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Welcome!
Welcome to the exciting and ever-growing world of nail technology! The career path you’ve chosen is one filled with creativity, opportunity, flexibility, and endless potential. As a licensed nail technician, you can build a career that fits your goals, whether that means working in a salon, becoming self-employed, traveling as an educator, opening your own business, or creating your own brand.
The beauty industry continues to evolve, creating exciting opportunities for skilled nail professionals. At Polished Nail Academy, we are excited to be part of your journey and look forward to helping you develop the skills, professionalism, and confidence needed to succeed in this industry.
Your future starts here.
Why Choose Polished Nail Academy?
Polished Nail Academy is dedicated exclusively to nail technology education. Unlike large cosmetology schools where nails are just one department, our entire focus is centered on preparing future nail professionals for real success in the beauty industry.
Our students receive focused instruction designed for individualized attention, personalized guidance, and a supportive learning environment. Students also benefit from observing and learning alongside a successful, working salon environment, providing valuable exposure to real-world client interactions and professional salon operations before graduation. Whether working one-on-one or in small groups, students receive the focused training needed to build confidence, professionalism, and strong technical skills.
Led by Melissa Goodson, an industry professional with more than three decades of experience and a passion for educating future nail professionals. Polished Nail Academy is committed to raising the standard of nail education and helping students turn creativity into a career.
We invite you to visit our academy, tour the facility, and experience the Polished difference for yourself. Please read this catalog carefully and feel free to contact us with any questions.
We look forward to meeting you and helping you take the first step toward your future in the nail industry.
Mission Statement:
At Polished Nail Academy, our mission is to provide a high-quality, comprehensive education in Nail Technology through hands-on training, industry-focused curriculum, and personalized instruction from experienced professionals.
We are committed to preparing students with the technical skills, professionalism, confidence, and real-world knowledge needed to successfully complete the program, qualify for registration as a Florida Nail Specialist, and enter the beauty industry prepared for long-term career success.
Our goal is not only to educate future nail technicians but to help shape confident professionals who will positively impact and elevate the nail industry.
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Institutional Information
Contact Information:
Polished Nail Academy
500 SW 10th Street, Suite 305
Ocala, Florida 34471
Telephone: (352) 236-2099
Website: www.polishednailacademy.com
Polished Nail Academy, LLC is wholly owned by Melissa Goodson and is registered with the Florida Department of State, Division of Corporations.

Institutional Licensing:

[bookmark: _Hlk38527041]Polished Nail Academy, Institution Number 7844, is licensed by the Florida Commission for Independent Education.   Additional information regarding this institution may be obtained by contacting the Commission at 325 West Gaines Street, Suite 1414, Tallahassee, FL 32399-0400, toll-free telephone number (888)224-6684.

Program Administration:

Director and Principal Instructor:	Melissa Goodson
· Florida Licensed Nail Technician since 1990
· Graduate, Sunstate Academy, Fort Myers, Florida
· Owner, Polished Nail Salon (since 2008)
· BARBICIDE® Certified
· Profiles Certified Educator
· Profiles Certified BABE Instructor
· Nail Camp Educator
Melissa Goodson has dedicated her career to educating future nail professionals, mentoring salon owners, teaching advanced education throughout the United States, and raising the standard of Nail Technology education in Florida.	
Executive Assistant: Addison Goodson, Florida Registered Nail Specialist
Student Services Coordinator: Donna Clore
Instructors:			Mary Ann Hughes (Florida Registered Cosmetologist)
				Juliann Marie Bernier (Florida Registered Nail Specialist)
				Kaitlynn Marie Kirby (Florida Registered Nail Specialist)
				Jessica Masker (Florida Registered Nail Specialist

See organization chart on the next page.
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[bookmark: _Hlk40081209]Admissions:

Non-Discrimination Statement:

Polished Nail Academy is an equal opportunity institution and employer.  The school does not discriminate, exclude participation in programs or activities, or limit employment or application opportunities based on race, color, national origin, religion, sex, gender identity or sexual orientation, disability, military or veteran status, or age.
[bookmark: _Hlk37835810]Applicants must:
1. Be at least 18 years of age. 
2. Provide proof of age with a government-issued photo ID or birth certificate.
3. Complete an application for admission.
4. Participate in a personal interview with the School Director.
Notice Regarding Criminal History
[bookmark: _Hlk65765050][bookmark: _Hlk40084228]Before enrolling, applicants with a criminal history are encouraged to contact the Florida Board of Cosmetology to determine whether their background may affect their eligibility for registration as a Florida Nail Specialist. The Board may be reached at: Department of Business and Professional Regulation (DBPR), 2601 Blair Stone Road, Tallahassee, FL 32399-0793, Phone: (850) 487-1395.
Graduation Requirements:
To be eligible for graduation, students must:
1. Successfully complete 180 clock hours, including 120 hours of classroom instruction and 60 hours of supervised practical services.
2. Earn a minimum cumulative grade average of 70% (letter grade C) and successfully complete the final written and practical examinations.
3. Satisfy all financial obligations to Polished Nail Academy.
Diplomas are awarded only to students who successfully meet all academic, attendance, practical, financial, and graduation requirements established by Polished Nail Academy.
[bookmark: _Hlk54248135]Florida Nail Specialist Registration Requirements:
Upon successful completion of the program, graduates are responsible for submitting an online application for Florida Nail Specialist Registration to the Florida Department of Business and Professional Regulation (DBPR). The online address is MyFloridaLicense.com.  The cost of the application is the student’s responsibility.
Each graduate will receive the following documentation for this application:
a. Certificate of Completion
b. Letter of Official Completion of program including GPA and attendance.
c. DBPR Form:  Application for Initial License based on Florida education.
In addition, students are responsible for completing a Board-approved four-hour HIV/AIDS course and submitting the certificate of completion with their application. The cost of the course is the student's responsibility.
[bookmark: _Hlk53496349]Upon approval of the completed application and satisfaction of all DBPR requirements, the graduate will be issued a Florida Nail Specialist Registration by the Department of Business and Professional Regulation.
Current application forms, fees, and registration requirements are established by the DBPR and are subject to change. Students are encouraged to review the most current information available from the DBPR before submitting their application.

[bookmark: _Hlk63752557]Polished Nail Academy does not make or imply any guarantee of employment to any student.  See Student Services to learn about the school’s student placement services.

Tuition:

Day Program (8 weeks): $3,800
Night Program (15 weeks): $3,800

Breakdown of Initial Enrollment Payment:

	Initial Enrollment Payment is $2,000

		Book rental			$200.00
		Kit				$650.00
		Tuition			$800.00
		Insurance			$200.00
           	Registration:			$150.00

	           Total:         $2,000
[bookmark: _Hlk53471495]	Payment Schedule:
· $2,000 due three (3) weeks prior to the first day of class.
· $900 due on the first day of the third week of the program.
· $900 due on the first day of the sixth week of the program.
Terms of Payment
Polished Nail Academy accepts the following methods of payment:
· Credit Card
· Debit Card
· Cash
· Cashier's Check/Money Order (personal checks are not accepted)
Students are responsible for ensuring all payments are made on or before the published due dates. Failure to remain current on tuition may result in administrative action in accordance with academy policy.

[bookmark: _Hlk113961874][bookmark: _Hlk53471525]Student Cancellation and Refund Policy:	
Total Program Cost (Day or Night Program): $3,800.00
Initial Enrollment Deposit: $2,000.00
	Description:
	Amount:

	Registration Fee
	$150.00

	Book Rental
	$200.00

	Student Kit
	$650.00

	Tuition
	$800.00

	Insurance
	$200.00

	Total Initial Deposit
	$2,000.00

	
	


Should a student's enrollment be canceled or terminated for any reason, refunds will be issued according to the following policy. This policy applies to all students, regardless of whether tuition was paid in full or through an approved payment schedule.
1. Cancellation may be made in person, by electronic mail, by Certified Mail, or by written notice of termination.
2. If Polished Nail Academy does not accept the applicant, or if the student cancels within three (3) business days after signing the Enrollment Agreement, all monies paid will be refunded.
3. Cancellation after the third (3rd) business day, but before the first scheduled class, will result in a refund of all monies paid except the following non-refundable fees:
· Registration Fee ($150.00)
· Book Rental Fee ($200.00)
· Student Kit Fee ($650.00)
4. Cancellation after attendance has begun, through 40% of the program, will result in a pro rata refund based on the number of hours completed compared to the total program hours.
5. Students who withdraw or are terminated after completing more than 40% of the program are not eligible for a refund.
6. For refund calculations, the termination date is the student's last date of actual attendance unless earlier written notice of withdrawal is received.
7. All refunds due will be issued within 30 days of the termination date.


[bookmark: _Hlk65503580][bookmark: _Hlk38351201]
[bookmark: _Hlk130479300][bookmark: _Hlk75267431]Academic Calendar and Class Schedule:
· Day Program: Monday–Thursday, 9:00 a.m.–3:00 p.m.
· Night Program: Monday–Thursday, 5:30 p.m.–8:30 p.m.
School Holidays
· Monday, May 31, 2027 – Memorial Day
· Monday, September 6, 2027 – Labor Day
Scheduled School Closures
· March 15–18, 2027 – Spring Break
· September 22–23 and September 27–28, 2027 – Educator Continuing Education
· Thanksgiving Break November 22-25,2027
Daytime Calendar: 2027
           Monday January 4, 2027				Thursday February 25, 2027
	Monday March 1, 2027				Thursday May 6, 2027
			*March 15th – March 18th 2027 Spring Break
	Monday May 10, 2027				Thursday July 1, 2027
	Monday July 5, 2027				Thursday August 26, 2027
	Monday August 30, 2027				Thursday October 28, 2027
           Monday November 1, 2027			Thursday December 30, 2027
2027 Nighttime Calendar
Start Date:					   	Completion Date:		
[bookmark: _Hlk113966937]Monday January 4, 2027				Thursday April 22, 2027
Monday April 26, 2027				Thursday August 5, 2027
Monday August 9, 2027				Thursday November 18, 2027

Scheduled holidays and school closures are incorporated into each program calendar and do not reduce the required 180 clock hours for graduation.

The academy reserves the right to modify the academic calendar or class schedules when necessary, due to weather emergencies, instructor training, unforeseen circumstances, or other operational needs. Students will be notified of any changes as soon as practicable.

The next scheduled daytime and nighttime classes will begin in January 2028. The 2028 academic calendar will be published separately.
Emergency School Closures
In the event that Polished Nail Academy must close due to severe weather, a natural disaster, a public safety emergency, a lockdown, or any other unforeseen circumstance, the academy will make every reasonable effort to protect the safety of its students and staff while minimizing disruption to instruction.
When possible, the academy will follow the closure recommendations of Marion County Public Schools during the regular school year and the guidance of the City of Ocala, Marion County Emergency Management, the State of Florida, and other appropriate authorities during summer months or other emergency situations.
If the academy closes due to an emergency, students can expect timely communication from the Director through one or more of the following methods:
1. Website and Social Media Updates
The academy's website and official social media pages will be updated as soon as practical with information regarding the status of the school, anticipated reopening date, schedule changes, and any required make-up instruction. Updates will continue as additional information becomes available.
2. Email and Text Notifications
Students will receive email and/or text message notifications with detailed instructions regarding class schedules, online assignments (when applicable), attendance expectations, and any required make-up hours.
3. Make-Up Instruction
Any instructional time missed due to an emergency school closure will be rescheduled to ensure students complete all required 180 clock hours before graduation. The make-up schedule will be communicated to students as soon as practical.
Polished Nail Academy’s Educational Program 
for Nail Technology:
Total Program Hours: 180 Clock Hours
• Theory (Topic) Hours: 120
• Practical Service Hours: 60
Course:					Topic Hours:		Service Hours
NT – 01 Orientation and 
    Florida Cosmetology laws and rules		4			
NT–02 Sanitation						8
NT–03 Ethics						4
NT–04 Nails and Nail Disorders				3
NT–05 Manicuring					 	20			   8		
NT–06 Pedicuring						10			   6		
NT–07 Nail Tips and Overlays				15			   8		
NT–08 Sculpting/Tips					 20			 10		
NT–09 Nail Fill-In’s					           10			   5
NT–10 Artificial Nail Removal				 5			   3
NT–11 Polishing and Nail Art				 6			 10
NT–12 Gel Nails						 5			 10
NT–13 Employment Skills 				            5		
NT–14 The Business of Nail Technology		            5	
		
						Topic Hours:  120		Service Hours:  60
Course Descriptions:
	Since Polished Nail Academy only offers one program, Nail Technology, all classes listed below are identified first as NT.  The numbers following NT indicate the order in which the courses are taken. The purpose of this program is to prepare students for registration as a Florida Nail Specialist and for entry-level employment in the professional nail industry.
NT-01 Orientation and Florida Cosmetology Laws and Rules
Students will become familiar with the policies, procedures, and expectations of Polished Nail Academy. Instruction includes an overview of the student handbook, classroom procedures, and Florida laws and rules governing the practice of nail technology. Students will learn the responsibilities of a Florida Nail Specialist and the importance of complying with state regulations.
NT-02 Sanitation
Students will learn the principles of sanitation, disinfection, infection control, and workplace safety as required by Florida law. Instruction includes proper cleaning and disinfection of implements, equipment, and workstations, as well as procedures for preventing the spread of infection. 
NT-03 Ethics
Students will learn the importance of professional ethics, workplace conduct, and effective communication with clients, coworkers, and employers. Instruction emphasizes professionalism, customer service, reliability, and maintaining a positive salon environment.
NT-04 Nails and Nail Disorders
Students will study the anatomy and physiology of the natural nail, including common nail disorders and diseases. Instruction focuses on recognizing conditions that may affect nail services and determining when services should or should not be performed.
NT-05 Manicuring
Students will learn proper table set-up, sanitation procedures, nail shaping, cuticle care, polishing techniques, electric file safety, and the procedures for performing basic and men's manicures in accordance with Florida regulations and industry standards.
NT-06 Pedicuring
Students will learn the procedures for performing professional pedicure services, including proper set-up, sanitation, nail trimming and shaping, cuticle care, exfoliation, and polishing techniques. Instruction emphasizes safety, client comfort, and compliance with Florida regulations.
NT-07 Nail Tips and Overlays
Students will learn the proper selection, application, blending, and removal of nail tips and overlays. Instruction includes product selection, preparation of the natural nail, application techniques, and maintenance procedures to ensure safe and durable nail enhancements.
NT-08 Acrylic Nail Enhancements
Students will learn the products, supplies, and techniques used in acrylic nail enhancement services. Instruction includes proper nail preparation, primer application, acrylic application over nail tips, shaping, finishing, and basic maintenance procedures while following safe application practices.
NT-09 Nail Fill-Ins
Students will learn the proper procedures for maintaining acrylic nail enhancements through fill-in services. Instruction includes product selection, preparation of the natural nail rebalancing the enhancement, blending, shaping, and finishing techniques to maintain the integrity and appearance of the nail enhancement.
NT-10 Artificial Nail Removal
Students will learn the safe and proper removal of artificial nail enhancements, including acrylic, hard gel, soft gel, and gel polish systems. Instruction includes proper use of removal products, implements, and techniques to protect the natural nail while following manufacturer recommendations and industry standards.
NT-11 Polishing and Nail Art
Students will learn professional polishing techniques and the fundamentals of nail art. Instruction include polish application, French polish, decorative techniques, and basic nail art designs using a variety of tools and products to enhance nail services.
NT-12 Gel Nails
Students will learn the products, supplies, and techniques used to perform gel nail services. Instruction includes nail preparation, gel application, curing procedures, shaping, finishing, and maintenance while following proper safety and sanitation practices.
NT-13 Employment Skills
Students will develop the skills needed to obtain and maintain employment in the nail industry. Instruction includes résumé preparation, interviewing techniques, workplace professionalism, communication skills, customer service, and employer expectations.
NT-14 The Business of Nail Technology
Students will learn the fundamentals of operating a successful nail business. Instruction includes appointment scheduling, client retention, retail sales, record keeping, marketing, professionalism, and an introduction to salon business models, including commission employment, booth rental, and salon ownership. Students will also learn the importance of building long-term client relationships through professionalism, exceptional customer service, and consistent quality of work.
Satisfactory Academic Progress Policy:  
Satisfactory Academic Progress (SAP) uses quantitative (attendance) and qualitative (grade average) measures to determine whether a student is making satisfactory academic progress in the Nail Technology program.  Both are measured in every class.  Each student must maintain SAP to continue enrollment.
The Director closely monitors each student's academic progress and attendance throughout the program. If a student shows signs of not meeting SAP requirements, the Director will meet with the student to discuss the deficiency and develop a plan for improvement. All student SAP information is maintained in student permanent files.

Standard:    Day Program: 180 clock hours completed in 8 weeks.
                     Night Program: 180 clock hours completed in 15 weeks.

Definition of Clock Hour: Clock Hour means a period of 60 minutes with a minimum of 50 minutes of instruction in the presence of an instructor.

Quantitative Measure means attendance:  Students are expected to maintain a minimum attendance rate of 100% to remain on schedule for program completion. Students are required to complete all 180 clock hours required for graduation and reviewed by the Director.


Qualitative Measure: Qualitative Measure means cumulative grade point average. Polished Nail Academy requires students to maintain a minimum cumulative grade average of 70% (2.0 GPA) throughout the program. This average will be measured for each student at the end of each course.  

Evaluation Period:

Standard:  Students will be evaluated for attendance daily and cumulative grade point average at the end of each of the fourteen classes that comprise the eight week or fifteen-week Nail Technology program.
Grading System:
The following grading scale applies to all students enrolled in the Nail Technology program. This grading scale is used to evaluate both theory and practical work.
	Grade
	Percentage
	GPA

	A
	90–100
	4.00

	B
	80–89
	3.00

	C
	70–79
	2.00

	F
	Below 70
	0.00


The principal instructor monitors each student's academic progress and attendance throughout the program.
Students who fail to maintain Satisfactory Academic Progress (SAP) will meet with the Director to review their academic performance and develop a plan for improvement. Continued failure to meet SAP requirements may result in dismissal from the program.
Prior to a final decision regarding dismissal, the student may submit a written appeal to the Director. The appeal should include any supporting documentation related to circumstances beyond the student's control that the student wishes the Director to consider.  Please Appeal Policy, page XX for additional information.
Specialty Workshops:
As part of our commitment to continuing education, Polished Nail Academy regularly offers specialty workshops featuring advanced techniques, new products, and current industry trends. While enrolled, students are welcome to participate in any workshop offered to licensed nail technicians. Participation is optional, and workshop fees vary depending on the class.
[bookmark: _Hlk39219714]Description of Physical Facilities:
Polished Nail Academy is located at 500 SW 10th Street, Suite 305, Ocala, Florida 34471, in the Old Bridge Station Plaza. The facility provides ample lighted parking and is fully ADA accessible.
The academy occupies approximately 1,255 square feet of dedicated instructional space designed to provide both classroom instruction and supervised clinical training in a professional salon environment.
Student Facilities
The academy includes:
· School library and learning resources
· Student lunch area with refrigerator and microwave
· One ADA-compliant restroom
Additional student amenities, including two ADA-compliant restrooms, laundry facilities, and an additional lunch area, are available in the adjacent Polished Nail Salon (Suite 303).
Learning Areas
Classroom:
The classroom is designed to accommodate up to 12 students and includes:
· Student desks and chairs
· Instructor workstations
· 52-inch wall-mounted television for instructional presentations
· Portable whiteboard
Clinical Practice Area:
The clinical area provides hands-on training in a salon environment and includes:
· Twelve fully equipped manicure stations with technician and client seating
· Individual storage cabinetry for each workstation
· Professional LED task lighting
· Two pedicure stations
· Reception area with a computerized point-of-sale system for student clinic services
Storage:
Dedicated storage cabinets are provided for instructional supplies, student products, and retail displays.
Corporate Office:
The administrative office is located in Suite 309 and includes:
· Administrative offices
· Secure filing and record storage
· Computer workstations and printers
· ADA-compliant restroom
Adjacent Salon Facility
Polished Nail Salon, located in Suite 303, serves as the academy's neighboring professional salon. Students have access to additional restroom facilities, laundry services, and designated break areas located within the salon.
Student Services:

Student Services Hours:
Monday–Thursday, 9:30 a.m. to 8:30 p.m.
(Student services are not provided between 3:00 p.m. and 5:30 p.m.)

Academic Services:
The principal instructor monitors each student's academic progress and attendance throughout the program. If a student begins to fall behind academically or fails to maintain Satisfactory Academic Progress (SAP), the Director will meet with the student to identify areas of concern and develop a plan for improvement. Students are encouraged to request assistance whenever needed. Academic support may include tutoring to improve comprehension, test performance, and practical service skills.

Financial Services:
Polished Nail Academy does not provide financial aid or student loans. The Director is available to answer questions regarding tuition, fees, and payment options during the enrollment process. Students are encouraged to carefully consider their financial obligations before enrolling. If a student experiences an unexpected financial hardship during the program, the Director is available to discuss available options and possible solutions.

Student Counseling:
Polished Nail Academy provides admissions, academic, and career counseling to all students. When appropriate, the Director may refer students to qualified community resources for personal or mental health counseling. The academy does not provide professional counseling services.

Student Placement Assistance:
Polished Nail Academy provides employment assistance to graduates but does not guarantee employment. Students receive guidance in interviewing skills, professional appearance, and workplace expectations through NT-13 Employment Skills. The academy also maintains a list of potential employers and provides career counseling, coaching, and interview preparation. While the academy assists students in their job search, obtaining employment remains the responsibility of the student.

Student Policies:  

All students are expected to comply with the policies and procedures of Polished Nail Academy. As a condition of enrollment, students accept the responsibility to become familiar with and abide by the academy's Code of Conduct, behavior standards, and all program-specific rules, policies, and procedures.


Appeal Policy  see original Appeal policy underneath this one
Polished Nail Academy provides students with the following procedure to request administrative review of a disciplinary action.
A student wishing to appeal a disciplinary action must submit a written appeal to the School Director within two (2) business days of notification of the disciplinary action.  The written appeal must include the student’s name, the disciplinary action being appealed, and any information the student wishes to have considered during the administrative review.
Upon receipt of a timely appeal, the matter will be reviewed by the School Director or designated member of Academy administration. The review may include Academy records, applicable policies, information submitted by the student, and any other information deemed appropriate by the Academy.
The submission of an appeal does not stay, postpone, or otherwise affect the disciplinary action unless otherwise determined by the Academy.
Following administrative review, the Academy may uphold, modify, or rescind the disciplinary action.
The student will be notified of the Academy’s determination. The determination following administrative review is final and concludes the Academy’s internal appeal process.
Polished Nail Academy will maintain appropriate documentation of disciplinary actions and appeals in accordance with applicable requirements.

Appeal Policy:
Students placed on academic or conduct probation, or dismissed from the program, may submit a written appeal to the Director within two (2) business days of notification. The appeal should include any supporting documentation the student wishes the Director to consider. The Director will issue a written decision within two (2) business days. The Director's decision is final.

[bookmark: _Hlk39478868]Grievance Policy:
If a student has a grievance or complaint regarding Polished Nail Academy's educational program, faculty, staff, or any other school-related matter, the student may submit a written grievance to the Director. The grievance should include a detailed description of the concern and any supporting information.
The Director will review the grievance and provide a written response within two (2) business days.
If the grievance remains unresolved, the student may contact:
Commission for Independent Education
325 West Gaines Street, Suite 1414
Tallahassee, FL 32399-0400
Toll-Free Telephone: (888) 224-6684
Student rights:

All Polished Nail Academy students have the right to know:
· Polished Nail Academy is a non-smoking, non-vaping institution.  No illegal drugs or alcohol are permitted at any time.
· Polished Nail Academy’s faculty and staff are committed to treating students fairly and respectfully.
· All facilities at Polished Nail Academy are ADA-compliant.  
· Information about Polished Nail Academy’s nail technology program, faculty and facilities.
· Detailed explanation of how much it costs to attend the school as well as the school policy on refunds for students who drop out.
· The method by which the school determines Satisfactory Academic Progress (SAP) as well as the consequences for unsatisfactory performance.
· The name and address of Commission for Independent Education which licenses Polished Nail Academy if the student has a complaint that goes unresolved.
Student Conduct:
A. Attendance and Tardiness:
Regular attendance is essential for student success and is expected of all students. Attendance is recorded daily and reviewed by the Director in accordance with the academy's Satisfactory Academic Progress (SAP) policy. (See SAP, page 13.)
Tardiness
Students are expected to arrive at least 15 minutes before the scheduled start of class to allow adequate time to prepare for instruction. Classes begin promptly at the scheduled time.
Students arriving 15 minutes or more after the start of class must obtain permission from the Director before being admitted to class. Approval will be based on the circumstances surrounding the tardiness and the student's attendance record. Frequent or excessive tardiness may result in disciplinary action, including probation or dismissal.
B. Leave of Absence:
Students are expected to maintain the attendance standards outlined in the Satisfactory Academic Progress (SAP) policy. If a student experiences a personal emergency, illness, or other extenuating circumstance that requires an absence from the program, the student must notify the Director as soon as possible.
Leave of absence requests must be approved by the Director. Each request will be reviewed individually, taking into consideration the student's attendance, academic progress, and the ability to successfully complete the program.
Students who miss classroom instruction or practical training may be required to complete make-up work or additional practical hours, as determined by the Director. Extended absences that prevent a student from meeting the program requirements may result in withdrawal from the current class and re-enrollment in a future session.
C. Dress Code:
Students are required to wear clean black scrub uniforms and black or white closed-toe sneakers while attending class and performing services. Sandals, open-toe shoes, and non-professional attire are not permitted.
D. Classroom Rules:
· Arrive at least 15 minutes early and prepared for class.
· Food, drinks, and chewing gum are not permitted in the classroom. Scheduled breaks will be provided by the instructor.
· Cell phones must be silenced and put away during class.  Students may access their phones during scheduled breaks only.
· Recording, photographing, or video recording in the classroom is prohibited unless authorized by the instructor or Director.  
· Students are expected to conduct themselves in a manner that supports a respectful and productive learning environment.
E. Conduct:
Proper conduct and a professional attitude are expected at all times. Students who violate academy policies or standards of conduct may receive verbal counseling, a written warning, probation, or dismissal, depending on the nature and severity of the violation. The Director will determine the appropriate disciplinary action based on the circumstances.

Any of the following behaviors may result in a student’s probation or dismissal after the Director’s review:
-Unexcused or excessive absences
-Leaving school without permission of the Director
-Use of obscene or foul language
-Lewd behavior 
-Sexual harassment
-Behavioral problems including insubordination to instructors and lack of participation in class
-Failure to follow school rules and regulations	
-Refusal to provide a service to a customer
-Defacement and/or destruction of school property.
-Academic dishonesty or cheating
-Theft of school or personal property
-Threatening or violent behavior
-Failure to follow sanitation or safety procedures
-Repeated violation of academy policies

*In the case of alcohol and illegal drugs, see Section F.  Grounds for Immediate Dismissal below.  

The Director reserves the right to dismiss any student whose conduct is determined to be unsafe, disruptive, or detrimental to the learning environment or the safety of students, staff, or clients.
F. Grounds for Immediate Dismissal:
There is no tolerance for illegal drugs, vaping or alcohol at Polished Nail Academy.  
Any student involved in any of the following illegal drug, vaping and/or alcohol activities is guilty of misconduct and is subject to immediate dismissal for the first offense with no refund:
1. Possession, use, sale, or distribution of illegal drugs or alcohol. onto the school’s premises or property including the parking lot during scheduled class time or while on school business.

2. Reporting to school under the influence.

3. Violence or threats of violence.

4. Theft.

5. Sexual harassment or unlawful harassment.

6. Intentional destruction of school property.

7. Conduct that places students, staff, or clients at risk.
G. Probation:  DO WE WANT TO KEEP THIS?
During the program’s eight weeks for the day program or fifteen weeks for the night program, students will only be eligible for one probationary period. The length of the probationary period will be determined by the Director based on the student's circumstances. Students may be placed on probation when they fail to meet the academy's minimum attendance or academic standards as outlined in the Satisfactory Academic Progress (SAP) policy.While on probation, students must meet the minimum standards in the area(s) that is/are below, or their enrollment will be terminated. Minimum standards are defined:

· Attendance: 100% minimum 
· Academic Performance: 70% cumulative average.
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