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ELITE BEAUTY COLLEGE (EBC) COSMETOLOGY STUDENT HANDBOOK 

  

Welcome to the Elite Beauty College (EBC) Cosmetology, Esthetics, & Nail Tech Programs 

  

This Handbook is designed to provide you with specific information about the Cosmetology program, 
and your participation in the learning experience that awaits you.  

  

You have made a bold and exciting choice to change your future and create the life you want by 
pursuing your cosmetology education. Elite Beauty College (EBC) is committed to offering you a quality 
education that is designed to prepare you for a satisfying career. The Cosmetology program at Elite 
Beauty College (EBC) will challenge you to achieve high levels of performance both in classroom and 
practical settings. Our experienced, well trained instructors will provide the quality education that 
enables you as the student to develop not only the technical skills needed, but the enhanced 
professionalism, that assist our graduates in successfully obtaining entry level positions in this industry.   

Attendance Policy   

The Cosmetology program at Elite Beauty College (EBC) is an hours-based program which requires the 
completion of 1500 clock hours.  There are no exceptions to this requirement.  In order to successfully 
matriculate through their program, students are expected to be present and on time daily during their 
regularly scheduled program hours.  It is important to understand that all time missed is associated with 
educational time missed and, therefore, is vital that the amount of missed school hours be limited to 
unforeseen emergency situations only.  All students (new, continuing, and re-entry) must sit in class no 
later than the second day of each course (module).  

Make-up Hours Policy  

Students are required to make up all missed regularly scheduled hours in order to pass each course.  The 
College schedules make-up sessions on most Saturdays, and students are advised to plan accordingly.  

The maximum number of missed clock hours at the end of a course that a student is permitted to make 
up is 21 hours.  A student with 21 or fewer missed hours will receive an Incomplete “I” grade for that 
course.  ALL missed hours must be made up within 14 calendar days after the end of the course.  Any 
student who fails to make up all missed hours in a course within the 14 calendar days will receive an “F” 
as the final grade and must repeat that course.  Any student who ends a course with more than 21 
missed hours also will receive an “F” and must repeat the course.  

Students who receive a final “F” grade in a course will be advised when that course will be available to 
repeat.  In some cases, a course will not be available in the next module, which could require the 
student to withdraw from the College for a period of time until the course is available again.  Students 
are permitted a maximum of two attempts to repeat a failed course   

Students are not allowed to attend a make-up session in anticipation of missed attendance.    

 



Make-up Hours Process:   

When a student misses’ instruction time of any kind, the student is responsible for meeting with their 
instructor to obtain specific instructions as to what missed theory or practical assignments need to be 
made-up.  

In order for a student to receive credit for assignments, and make-up hours the following must be 
documented:  

A. The student must be clocked or signed in.   

B. All theory and practical make-up assignments are required to be completed on campus under the 
direct supervision of a Cosmetology instructor.  

C. Instructor supervising the make-up session must turn in the Make-up Assignment Form to the 
Program Director by the close of business the day following the make-up session.  

D. Students without a documented excuse for being absent will receive a maximum grade of 75% on any 
tests or assignments completed after the scheduled due date of the assignment.  

Students are not allowed to attend a make-up session in anticipation of missed attendance.   

  

Grading Policies   

All students must maintain a minimum of 85% in all course work and complete all program 
requirements. Students will receive an overall grade and be assessed at the end of each course.  

  

Students will be assessed as follows:  

Professionalism   10%  

Written Tests   20%  

Practical Workshops 25%  

Final Written Exam 20%  

Final Practical Exam 25% 

 Total               100%   

Cosmetology Grading Scale  

90 – 100 A 80 – 89 B 75 – 79 C 0 – 74   F  

Percentages are determined by dividing the number of points earned by the total points possible.  

  

 



Graduation Requirements  

In order to be considered a graduate of the Elite Beauty College (EBC) Cosmetology Program, in addition 
to those requirements outlined in the general campus catalog, cosmetology students must have 
accumulated a minimum of 1500 clock hour, successfully passed all required courses with a 85% or 
better, completed all assigned practical’s as required by State Board, and made application of the State 
licensure exam (see below – Licensure Exam).  

*See Director for eligibility to participate in graduation ceremony prior to completing all program 
requirements.  

Professionalism Expectations:  

Class Participation  

The importance of regular attendance cannot be over-emphasized. The future employer of a 
cosmetology student will expect dependability, as will we. Elite Beauty College (EBC) requires all 
cosmetology students to pass all scheduled courses, complete 100% of the scheduled 1500 clock hours, 
and performance credits to successfully complete the program.   Students are required to notify the 
Program Director in advance of all absences, but no later than the day the absence will be incurred. The 
Student is required to call the Program Director or Office Manager at the campus and advise them that 
they will be absent, provide the reason for the absence, and how long they plan to be absent. If the 
Program Director is not available, the student must leave a detailed voicemail message including the 
information above, with a number where they can be reached. Alternatively, the student may notify the 
Program Director via email with this information.   

  

 

Tardiness/Early Dismissal   

In order to receive full hours for the day, all students must clock in on or before their scheduled class 
start time.   

If a student is late for class (in the morning or after breaks or lunch) that time will be deducted from the 
student’s total hours for the day. Additionally, if a student leaves the premises at any time and is not 
clocked out, that time will be deducted from total hours for the day.   

Tracking time for late arrivals, early departures and other times when the student is not in class and not 
clocked out will be documented by the instructor.   

 

Student Salon   

Salon training is vital to your success as a future cosmetologist and therefore will continue as part of 
your educational experience until graduation from the program.  Students scheduled to train in the 
salon, should expect to service salon guests, and have all the necessary tools and equipment to perform 
any service assigned to them. Students are not allowed to refuse to perform services while scheduled in 
this portion of their curriculum and are expected to remain professional in communication and 



interactions with educators and salon guests at all times.  Students not properly prepared, and/or 
refusing to perform assigned salon services will be clocked out for remainder of the day. The student is 
responsible for making up these missed hours during normally scheduled make-up sessions.  

 

Personal Electronic Devices and Cell Phones   

Students may not use personal electronic devices of any kind to play music or wear headphones at any 
time in the classroom or on the salon floor.   

All cell phones must be off or on vibrate while in the cosmetology building. Cell phones are not 
permitted to be used for calls, texting or other activity while in classes, lab or the salon at any time, even 
if placed on vibrate.   

Personal calls are not permitted unless it is an emergency. Incoming emergency calls should be made to 
the College directly and the call will be put through to the Program Director’s office and routed from 
there. The office and reception phones are for business use only.   

 

 Internal Student Complaint Policy 

Elite Beauty College requests that all students or instructors first try to resolve all disputes between 
each other in an adult and kind manner. If mediation is needed the Master Instructor should be notified 
or in the event, it is a situation involving the Master Instructor then the Director should be notified and 
arrangements will be made to resolve the situation. A student, instructor, or interested party may file a 
complaint against the school in writing and must outline the allegation or nature of the complaint. Upon 
receipt of the complaint the Director and Staff will review the complaint and provide written response 
within 10 school days. The decision of the Director and Staff will be final. 

If the complaint cannot be resolved between the complainant and the Elite Beauty College the 
complainant is directed to file in writing first with the licensing agency: Oklahoma State Board of 
Cosmetology, 2401 NW 23rd St, Suite 84, Oklahoma City, Oklahoma 73107 (405-521-2441). Forms for 
filing are provided online at agency website.    

 

Other Rules of Conduct   

1. Profanity is not allowed on school premises. If profanity is used the following actions will be taken:   

a. First offence – the student will be written up   

b. Second offence – the student will be written up and sent home for the remainder of day.   

c. Third and subsequent offences – the student will be written up, sent home for the remained of that 
day and suspended the next day from returning to class.  

d. Profanity used in a threatening manner toward another student or faculty member will result in a 
write up, immediate two-day suspension, and/or possible expulsion from the program.  



2. No vandalism of school property will be tolerated in any way, shape or form. If property is vandalized 
the responsible party will be charged accordingly and may be suspended or expelled.   

3. Students involved in any form of violence or who threaten the use of violence with any other student 
or staff member may be suspended or expelled.   

4. No drugs or alcohol may be consumed on the premise, including the parking lot and smoking area. If 
you are caught using drugs or alcohol on the premises you will be expelled from Elite Beauty College 
(EBC).   

5. If a student is found to be in attendance under the influence of drugs or alcohol they will be written 
up and suspended or expelled from Elite Beauty College (EBC).  

6. ALL students must clean up and sanitize their areas before and after each service and participate in 
one half hour of school sanitation per day.    

7. No food drinks or gum chewing allowed in the classroom, hallways or on the salon floor.   

8. Smoking is ONLY allowed in the designated areas. Please put cigarettes out in appropriate containers.   

9. Only assigned students and instructors are allowed behind the salon reception desk and/or in the 
dispensary.  

10. No purses, other personal bags, kit bags or duffel bags are permitted in the classroom, on the salon 
floor, or in the dispensary.  

11. Students must remain on Elite Beauty College (EBC) property to receive credit for daily hours.  
Students are not permitted to leave the campus during breaks (unless approved by Director).  Time will 
be deducted from the student’s minutes/hours for the day if the student is found off campus property 
and leaving exceeds break times. 

 12. Other violations to school policies not specifically outlined in this policy will be dealt with in the 
following ways: a. First offense – verbal warning – written documentation will be provided to describe 
the violation. b. Second offense – written warning with documentation of an improvement plan. c. Third 
offense – discussion, written documentation, and possible suspension or dismissal.   

NOTE: Elite Beauty College (EBC) assumes no responsibility for the loss, theft or destruction of a 
student’s personal belongings or equipment, and therefore is not required to replace lost or stolen 
items.  

 

Dress Code 

All Students are required to wear the Elite Beauty College (EBC) issued scrubs, and name badge, any 
time while on campus during regularly scheduled school days as well as scheduled make-up sessions. 
Cosmetology students must wear the color scrub assigned for the cosmetology program at their 
campus.  Students must be in proper uniform at all times when collecting State Board hours.  

The following are not permitted:   



a. Hats, caps, scarves, head wraps etc.;  

b. Wearing outside coats, jackets, sweatshirt, or hoodie over scrubs while in the classroom, lab, or salon 
floor.  

c. Large dangling earrings, jewelry, rings, or accessories that may interfere with learning experiences or 
get in the way of safely performing services;   

d. Open toed, open arch or high heel shoes; Boots must accommodate scrub pant legs worn over the 
boot.  

e. Legging, tights, or jeans, worn in replacement of scrub pants  

f. Scrubs or aprons that have been cut or otherwise altered to change its appearance.   

g. Student ID badges not worn where visible.  

Children/Guests   

Students may not under any circumstances bring children, or unauthorized guests to school in their 
classrooms (including the salon) or make-up sessions.   

 

Field Trips   

Where allowed by the State Board of Cosmetology, and School authorized, field trips must be 
educational in nature, approved by the Program Director, and continuously supervised by a cosmetology 
instructor in order for students to received credit for hours.  While students are participating in any field 
trips during school hours, students are reminded that they are representing both themselves and Elite 
Beauty College (EBC) to the community.  Students must strictly adhere to the professional guidelines set 
in the Other Rules of Conduct, and Dress Code Policies in this handbook.  If an educator/Program 
Director assess that the student is inappropriately dressed on the assigned field trip day, they will not be 
allowed to participate.   

Licensure Exam  

At the completion of the program, the college will submit to the State Cosmetology Board the 
documentation that the student has completed the 1500 clock hours.  The Program Director will assist 
the student with completing the State Cosmetology Board application required to take the Licensure 
Exam.  Elite Beauty College (EBC) is not responsible for paying the initial fee to take the licensure 
exam(s). The student who has failed to appear at their scheduled test date will be responsible for 
payment of the fee to reschedule the exam.  A student that has failed the exam will be required to 
contact the Program Director to schedule a refresher boot camp prior to the campuses paying a re-
examination fee.    

 

 

 



 

Changes to the Handbook  

Elite Beauty College (EBC) reserves the right to revise any of the school rules or regulations at its sole 
discretion without prior notification.  All actively enrolled students will receive written notification of 
any changes that go into effect.  Notification of these changes will be posted to the campus bulletin 
board and students are required to look for updates and changes. Students must follow all rules and 
regulations in place at the time.  Failure of students to follow the rules and regulations of the school as 
listed/posted may result in suspension or dismissal.  All other Elite Beauty College (EBC) rules apply.  

I have read, understand, and agree to follow all rules and regulations as stated in this Handbook and the 
Elite Beauty College (EBC) catalog.  

  

__________________________ Student Signature        _____________________ Date  

__________________________ Student Name Printed 


