 
 
Students are required to complete, as part of registration, correct contact information to include the 

following: 

¶ Email address 

¶ Cell phone number 

¶ Email address and cell phone number of a significant other/spouse/parent if the student wishes them 

to be added to the campus alert notification. 

 

The Campus Security Authority (CSA) will ensure all contact information is placed in a database for the 

purposes of Campus Alerts.   This database may also include using Constant Contact, texting to student 

phones, and emailing.   Students who unsubscribe to Constant Contact or do not notify the school of email 

address or cell phone changes will not receive alerts.  Campus Alerts are used to alert students of the 

following: 

¶ Imminent danger on campus 

¶ Missing student (identified when a parent/significant other/spouse contacts the campus with a 

concern that the student is missing and the student has not been in attendance for more than 24 

hours). 

¶ Inclement or dangerous weather (tornado warning, hurricane warning, blizzard warning). 

¶ Emergency evacuation. 

¶ School closures for any of the above reasons. 

 

A campus crime log is maintained in the administrative office and a designated Campus Security Authority is 

responsible for the maintenance of the log and to accept crime reports from students and/or employees. 

Students should report any of the following that occurs on campus, in the parking lot or at a school sanction 

event off campus: 

¶ Theft  

¶ Harassment or Sexual Harassment  

¶ Bullying on campus 

¶ Social Media Bullying or Harassment by other students or employees 

¶ Stalking that occurs on campus 

¶ Sexual Violence or Assault or Dating Violence  

¶ Hate Crimes that occur on campus 

¶ Aggravated Assault that occurs on campus 

¶ Any crime not included in this list 

 

TITLE IX POLICY AND COORDINATOR 

 

Dominion School of Hair Design is committed to complying with all laws associated with the Title IX of the 

Education Amendments of 1972. This law prohibits discrimination and harassment on the basis of sex in 

admissions to, employment with, and otherwise in the operation of its educational program and activities.  

This law also extends to students, employees and third parties.  Dominion School of Hair Design as a ZERO 

TOLERANCE policy towards domestic violence, dating violence and stalking in addition to everything 

covered under the Jeanne Clery Act and VAWA. 

 

The school has developed a policy to ensure full compliance and identified an individual as the Title IX 

Coordinator or Campus Security Authority. Ms. Sarah Boone is the Title IX Coordinator for Dominion School of 

Hair Design.  She oversees and supports Dominion’s enforcement of its Title IX policy. 
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Ms. Boone may reached at:  

 sarah.boone@dominionbeauty.com 

Or via telephone at 804-684-9150.  

1755 George Washington Memorial Highway 

Gloucester Point, Virginia 23062 

Telephone: (804) 684-9150 

 

 

If Ms. Boone is not available, Ms. Serita Lee available to be contacted at serita.lee@dominionbeauty.com. 

 

Resources for victims of crimes are available through the CSA’s office and/or on the Violence Against 

Women/Clery Act bulletin board on campus. 

 

Student’s rights include being able to report anonymously.  This can be done by sending a letter or 

requesting a crime report form.  In all cases, when a student reports a crime, confidentiality by school 

administration is maintained when possible.  Appropriate disciplinary action and investigation will take place 

up to, and including, notifying the local authorities. 

 

Following are the rights of survivors of violence or crimes: 

¶ Survivors shall be notified of their options to notify law enforcement. 

¶ Accuser and accused must have the same opportunity to have others present. 

¶ Both parties shall be informed of the outcome of any disciplinary proceeding. 

¶ Survivors shall be notified of counseling services. 

¶ Survivors shall be notified of options for changing academic and living situations 

EMERGENCY RESPONSE AND EVACUATION PROCEDURES 

 

The Dominion School of Hair Design has Emergency Response and Evacuation Procedures in place.  

Evacuation routes are posted throughout the facility. 

 

WEAPONS POLICY 

 

No person shall be permitted to carry or possess a concealed or unconcealed firearm, weapon, or other 

hazardous materials on the school premises, other premises owned or within the control of the school, or at 

functions sponsored or sanctioned by the school. Georgia Weapons Carry License or other similar 

authorizations DO NOT overrule this policy, and weapons are prohibited even to those authorized by the 

above licenses.  Items covered by this policy include, but are not limited to the following: 

¶ Guns and firearms of all types 

¶ Air and Spear Guns 

¶ Machetes 

¶ Knives  

¶ Swords 

¶ Billy clubs 

¶ Metallic Knuckles 

¶ Martial Arts Weapons  

¶ Bows & Arrows  

¶ Fireworks and Incendiary Devices 

mailto:serita.lee@dominionbeauty.com
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¶ Explosives of any type 

¶ Any other type of deadly weapon. 

 

A student who possesses an item or material in violation of this policy will be subject to the Dominion School 

of Hair Design's disciplinary procedures and/or referral to the appropriate authorities for legal prosecution. 

 

HARASSMENT/RETALIATION 

 

The Dominion School of Hair Design has a ZERO Tolerance Policy regarding activities creating a safety hazard 

to other persons at the Dominion School of Hair Design including, but not limited to, bullying, cyber-bullying, 

verbal abuse, sexual harassment, threats of violence, possession and/or use of drugs, alcohol or weapons on 

Dominion School of Hair Design premises. 

 

Retaliation is prohibited against any person who makes a complaint or who is a witness under this policy and 

will result in disciplinary action against the person responsible for the retaliation.  Concerns may be raised to 

the Campus Director and if no response, forwarded to the Corporate Office. 

 

 

ACCURACY 

 

This catalog is true and accurate in content and policy to the best of my knowledge. 
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APPENDIX A:  HOURS OF OPERATION AND CLASS SCHEDULES  

 

HOURS OF OPERATION 

 

Dominion School of Hair Design hours of operation are, as follows: 

 

Administration, Admissions, Financial Services: 

8:30 a.m. – 5:00 p.m. Monday through Friday 

 

Evening and Saturday appointments for admissions/administration: 

By appointment 

 

Student Salon and Instructional Hours (Day Classes): 

9:00 a.m. – 5:00 p.m. Monday through Friday 

Saturday: 9:00 a.m. – 2:00 p.m.  (Makeup hours) 

 

                       Instructional Hours (Night Classes, when offered): 

                    5:30 p.m. – 9:30 p.m. Monday - Thursday 

9:00 a.m. – 2:00 p.m. on Saturday 

 

           Student Salon (Night Classes, when offered): 

                    5:30 p.m. – 9:30 p.m. Tuesday - Thursday 

9:00 a.m. – 2:00 p.m. on Saturday 
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CLASS SCHEDULES 

 

Classes start on the last Monday of each month. 

 

 

Old Schedule:  Only through October 28 2015: 

 

Cosmetology Day Classes:     Monday through Friday: 9:00 a.m. – 5:00 p.m. 

1500 Hours     Students will clock out for ½ hour lunch 

Number of Hours per Week:  37.5 FT 

Number of Weeks to Complete: 40         FT 

Makeup hours:     Saturday:  9:00 a.m. – 2:00 p.m. 

 

New Schedules:  Effective October 29, 2015 for all new students: 

 

Cosmetology Day Classes:     Monday through Friday: 9:00 a.m. – 4:00 p.m. 

1500 Clock Hours    Students will clock out for ½ hour lunch 

Number of Hours per Week:  32.5 FT 

Number of Weeks to Complete: 46         FT 

Makeup hours:     Saturday:  9:00 a.m. – 2:00 p.m. 

 

New Schedule:  Effective October 29, 2015 for all new students: 

 

Cosmetology Night Classes (when offered): Monday through Thursday: 5:30 p.m. – 9:30 p.m. 

1500 Clock Hours               and Saturday 9:00 a.m. – 2:00 p.m.  

Number of Hours per Week:  21   

Number of Weeks to Complete: 71.5 

 

New Schedules:  Effective October 29, 2015 for all new students: 

 

Nail Technology Day Classes:   Monday through Friday: 9:00 a.m. – 2:00 p.m. 

150 Clock Hours 

Number of Hours per Week:  25  FT 

Number of Weeks to Complete:   6          FT 

Makeup hours:     Saturday:  9:00 a.m. – 2:00 p.m. 

 

Nail Technology Night Classes (when offered):  Monday through Thursday: 5:30 p.m. – 9:30 p.m. 

150 Clock Hours               and Saturday 9:00 a.m. – 2:00 p.m. 

 Number of Hours per Week:             21  

Number of Weeks to Complete:  7 

Makeup hours:     Saturday:  9:00 a.m. – 2:00 p.m. 
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CLASS SCHEDULES 

 

Classes start on the last Monday of each month. 

 

 

New Schedules:  Effective October 29, 2015 for all new students: 

 

Wax Technician Day Classes:   Monday through Friday: 9:00 a.m. – 2:00 p.m. 

115 Clock Hours 

Number of Hours per Week:  25  FT 

Number of Weeks to Complete:  4.6       FT 

Makeup hours:     Saturday:  9:00 a.m. – 2:00 p.m. 

 

Wax Technician Night Classes (when offered):  Monday through Thursday: 5:30 p.m. – 9:30 p.m. 

115 Clock Hours                                                 and Saturday 9:00 a.m. – 2:00 p.m.  

Number of Hours per Week:            25  

Number of Weeks to Complete: 4.6 

Makeup hours:     Saturday:  9:00 a.m. – 2:00 p.m. 

 

New Schedules:  Effective October 29, 2015 for all new students: 

 

Instructor Day Classes:     Monday through Friday: 9:00 a.m. – 4:00 p.m. 

500 Clock Hours                                                   Students will clock out for ½ hour lunch  

Number of Hours per Week:  32.5  FT 

Number of Weeks to Complete: 16          FT 

 

Instructor Night Classes (when offered):  Monday through Thursday: 5:30 p.m. – 9:30 p.m. 

500 Clock Hours                and Saturday 9:00 a.m. – 2:00 p.m. 

                                                                                      Students will clock out for ½ hour lunch on Saturday 

Number of Hours per Week:  21  

Number of Weeks to Complete: 24 
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APPENDIX A:  PROGRAM COSTS  

 

PROGRAM COSTS  

 

  

Cosmetology 

       Registration Fee  $      100.00 

       Tuition  $ 12,550.00 

       Supplies/Books            $      950.00 

       Kit  $      900.00 

       Total  $ 14,500.00 

 

Nail Tech 

       Registration Fee  $      100.00 

       Tuition  $   1,995.00 

       Supplies/Books            $      565.00 

       Kit  $      475.00 

       Total  $   3,135.00 

 

Waxing Tech 

       Registration Fee  $      100.00 

       Tuition  $   1,520.00 

       Supplies/Books            $      485.00 

       Kit  $      280.00 

       Total  $   2,385.00 

 

Cosmetology/Nail Tech Instructor 

       Registration Fee  $      100.00 

       Tuition  $   2,625.00 

       Supplies/Books            $      665.00 

       Kit  $          - 0 -   

       Total  $   3,390.00 

 

 

 

 

 

** Cost of Books & Kit subject to change. Students are not required to purchase books through Dominion 

School of Hair Design but most students find it more convenient to do so. 

 

Non-Refundable items: 

Registration Fee   |   Withdrawal fee/Re-start fee   |    T-Shirts (if applicable)    |     Internet Test Bank (if 

applicable)   |   Books & Kit (if applicable)          
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APPENDIX A:  FINES, FEES AND OTHER ITEMS NOT COVERED IN TUITION 

 

The following fines, fees, supplies and other items not included in program costs are listed below.  During the 

program, students may elect to use specialty products and/or serums and hair products not included as 

supplies provided by the School.  These must be purchased from the school for use at the school. Additionally, 

there will be fines imposed for items related to policies and procedures, replacement costs of items supplied 

and Resource Center items not returned.   

 

¶ Uniform/Required clothing items and shoes 

¶ Replacement of broken, lost, stolen or used kit items 

¶ Services fee:  A price list is discounted for students and provided on first day of class 

¶ Specialty Products and Chemical Services in the Student Salon  - Price list provided one first day of 

class 

¶ Missed Salon/Clinic Day fees - $25.00 

¶ Name Badges lost, stolen or broken - $15.00 

¶ Equipment checked out but not returned or returned broken 

¶ Resource items checked out but not returned 

¶ State Board of Cosmetology State Board License Fees 

¶ State Board Examination – 1st attempt Paid by the school after student account is paid in full and if 

the test is not taken within 60 days of graduation  

¶ Second attempt of State Board Examination 

¶ Overtime charges - $10 per hour for every hour of instruction beyond contracted end date. 

¶ Withdrawal fee, Re-start fee of $100.00 for each 

¶ Transcript fees required from High School/College - $15.00 

¶ Transcripts from Dominion School of Hair Design - each graduate is supplied one upon graduation, at 

no charge, and one will be sent to State Board for testing, at no charge, upon graduation.  All other 

transcript requests will require payment of $15.00. 

¶ Replacement Diploma Fee:  $25.00 

¶ Late payment fees - $25.00 

¶ Returned check fees - $35.00 

¶ Collection fees, if student financial account is sent to collection 

¶ Graduation Ceremony, if applicable, fees - $45.00 - $65.00 will be required for rental of cap and gown 

and other items related to graduation 
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 ADDENDUM A:  SCHOOL CALENDAR 2015 

 

The Dominion School of Hair Design operates on a course basis, twelve months per year, and students may 

enroll each month if openings are available. The program start dates vary and may change based upon 

factors influencing enrollment with classes typically scheduled the last Monday of every month.  Contact the 

Administrative Office for the most current calendar or, refer to this Catalog Addendum. 

 

The Dominion School of Hair Design observes the following holidays and other days on which the school is 

closed.  Holidays and other days off are taken into consideration when determining projected graduation 

dates.  The Dominion School of Hair Design does not observe Fall or Spring breaks. The only break observed is 

the Winter break listed below. The observed Federal Holidays shown below are school closure dates for 

students, instructors break listed below and administrative staff.  The Winter Break is for students and instructors 

only. The school will be open for administrative purposes.  In some cases, students who wish to make up hours 

during the Winter break may do so with prior approval to ensure an instructor is available for instruction. 

  

¶ January 1, 2015 - New Year’s Day 

¶ January 19, 2015 - Dr. Martin Luther King Day 

¶ May 25, 2015 - Memorial Day 

¶ July 3-4, 2015 - Independence Day Observed and Independence Day  

¶ September 7, 2015 - Labor Day  

¶ November 26-27, 2015  Thanksgiving Day, Day after Thanksgiving 

¶ Dec. 25, 2015 – Christmas Day  

¶ Winter Break – December 26, 2015 – January 1, 2016 

 

Dominion School of Hair Design retains the right to change the schedules at the School’s sole discretion at any 

time.  

  



84 

D o m I n I o n   S c h o o l   of   H a I r   D e s I g n   |   R e v I s e d   O c t o b e r   2 9,   2 0 1 5 
 

ADDENDUM B - ADMINISTRATION, FACULTY AND STAFF MEMBERS 

 

Corporate Officers/Principals 

Chief Executive Officer William G. Jones Jr.,     BS 

Chief Marketing Officer Pamela T. Jones,     BGS      

Chief Regulatory/Compliance Officer Mona R. Armstrong,     BS 

 

 

Campus Director    Sarah Boone,                    BS                  

Office Administrator/Financial Aid Serita Lee                         BS/BA 

 

 

Instructor Jasmine Ward  

 Licensed Cosmetologist & Licensed Instructor 

  

 

Substitute Instructor Sarah Boone 

 Licensed Cosmetologist & Licensed Instructor 
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We Are Pleased 

You Are Considering 

Attending Dominion School of Hair Design. 

 

We Look Forward To Being Your Education Partner 

As You 

Move Forward To Pursue a Career 

In the Beauty Industry 
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