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Statement of EducaTonal 
Goals and ObjecTves 

The College of Hair Design Careers is dedicated to the development and execuTon 
of an educaTonal program in the basics of Hair Design, EstheTcs, and Nail 

Technology which will enable the student to learn the theory and develop; the 
technical and people skills necessary to pass examinaTons for State CerTficaTon, 

and to be successful in the workplace. 

(All programs taught in English) 
Catalog effecTve dates 5/1/2025-4/30/2026 
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A CAREER AS A BEAUTY PROFESSIONAL 

  
Thanks for including the College of Hair Design careers in your career search! This catalog is designed to provide you with 
enough informaTon so you will be able to make an informed decision about possible enrollment in our college. 

If only one work could be used to describe the field of a beauty professional, that word would be “CREATIVITY’. 

Beauty professionals have a very personal profession in an increasingly impersonal world. Our profession touches 
people, both physically and psychologically. It is one of the few professions that do that. We touch not only the 
customer’s head; we olen touch that person’s life. 

In the salon, a fully cerTfied beauty professional will do all kinds of work, including manicuring, shampooing, hair styling, 
make-up applicaTon, temporary and permanent hair waving, hair straightening, bleaching, TnTng, and various skin, and 
scalp treatments. Many operators specialize in one or more of these services. 

The major objecTve of our college is providing the student with preparatory training, as required by the Oregon Higher 
EducaTon CoordinaTng Commission, and the State Board of Cosmetology. 

THE COLLEGE AND ITS PHILOSOPHY 
The College of Hair Design Careers is licensed by the Oregon Higher EducaTon CoordinaTng Commission to provide 
training preparatory for cerTficaTon in Hair Design, EstheTcs, and Nail Technology. 

Emphasis is placed on modern technology and trends. Our staff is required to aoend seminars and workshops regularly 
to maintain a high level of proficiency. 

We are located one block east of Lancaster Drive in the northeastern secTon of Salem, on the corner of Market Street 
and Clay Street. The college offers over seven-thousand five hundred square feet of space with houses the Clinic floor: 
with individual staTons, make up area, dispensary, also a shampoo and dryer area, nail area with individual workstaTons 
and two private rooms for EstheTcs. Classroom: Equipped with a smart TV, tablet, and power point projector; Student 
lounge: with a refrigerator and microwaves, student lockers and addiTonal classroom; RecepTon area: with customer 
services computer and seaTng for guests; Offices: for teachers and administraTve staff; Library/ Computer lab: with 
computers equipped with academic and review solware; Conference room and it is all in a friendly atmosphere. Ample 
free parking is provided for customers and students both on the college grounds and on the streetside. 

The College of Hair Design Careers believes in and abides by the Fair Employment PracTces Act, ensuring equal 
employment and admissions opportuniTes to all persons, regardless of sex, race, religion, color, creed, ethnic origin, 
sexual orientaTon, economic need, or age. 

Review of AccrediTng and licensing documents pertaining to accreditaTon and licensure are on file in the college and 
may be viewed by staff, students and prospecTve students as needed. 
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YOUR COLLEGE AND THE INDUSTRY 
Most states in the USA require a license before you can pracTce as a cosmetologist. Individual states establish minimum 
technical training requirements that must be successfully completed before you can take that state professional licensing 
examinaTon. 

Cosmetology is a “people” business. If you like dealing with people, you will be happy, and probably successful in this 
industry. Cosmetology is a big industry with lots of opportuniTes for advancement and security. If you decide to make a 
career change later in life, you will find that the people and business skills you learn in beauty college will be valuable in 
other careers as well. When it comes to gesng along with people, successful cosmetologists are the masters. 

Throughout the naTon, there is currently an acute shortage of licensed hairdressers, manicurists, and skin care 
specialists, As the “baby boomers” move into their sixTes, the demand for hair color, nail and skin care services has 
grown while the number of licensed cosmetologists entering the profession is shrinking. 

How about the $$$? The Oregon Department of Labor consistently projects job openings in these careers as listed in the 
publicaTon, OREGON CAREERS. Ask your own hairdresser what they think about the future of cosmetology. Remember, 
every hairdresser, barber, manicurist, or estheTcian began their career in beauty college. Oregon wage projecTons data 
can be found by going to www.qualityinfo.org, and click on the “OccupaTonal Info Center” tab. 

Hair Designers DO have a unique profession. CreaTve expression is rewarded, work schedules are flexible, and salaries 
are limited only by individual ability and effort. Hair, Nails, and Skin Care are promising fields for both men and women of 
all ages. 

PHYSICAL DEMANDS OF THE PROFESSION 
A hairdresser or skin care specialist must have good bad eye coordinaTon and limited leg mobility for moving while 
performing services. Persons unable to stand for long periods of Tme or having only limited mobility would have 
difficulty using the various types of equipment. 

Manicuring and the applicaTon of arTficial nails do not require standing or mobility. Clients and technicians are seated 
for the enTre manicure and or acrylic nail applicaTon. 

EstheTcs (skin care) does not require a great deal of mobility. However, arm, hand and finger strength are required for 
the massage porTon of a skin care service. 

PROFESSIONAL SAFETY REQUIREMENTS 
As a professional cosmetologist and a student of cosmetology, you will be using and applying hazardous chemical 
products in the performance of some client chemical services. Oregon law requires extensive safety training as part of its 
cosmetology curriculum (see Program Outlines). If you have any known allergies to cosmeTcs or chemical beauty 
products, ask to review a copy of our OSHA student- training manual. 

If you are pregnant at the Tme of your enrollment, or become pregnant while aoending college, the College of Hair 
Design Careers suggests seeing your obstetrician for guidance. 
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EDUCATION 
The college of Hair Design Careers is a performance-orientated college whose instrucTonal system contains modularized 
subjects. The student’s ability to perform specific job-related assignments is the center of focus. The general objecTve of 
this task-oriented curriculum is to train students for careers as Hair Design Stylists, Manicurists and EstheTcians. 
Students are evaluated at regular intervals to ensure progress towards graduaTon. 

“Performance-orientated” means a student must not only complete their clock-hours but also complete all required 
academic programs, all required laboratory projects, perform a variety of clinic operaTons, pass wrioen, oral, and 
pracTcal examinaTons. The student then graduated and may take the State ExaminaTon for cerTficaTon. 

InstrucTon for more than 50% of the program of study is based on realisTc salon situaTons and work problems. Since an 
understanding of the theory is an essenTal foundaTon for developing pracTcal skills, considerable aoenTon is given to 
the development of this knowledge. 

Each student is assisted in progressing as quickly as they are able and willing. The teaching method uTlizes small groups 
of students. This allows for plenty of one-to-one instrucTon, while the student sTll benefits from group teaching and 
discussions. 

The College of Hair Design Careers recognizes that students progress at different rates. For those students who wish to or 
need to progress at less than the fastest possible rate, every consideraTon will be given to meeTng their needs. 
AddiTonal tuiTon may be charged to students for which it is necessary to extend training beyond the expected 
contracted graduaTon date. 

EducaTon and training based on Salon Readiness ObjecTves has several important advantages. Specific criteria are used 
to assess the students’ levels of achievement. 

The College of Hair Design Careers evaluaTon system examines a student’s progress by determining if the student has 
met both theory and pracTcal standards of performance. 

The College of Hair Design Careers educaTonal training maximizes the individualizaTon of the student. Hair Design 
Stylists are not born--- they are taught! The three main factors determining the success of a student are the college, the 
teacher, and most importantly the student’s astude. 

OUR GOALS FOR YOU 
The College of Hair Design Careers is dedicated to the development and execuTon of an educaTonal program in the 
basics of Hair Design, EstheTcs, and Nail Technology which will enable the student to learn the theory, to develop the 
technical and people skills necessary to pass examinaTons for the State CerTficaTon, and to be successful in the 
workplace. 

TRAINING--- A comprehensive training in Hair Design, EstheTcs, and Nail Technology. 

EXPERIENCE--- PracTcal learning opportuniTes for each student. 

CAREER PLANNING--- OpportuniTes for planning and exploraTon within the Hair Design, EstheTcs, and Nail Technology 
professions. 

ACTIVITIES--- Cultural enrichment opportuniTes through extracurricular acTviTes, demonstraTons, guest speakers, and 
field trips. 

AID--- Providing a variety of student services; guidance and counseling, financial aid, tesTng, and placement. 
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PLACEMENT SERVICES 

Employment is not guaranteed upon graduaTon. 

College of Hair Design Careers provides placement assistance for students, which consists of names of salons requesTng 
employees. Students will learn job search techniques, resume wriTng, job interview techniques and professionalism. 

College of Hair Design Careers encourages each student to parTcipate in salon visits to at least four salons of their choice 
(while sTll in college) to interview for possible future employment. 

ADMISSION POLICY 
The College of Hair Design Careers admits persons who are at least 18 years of age, and are a High School graduate, or 
have a High School GraduaTon Equivalency CerTficate. The student must furnish Official Transcripts or CerTfied Diploma 
of EducaTon showing high school compleTon, proof of age, and a Social Security card. Should an enrolling student 
provide a foreign high school diploma, the student must obtain an English translaTon of the document along with 
confirmaTon that the educaTon received is equivalent to a U.S diploma. This documentaTon must come from an outside 
agency that is qualified to translate documents into English and confirm the academic equivalence to a U.S. High school 
diploma. 

ProspecTve students will be noTfied by phone of Acceptance or Denial of admissions within 7 days of all admissions 
forms being completed and submioed along with the compleTon of an entrance interview. 

Failure to submit all required documents will result in denial of admissions. Applicants that have been denied may 
reapply aler 60 days or aler they have met the required criteria that were requested by the College of acceptance. 

The College does not recruit students already aoending or admioed to another college offering a similar program of 
study. 

It is best to register for enrollment, and pay the registraCon fee, at least three weeks in advance to assure a place in 
class. Please see Calendar in this catalog for beginning dates of classes. 

Students may apply to be re-enrolled (through the Administrator) to the college following terminaTon, aler a waiTng 
period of ninety (90) days. Such students will be enrolled in the same status they lel under. This procedure applies only 
to dismissals caused by lack of saTsfactory progress, either academic and/or aoendance. 

All previous charges from prior enrollment must be paid before re-enrolling. 

Re-enrolling students will be charged at the current tuiTon rates and pay the required enrollment fee. Prior clock hours 
and academic achievements from the first period of enrollment will be credited to the re-enrollment contract. Re-
enrolling students will be charged for the remining hours needed to complete the program in which they are enrolling. 

A student returning from a leave of absence or other official interrupTon of training will remain in the same status with 
respect to saTsfactory progress prior to the interrupTon. 

Students that withdraw (voluntary or non-voluntary) may apply to be re-enrolled aler 90 days waiTng period from their 
last day of aoendance. 

The college at its own discreTon may request the student to complete an academic and/ or pracTcal evaluaTon prior to 
re-admission and the Administrator may also request a leoer of intent explaining how the student will have the ability to 
complete the program to avoid the previous issue (aoendance, financial or disciplinary). 

Re-admission under any circumstance is not guaranteed. 
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TRANSFER STUDENTS  
The College of Hair Design Careers accepts transfer students who have previous academic credit from a cerTfied college. 
However, the College of Hair Design Careers must receive an Official Transcript of training with Tme accrued mailed 
directly from the college previously aoended to the College of Hair Design Careers, including a Financial Aid Transcript (if 
applicable). 

The College of Hair Design Careers will give credit for previous hours and requirements earned upon receipt of the 
Official Transcript. All fees and tuiTon will be prorated according to the amount of rime needed to complete the program 
at this college. Textbook and equipment charges, if applicable, are addiTonal. 

During the first few weeks the transfer student will be evaluated on both academic and skill apTtudes to determine 
placement. 

Transfer students are advised that clock hour training credits in Oregon are only valid for 10 years from the date of 
graduaTon, withdrawal, or terminaTon of enrollment (OAR 715-045). 

The College of Hair Design Careers reserves the right to determine if the amount of transfer hours accepted are all hours, 
a porTon of hours, or no hours are accepted. 

Transfer hours from another insTtuTon that are accepted toward the student’s educaTonal program are =counted as 
aoempted and completed hours. Students receiving GI BILL® educaTon benefits while aoending our college are required 
to submit transcripts for any previous educaTon or training for evaluaTon, granTng of prior credit, and adjusTng the 
length of the program. 

FINANCIAL AID 
Students who are found eligible may receive Federal Financial Aid. For further details about Financial Aid plans, please 
contact the college’s Financial Aid Officer who will be most happy to assist you. 

Most Financial Aid is awarded based on need. Need is the difference between what it costs to aoend college and how 
much you and/ or your family can reasonably be expected to contribute toward those expenses. The expected family 
contribuTon is determined from the informaTon you submit on the Free ApplicaTon for Federal Student Aid (FAFSA) 
form. This form is available from our financial aid office. 

The College of Hair Design Careers parTcipates in the Federal Title IV Financial Aid. This includes Federal PELL Grants and 
the Federal Direct Loan programs for those eligible. 
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The College of Hair Design Careers is cerTfied for educaTonal training by the USDI Bureau of Indian Affairs. VocaTonal 
RehabilitaTon also uses our college for training of eligible persons. 

The College of Hair Design Careers is approved by the State Approving Agency for the enrollment of those eligible to 
receive GI BILL® educaTonal benefits. Please contact the U.S Department of Veterans Affairs at 1-888-442-4551 or 
hops://explore.va/educaTon-training to apply for benefits or find out more about your benefits. 

Any Student receiving GI BILL® educaTon benefits while aoending College of Hair Design Careers is required to obtain 
transcripts from military training and all previously aoended schools and submit the to the college for review or prior 
credit and shortening of the program proporTonately. In compliance with Public Law 115-407 SecTons 103 and 104, our 
policy permits any covered individual to aoend the course of educaTon for which the individual provides noTficaTon of 
eligibility. College of Hair Design Careers will not impose any penalty due to the delayed disbursement funding from VA 
under chapters 31 or 33. 

The SaTsfactory Academic Progress and Leave of Absence policies, as noted in the catalog, apply to all enrolled students, 
and not just those receiving Title IV funding. 

For students who qualify, there is a Barber and Hairdressers Grant. 
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PROGRAMS AVAILABLE: (EACH PROGRAM IS SCHEDULED 40 HOURS PER WEEK) 

HAIR DESIGN: 1150 clock hours. (34 contracted weeks) Maximum Tmeframe 42 weeks (2 Academic years) 1110 hours 
Hair Design + 20 hours Oregon Laws and Rules + 20 hours Career Development=1150 hours 

288 theory hours, 862 pracTcal hours. 

In addiTon to technical training in Hair Design, students enrolled in this program of study are required by Oregon law to 
complete Oregon Laws and Rules of 20 clock hours length and Career Development of 20 clock hours.  The 40 clock hours 
for compleTon of the state required hours have been included in the 1150 clock hour. Maximum class size is 15. 

HAIR DESIGN Current Program 
OperaTons/ Hours

Anatomy and Physiology 22

Microbiology

4

Hair Services

Hair Cusng 160/320

Hair Styling 
*Wet Hair Styling 
*Thermal Hair Styling 
*Braiding

105/157.5

Chemical Services 
*Permanent Waving 
*Hair Coloring 
*Hair DecolorizaTon 
*Chemical Hair Relaxing

180/540

Shaving 10/5

Implements/ Tools /Equipment

17.50

Product Knowledge

31

Safe Usage Safety Devices and Federal RegulaTons and Standards

13

Career Development

Job search, resume, life skills and professional image 20

Oregon Laws and Rules

OAR 331 & 817, ORS 676 & 690 20

Total Overall Program Hours w/ LR&CD (16=9=10) 1150
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The instrucTonal format for all programs includes academic (theory) instrucTon classes, pracTcal (technical skills), 
laboratory classes, and clinic (guided pracTce) laboratory classes. The content (subjects) to be taught and the Tme 
allocated for instrucTon are detailed above in the Program outline. Maximum class size is 15. 

Employment opportuniTes: Entry level Specialist in hair design, cusng, texture and color. Salon Manager/Owner, 
Plazorm arTst, Cruise line Personnel and salon sales representaTve. 

Nail Technology: 281 clock hours. (9.25 contracted weeks) Maximum Tmeframe11 weeks (1Academic year) 241 
hours Nail Technology + 20 hours Oregon Laws and Rules + 20 hours Career Development= 281 hours 

80 theory hours, 201 pracTcal hours. 

In addiTon to technical training in Nail Technology, students enrolled in this program of study are required by Oregon law 
to complete Oregon Rules and RegulaTons of 20 clock hours length and career development of 20 clock hours. The 40 
clock hours. The 40 clock hours for compleTon of the state required hours have been included in the 281-clock hour. 
Maximum class size is 15. 

Anatomy and Physiology

18

Microbiology

2

Nail Technology Services

Manicuring 20/40

Pedicuring 20/40

ArTficial Nails 
(30 full sets/300 singles) 
*Fills 
*Overlays 
*Forms 
*Removals 
*Repairs

30/120

Implements/ Tools/ Equipment

6

Product Knowledge/ Chemistry

8

Safe Usage, Safety Devices and Federal RegulaTons and Standards

7

Career Development

Job search, resume, life skills and professional image 20

Oregon Laws and Rules

OAR 331 & 817, ORS 676 & 690 20

Total Overall Program Hours w/LR& CD 281
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The instrucTonal format for all programs includes academic (theory) instrucTon classes, pracTcal (technical skills), 
laboratory classes, and clinic (guided pracTce) laboratory classes. The content (subjects) to be taught and the Tme 
allocated for instrucTon are detailed above in the Program outline. Maximum class size is 15. 

Employment opportuniTes: Entry level Manicure/ Pedicure Specialist, nail arTst, Salon Manager/Owner, Plazorm arTst, 
Cruise line Personnel and assist a Podiatrist. 

EstheTcs: 484 clock hours. (15 contracted weeks) Maximum Tmeframe 19 weeks (1 Academic year) 444 hours 
EstheTcs + 20 hours Oregon Laws and Rules + 20hours Career Development= 484 hours 121 theory hours, 363 pracTcal 
hours. 

In addiTon to technical training in EstheTcs, students enrolled in this program of study are required by Oregon law to 
complete both Oregon Rules and RegulaTons of 20 clock hours length and career development of 20 clock hours. The 40 
clock hours for compleTon of the state required hours have been included in the 484-clock hour. 

Anatomy and Physiology

18

Microbiology

4

EstheTcs Services

Skin Care Procedures and Services 
*Facials 
*Exfoliants 
*Microdermabrasion 
*Light Therapy 
*Chemical Treatments 
*Electrotherapy 
*Body Treatments

140/280

Facial Makeup 20/40

Hair Removal 60/60

Implements/ Tools /Equipment

15

Product Knowledge/ Chemistry

17

Safe Usage, Safety Devices and Federal RegulaTons and Standards

10

Career Development

Job search, resume, life skills and professional image 20

Oregon Laws and Rules

OAR 331 & 817, ORS 676 & 690 20

Total Overall Program Hour w/LR&CD 484
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The instrucTonal format for all programs includes academic (theory) instrucTon classes, pracTcal (technical skills), 
laboratory classes, and clinic (guided pracTce) laboratory classes. The content (subjects) to be taught and the Tme 
allocated for instrucTon are detailed above in the Program outline. Maximum class size is 15. 

Employment opportuniTes: Entry level Skin Care Specialist, Make-up arTst, ArTficial lash specialist, Salon Manager/
Owner, Plazorm arTst, Dermatologist Assistant. 

TEACHER TRAINING:  

(1000 hours) 1 academic year. 250 Theory Hours, 750 PracTcal Hours 

To be accepted for training, the applicant must be at least 18 years old, have both a high school diploma (or GED) and 
current pracTToners CerTficaTon(s) in the program(s) they wish to teach; Hair Design, EstheTcs, and/or Nail Technology. 
The program can be completed in 29 contracted weeks, max. 37 weeks. 

Subjects of InstrucCon Hours Academic InstrucCon................................................................ 500 hours  

EducaTonal Psychology and Student MoTvaTon..............................................................................20 hours                      
Learning Techniques..........................................................................................................................10 hours                   
Lesson Planning and Curriculum.......................................................................................................10 hours            
Classroom Management...................................................................................................................20 hours       
InstrucTonal Methods.......................................................................................................................30 hours         
Assessment Methods........................................................................................................................10 hours             
Classroom Problems..........................................................................................................................10 hours                      
Core Life Sciences..............................................................................................................................40 hours               
Business Methods.............................................................................................................................20 hours                 
Theory related to Technical Skills and Teaching Aids........................................................................80 hours        
ObservaTon of InstrucTon and AssisTng. Administering tesTng....................................................250 hours 

Technical Skill InstrucCon.........................................................................................................500 hours        

Supervised Student Teaching in Classroom.....................................................................................250 hours         

Supervised PracTcal Learning Clinic Floor.......................................................................................250 hours                  

Total Required Hours:...........................................................................................................1,000 hours 

The college can evaluate and give up to 500 hours credit for professional teaching experience or any academic training 
received in a community college or insTtuTon of higher educaTon when that academic training contributes to 
achievement of the total approved program of study. 

The student will have a combinaTon of Academic and PracTcal learning, Subject maoer consists of: Lesson plan 
preparaTon, classroom fundamentals, proper implementaTon of the lesson plan, develop and administer tests and 
evaluaTon of results. The student will spend Tme pracTce teaching. 

Employment OpportuniTes: Aler fulfilling requirements, the applicant will receive a State License that will enable them 
to teach in an Oregon Cosmetology College. They can also teach in related areas, such as an educator for product 
companies and/ or manufacturers, community colleges in related field. 
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Further informaTon is available upon request. 

Program goals: Our goal is to provide each student with a high degree of pracTcal (technical) skills and thorough 
theoreTcal knowledge by the compleTon of their program. This knowledge and pracTcal experience will qualify our 
graduates to take the State Board of Cosmetology ExaminaTon. 

COMBINATION PROGRAMS 

Total Overall Program Hours w/LR& CD                   1835 

(1835 hours) 2 Academic years.  458 Theory Hours, 1377 PracTcal Hours. 

HAIR DESIGN AND ESTHETICS AND NAIL TECHNOLOGY Current Program 
OperaTons/ Hours

Anatomy and Physiology 58

Microbiology 10

Hair Services

Hair Cusng 160/320

Hair Styling 
*Wet Hair Styling  *Thermal Hair Styling  *Braiding

105/157.5

Chemical Services 
*Permanent Waving  *Hair Coloring  *Hair DecolorizaTon 
*Chemical Hair Relaxing

180/540

Shaving 10/5

Implements/ Tools /Equipment 38.50

Product Knowledge 56

Safe Usage Safety Devices and Federal RegulaTons and 
Standards                                     30

Career Development

Job search, resume, life skills and professional image 20

Oregon Laws and Rules

OAR 331 & 817, ORS 676 & 690 20

EstheTcs Services

Skin Care Procedures and Services 
*Facials *Exfoliants *Microdermabrasion *Light Therapy 
*Chemical Treatments *Electrotherapy *Body Treatments

140/280

Facial Makeup 20/40

Hair Removal 60/60

Nail Technology Services

Manicuring 20/40

Pedicuring 20/40

ArTficial Nails      (30 full sets/300 singles) 
*Fills  *Overlays  *Forms  *Removals  *Repairs

30/120
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In addiTon to technical training in Hair Design and EstheTcs and Nail Technology students enrolled in this program of 
study are required by Oregon law to complete Oregon Laws and Rules of 20 clock hours length and Career Development 
of 20 clock hours.  The 40 clock hours for compleTon of the state required hours have been included in the 1835 clock 
hour. Maximum class size is 15. 

The program can be completed in 53 weeks, max. 66 weeks. 

Employment opportuniTes: Entry level Specialist in hair design, cusng, texture and color. Salon Manager/Owner, 
Plazorm arTst, Cruise line Personnel and salon sales representaTve, Manicure/ Pedicure Specialist, nail arTst, assist a 
Podiatrist, Skin Care Specialist, Make-up arTst, and Dermatologist Assistant. 

Total Overall Program Hours w/LR& CD                                                                           1594 

(1594 hours) 2 Academic years.  398 Theory Hours, 1196 PracTcal Hours. 

HAIR DESIGN AND ESTHETICS Current Program 
OperaTons/ Hours

Anatomy and Physiology 40

Microbiology 8

Hair Services

Hair Cusng 160/320

Hair Styling 
*Wet Hair Styling  *Thermal Hair Styling  *Braiding

105/157.5

Chemical Services 
*Permanent Waving  *Hair Coloring  *Hair DecolorizaTon 
*Chemical Hair Relaxing

180/540

Shaving 10/5

Implements/ Tools /Equipment 32.50

Product Knowledge 48

Safe Usage Safety Devices and Federal RegulaTons and 
Standards                                     23

Career Development

Job search, resume, life skills and professional image 20

Oregon Laws and Rules

OAR 331 & 817, ORS 676 & 690 20

EstheTcs Services

Skin Care Procedures and Services 
*Facials *Exfoliants *Microdermabrasion *Light Therapy 
*Chemical Treatments *Electrotherapy *Body Treatments

140/280

Facial Makeup 20/40

Hair Removal 60/60
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In addiTon to technical training in Hair Design and EstheTcs students enrolled in this program of study are required by 
Oregon law to complete Oregon Laws and Rules of 20 clock hours length and Career Development of 20 clock hours.  The 
40 clock hours for compleTon of the state required hours have been included in the 1594 clock hour. Maximum class size 
is 15.   

The program can be completed in 46 weeks, max. 58 weeks. 

Employment opportuniTes: Entry level Specialist in hair design, cusng, texture and color. Salon Manager/Owner, 
Plazorm arTst, Cruise line Personnel and salon sales representaTve, Skin Care Specialist, Make-up arTst, and 
Dermatologist Assistant. 

Total Overall Program Hours w/LR& CD                                                                           1391 

(1391 hours) 2 Academic years.  347 Theory Hours, 1044 PracTcal Hours. 

HAIR DESIGN AND NAIL TECHNOLOGY Current Program 
OperaTons/ Hours

Anatomy and Physiology 40

Microbiology 6

Hair Services

Hair Cusng 160/320

Hair Styling 
*Wet Hair Styling  *Thermal Hair Styling  *Braiding

105/157.5

Chemical Services 
*Permanent Waving  *Hair Coloring  *Hair DecolorizaTon 
*Chemical Hair Relaxing

180/540

Shaving 10/5

Implements/ Tools /Equipment 23.50

Product Knowledge 39

Safe Usage Safety Devices and Federal RegulaTons and 
Standards                                     20

Career Development

Job search, resume, life skills and professional image 20

Oregon Laws and Rules

OAR 331 & 817, ORS 676 & 690 20

Nail Technology Services

Manicuring 20/40

Pedicuring 20/40

ArTficial Nails      (30 full sets/300 singles) 
*Fills  *Overlays  *Forms  *Removals  *Repairs

30/120
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In addiTon to technical training in Hair Design and EstheTcs students enrolled in this program of study are required by 
Oregon law to complete Oregon Laws and Rules of 20 clock hours length and Career Development of 20 clock hours.  The 
40 clock hours for compleTon of the state required hours have been included in the 1391 clock hour. Maximum class size 
is 15.   

The program can be completed in 41 weeks, max. 50 weeks. 

Employment opportuniTes: Entry level Specialist in hair design, cusng, texture and color. Salon Manager/Owner, 
Plazorm arTst, Cruise line Personnel and salon sales representaTve, Manicure/ Pedicure Specialist, nail arTst, assist a 
Podiatrist 

Total Overall Program Hours w/LR& CD                   725 

(725 hours) 1 Academic year.  181 Theory Hours, 544 PracTcal Hours. 

In addiTon to technical training in Hair Design and EstheTcs students enrolled in this program of study are required by 
Oregon law to complete Oregon Laws and Rules of 20 clock hours length and Career Development of 20 clock hours.  The 
40 clock hours for compleTon of the state required hours have been included in the 725 clock hour. Maximum class size 
is 15.   

The program can be completed in 23 weeks, max. 27 weeks. 

ESTHETICS AND NAIL TECHNOLOGY

Anatomy and Physiology 36

Microbiology 6

Implements/ Tools /Equipment 21

Product Knowledge 25

Safe Usage Safety Devices and Federal RegulaTons and 
Standards                                     17

Career Development

Job search, resume, life skills and professional image 20

Oregon Laws and Rules

OAR 331 & 817, ORS 676 & 690 20

EstheTcs Services

Skin Care Procedures and Services 
*Facials *Exfoliants *Microdermabrasion *Light Therapy 
*Chemical Treatments *Electrotherapy *Body Treatments

140/280

Facial Makeup 20/40

Hair Removal 60/60

Nail Technology Services

Manicuring 20/40

Pedicuring 20/40

ArTficial Nails      (30 full sets/300 singles) 
*Fills  *Overlays  *Forms  *Removals  *Repairs

30/120
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Employment opportuniTes: Entry level Manicure/ Pedicure Specialist, nail arTst, assist a Podiatrist, Skin Care Specialist, 
Salon Manager/Owner, Plazorm arTst, Cruise line Personnel and salon sales representaTve, Make-up arTst, and 
Dermatologist Assistant. 

EDUCATIONAL COSTS 
HAIR DESIGN AND ESTHETICS AND NAIL TECHNOLOGY 
RegistraTon……………………………….  $150.00 
Texts and Printed Materials…….. $1300.00 
Kits/ Supplies: Hair Design………. $1600.00 
 Nail Tech…………........................… $800.00 
 EstheTcs….......................……….….$700.00 
TuiTon………………………………….. $17300.00 
TOTAL…………………………………..  $21850.00 

HAIR DESIGN  AND NAIL TECHNOLOGY 
RegistraTon……………………………......$150.00 
Texts and Printed Materials……......$850.00 
Kits/ Supplies: Hair Design……......$1600.00 
Nail Tech………...........................…...$800.00 
TuiTon……………..................…......$13940.00 
TOTAL…………………………………......$17340.00 

HAIR DESIGN AND ESTHETICS 
RegistraTon…………………………........$150.00 
Texts and Printed Materials…........$850.00 
Kits/ Supplies: Hair Design…….....$1600.00 
EstheTcs…….……….........................$700.00 
TuiTon……………………………….……$15040.00 
TOTAL……………………………….......$18340.00 

HAIR DESIGN 
RegistraTon fee…………………………  $150.00 
Texts and Printed Materials…. ….. $500.00 
Kits/ Supplies: Hair Design………. $1600.00 
TuiTon……………………………….…..$14500.00 
TOTAL………………………………..…. $16750.00 

ESTHETICS AND NAIL TECHNOLOGY 
RegistraTon……………………………....$150.00 
Texts and Printed Materials……....$850.00 
Kits/ Supplies: Nail Tech…………....$800.00 
EstheTcs………….......................…..$700.00 
TuiTon…………………………………....$9470.00 
TOTAL…………………………………...$11970.00 
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NAIL TECHNOLOGY 
RegistraTon……………………………... $150.00 
Texts and Printed Materials……... $500.00 
Kits/ Supplies: Nail Tech............... $800.00 
TuiTon…………………………………....$4640.00 
TOTAL……………………………………..$6090.00 

ESTHETICS 
RegistraTon……………………………. $150.00 
Texts and Printed Materials……. $600.00 
Kits/ Supplies: EstheTcs…………. $700.00 
TuiTon…………………………………..$6300.00 
TOTAL……………………………...….  $7750.00 

TEACHER TRAINING 
RegistraTon……………………………  $150.00 
Texts and Printed Materials…… .$400.00 
TuiTon………………………………... .$7000.00 
TOTAL……………………………….…. $7550.00 

Prices effecTve February 1st, 2025 

Aler a student has enrolled, to retain a place in class the student must pay the $150.00 registraTon fee. 

An installment plan can be arranged with no interest charge for those needing self-pay arrangements. 

A payment schedule will be given with the student contract. 

All supplies and equipment used by the student are included in the TuiTon/ Kit fee, except for items that the student may 
wish to purchase for their own personal use. 

TuiTon must be paid according to the contract. The college reserves the right to interrupt training whenever a student is 
behind in payment unless other arrangements have been made with the college’s financial office. All charges must be 
paid or arranged prior to being eligible to graduate and to be registered to take State Exams. All financial obligaTons 
must be taken care of in the financial office prior, whether student completes training or disconTnues training. 

All fees must be paid in full before final pracTcal and wrioen exams will be administered and graduaTng from the College 
of Hair Design Careers. 

Cash, check, credit- debit card, money order, grants and loans are accepted. 

The College of Hair design Careers reserves the right to change kit contents and/ or prices and fees, at any Tme, to 
reflect current prevailing market prices. 
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SATISFACTORY ACADEMIC PROGRESS POLICY 

GRADING PROCEDURES: 

The College uses a numerical grading system with 70% recognized as passing. Grades are given in academics, pracTcal, 
and sanitaTon. 

Students must achieve at least 70% on all wrioen and performance tests to successfully complete a program of study. 
Tests in which a student receives less than 70% must be retaken. A student is allowed to retake a failed examinaTon; 
however, the student can only receive a 70% score. A student failing a freshman classroom level final exam will retake 
that porTon of the program. 

Students must maintain saTsfactory progress while enrolled for training. SaTsfactory progress is based on 70% grade 
average in academic and pracTcal exams, class parTcipaTon, compliance with rules and regulaTons, and a minimum of 
70% aoendance. More detailed informaTon on saTsfactory academic progress secTons of this handbook 

Below is an explanaTon of our grading system. 

ACADEMIC PROGRESS: QualitaTve factors 

Academic class grades, laboratory grades, and wrioen test scores and evaluaTons. 

100-90=A Your work is above what is expected of someone with your hours. 

89-80=B Your work is good and appropriate for your hour level. 

79-70  Your work is not at the level that is should be for your hours. 

Below 70=F You are not meeTng school standards or requirements for your hour level. 

Academic grade example: 

1. Clinic  95  

2. Academic 75 

3. Lab  88 

4. SanitaTon 85=344 divided by 4=86% 

ATTENDANCE PROGRESS: QuanTtaTve factors 

Aoendance progress is a minimum of 70% 

Aoendance example: 450 hours aoended/575 possible hours= 78% 

Students must maintain saTsfactory academic progress while enrolled for training. SaTsfactory academic progress is 
based on 70% grade average and 70% aoendance. Please see secTon on SaTsfactory academic progress. 
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Students with frequent tardiness and/ or absences will be counseled by the school management to determine a course 
of acTon. This counseling will be made by appointment between the student and management. 

Academic advising is done at the end of each freshman class and periodically on the clinic floor as needed. Each student 
will receive an academic/ pracTcal progress report at the beginning of each month. 

SaTsfactory academic progress is printed in the Student Catalog and Handbook to ensure all students receive a copy 
prior to enrollment. 

SaTsfactory academic progress in academic (qualitaTve) and aoendance (quanTtaTve) (minimum 70%) on a cumulaTve 
basis, is a requirement for all students enrolled in this college. Part Tme students are evaluated on the same basis as full 
Tme students. Students receiving funds under Federal Title IV financial aid programs must maintain saTsfactory 
academic progress to conTnue eligibility for such funds. 

The grace period of weeks included in the student’s contract is to cover personal and miscellaneous Tme off, such as DR. 
appointments, illness, and other events that may cause minor absences. Students should be aware that if exams are 
failed or missed, contract end dates do not change. 

MAXIMUM TIME FRAME FOR PROGRAM COMPLETION 
The maximum Tme frame for program compleTon is no greater than 143% of the contracted program length. Program 
length is defined as the contracted hours necessary to complete the requirements for graduaTon from the program. An 
approved leave of absence extends the contracted Tme and the maximum Tme by the same number of days taken on 
the leave of absence. 

  Program                                                          Hours             Min. Time        Contract       Max. Time     Midpoint 

Normal Tme for compleTon in contracted weeks is as stated before overTme charges of $40.00 per day unTl compleTon 
occurs. Students must maintain 86% aoendance to avoid overTme contract charges. 

Please note that students who have not completed by the maximum Tmeframe will be terminated. 

Program incompletes, withdrawals, repeTTons, and non-credit remedial programs have no effect upon the college’s 
saTsfactory academic progress standards.  

Hours in Each Academic Year by Program 

Hair Design and Nail Technology and EstheTcs 1835 46 WKS 53WKS 66WKS 917

Hair Design and Nail Technology 1391 35 41 50 695

Hair Design and EstheTcs 1594 40 46 58 797

Hair Design 1150 29 34 42 575

EstheTcs and Nail Technology 725 19 23 27 362

Nail Technology 281 7.25 9.25 11 140

EstheTcs 484 13 15 19 242

Teacher Training 1000 25 29 37 500
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                PROGRAM(S)                Ac Yr1            Ac Yr2              Total 

EVALUATION PERIODS 
Students are evaluated for SaTsfactory Academic Progress according to the chart below. Results including impact upon 
the student’s eligibility for financial aid will be reviewed with the student within 7 college business days of the scheduled 
date as follows: 

Scheduled Hour EvaluaCons: 

Hair Design and Nail Technology and EstheTcs: 458.75 (13 weeks), 917.50 (26 weeks), 1376.25 (39 weeks), 1835 
(53weeks) 

Hair Design: 450 (13 weeks), 900 (26 weeks), 1150 (34 weeks) 

Hair Design and Nail Technology: 450 (13 weeks), 900 (26 weeks), 1146 (33.5 weeks), 1391 (41 weeks)   

Hair Design and EstheTcs: 450 (13 weeks), 900 (26 weeks), 1247 (10 weeks), 1594 (46 weeks) 

Nail Technology and EstheTcs: 362 (11.50 weeks), 725 (23 weeks) 

Nail Technology: 140 (6 weeks), 281 (9 weeks) 

EstheTcs: 242 (7.50 weeks), 484 (15 weeks) 

Teacher Training: 450 (13 weeks), 900 (26 weeks), 1000 (29 weeks)       

Time frames are different for transferring in or re-enrolling in college, see Administrator and Financial Aid Office for 
specifics. 

EvaluaTons will determine if the student has met minimum requirements for SaTsfactory Academic Progress. EvaluaTon 
documents will be signed by the student and financial aid office and placed in their file. 

The frequency of the evaluaTons is to ensure students have ample opportunity to meet both qualitaTve and quanTtaTve 
program requirements. At least one evaluaTon must occur no later than the midpoint of the program. 

DETERMINATION OF STATUS 
Any student who meets the minimum requirements for academics (70%) and aoendance (70%) at the evaluaTon period 
(scheduled above) will be considered making saTsfactory academic progress unTl the next evaluaTon. At the evaluaTon 
if the student’s aoendance and/or academics is less than 70% they will be considered not making saTsfactory academic 
progress and will be put on warning status. During warning status, a student can sTll receive financial aid. At the next 
scheduled evaluaTon date, the warning status will be liled if the students’ progress is at the minimum academic and 
aoendance standards. 

Hair Design and EstheTcs and Nail Technology 0-917 918-1835 1835

Hair Design and Nail Technology 0-900 901-1150 1150

Hair Design and EstheTcs 0-900 901-1594 1594

Hair Design 0-900 901-1150 1150

EstheTcs and Nail Technology 0-725 n/a 725

Nail Technology 0-281 n/a 281

EstheTcs 0-484 n/a 484

Teacher Training 0-900 901-1000 1000
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If the student does not meet minimum saTsfactory academic progress standards, at the end of the warning period the 
student may appeal to be placed on probaTon, only if it has been determined (mathemaTcally possible) that the student 
can obtain saTsfactory academic progress by the next evaluaTon period. Students on probaTon will be ineligible for Title 
IV aid. However, students on probaTon may appeal their Title IV aid loss of eligibility to have it reinstated during 
probaTon. See Appeal Process. In all cases, when the probaTon ends, the student must be meeTng minimum saTsfactory 
academic and aoendance standards, or they will be terminated from the college. Any student re-entering aler a period 
of withdrawal will re-enter in the same progress status as when the student terminated.  

TRANSFER HOURS 

Transfer hours from another insTtuTon that are accepted toward the student’s educaTonal program are counted as 
aoempted and completed hours for the purpose of determining when the allowable maximum Tmeframe has been 
exhausted. SAP evaluaTon periods are based on actual contracted hours at the insTtuTon. 

APPROVED LEAVE OF ABSENCE 
A leave of absence (LOA) must meet certain condiTons to be counted as temporary interrupTon in a student’s educaTon 
rather than as a withdrawal for the calculaTon of Title IV funds when a student withdraws. If a leave of absence does not 
meet the condiTons the student is considered to have ceased aoendance at the college and therefore to have withdrawn 
from the college. A leave of absence refers to the specific Tme period during an ongoing program when a student is not 
in academic aoendance. 

A student who has taken an APPROVED leave of absence is not considered to have withdrawn from college, according to 
Federal RegulaTons, and no refund calculaTon is required at this Tme. A LEAVE OF ABSENCE IS APPROVED ONLY IF: 

• The student has made a wrioen request, which must include the reason for the leave and the student’s 
signature, prior to the leave Tme. The insTtuTon may grant a LOA to a student who did not provide the request 
prior to the LOA due to unforeseen circumstances if the insTtuTon documents the reason for its decision and 
collects the request from the student at a later date. The beginning date of the approved LOA would be 
determined by the insTtuTon to be the first date the student was unable to aoend due to the situaTon. The 
student will not be charged any addiTonal fees because of the LOA. 

• The student provides the proper documentaTon required for the approved leave. 

• The leave of absence does not exceed 180 calendar days, in a 12-month period. 

• Subsequent leaves may be granted for EXTREME MEDICAL reasons never to exceed 180 calendar days. 

• The 12-month period begins on the first day of the leave of absence. 

• The students followed the college’s policy in requesTng a leave of absence. 

• The college approved the students’ request in accordance with the college’s policy. 

• The college determined that there’s a reasonable expectaTon that the student will return to college. 

• Upon the student’s return from the leave of absence, the student is permioed to complete the program work he 
or she has begun prior to the leave of absence. 

• If the student is a Title IV loan recipient, the college explains to the student, prior to granTng the leave of 
absence, the effects that the student’s failure to return may have on the student’s loan repayment terms, 
including exhausTon of the student’s grace period. 
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Students are to be advised that only the management of the College of Hair Design Careers can approve the suspension 
of college charges for a leave of absence. To obtain this approval for a suspension of charges (leave of absence) the 
student must provide proper documentaTon for the circumstance or emergency reasons for the leave. Examples of 
acceptable reasons for an approved leave of absence are Death of spouse or immediate family member, medical 
emergency for self, spouse or child, or personal injuries resulTng from an accident. A leoer from a medical doctor, 
hospital, aoorney, or mortuary are examples of proper documentaTon. 

Personal Tme off or family vacaTons are not reasons for the approval of suspension of college charges. During an 
approved leave of absence, students must vacate their lockers and are responsible for taking their kit(s) with them and 
bringing it back in its enTrety upon their re-entry. The college is not responsible for any students’ books, equipment, and 
personal items to their loss or destrucTon. 

Any approved leave of absence shall extend the student’s contract period (contract compleTon date) and maximum 
Tmeframe date by the same number of calendar days taken on the approved Leave of Absence. Changes to the contract 
on the enrollment agreement must be iniTated by all parTes or an addendum must be signed and dated by all parTes. 
Students returning from a leave of absence will return to college in the same saTsfactory progress status at the Tme of 
their departure. Students who have been given an approved leave of absence must return to the college on the date 
specified on their leave of absence request form… Failure to do so will cause the student to be terminates. The date of 
terminaTon will be the date they last aoended class. The college has 30 days from the date the student was expected to 
return to noTfy agencies of their change in status. 

Any leave of absence that does not meet all the condiTons for an approved leave of absence is considered a withdrawal 
for the Title IV purposes. The student’s withdrawal date is the student’s last day of aoendance. 

The Federal leave of absence requirements also affect a student’s in-house status for the purposes of financial aid. A 
student on an approved leave of absence is considered to be enrolled at the college and would be eligible for an in-
school deferment for his or her student financial aid loans. A student who takes an unapproved leave of absence or fails 
to return to the college at the end of an approved leave of absence, is no longer enrolled at the college and is not eligible 
for an in-school deferment of his or her loans. Students’ enrollment will be terminated during their last day of physical 
aoendance as the withdrawal date. Students returning from a leave of absence or other official interrupTon of training 
must return to college in the same saTsfactory progress they had prior to their departure. 

Any student taking a leave of absence must vacate their student locker and staTon. Personal items lel in the college over 
thirty (30) days will be removed by the college personnel. The college assumes no responsibility for items lel and will 
dispose of them in any way convenient. 

APPEAL PROCESS 
The student may appeal the determinaTon of terminated financial aid during the probaTon period, if applicable. The 
student must submit a wrioen appeal to the Administrator, along with any supporTng documentaTon, reasons why the 
decision should be reversed, such as severe injury, hospitalizaTon, death of a close family member, a plan for 
improvement, what has changed in the situaTon that will allow the achievement of saTsfactory academic progress and 
request for a re-evaluaTon of progress. This appeal must be received by the administrator within five (5) business days of 
the probaTon status determinaTon. Should a student fail to appeal this decision, the decision to terminate financial aid 
will stand. 

An appeal hearing will take place within five (5) days of receipt of the wrioen appeal. This hearing will be aoended by the 
student, parent/guardian (if the student is a dependent), the student’s instructor, financial aid office personnel and the 
administrator. A decision on the student’s appeal will be made within three (3) business days by the administrator and 
will be communicated to the student in wriTng. This decision will be final. Everything will be documented and reasons 
for excepTon or denial will be kept in the student’s file. If the appeal is decided in the students favor, the student will be 
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placed on an academic plan designed to ensure the student is able to meet the required saTsfactory academic progress 
standards for program compleTon within the maximum Tme frame. This will be monitored on a regular basis during the 
probaTon. During this Tme the student will be determined to be on probaTon. However, the students Title IV financial 
aid will be re-instated, if applicable. If at the end of the probaTon the student has maintained the requirements of the 
academic plan, they will be considered to be making saTsfactory academic progress. 

Students may apply to be re-enrolled (through the administrator) to the college following terminaTon, aler a waiTng 
period of ninety (90) days. Such students will be enrolled on the dame status they lel under. This procedure applies only 
to dismissals caused by lack of saTsfactory progress, either academic and/ or aoendance. 

All previous charges from prior enrollment must be paid before re-enrolling. 

Re-enrolling students will be charged at the current tuiTon rates and pay the required enrollment fee. Prior clock hours 
and academic achievements from the first period of enrollment will be credited to the re-enrollment contract. Re-
enrolling students will be charged for the remaining hours needed to complete the program in which they are enrolling. 

A student returning from a leave of absence or other official interrupTon of training will remain in the same status with 
respect to saTsfactory academic progress prior to the interrupTon. 

Students that withdraw (voluntary or non-voluntary) may apply to be reenrolled aler 90 days waiTng period from their 
last day of aoendance. 

The college, at its own discreTon, may request the student to complete an academic and/ or pracTcal evaluaTon prior to 
the re-admission. The Administrator may also request a leoer of intent explaining how the student will have the ability to 
complete the program to avoid the previous issue (aoendance, financial or disciplinary). 

Re-admission under any circumstance is not guaranteed. 
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WHAT WE EXPECT FROM OUT STUDENTS 
Professional conduct is the only level of conduct we expect from our students. A professional does not arrive late, is not 
loud, or does not use abusive or profane language in front of or around clients. He/she treats clients, staff and fellow 
students with courtesy, awareness, and respect. If you feel someone (whether peer or staff) has done you an injusTce, 
wounded your feelings, interfered with your progress, or commioed some other professional injusTce that affects you, 
see the administrator for guidance. 

He/ she always takes Tme and effort for their own good grooming and follows rules for proper sanitaTon. The following 
rules are important. If not pracTced or taken seriously, students will be counseled and can/will be suspended. None of 
these rules are “picky” or arbitrary. They reflect the level of conduct you will be expected to maintain throughout your 
career. 

STUDENT/ INSTRUCTOR COOPERATION 

CooperaTon/teamwork is required. Any student refusing to perform a service on an assigned client or is argumentaTve 
with an instructor or recepTonist will be subject to immediate suspension. Any student in direct violaTon of an 
instructor’s direcTons will be suspended immediately. First Tme 1 day suspension any more is an automaTc 3-day 
suspension. Verbal warning will be done first; the second will be a wrioen advisory form. 

WARNING/ SUSPENSION/ TERMINATION 
If a student does not maintain saTsfactory progress, or does not abide by the college’s rules, the student will be subject 
to the following procedures: 

An instructor or administrator will discuss the problem with the student and will determine the course of acTon 
to correct the problem. 1st offense verbal/wrioen warning, 2nd offense suspension (up to 10 school days), 3rd 
offense terminaTon. During suspension the student is not permioed on the college premises. Upon return from 
warning or suspension the student and administrator will discuss a correcTon plan for student success and re-
view saTsfactory progress and contractual financial commitments. 

Examples of warranTng terminaTon: Behaving in a manner that is deemed unsafe by a staff member. This 
includes but is not limited to, insubordinaTon, disturbing or disrupTng the educaTonal environment of the 
college or threatening another student or staff member (verbally or physically). Not returning from a leave of 
absence when scheduled to do so will result in automaTc terminaTon. 

If a student terminates instrucTon for any reason, the school shall not be responsible for items lel for more than 
30 days.  College of Hair Design Careers reserves the right to terminate the enrollment agreement and 
enrollment at any Tme for violaTon of rules and regulaTons. 

SaTsfactory progress including the appeal and grievance process is fully explained on pages 21-23. 
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TRAINING SCHEDULE 
The college is open Monday-Friday, from 8:30 to 5:00. All students have two 15-minute breaks (1 in the morning and 1 in 
the alernoon) and a 30-minute lunch each day. You must clock out for lunch. Students can only accrue eight hours a day. 
The college is closed Saturdays and Sundays and on the following holidays *Memorial Day *4th of July *Labor Day *  

Thanksgiving Day and Black Friday * One week from Christmas to New Years Day.  If a holiday occurs on a Thursday the   
college will be closed on that day and also that Friday. If the holiday occurs on a Tuesday, the college will be closed on the 
Monday prior. 

When students miss class, make-up or remedial work will be assigned, and grading will be completed in a Tmely manner. 
All students are required to take all exams scheduled. If they have missed classes, this is not an excuse for not taking the 
exam or quiz. If absent or late on test day a zero will be recorded for that test grade. 

Should the college be closed because of the weather, announcements are made on the CHDC CONNECT Facebook page. 

ATTENDANCE 
Tracking of students accrued hours is done by a biometric Tme clock. IT IS THE STUDENT’S RESPONSIBILITY TOUSE THE 
TIME CLOCK AS REQUIRED. At all Tmes, clock in when you arrive, clock out for lunch, back in from lunch, and out when 
you leave.  

Unexcused loss of Tme includes taking longer than 30 minutes for lunch will result in being sent home for the remainder 
of the day. Clocking in, and then leaving the college premises, is considered fraud and will result in terminaTon or 
suspension. 

All students must check with their instructor if needing to be out of the college for any reason. Any student called for an 
appointment, and they do not respond by the third call, may be clocked out by the instructor. 

The college gives credit for all appropriate clock hours aoended. The college of hair design careers does not deduct 
hours, nor assign addiTonal hours as a penalty or punishment. 

Any schedule other than full Tme, must be approved by the administrator. IF YOU ARE GOING TO BE ABSENT, YOU MUST 
CALL THE COLLEGE BEFORE 8:30am. All conTnued unexcused absences of 14 days or more will mean cancellaTon of your 
contract and proraTon of tuiTon according to the college’s refund policy as stated in your contract. A new contract must 
be insTtuted and signed upon re-entry. 

Valid reasons accepted as excused absences are: 

• A wrioen doctor’s note. 

• A death in the family 

• A court appearance supported by evidence. 

• A severe family emergency supported by evidence. 

These excused absences do NOT change your contract graduaTon date and will affect your saTsfactory progress 
(aoendance). 

• Class begins at 8:30. Students who have called and are tardy (aler 8:30) must arrive by 9:00 or will be sent home 
for the day. These students may clock in from 8:55 to 9:00. 
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• If these rules are not followed warning, suspension or terminaTon may occur. Students on suspension are not 
permioed to be on college property. 

• The only Tme aoendance rules do not apply is when prior arrangements (request for Tme off slip) have been 
made with your instructor. 

Request for Tme off slips do not represent excused absences and does not change your contract graduaTon date. The 
Higher EducaTon CoordinaTng Commission considered an absence as just an absence, and Tme is lost regardless of the 
reason. The purpose of Tme off slips is for the purpose of maintaining the clinic, and for students to learn the purpose 
and necessity of dependability. The maintenance of the clinic, class aoendance and parTcipaTon assures the student of 
proper training. In college and in the salon, it takes TEAM WORK to be winners. 

An absence of 14 days or more without making arrangements with the administraTon/ Financial office and signing a 
leave of absence request form (see page 24) will result in terminaTon of training and cancellaTon of student’s contract. 
The AdministraTon/ Financial Aid office will prorate tuiTon according to the college’s refund policy as stated in the 
contract. If a student wishes to re-enter, a new contract must be iniTated and signed upon re-entry. Formal terminaTon 
occurs within 30 days of a determinaTon by the college that a student has withdrawn without noTfying the college. 

CELL PHONES 

ALL CELL PHONES AND OTHER PORTABLE COMMUNICATION DEVICES ARE TO BE ON SILENT DURING CLASSES AND ON 
THE CLINIC FLOOR AND NOT TO BE IN USE UNLESS PERMISSION IS GIVEN BY THE INSTRUCTOR IN CHARGE OF THAT 
PARTICULAR AREA. 

If a student is found to be using a cell phone in one of those areas without permission the student will be sent home 
for the day…..no excuses will be tolerated.  If you need to use your cell phone, please go into the student lounge on 
your break to do so.  We ask that students only text and not take or iniCate voice calls as this is very distracCng with 
so many students and cell phones. 

The clinic waiTng area nor the entrance to the school are a place for students to use their cell phone, your phone can be 
used in the hallway by the Tme clock at the end of the day. 

Breaking the cell phone policies will result in suspension for the day, remember, Suspension counts as scheduled hour of 
a\endance. 

DRESS CODE 
ALL students are expected to dress professionally at all Tmes. That is, be neat and clean. Arrive with hair and makeup 
DONE. You are in the beauty business and should always reflect that image. All students who are clocked in are required 
to wear a CHDC vest or black apron and name tag, furnished by the college. The apron is not furnished by CHDC. If you 
choose to wear one you must purchase it on your own. Vest/ apron are to be kept clean with no ornaments, and to be 
snapped at all Tmes. Tennis shoes are accepted provided they are neat, clean and with no holes or tears. Dresses, skirts, 
or shorts are to be no shorter than three inches above the top of the knee cap. Jeans may be worn providing they are 
neat, clean, and free of rips, tears, patches, or ragged hems. Shirts must have straps with NO undergarments showing 
(bra). No bare midriffs showing. Sweats are inappropriate. Hats are not allowed. When the dress code is violated, the 
student will be sent home. 

 | P a g e  29



CLASSROOM PARTICIPATION 
The following rules apply to all classroom situaTons. The instructor will oversee the sanitaTon and cleanup of the 
classroom. The classroom must be cleaned and lel in order at the end of the day, ready for the class following. 

All students are responsible for their own books, supplies, equipment, and personal items. Everyone in the classroom 
must have their equipment, supplies, and books when class begins. At no point will a student from the classroom be 
excused to work on the clinic floor. The classroom porTon must be completed before clinic procedures can be 
performed. 

Instructors expect students to be proacTve and be prepared. Applying yourself in your educaTon will help you succeed in 
life. Always make sure to ask quesTons, if you don’t ask, instructors will not know how to help you. 

CLINIC FLOOR PROCEDURES 
The clinic floor is designed for hands- on experience. Skill level is perfected by repeTTon of service performed. Learning 
these skills is essenTal in this industry. 

• All work is to be checked by the clinic floor instructor, unless otherwise approved. 

• No one is to have friends, relaTves, or other students visiTng them while serving a client. Visitors not having 
services performed are to remain in the recepTon area. The client deserves your undivided aoenTon. Remember 
your client is your paycheck, develop good habits, NOW! 

• WorkstaTons are to be kept clean and organized at all Tmes. Soiled towels must be placed in the soiled towel 
bin, please do not allow them to accumulate at your staTon. Students are not allowed to eat on the floor. 

• All chemical service records must be filled out prior to having the instructor sign them. All chemical service 
records must be read and signed by the client before any chemical service is performed. Records are the 
property of the college and are kept confidenTal. No informaTon is to be given to anyone other than enrolled 
students or employees. 

• Students must take all appointments assigned to them. If a problem arises, inform the clinic floor instructor and 
they will address the situaTon. 

• Students must not congregate around the recepTon desk. Be aware of guest foot traffic. (hold the door, let them 
go in front of you) don’t cut them off as they are walking down the clinic floor. 

• Students are allowed to work on each other on designated days or with permission of the clinic floor instructor 
in charge. When a chemical is involved, the student must pay the student price for the service BEFORE the 
service is started. If students have the clinic floor instructor’s permission and wish to receive a service in a 
modality that they are not enrolled in, they must clock out before receiving said service. 

• The college phones are business phones and are not to be used by the students for personal calls. If there is an 
EMERGENCY outside of college and someone needs to get in touch with a student. Please have them call the 
front desk, idenTfy there is an EMERGENCY, and staff will get the student to take the call immediately. 

The College of Hair Design Careers is a professional insTtuTon. We pracTce trust in the honesty of all our students. Your 
kits and supplies are for the purpose of developing your skills. Keep them in good repair and make sure they are in the 
building ready for class or clinic parTcipaTon. 

College of Hair Design Careers is not responsible for thel or lost equipment, implements, and/or supplies. 
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When in doubt ask quesTons! We are here to assist you in your learning experience. CooperaTon equals succe$$. We are 
here as mentors, teachers, helpers, and coaches to support you in your quest to become the professional you can be. 

LOCKERS- STATIONS 
A locker and/or a staTon are provided for students’ use. Students are issued a key for their locker. If the key is lost, the 
student will be charged the price of a duplicate. Keys are to be returned, and lockers cleaned on the last day of the 
student’s enrollment. If students cannot gain access to their equipment and implements, they will not be allowed to 
parTcipate in training and will be required to check out unTl they can do so. 

THEFT 
Any student found to be involved in stealing will be subject to immediate terminaTon. 

COLLEGE PROPERTY 
Any student guilty of willful destrucTon of college property will be dismissed immediately. A student damaging or 
breaking college property will be accountable to replace or pay to have repaired.  

CHANGES TO RULES 
The college reserves the right to make changes to the rules at any Tme and all students who are affected by the change 
will be given a printed copy with the effecTve date prior to the rule being enforced. 

CANCELLATION AND REFUND POLICIES 
In accordance with Oregon AdministraTve Rule 715-045-0036: The minimum cancellaTon and seolement policy will 
apply to all terminaTons for any reason, by either party. A student may cancel enrollment by giving wrioen noTce to the 
school. The cancellaTon date will be determined by the postmark of wrioen noTficaTon or the date the said informaTon 
is delivered to the college administrator in person. Unless the school has disconTnued the program of instrucTon, the 
student is financially obligated to the school according to the following:  

a. An applicant not accepted by the college shall be enTtled to a refund of all monies paid. 
b. If cancellaTon occurs within three business days of the date of enrollment, and before the commencement of 

classes, all monies specific to the enrollment agreement shall be refunded.  If cancellaTon occurs aler three 
business days of the date of enrollment, and before the commencement of classes, the school shall refund all 
monies minus the registraTon fee of $150.00. 
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c. If training is terminated by the student or the college aler entering classes, unless the college has disconTnued 
the program of instrucTon, the student is financially obligated to the college according to a Return to Title IV 
Funds, based on scheduled hours, and/ or Higher EducaTon CoordinaTng Commission Refund Policy (see page 
32). 

d. If withdrawal or terminaTon occurs aler the commencement of classes and before compleTon of 50 percent of 
the contracted instrucTon program, the student shall be charged according to the published class schedule. The 
student shall be enTtled to a pro-rate refund of the tuiTon when the amount paid exceeds the charges owed to 
the school. (Published Class Schedule for the purpose of calculaTng tuiTon charges) means the period of Tme 
between the commencement of classes and the student’s last date of aoendance as offered by the school and 
scheduled by the student.) 

e. If withdrawal or terminaTon occurs aler scheduled compleTon of 50% or more of the program, the student shall 
be obligated for the total tuiTon charges for the enTre program and shall not be enTtled to any refund. 

f. All students are subject to the Higher EducaTon CoordinaTng Commission Pro-Rata Refund Policy. The portion of 

the program for which the student will be charged is determined by dividing the total clock hours into the number of 
clock hours accrued according to the published class schedule as of the last date of attendance.)  

g. The enrollment agreement shall be signed and dated by both the student and the authorized college official. For 
cancellaTon of enrollment, the ‘date of enrollment’ will be the date that the enrollment agreement is signed by 
both the student and the college official, whichever is later. 

h. Enrollment Tme is defined as the Tme elapsed between the actual starTng date and the date of the students last 
day of physical aoendance in the college. Any monies due to the student shall be refunded and documents 
signed within 30 days of official or unofficial cancellaTon by the student or the college. The actual terminaTon 
date is based on the last day of physical aoendance; this includes not returning from an approved leave of 
absence. Official or unofficial terminaTon and monies refund shall occur within 30 days of determinaTon by the 
college that the student has withdrawn with or without noTfying the college. Unofficial withdrawals are 
determined by the college through monitoring clock hour aoendance every 30 days. Refund calculaTons are 
based on scheduled hours. 

i. When situaTons of miTgaTng circumstances are in evidence, the college shall arrange a seolement that is 
reasonable and fair to both parTes. 

j. Non-refundable items that are listed in the catalog and or contract are: books, and equipment, Which the 
student has purchased. These are not part of the tuiTon costs and are due as stated. There is a $25 Withdrawal 
fee charge. 

k. If the college is permanently closed and no longer offering instrucTon in the program has begun, the student 
shall be enTtled to a pro-rata refund. See Teach Out Plan, on page 42.  

l. If a program is canceled subsequent to a student’s enrollment, and before instrucTon in the program has begun, 
the college shall at its opTon: 1- provide a full refund of all monies paid or 2- provide compleTon of the program. 

m. Students withdrawing from college shall pay any monies owed by them at the Tme of withdrawal or make 
saTsfactory arrangements to pay the balance. The college has the right to turn the account over to a collecTon 
agency who pracTce good business ethics, for the unpaid balance. All third parTes represenTng the college 
clearly acknowledge the existence of the Withdrawal and Seolement Policy. 

Please Note: Our refund policy is calculated based upon scheduled hours not the students completed hours, which 
complies with the Oregon AdministraTve Rules for Private Career Schools OAR 715-045-0036. The enrollment 
agreement/contract you sign for your program consCtutes a binding contract. 
For students who enroll and begin classes, the following schedule of tuiTon adjustments will be considered to meet 
minimum standards for refunds. 
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Example of State refund calculaTon: 

400 (scheduled hours) divided by 1835 (program hours) = 21.80% tuiTon due college.   

IF student was scheduled 50% or more  then 100% of the tuiTon is due college 

$15,597.00 x 21.80 = $3,400.14 

TuiTon due College                         $3400.14 

RegistraTon fee                   $150.00 

Non-refundable books, kits, supplies $3600.00 

TerminaTon fee                $25.00 

Total due College:                    $ 7175.14 

   

STUDENT EQUIPMENT PURCHASE 

For students enrolling for the first Tme at the College of Hair Design Careers, this is the policy on student equipment 
purchases.  

Students are required to use the equipment, books and supplies furnished by the college in the student kits. 

RETURN OF EQUIPMENT  
If it should become necessary for you to withdraw from college and you wish to return any equipment purchased from 
the college for a refund, be sure you understand the college’s policy on return equipment, books, and supplies. 

The policy is stated in the student Enrollment Contract. The policy includes: 

Non-returnable equipment and books and supplies issued by the College to the student that are not returnable, include: 

- Items marked with their number or name. 

- Books that have been wrioen in. 

- Supplies that have been cut or altered. 

- Any item that shows wear or cannot be saniTzed. 

- Items clearly recognized as unsuitable due to health or sanitary reasons. 

- Items that are outdated since the student enrolled due to new ediTons or equipment update. 

If items are accepted for return, they must be returned within 20 days of the last day of aoendance. 
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RETURN OF TITLE IV FINANCIAL AID 
Federal regulaTons for students receiving Title IV funds requiring the return of porTons of Title IV financial aid 
“unearned” by students who withdraw from classes or are terminated by the college. If the hours scheduled to be 
completed by the student on their last date of aoendance are 60% less of the program hours in the enrollment period, a 
porTon of aid awarded to the student is considered unearned and must be returned to its source. 

To determine the basic amount that must be returned, the formula divides the number of hours the student was 
scheduled to complete by the total Program hours in the enrollment period. The amount of financial aid awarded is 
mulTplied by this percent and the result is subtracted from the Title IV aid awarded to determine the dollar amount to 
be refunded. If more than 60% of the hours were scheduled to be completed, the student is considered to have earned 
100% of the aid awarded for the period. 

There may be a gap between what the College may charge the student and the financial aid that is available to pay the 
charges aler the Title IV funds are returned. Further, the student may be required to repay some of the funds received in 
addiTon to the amount the College must return. Aler the Title IV calculaTons and funds are processed appropriately, the 
Higher EducaTon CoordinaTng Commission Pro Rata refund calculaTon will be used {715-045-0036}. The College will 
maintain documentaTon of funds returned by the college. 

If FSA disbursements to the student’s account creates an FSA credit balance, the college will pay the credit balance 
directly to the student or parent (Parent Plus Loan) as soon as possible but no later than 14 days aler the credit 
occurred. 

EXAMPLES OF RETURN OF TITLE IV CALCULATIONS 
(There are two payment periods per academic year) 

Example 1: 

The student enrolled for 40 days and then withdrew. Total hours for the payment period were 575. Total Title IV 
Aid disbursed (Grants and Loans) amounted to $3,338.00. 

Step 1: Divide 320 (hours scheduled to be completed) by 575 (total hours of payment period) = 55% (percent of 
payment period completed). If 60% or less proceed to step 2. 

Step 2: MulTply 55% (percent earned) by $3,338.00 (Title IV aid disbursed) = $1,835.90 (Title IV aid earned) 
subtract $1,835.90 from $3,338.00 = $1,502.10 (Title IV aid to be returned.) 
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Example 2:  

The student aoended for 48 days and then withdrew. Total hours for Payment period were 575. Total Title IV 
disbursed amounted to $3,338.00. 

Step 1: Divide 384 hours (hours scheduled to be completed) by 575 (total hours of payment period) = 66% 
(percent of payment period completed). If 60% or less proceed to Step 2, if over 60% all of the Title IV Aid is 
considered earned. 

IF STUDENT IS NOT RECEIVING TITLE IV FINANCIAL AID, the Higher EducaTon CoordinaTng Commission Pro-Rata Refund 
Policy is used. {715-045-0036}. All students are subject to the Higher EducaTon CoordinaTng Commission Pro-Rata 
Refund Policy.  If a student withdraws prior to scheduled hours of 50% of the contracted Program, the student is enTtled 
to a pro-rata refund of tuiTon charged less registraTon fee, books, kits, supplies, and withdrawal fee of $25.  See example 
on page 32. 

GRADUATION REQUIREMENTS 

To move up from Basic Level Program to the Advanced Level, a student is required to successfully pass academic and 
pracTcal examinaTons with a score of 70% or beoer. To graduate, each student is required to successfully pass final 
wrioen with a 70% of beoer and pracTcal examinaTons with a score of 75% of beoer, meet the hour requirement of the 
program and saTsfy all financial obligaTons to the college. If requirements have not been completed and/or achieved the 
student will remain in aoendance unTl requirements have been successfully completed. Progress reports are issued to 
each student at regular intervals during their training. 

It is recognized by the college that not all students will perform with the same proficiency in all areas. However, ALL 
students must be able to meet and perform with the minimum Salon standards. 

The College of Hair Design Careers is a performance-oriented college. Emphasis is placed on developing the students’ 
skills so that they will be able to meet the requirements for an entry-level posiTon aler they have completed their 
training. The emphasis of our training is the ability to perform.  

TuiTon must be paid according to the contract. The college reserves the right to interrupt training whenever a student is 
behind in payment unless other arrangements have been made with the college’s financial office. All charges must be 
paid or arranged prior to being eligible to graduate and to be registered to take State Exams. All financial obligaTons 
must be taken care of in the financial office prior to release of any transcript, whether the student completes training or 
terminates training.  

If a student completes the total Program hours, but has not completed and passed final examinaTons, they will either 
remain enrolled unTl all exams have been successfully passed, or they will be terminated. If a student is receiving 
financial aid, the lender will be noTfied as to status when the program hours have been completed. 

Upon successful compleTon of the training and graduaTon, a diploma verifying college compleTon will be issued by the 
college. Students will be required to pay the State Board for their exam fee. Student transcripts are retained by the 
college for 25 years. 

CONTRACT/EXTENDED GRADUATION DATE AND EXTENDED TUITION COSTS 
The college provides each student with addiTonal hours beyond minimum graduaTon date to take care of personal 
affairs (doctors’ appointments, minor illness, etc.….) This Tme is the contracted Tme and indicated in the contract. 
Students must fill out a “request for Tme off” form for all anTcipated excused absences. This will not change the contract 
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graduaTon date. The purpose of this form is to noTfy the college so the appointment book may be adjusted, and to 
assure excused absences indicaTng you are making saTsfactory progress.  Listed below are criteria accepted to change 
the contract graduaCon date. 

1. Leave of absence to be arranged in person and in wriTng with the administraTve office for a maximum of 180 
consecuTve days. Only one leave of absence is allowed during any twelve-month period.  

2. If aler the basic level Program is completed and the student must leave early to get to work, the student will 
provide wrioen documentaTon of the work schedule from the employer. Any change in the schedule must be 
reported as well.  

3. Any change to your contract is to be in wriTng with the approval of all parTes concerned. Once change to the 
contract is permissible without an administraTve fee. Aler that, any change will be charged an administraTve 
fee of $25.00. 

REMEMBER, if you exceed your contract graduaTon date, at the college’s discreTon you may be allowed to conTnue your 
educaTon and will be charged $40.00 a day unTl graduaTon. 

DROPPING/ADDING PROGRAMS 
Once a student has started training, dropping a program will require: 

1. A new contract or addendum must be completed with a new date and program. 

2. Changes in the dollar amount of tuiTon costs will be determined. 

3. ComputaTon of hours dropped from program based on Higher EducaTon CoordinaTon Commission’s EducaTon 
formula. 

4. ComputaTon of students’ financial obligaTon for Program dropped, based on scheduled hours of program.  

REASONABLE ACCOMMODATIONS POLICY 
Students are responsible for idenTfying themselves to the Admissions Officer or Administrator as having a valid and 
documentable disability requiring reasonable accommodaTons.  

SAFETY/EVACUATION 
A first aid kit is available in the dispensary, fire exTnguishers and evacuaTon maps are placed throughout the building. 
The college also complies with the Smoke Free Oregon Law. Smoking is NOT allowed within 10 feet of the building 
entrances, exits, windows and intake vents.  
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NON-DISCRIMINATION & NON-HARASSMENT POLICY 
Careers including but not limited to academic admissions, financial aid, educaTon, services, and employment. 

College of Hair Design Careers does not discriminate on the basis of race, ethnic origin, color, sex or sexual orientaTon, 
marital status, ethnic origin, religion, age, disability or members of protected classes, in any of its policies, procedures or 
pracTces. OAR 715-045-0001(21)  

In regard to protected classes reasonable accommodaTons will be made on a case-by-case basis. 

The college prohibits any and all forms of harassment because of race, ethnic origin, color, age, naTonal origin, religion, 
marital status, sex or sexual orientaTon or disability. It shall be a violaTon of policy for any student, teacher, 
administrator, or other college personnel to discriminate against another individual. It shall also be a violaTon of policy 
for any student, teacher, or administrator to tolerate sexual harassment, in and form, that occurs to anyone during 
college hours of operaTon. 

A harasser may be a student, instructor, administrator, or a college guest. Harassment may include the following when 
related to sex, race, naTonal origin, or disability: 

 *Name calling   *GraffiT  
 *Notes or drawings *Offensive posters  
 *Unwelcome touching *Violent acts 

If any words or acTons make you feel uncomfortable or fearful, you need to tell an instructor or administrator 
immediately. You may also make a wrioen report, in accordance with the Grievance Procedure. You should turn it in to 
the administrator immediately. Your right to privacy will be respected as much as possible. 

College of Hair Design Careers takes all reports of harassment seriously and will take all appropriate acTon to invesTgate 
such claims, to eliminate the harassment, and to discipline any persons found to have engaged in such conduct. The 
college will also take acTon if anyone tries to inTmidate you or take acTon to harm you because you made a report. 
Employees found guilty of discriminaTon and or harassment will be dealt with according to the procedures outlined in 
the employee manual.  

Any person unlawfully discriminated against, as described in ORS 345.240, may file a complaint under 659A.820 with the 
Commissioner of the Bureau of Labor and Industries. 

If you are sexually assaulted, being stalked or in a violent relaTonship please call 911 immediately, then report the 
incident to a school staff member. You can also contact the sexual assault resource center in Oregon at 1-888-640-5311. 
The Oregon Sexual Assault Task Force website has many resources for survivors by county listed at hop://oregonsaz.org/
help-for-survivors. 
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INTERNAL COLLEGE COMPLAINT PROCEDURE 
Students aggrieved by the acTon of the college should aoempt to resolve these problems with appropriate college 
officials. Should this procedure fail students may contact: Oregon Higher EducaTon CoordinaTng Commission, Private 
Career Schools listed below. 

1. Complaints must be in wriTng, addressed to the college administrator, and must contain the following: 

a. An outline for the allegaTons 

b. SuggesTons for a soluTon of the problem 

c. Who does the complaint effect  

2. As soon as possible, but no later than 10 days aler receipt of the wrioen complaint, the appropriate college 
official will meet with the person filling the complaint. 

a. Aler discussion and consideraTon all agreed upon steps will be taken to resolve the problem 

b. If the complaint is not saTsfied, the complainant may request that the complaint be reviewed by the 
college’s complaint commioee. 

c. The meeTng will be documented in wriTng and a document given to the complainant.  

d. The Complaint commioee can request more informaTon in wriTng from the complainant. 

e. The commioee will send the results of the finding to the complainant, addressing the steps taken to 
correct the problem, or show that the allegaTons were not warranted or factual.  

All complaints must be filed with the college complaint commioee prior to requesTng the below agencies complaint 
forms. If aler the above process has been completed and the complainant wishes to pursue the issue further, they can 
contact:  

Complaint Commioee    Higher EducaTon CoordinaTng Commission  
School Administrator    3225 25th Street SE  
Financial Aid Officer     Salem, OR 97302 
Instructor 

NaTonal AccrediTng Commission  
of Career Arts & Sciences 
3015 Colvin St.  
Alexandria, VA 22314 

Aler consultaTon with appropriate Commission staff and if the complaint alleges a violaTon of Oregon Revised Statutes 
345.010 to 345.470 or standards of the Oregon AdministraTve Rules 715-045-0001 through 715-045-0210, the 
Commission will begin the complaint invesTgaTon process as defined in OAR 715-045-0023 Appeals and Complaints.  

 | P a g e  38



RELEASE OF STUDENT FILES 
Adult students, parents or guardian of dependent minor students, and parents of tax dependent students, have the right 
to inspect, review, and challenge informaTon contained in their educaTonal/financial record or that of their minor or tax 
dependent child. All students have the right to review their individual files at any Tme, under administraTve supervision. 
Student files are kept in secured/fireproof file cabinets as well as electronically stored online smart date storage system. 
However, students are not enTtled to inspect the financial records of their parents.  

Wrioen consent is required before educaTonal records may be disclosed to third parTes with the excepTon of 
accrediTng commissions, and or governmental agencies authorized by law. The insTtuTon provides access to the 
NaTonal AccrediTng Commission of Career Arts and Sciences (NACCAS) to student and other insTtuTon records as 
required for any accreditaTon process iniTated by the insTtuTon or by NACCAS, or in response to a direcTve of the 
Commission.  Parents of dependent minors may provide for the release of student records to third parTes. Student 
academic transcripts are kept for 25 years, student records are maintained for 6 years. Financial aid records are kept 
according to current federal regulaTons. Financial aid transcripts will be issued upon request.  

College of Hair Design Careers may disclose, without consent, directory-type informaTon such as student’s name, 
address, telephone number, date and place of birth, honors and awards, and dates of aoendance. However, College of 
Hair Design Careers must inform parents and students of the informaTon that is designated as directory informaTon and 
provide a reasonable amount of Tme to allow the parent of eligible student to request the college not to disclose that 
informaTon about them. 

(SEE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974, PAGE 41) 
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DRUG PREVENTION PROGRAM 
College of Hair Design Careers  

1684 Clay St. NE 
Salem, OR 97301 

At the College, we strive to provide an excellent learning and teaching environment while developing a campus 
environment that supports healthy choices for living. Included in the choices that confront us all are decisions about the 
use of alcohol and other substances. 

The College of Hair Design Careers expects employees and students to abide by federal, state, and local laws prohibiTng 
the illegal use, possession, manufacture, dispensing or distribuTon of controlled substances. Controlled substances 
include prescripTon medicaTons and illegal drugs such as cocaine, marijuana, PCP, LSD, peyote, heroin, amphetamine, 
methamphetamine, mescaline, opium and its derivaTves, and “designer” drugs. 

On October 21, 1988, Congress enacted the Drug-Free Workplace Act of 1988. This statute requires that all insTtuTons 
receiving grants from any federal agency cerTfy to that agency that they will maintain a drug-free workplace. The CHDC 
Drug PrevenTon Policy was developed to accomplish this purpose.  

The standards of conduct at the College of Hair Design Careers state that the unlawful possession or use of illicit drugs by 
students and/or employees, on this property, or coming onto the premises under influence of drugs or alcohol will be 
TERMINATED. The individual person will also be turned over to the appropriate law enforcement agency for prosecuTon. 
ConvicTon on any drug related charge is grounds for forfeiture of federal financial aid.  

The College of Hair Design Careers reserves the right to random drug and alcohol tesTng as needed. 

Drug and alcohol counseling or rehabilitaTon or reentry programs that are available in the Salem area are: 

Alcohol Help Line ………………………………………………..1-800-923-4357  
www.oregonpartnership.org 
www.adhl.org 

All other professional discussions and referrals are done through the AdministraTve Office. 

Federal Student Financial Aid PenalCes for Drug Law ViolaCons 

The Higher EducaTon Act of 1965 as amended (HEA) suspends aid eligibility for students who have been convicted under 
federal or state law of the sale or possession of drugs if the offense occurred during a period of enrollment for which the 
student was receiving federal student aid (grants or loans). If you have a convicTon(s) for these offenses, call the federal 
Student Aid InformaTon Center at 1-800-4-FED-AID (1-800-433-3243) or go to hops://studentaid.ed.gov/sa/eligibility, 
then click on “Students with Criminal ConvicTons” to find out how this law applies to you. If you have lost federal student 
aid eligibility due to a drug convicTon, you can regain eligibility if you pass two unannounced drug tests conducted by a 
drug rehabilitaTon program that complies with criteria established by the U.S. Department of EducaTon. 
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The Family EducaTonal Rights and Privacy Act (FERPA) 

College of Hair Design Careers 

The family EducaTonal Rights and Privacy Act (FERPA) affords certain rights with respect to their educaTon records. 
These rights include: 

(1) The right to inspect and review the student’s educaTon records within 45 days of the day the College 
receives a request for access. 

A student should submit to the AdministraTve Office, Business Office, or other appropriate official, a wrioen 
request that idenTfies the record(s) the student wishes to inspect. The College official will make arrangements for access 
and noTfy the student of the Tme and place where the records may be inspected. If the records are not maintained by 
the College official to whom the request was submioed, that official shall advise the student of the correct official to 
whom the request should be addressed. 

(2) The right to request the amendment of the student’s educaTon records that the student believes are 
inaccurate, misleading, or otherwise in violaTon of the student’s privacy rights under FERPA.  

A student who wishes to ask the College to amend a record should write the College official responsible for the 
record, clearly idenTfy the part of the record the student wants changed and specify why it should be changed. If the 
College decides not to amend the record as requested, the College will noTfy the student in wriTng of the decision and 
the student’s right to a hearing regarding the request for amendment. AddiTonal informaTon regarding the hearing 
procedures will be provided to the student when noTfied of the right to a hearing.  

(3) The right to provide wrioen consent before the College discloses personally idenTfiable informaTon from the 
student’s educaTon records, except to the extent that FERPA authorizes disclosure without consent.  

The College discloses educaTon records without a student’s prior wrioen consent under the FERPA excepTon for 
disclosure to school officials with legiTmate educaTonal interests. A school official is a person employed by the College in 
administraTve, supervisory, academic, or support staff posiTon; a person or company with whom the College has 
contracted as its agent to provide a service instead of using College employees or officials (such as an aoorney, auditor or 
collecTon agent); a person serving on the Board of Trustees or a student serving on an official commioee, such as a 
disciplinary or grievance commioee, or assisTng another school official in performing his or her tasks.  

A school official has a legiTmate educaTonal interest if the official needs to review an educaTon record to fulfill 
his or her professional responsibiliTes for the College. 

Upon request, the College also discloses educaTon records without consent to officials of another school in 
which a student seeks or intends to enroll.  

(4) The right to file a complaint with the U.S. Department of EducaTon concerning alleged failures by the College 
to Comply with the requirements of FERPA. The name and address of the Office that administers FERPA is: 

Family Policy Compliance Office  
U.S. Department of EducaTon  
400 Maryland Avenue, SW 
Washington, DC 20202-5901 
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COLLEGE CLOSURE/ TEACH-OUT POLICY 
If the college closes permanently and ceases to offer instrucTon aler students have been enrolled, or if a Program is 
canceled aler students have enrolled, and instrucTon has begun, this teach out plan will comply with the following 
requirements aler the pro-rata refund calculaTon has been made for all students involved: 

1. The student will be given a reasonable opportunity to promptly resume and complete the canceled 
Programs of study or a substanTally similar Program of study at insTtuTons which offer similar educaTonal 
programs, and which has no business connecTon with the original insTtuTon. 

2. The teach out will be performed, by previous agreement, with an insTtuTon in the same geographic area as 
the original college which provided the Program of study. 

3. The teach out shall not charge the students an amount greater than that to which the original college would 
have been enTtled for the period covered by the teach-out, and which the student has not paid. 

4. The original college shall, in the event the teach-out becomes necessary, arrange for individual noTce to 
affected students of the availability of the teach-out plan, and diligently adverTse such availability. The 
agreements among insTtuTons may provide that teach-out noTces may be sent by the teach-out colleges. 

5. A brief descripTon of the teach-out plan is published in the college’s enrollment agreement (contract) 

6. A list of all students who were enrolled at the Tme of college closure including the  
amount of each pro rata refund is submioed to NACCAS and the Higher EducaTon CoordinaTng Commission. 

In the event the college closes, the college shall file a plan with the Higher EducaTon CoordinaTng Commission designed 
to protect the contractual rights of the students and graduates, including the right to complete the program of 
instrucTon in which students were enrolled. OAR 715-045-0067(1) 
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Origin 

THE COLLEGE OF HAIR DESIGN CAREERS INC. 

AN OREGON CORPORATION 

President- Cindy Long 

Ms. Long received her professional cosmetology and teacher training in the state of Wisconsin. She is cerTfied and 
licensed as both pracTToner and instructor in Hair Design, Nail Technology, and EstheTcian in both the States of Oregon 
and Wisconsin. Cindy has been an educator for many different professional product lines and worded numerous Hair 
shows as a guest arTst across the United States including the IBS show in New York City. 

Cindy holds cerTficates from Advanced EducaTonal Seminars. She has aoended the NaTonal AccrediTng Commission of 
Cosmetology Arts & Sciences’ workshop, and regularly aoends advanced seminars and workshops in educaTon, industry, 
and financial aid.  

Cindy brings many years’ experience as owner and CEO of two full-service salons prior to joining the College of Hair 
Design Careers Inc. She was employed at the College of Hair Design Careers as Instructor and AdministraTve Financial Aid 
Assistant prior to becoming the Owner and CEO of College of Hair Design Careers Inc. in 2001. 

Cindy is an acTve member and board member of the AssociaTon of Oregon Cosmetology Colleges, and members of the 
American AssociaTon of Cosmetology Schools. 
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STAFF/FACULTY 
All staff teachers are cerTfied and licensed as both pracTToner and instructor by the State of Oregon. All have had prior 
Salon experiences, as well as being members of various professional associaTons. Each instructor aoends educaTonal 
classes, workshops, seminars, professional conferences, and conTnues their training in updated classes. All instructors 
assist in the clinic area as well as classroom supervision.  

Our teaching staff must complete 12 clock hours (a minimum of 4 of these hours must be teaching methodology) of 
advanced training every year to maintain their instructor license. 

The structure of the college is as follows: 

Administrator/  
 Chief ExecuTve Officer   Cindy Long  

Chief Fiscal Officer/  
 Business Manager   Jenna Norman  

Instructor 
 Basic Hair Design   Kellin Hanggee 
 Basic Nail Tech    Ty Mileoa 
 Basic EstheTcs    Ty Mileoa 

Instructor 
 Clinic Floor    Stephanie Black, Dani Dockins, Aleah KeaTng                                                                                                                        

 
Administrator Assistant    Sarah Cassidy 

 
SubsTtute Teachers    Cindy Long 
      Jenna Norman                                                                                                                                                               
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AFFLIATIONS 
THE COLLEGE OF HAIR DESIGN CAREERS IS: 

----- Licensed by the Higher EducaTon CoordinaTng Commission, 3225 25th Street SE, Salem OR 97302 

----- Inspected by the State Board of Cosmetology, 
        1430 Tandem Ave. NE Suite 180, Salem, OR 97301 (503) 378-8667 

----- NaConally Accredited by the NaTonal AccrediTng Commission of Career Arts and Sciences. NACCAS is recognized by 
the United States Department of EducaTon as the naTonal accrediTng agency for Cosmetology Schools. They are located 
at; 3015 Colvin St., Alexandria, VA 22314 (703) 600-7600 

----- Member of the NaTonal AssociaTon of Accredited Schools 

----- Member of the AssociaTon of Oregon Cosmetology Colleges 

----- Affiliated with the NaTonal Cosmetology AssociaTon, including the Oregon Affiliate 

----- Affiliated with the American InsTtute of EstheTcs  
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STUDENTS RIGHTS TO KNOW AND CONSUMER INFORMATION 

ClassificaTon of InstrucTonal Programs (CIP Code) 

Standard OccupaTonal ClassificaTon (SOC Code) Visit www.onetonlne.org for addiTonal SOC informaTon. 

CIP 12.0410  CIP 12.0408  CIP 12.0499  CIP 12.0407  CIP 12.0413  
Nail Technology  EstheTcs  Nail Technology  Hair Design  Teacher Training 
      and EstheTcs 

SOC 39-5092.00  39-5091.00  39-5091.00  39-5012.00  25.1194.00  
        39-1021.01  39-5094-00  39-5092.00  39-5093.00 
   39-1021.01  39-5094-00  39-1021.01  
         39-1021.01 

      CIP 12.0401  
Hair Design and Nail Technology  Hair Design and Nail Technology  Hair Design and EstheTcs  
 and EstheTcs 
 
 39-5012.00    39-5012.00    39-5012.00  
 39-1021.01    39-1021.01    39-1021.01  
SOC 39-5093.00    39-5093.00    39-5093.00  
 39-5092.00    39-5092.00    39-5091.00  
 39-5091.00         39-5094.00  
 39-5094.00 
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OVER ALL RATES IN THE AWARD YEAR: 

GraduaCon rate for students in award year: 86.30% 

Job Placement rate for students compleCng in the award year: 92.30% 

Licensure rates for students compleCng in award year: 100.00% 

2022 NACCAS 
Annual Report 
Data

Hair 
Design 
EstheCcs 
Nail tech

Hair 
Design  
Nail Tech

Hair Design 
EstheCcs

Hair 
Design

Nail 
Technology

EstheCcs EstheCcs 
Nail 
Technology

GraduaTon rate 
for students in 
award year

 
 

73.91%

 

100.00% 

 
 

75.00%

 
 

100.00%

 
 

100.00%

 
 

100.00%

 
 

81.25%

Job Placement 
rate for 
students 
compleTng in 
the award year

 
 

77.77%

 
 

100.00%

 
 

100.00% 

 
 

100.00%

 
 

100.00%

 
 

100.00%

 
 

83.33%

Licensure rates 
for students 
compleTng in 
award year

 
 

100.00

 
 

100.00%

 
 

100.00%

 
 

100.00%

 
 

100.00%

 
 

100.00%

 
 

100.00%

There were no 
Teacher 
Training 
enrollments
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Lab Number Type Course Credits Number Required DescripTon   
 Lab  COS  0  0   Edit 
100  Lab  N  0  70  HAND/FOOT MASSAGE  Edit 
101  Lab  N  0  30  MANICURES  Edit 
102  Lab  N  0  40  PEDICURES  Edit 
103  Lab  N  0  10  NAIL REMOVAL  Edit 
104  Lab  N  0  25  ACRYLIC SETS  Edit 
105  Lab  N  0  30  POLISH CHANGE/NAIL TRIM  Edit 
106  Lab  N  0  8 GEL SETS  Edit 
107  Lab  N  0 0  SILK/LINEN WRAPS SINGLE Edit 
108  Lab  N  0  10  NAIL FILLS SETS  Edit 
109  Lab  N  0  10  NAIL REPAIRS  Edit 
110  Lab  N  0  30  ACRYLIC FORMS  Edit 
111  Lab  N  0  65  NAIL TIPS  Edit 
112  Lab  N  0 10 NAIL WRAPS SETS  Edit 
200  Lab  E  0  20  FACIAL TREATMENTS  Edit 
201  Lab  E  0  20  FACIAL MASSAGE  Edit 
202  Lab  E  0  50  TWEEZER ARCH  Edit 
203  Lab  E  0  25  WAXING  Edit 
204  Lab  E  0  50  MAKE-UP  Edit 
205  Lab  E  0 3  BODY TREATMENTS  Edit 
300  Lab  H  0  600  SHAMPOOS  Edit 
302  Lab  H  0  50  THERMAL/ROLLER SETS  Edit 
303  Lab  H  0  15  BRAIDS  Edit 
304 Lab  H  0 15  FINGERWAVES Edit 
305  Lab  H  0  200  HAIRCUTS  Edit 
307  Lab  H  0 100  BLOWOUTS Edit 
308  Lab  H  0  50  PERMANENT WAVES  Edit 
309 Lab  H  0  25  CHEMICAL RELAXERS  Edit 
310 Lab  H  0  80 WEAVES  Edit 
311  Lab  H  0  65  TINT/BLEACH  Edit 
313  Lab  H  0  25 SPECIALTY PERMS  Edit 
314  Lab  H  0  40  SPECIALTY STYLES  Edit 
315  Lab  H  0  20  STATE BOARD SETS Edit 
316  Lab  H  0 10 SCALP TREATMENT/MASSAGE Edit 
317  Lab  H  0  50  THERMAL STRAIGHTNERS Edit 
400  Lab    150  SAFETY SANITATION HOURS  Edit 
401  Lab    100  CAREER DEVELOPMENT HOURS  Edit 
500  Lab    0  Salon Shopping Hours  Edit 
600  Lab    0  Show / Class Hours   
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CALENDAR OF PROGRAM START DATES 

A student may register for enrollment any day of the college calendar start dates. The date indicates when a parTcular 
class will begin. 

2025 

June 9th    Nail Technology 

July 7th     Hair Design/EstheTcs 

July 28th    Nail Technology 

August 18th    Hair Design/EstheTcs 

September 8th   Nail Technology 

September 29th    Hair Design/EstheTcs 

October 13th   Nail Technology 

November 3rd     Hair Design/EstheTcs 

November 24th   Nail Technology 

December 15th   Hair Design/EstheTcs 

2026 

January 19th   Nail Technology 

February 9th   Hair Design/EstheTcs 

March 2nd   Nail Technology 

March 23rd   Hair Design/EstheTcs 

April 13th   Nail Technology       

May 4th   Hair Design/EstheTcs 

May 26th   Nail Technology 

June 15th   Hair Design/EstheTcs 

The dates listed are start dates for a parTcular program. We rotate you through your specific programs. To begin on one 
of these dates, you only need to be enrolling in one of the programs listed. The college is closed Saturdays and Sundays 
and on the following holidays *Memorial Day * 4th of July * Labor Day * Thanksgiving Day and Black Friday * One week 
from Christmas to New Years Day. 

We look forward to you becoming a part of our student body.
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