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Student Catalog 

What Makes the Cosmetology 
Industry so Beautiful? 

The professional beauty industry is a 60 billion dollar 
industry that is made up of: 

400,000,000 Client visits to licensed professionals yearly 
1,682,641 Licensed professionals 

370,215  Professional salons 
1,347  Cosmetology schools 

This beautiful career has stability and endless 
opportunities.  The beauty industry cannot be outsourced 
to another country.  People will always need to have their 
hair cut. The baby boomer generation has made hair 
color a necessity for women, even men. The fast-paced 
world we live in has created the need to connect with 
others and find time to be pampered with a new hairstyle, 
color, spa treatment or massage. 

What other industry can give someone so many 
choices and career directions? They can work anywhere 
in the country, full-time or part-time, work for a large 
corporation with locations everywhere, in a local salon or 
for themselves as an independent contractor 

Why Should You Choose an 
Accredited School? 
Accreditation is a formal status granted to an institution 
meeting or exceeding stated educational quality criteria. 
The purposes of accreditation are to assess and enhance 
the educational quality of an institution, assure 
consistency in institutional operations, promote 
institutional improvement and provide for public 
accountability.  Accreditation serves these purposes by: 

• Measuring the quality of education and training
offered by an institution or organization

• Identifying areas for institutional self- 
improvement

• Helping students select quality education
providers

• Providing for a tested, peer-reviewed oversight
process

• Offering the distinction of enhanced status
attained by institutions through their commitment
to a quality-oriented, rigorous, third-party
evaluation of educational practices and outcomes

• Promoting qualitative standards, policies and
procedures leading to institutional effectiveness

The U.S. Secretary of Education authorizes certain 
accrediting agencies to serve as reliable authorities as to 
the quality of educational institutions for purposes of 
determining their eligibility to participate in federal student 
aid programs. 

Gene Juarez Academy has two campuses. Gene 
Juarez Academy main campus is accredited by the 
National Accrediting Commission of Career Arts and 
Sciences, Inc. (NACCAS). Gene Juarez Academy 
additional location (branch campus) holds Additional 
Location Accreditation with NACCAS.  

The National Accrediting Commission of Career Arts 
& Sciences is recognized by the United States Department 
of Education as a national accrediting agency for 
postsecondary schools and programs of cosmetology arts 

and sciences, Electrology, and massage. 
postsecondary schools and programs of cosmetology 
arts and sciences, Electrology, and massage. 

NACCAS 
3015 Colvin St 
Alexandria, VA 22314 
Tel: 703.600.7600 
Fax: 703.379.2200 
www.naccas.org 

Gene Juarez Academy is licensed by the 
Washington State Department of Professional Licensing: 

Cosmetology Program 
Department of Licensing 
P.O. Box 9026 
Olympia, WA 98507 
Tel: 360.664.6626 
Fax: 360.664.2550 
www.dol.wa.gov/business/cosmetology/ 

Gene Juarez Academy is a member of the following 
professional associations: 

• American Association of Cosmetology Schools
• Northwest Career College Federation
• Washington Financial Aid Association
• National Association of Student Financial Aid

Administrators

http://www.naccas.org/
http://www.dol.wa.gov/business/cosmetology/
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Gene Juarez Academy 
 

 

Why Choose Gene Juarez 
Academy? 

 
We are experienced cosmetology education providers. 
Since 1987, Gene Juarez Academy has been delivering 
an accredited and quality cosmetology training program, 
graduating thousands of beauty professionals. 

As a premier salon and spa organization for 40+ 
years, we have earned the reputation for providing quality 
and excellence in everything we do. 

58% of those hired by Gene Juarez Salons and Spas 
in 2017, were graduates of Gene Juarez Academy. We 
attract a large and varied group of guests of all ages, 
personalities and hair preferences. 

 
The Founder of 
Gene Juarez Academy 

 
 

Gene Juarez perfected his cosmetology career in Seattle’s 
most distinguished salons. In 1973, Gene ventured out on 
his own and opened the first modern-fashion beauty salon 
in the Northwest in Seattle’s 801 Tower Building. 

Just one year later, he opened a salon in the 
downtown Nordstrom department store and continued 
rapid growth while capturing the attention of the Northwest 
residents and the local media. 

In 1980, Gene Juarez was selected for membership in 
Intercoiffure America, an exclusive group of 200 of the 
most prestigious salons in the United States and Canada. 
Other memberships included International Chain Salon 
Association and Haute Coiffure in Paris. 

There are currently 2 Gene Juarez Academy and 10 
Gene Juarez Salon and Spa locations. 

 
A Message from Founder, Gene Juarez 

 

 
Welcome to the Gene Juarez Academy and the beauty 
industry.  Cosmetology has been very good to me and has 
afforded me opportunities and experiences I might never 
have known.  Choosing cosmetology is the first step in 
shaping your destiny.  The second step is your choice of 
schools.  You have made the right decision because the 
right school is where it all starts. 

The essential ingredient to your success is your 
commitment.  As in every aspect of life, you will get out of 
your education what you put into it. Developing your skills 
will be a lifelong task; keeping abreast of new trends itself 
will require constant vigilance. Along with your technical 
growth, you will need dedication to your personal growth 
and a commitment to understanding and developing the 
principals, ethics and people skills to the highest possible 
level. 

I sincerely hope you will have a positive experience at 
our Academy. Be patient and stay focused. Your dreams 
can come true. 

 
Ownership 

 
 
The Gene Juarez Academy is owned by: 
Highlights Beauty Schools, LLC 
100 N. Pacific Coast Highway 
Suite 1725 
El Segundo, CA 980245 
 
Board Members and Officers are Scott Missad, Ty Schultz, 
Ken Firtel, Russ Roenick, James Oh, Ryan Hamilton, and 
Katie Trent. 

 
 

Our Mission and Educational 
Objectives 

 
 
 
Our Mission 

 
 

Our mission is to prepare students with the artistic, technical, 
guest service and business skills to become licensed and 
employed in the cosmetology, cosmetology education, 
barbering, manicuring, and guest service fields. 

 
What Do We Do and Why Does it Matter? 

 
Gene Juarez Academy prepares students for an exciting and 
rewarding career in beauty and fashion.  Through our 
programs, we build hope and opportunity.  Our skilled 
educators inspire creativity, enhance student’s strengths and 
help turn dreams into prosperous, lifelong careers. 

Gene Juarez Academy educators are caring, motivated 
fashion and beauty experts who are passionate about 
mentoring and instructing the next generation of professional 
cosmetologists. 

An education from Gene Juarez Academy goes far 
beyond cutting hair. Our high standards and student-centered 
approach provide students with the tools, techniques, business 
and life skills to become successful. 

At Gene Juarez Academy, we create well-rounded 
professionals who become beauty and fashion industry 
leaders.  Our graduates go on to help people feel beautiful 
inside and out. 
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What are the Objectives of Gene Juarez 
Academy? 

 
 
• To provide a positive learning environment where 

individuals excel, creativity is nurtured, and the 
student graduates with a strong cosmetology 
foundation on which to build future skills and 
knowledge in the cosmetology industry. 

• To develop skills in guest retention and product 
recommendations to enhance their success in their 
chosen career. 

• To prepare students to pass the Washington State 
Board Examination and attain their license. 

 
 
Career Options 

 

 
Once you graduate and become licensed, many career 
options are available to you within the beauty industry, 
including but not limited to: 

 
• Hair Stylist/Designer 
• Colorist/Technician 
• Educator 
• Salon and Spa Owner/Manager 
• Manufacturer’s Representative 
• Platform Artist/Fashion Trendsetter 
• Image Consultant 
• Fashion Photography/Stylist 
• Cruise Line/Resort 
• Nail Technician 
• Spa Director 

Location and Description of Facilities 
 

 
North Seattle/Mountlake Terrace Campus (main campus) 
6007-A 244th Street SW 
Mountlake Terrace, WA 98043 
Tel: 206.368.0210 
Fax: 425.563.1045 

 
South Seattle/Federal Way Campus (branch campus) 
2222 South 314th Street 
Federal Way, WA 98003 
Tel: 253.839.4338 
Fax: 253.946.6560 

 
www.genejuarezacademy.edu 

 
Each facility is approximately 15,000 square feet and provides 
a combination of classrooms and clinic floor space for effective 
learning. The salon-like clinic is for students to provide 
services on guests while under the supervision of licensed 
educators.  The clinic provides equipment such as stations, 
mirrors, shampoo bowls, and dryers. Laundry facilities and 
separate product storage/dispensing capabilities are available. 

Classrooms are equipped, if needed, with projection 
screens, computers, smart boards and/or dry erase boards, 
along with chairs, stations/tables for classroom learning, as 
well as hands-on practice. 

Maximum student to teacher ratio is twenty students per 
one educator. 

http://www.genejuarezacademy.edu/
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Our Commitment to You 
 
 

Each employee of Gene Juarez Academy agrees to 
modeling and mentoring the following principles. 

 
The Gene Juarez Vision 
Every client provides us the opportunity to share our craft, 
our professionalism, and our passion as we help them 
celebrate beauty and wellness. We will create a lifetime of 
loyalty by setting exceedingly high standards and 
demonstrating excellence in everything we do personally 
and professionally. 

 
The Gene Juarez Promise 
We provide our clients services and expertise to help them 
look, live, and feel their best. 

 
To fulfill this promise, we are committed to the following 
mantras: 
1. Provide every client a consistent, authentic, quality 

experience to live beautifully. 
2. We are committed to making a difference in the lives 

of our clients, our environment, and our communities. 
3. We take pride in everything we do. 
4. We will cultivate excellence by providing platforms for 

creativity, education to inspire and opportunities for 
growth. 

5. We are united as a family by celebrating our diversity- 
treating each other with respect and dignity. 

 
Behaviors we demonstrate to fulfill the promise: 
1. Prepare our image using the Deliberately Polished 

guidelines. 
2. Arrive on-time, ready to provide a quality educational 

experience. 
3. Treat every client like the first client of the day. 
4. Say hello, smile and make eye contact with everyone 
5. Always use professional language. 
6. Direct the conversation to the client, their needs, and 

the service by educating them on products and 
services that would benefit them. 

7. Practice self-awareness and are the example. 
8. Take an active role in maintaining the standards in 

cleanliness throughout the entire building. 
9. Encourage teamwork and collaboration to find 

solutions. 
10. Are kind and never participate in gossip. 
11. Leave all negativity at the door. 
12. Embrace individuality and celebrate each other’s 

success. 
13. Take responsibility for our own learning and ask for 

what we need. 
14. Are mentors to students and newer employees. 
15. Provide you with academic counseling as needed. 

Student Commitment to Gene 
Juarez Academy 

 
As a student at Gene Juarez Academy, I agree to learning 
and practicing the following behaviors: 

 
I will prepare my image using the Deliberately Polished 
guidelines. 

 
I will arrive on-time, ready to learn. 

 
I will treat every client like they are the first client of the 
day. 

 
I will smile, say hello and make eye contact with everyone. 

I will always use professional language. 

I will direct the conversation to the client, their needs, and 
the service by educating them on products and services 
we offer that would benefit them. 

 
I will be self-aware and set the example. 

 
I will take an active role in maintaining the standards in 
cleanliness throughout the entire building. 

 
I will be an active team member, collaborating with my 
educators and fellow students. 

 
I will be kind and not participate in gossip. 

I will leave all negativity at the door. 

I will embrace everyone’s individuality and celebrate in 
their successes. 

 
I will take responsibility for my own learning and ask for 
anything that I need. 

 
I will be a mentor to those newer than me. 
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Student Rights and 
Responsibilities 

 

Rights: 
 
 
You have the right to receive student consumer 
information prior to enrollment in Gene Juarez Academy to 
assist you in making an informed choice. You have the 
right to know what is expected of you as a student, to 
know the criteria for which evaluation is made and to 
receive all policies and standards in writing. 

 
 
You have the right to be treated in a considerate, fair, 
respectful and appropriate manner by anyone employed 
by Gene Juarez Academy and Gene Juarez Salons. You 
have the right to obtain complete, current and clear 
instruction and information. 

 
 
 
You have the right to question any education or 
administrative process for the purpose of the clearer 
understanding of information or expectation. You have the 
right to complain or comment on any issue that affects you 
and to receive a response (see Complaint Policy). 

 
 
 
You have the right to inspect and review your student file 
and records. 

 
 
 
 
You have the right to privacy as to what and to whom 
information is released. You have the right to expect your 
education and personal information to be treated as 
confidential (see Privacy of Information Policy). 

 
 
 
 
You have the right to appeal any disciplinary action taken 
against you. You have the right to disagree and include a 
written statement of explanation with any disciplinary 
action (see Appeal Procedure). 

 
 
 
 
You have the right to learn in a safe and positive 
environment, free from discrimination, harassment, 
violence, intimidation, threats, unwelcome advances or 
comment. 

 
 
Gene Juarez Academy will allow any student to speak 
their native language while in school, provided that all 
interaction with staff and faculty are in English. 

Responsibilities: 
 
 
You are responsible to read, be aware and adhere to all 
policies and standards as outlined in the student catalog given 
to you prior to enrollment. You are responsible to adhere to the 
Student Commitment throughout your training. 

 
 
 
 

You are responsible to request clarification, additional 
information or extra assistance should something not be clear 
to you. 

 

 
 
 
 
You are responsible to be respectful when questioning any 
educational or administrative process. You are responsible to 
follow all consecutive steps of the complaint process (see 
Complaint Policy) and direct complaints to staff, rather than 
involving other students. 

 
 
 
Should you wish to inspect and review your student file, you 
are responsible to make that request in writing, allowing a 
reasonable time period for the office to accommodate the 
request. 

 

 
 
You are responsible to refrain from discussing confidential 
matters with other students and involving other students in 
issues that you have asked for confidentiality to be maintained. 

 
 
 
 
 
Should you choose to appeal any disciplinary action taken 
against you, you are responsible to make this appeal in writing 
following the procedures outlined. You are responsible to sign 
any documentation as requested, acknowledging that the 
discussion was held with you even if you do not agree. 

 
 
 
You are responsible to act in a professional manner at all times 
that contributes to a safe and positive learning environment. 

 
 
 
 
No student may demean, insult, or otherwise discriminate 
against fellow students, staff, faculty, or clients in ANY 
language. Such behavior will be cause for disciplinary action, 
and depending on the severity, may result in termination of 
enrollment. 
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Policies and Procedures 
 
 

All cultures and societies have rules.  Rules create a 
safe, predictable environment where individuals clearly 
understand what is expected of them and know the 
consequences of failure to comply. 

Rules consistently and methodically enforced create a 
positive learning environment that avoids a perception of 
favoritism and special treatment. 

Orientation begins prior to class start and review of 
course criteria and school policies continue during the first 
week of school. 

As a condition for enrollment at Gene Juarez 
Academy and for continued enrollment, each student 
agrees to follow all policies and procedures. Each student 
signs a document to indicate they understand that the 
consequences for failure to follow policies and procedures 
may result in disciplinary action including dismissal and 
that dismissal does not remove the student’s obligation to 
repay their educational costs. 

 
Accommodation 

 
Disabilities 
Gene Juarez Academy complies with the Americans 

with Disabilities Act of 1990 (ADA) and Section 504 of the 
Rehabilitation Act of 1973 and does not discriminate 
against otherwise qualified applicants and students with 
disabilities. 

To be a disability covered by the ADA or Section 504, 
the impairment must substantially limit one or more major 
life activities.  These are activities that the average person 
can perform with little or no difficulty.  To be protected by 
the ADA or Section 504, a person must not only be an 
individual with a disability, but must be qualified.  The 
applicant or student must satisfy all the criteria for 
admissions and who, with or without reasonable 
accommodation, can perform the essential functions 
required of the student as disclosed in the Job Outlook 
Summary, the physical and cognitive requirements of 
students of cosmetology. 

A reasonable accommodation is a modification or 
adjustment to a course, program, service, job, facility, or 
activity that enables a qualified person with a disability to 
have an equal opportunity to participate. 

Accommodations are unreasonable when they: 
 

• Fundamentally alter the nature of the training 
program 

• Compromise the essential elements of the 
program 

• Cause an undue financial or administrative 
burden 

• Endanger the safety of guests, self or others 
Steps to be taken by applicant or student with 
disabilities: 

 
1. Have interview with Admissions Representative and 
meet all admission requirements to be otherwise 
qualified. Once the applicant’s application is accepted, 
the following steps must take place prior to enrollment. 

 
a) It is the responsibility of the applicant or student to 
self- identify and disclose their disability and request 
for accommodation in writing and submit to the 
Campus Director prior to enrollment. 

 

b) A meeting will be held with the Campus Director and the 
applicant or student to discuss the applicant/student’s request 
for accommodation. Gene Juarez Academy is committed to 
ensuring equal opportunity and access to all applicants and 
students in accordance with Section 504 of the Rehabilitation 
Act of 1973 and the American Disabilities Act of 1990 (ADA). 
Gene Juarez Academy will provide reasonable and appropriate 
accommodation to enable the applicant and or student to 
participate in the Academy program; however, it is the 
responsibility of the Academy to determine if the applicant or 
student has the ability to benefit from the program, achieve the 
necessary outcome to graduate and become employed in the 
cosmetology industry using the Job Outlook Summary, 
physical and cognitive requirements as their guide. 

 
c) Documents verifying the disability are required from 
qualified and licensed medical or testing personnel in the 
appropriate specialty area.  The document must be thorough 
enough to demonstrate whether or not a major life activity is 
substantially limited, i.e. the duration and impact of the 
condition.  Satisfactory documentation must be submitted to 
the Campus Director prior to enrollment. 

 
2. If the applicant or student does not self-identify their 
disability, the applicant or student may be asked about their 
ability to perform specific functions as identified in the Job 
Outlook Summary, cognitive and physical requirements. Gene 
Juarez Academy reserves the right to determine if the 
applicant or student can achieve the necessary outcome to 
graduate and be successful in the cosmetology industry. 

 
3. Following the meeting with the Campus Director and the 
applicant/student, a determination will be made if the 
applicant/student has the ability to benefit from the Gene 
Juarez Academy program. 

 
Accommodation for Temporary Physical Conditions 
Gene Juarez Academy does not discriminate against otherwise 
qualified applicants and students on the basis of pregnancy, 
childbirth or related conditions. 

Temporary physical conditions such as pregnancy, broken 
limbs, sprains, appendicitis, or influenza, as an example, are 
not covered under Section 504 or the ADA. Gene Juarez 
Academy will make reasonable efforts to provide interim 
accommodations for students with disabling temporary 
physical injuries when such accommodation follow the 
definition of reasonable accommodation and do not alter the 
student’s course of study or completion of requirements. 

Leave of absences are available to students with 
temporary physical conditions that make them unable to 
perform and meet the requirements of the course or the 
physical or cogitative requirements as described in the Job 
Outlook Summary. 

Students requesting accommodation of a temporary 
disability will contact the Campus Director. 
 
Accommodation for Religious Obligation 
 
Gene Juarez Academy will make reasonable 
accommodations to students who have religious practices or 
beliefs that conflict with a scheduled course/program 
requirement. Requests for such accommodations should be 
made in writing to the Campus Director within two weeks of 
the student’s start date. The request must provide specific 
dates to which the accommodation applies. 
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Address on Record 
 
Communication by school may be sent to the student at 
the most current address on file.  Students are responsible 
to notify school of address changes. 

 

Admissions Requirements 
 

Gene Juarez Academy seeks to enroll students who, 
in our determination, are most likely to be successful in the 
Cosmetology field and will enhance the reputation of our 
industry by their attitude, appearance, and artistry.  Our 
school specializes in the preparation of the artist choosing 
a professional salon organization. 

Applicants who most closely meet the criteria will be 
given preference in acceptance into the program. 

Gene Juarez Academy does not discriminate on the 
basis of sex, age, race, color, religion, or ethnic origin in 
admitting students. 

The Admissions Representative, during the personal 
interview and throughout the enrollment process, will 
recommend those applicants for enrollment who are most 
likely to be successful in the cosmetology industry based 
on the following criteria: 

• Interest in fashion and beauty industry 
conveyed through appearance and 
extra- curricular activities 

• Customer service attitude 
• Demonstration of the desire and ability to 

benefit from our program 
• Strong verbal and written skills in English 

language required, as all courses are taught 
in English (may be required to complete an 
English proficiency test for individuals whose 
native language is not English) 

• Have a positive and willing attitude that 
indicates an openness to be redirected and 
instructed while abiding by the “Student’s 
Commitment” and all policies 

• Certify all physical and cognitive 
requirements are met, as stated in the Job 
Outlook Summary 

• Have an established personal financial plan 
for funding your education and living 
expenses while completing the program 

• Students wishing to utilize their VA benefits 
must submit their Certificate of Eligibility to 
the Financial Services Department as well as 
all prior college transcripts to be evaluated. 
While pending payment from the VA, Gene 
Juarez Academy will not prevent student 
enrollment, assess a late/penalty fee, require 
alternative funding, or deny access to any 
resources available to other students.  

 
For enrollment in the Cosmetology, Manicuring, or 
Barbering programs, the following documents are 
required: 

• Provide documentation of age showing 17 years of 
age or older 
• Provide documentation of your High School 
Diploma, GED Certification, or an academic transcript of 
a student who has successfully completed at least a 
two-year program that is acceptable for full credit toward 
a bachelor’s degree. Home school diplomas will not be 
accepted. Acceptance of a foreign High School diploma 
requires that verification by an outside agency that is 
qualified to translate documents into English and 
confirm the academic equivalence to a U.S. high school 
diploma. 

• We do not accept students on the basis of an Ability 
to Benefit Exam (ATB). 
• Complete an Application for Enrollment 

 
For enrollment in the Instructor Training Program: 

• Application for Enrollment 
• Provide documentation of age showing 17 years of 

age or older 
• Provide documentation of your High School 

Diploma, GED Certification, or an academic 
transcript of a student who has successfully 
completed at least a two-year program that is 
acceptable for full credit toward a bachelor’s 
degree.  Home school diplomas will not be 
accepted. Acceptance of a foreign High School 
diploma requires that verification by an outside 
agency that is qualified to translate documents into 
English and confirm the academic equivalence to a 
U.S. high school diploma. 

• Proof of current Washington State Cosmetologist 
License 

 
Gene Juarez Academy does not and will not provide any 
commission, bonus, or other incentive payment based directly 
or indirectly on success in securing enrollment or financial aid 
to any persons or entities engaged in any student recruiting or 
admissions activities or in making decisions regarding the 
award of student financial assistance. 

 

Re-Entry in the Training Program and Credit for 
Hours Previously Earned 

 
Students will be considered for re-entry on a case-by-case 
basis. 

Students must meet with the Campus Director to discuss 
possible re-entry.  The following conditions should be met prior 
to re-entry: 

• Financial plan/arrangement made for any prior 
balance owed. 

• This is the first re-enrollment. We do not admit 
students who have restarted more than once. 

• Management, upon review of the student’s records, 
determines the student’s possibility for completion is 
good; likely to succeed in the industry and the 
circumstances that resulted in the 
dismissal/withdrawal have changed. In most cases, a 
five-month hiatus will be required. 

• The student must apply for re-entry, completing all 
necessary paperwork prior to restarting. 

 
Credit for Hours Previously Earned 

 

Students who previously attended the Gene Juarez Academy 
and have been accepted to re-enter the program may apply for 
credit for hours previously earned.  The request will be 
considered only if their last date of attendance from the first 
period of enrollment is no more than two years prior to their re- 
enrollment date. 

 
Transfer Policy 
Transferring to Another Gene Juarez Academy Location 
A student wishing to transfer within the Academy system will 
meet with their Campus Director and make their request. A 
student changing locations within the Academy will withdraw 
and reenroll at the new campus in the same satisfactory 
academic progress status as prior to their departure. 



8  

Transferring to Another Program Within 
Gene Juarez Academy 
Should a student wish to transfer to a different educational 
program within the Academy once class has begun, the 
student must withdraw from the program and settle all 
balances due. 

 
Transferring Schedules 
Cosmetology students wishing to transfer from their 
contracted schedule to the opposite schedule will need to 
submit a request to the Campus Director for approval. If 
granted, the student must complete the necessary 
paperwork. A student may only complete one transfer of 
schedule per enrollment. 

 
Transferring to Gene Juarez Academy 
Gene Juarez Academy does not recruit students already 
attending or admitted to another school offering a similar 
program.  Transfers will be accepted, but no hours will be 
credited unless a school has ceased operation, or the 
student has officially withdrawn from the school. 

Transfer students with prior hours earned will be 
accepted on a case-by-case basis.  Credit for previous 
hours and requirements earned will be at the sole 
discretion of Gene Juarez Academy.  To be considered for 
credit, the last date of attendance for previous training 
must be within two years of the start date at our Academy. 
Students must submit their request in writing. A valid 
transcript from their previous school is required.  Students 
applying for transfer hour credit must have their previous 
school provide an official final transcript of hours and 
requirements to Gene Juarez Academy. 

The written request and proof of training hours must 
be received prior to enrollment.  A student requesting to 
transfer to the Gene Juarez Academy must meet all 
admissions requirements. Transfer hours must be from a 
cosmetology program to be accepted. 

No hours will be accepted for Manicuring or 
Barbering. 

Instructor Training transfer hours will be considered 
on a case-by-case basis. 

Charges for the transfer student are determined by 
dividing tuition for the Cosmetology program by the hours 
contracted, plus registration and kit fee. 

All transcripts for VA eligible students will be 
evaluated for transfer credits. 

 
Alcohol and Drugs 

 
Gene Juarez Academy is a drug free environment.  No 
alcoholic beverages, marijuana, or illegal drugs are 
permitted in or around the school facilities. Any student 
suspected of being “under the influence” will be 
suspended for the day.  The decision to suspend a student 
is solely at the discretion of the Campus Director or 
designated management and need not be supported by 
actual proof of the drug or alcohol use. Students who 
need to use prescription or nonprescription legal drugs 
while at school must report this requirement to their 
educator if the use might impair their ability to perform 
services or assignments safely and effectively.  Depending 
on the circumstances, students may be prohibited from 
performing certain tasks or prohibited from remaining in 
school if they are determined to be unable to perform 
duties safely and properly while taking prescription or 
non-prescription legal drugs.  Use, possession, 
distribution, or sales of illegal drugs will result in 
immediate dismissal from the program and prosecution to 
the fullest extent of the law. 

 

 
Appeal Procedure 

 
Students have the right to appeal any disciplinary action taken 
against them.  The procedure to appeal is to make a written 
request giving reasons you disagree with the action taken 
within five business days from date of dismissal or disciplinary 
action taken. 

Should a written appeal not be received by the Campus 
Director within five business days, the student file and financial 
transactions will be processed. During the suspension, 
investigative and appeal process, the student will be 
considered “enrolled” (for financial and record keeping 
processing) until the final decision is made and the last date of 
attendance is determined.  Disciplinary action taken will remain 
in effect during the appeal process at the discretion of the 
Campus Director. 

Appeals should be directed to the attention of the Campus 
Director and must be in writing outlining the reasons for the 
appeal, and why consideration should be given.  Please send 
to the appropriate location: 

 
Mountlake Terrace Campus 
6007-A 244th Street SW 
Mountlake Terrace, WA 98043 
Fax: 425.563.1045 

 
South Seattle/Tacoma Campus 
2222 S 314th Street 
Federal Way, WA 98003 
Fax: 253.946.6560 

 
The Campus Director will meet with the student to discuss 

the issue within ten business days of receiving the written 
appeal.  The Campus Director will communicate the decision to 
the student or send a written decision to the last address on 
record within five business days of the meeting. 

If the appeal is not granted, the student’s next course of 
action is to file a formal complaint should they wish to further 
appeal.  See Complaint Procedure. 
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Appearance 
 

deliberatelyPOLISHED Style Guide for Women 
Approved: 

• Clothing in any color; colorful accessories such as 
jewelry, shoes, scarves, or belts in any color are 
permitted. Professional hosiery is approved in any color 
keeping in mind it should complement the outfit 

• Solids, subtle textures, and prints 
• Business casual fabrics including ,chiffon, denim, jersey, 

wool, cotton, silk, polyester blends, and leather/faux 
leather 

• Capris, cropped pants, and dress pants or slacks 
hemmed for appropriate footwear 

• Skirts that are at least mid-thigh length, knee 
length pencil skirts, or A-line skirts 

• Shift dresses, maxi dresses, wrap dresses and tunic- 
style professional dresses (with sleeves that cover 
underarm area for service providers) 

 

• Legging-style pants in thick material, preferably 
with back pockets and worn with long tops 
covering backside 

• Long sleeve, short sleeve or cap sleeve blouses, (that 
cover underarm area for service providers) button- 
down shirts, and wrap tops; sleeveless blouses are 
approved as layering pieces under cardigans, blazers, 
etc. 

• Sensible and reasonably stylish shoes, including 
trendy clean sneakers, sandals with ankle straps, 
flats, boots, booties, heels, or wedges 

• On-trend hairstyles; hair must be well styled at all times 
• Non-offensive body tattoos, discreet facial tattoos upon 

management approval 

• A limit of two small facial studs or hoops can be worn; 
this includes a tongue piercing 

• Professional-looking make-up including but not 
limited to mascara, tinted lip, light foundation/ 
concealer and eye-make-up 

• Well-groomed  nails  including  toenails  if  wearing 
open- toed shoes; nail polish  in  any  color  is 
permitted as long as it looks professional 

 
Not Approved: 

 

• Bold distracting patterns, words, or visible branding 
on clothing 

• Wrinkled, stained, holey, faded, distressed, tattered 
or otherwise damaged garments 

• Too casual fabrics including, cotton sweatshirts, and 
spandex or yoga pants 

• Outerwear such as raincoats, fleece or down 
jackets/vests worn indoors 

• Shorts, overalls, skirts shorter than mid- thigh 
length, or skirts with high slits above mid-thigh that 
are worn without hosiery 

• Anything resembling casual resort wear (bathing 
suit cover-ups) 

• Crop tops, tank tops, and halter tops; excessive 
cleavage and midriff exposure are not permitted. 
Undergarments must be worn, but not visible 

through clothing. 
• Ill-fitting clothing of any kind including too-tight 

tops and bottoms or oversize garments 
• Casual or inappropriate footwear including running 

shoes, flip-flops, hiking boots, or shoes in bad repair 

• Unprofessional or unkempt haircuts/styles 
• Chipped or smudged nail polish and/or 

excessively long nails that interfere with job duties 
or quality of guest service 

• Accessories covering all or most of the hair are not 
permitted 

deliberatelyPOLISHED Style Guide for Men 

Approved: 
• Clothing in any color; colorful accessories such as belts, 

shoes, pocket silks, suspenders and neckties in any 
color are permitted. 

• Solids, subtle textures and prints 
• Professional fabrics, including, denim, jersey, 

wool, cotton, polyester blends, and 
leather/faux leather 

• Chino, twill, khaki, wool, denim, corduroy, 
leather/faux leather and polyester blend pants or 
slacks hemmed for comfortable and stylishly 
appropriate footwear 

• Short  sleeve  or  long  sleeve  collared  dress  
shirts, polo shirts, and fitted t-shirts,  worn  alone  or  
as layering pieces 

• Blazers, vests, and cardigan, v-neck or crewneck 
sweaters 

• Sensible and stylish shoes, including leather oxfords, 
loafers, trendy clean sneakers and boots. 

• On-trend hairstyles; hair must be well-styled at all 
times 

• Well-groomed facial hair including intentional 
beards, goatees, and mustaches 

• Non-offensive body tattoos; discreet facial tattoos 
upon management approval 

• A limit of two small facial studs or hoops can be 
worn; this includes a tongue piercing 

• Well-groomed hands and fingernails 
• Professional  looking  make-up  including  but  not 

limited to light foundation/powder and concealer 
 

Not Approved: 
• Bold distracting patterns, words, or visible 

branding on clothing 
• Wrinkled, stained, holey, faded, distressed, 

tattered or otherwise damaged garments 

• Too casual fabrics including, cotton sweatshirts, 
athletic nylon or spandex 

• Shorts, overalls, and other unprofessional 
bottoms including pajama pants, sweat- pants, 
and warm-up pants 

• Sleeveless shirts or tank tops 
• Outerwear such as raincoats, fleece or 

down jackets/vests worn indoors 
• Ill-fitting clothing of any kind including too-tight 

tops and bottoms or oversize garments 
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• Casual or inappropriate footwear including, 
running shoes, flip-flops, hiking boots, or 
shoes in bad repair 

• Unprofessional or unkempt haircuts/styles 
• Accessories covering all or most of the hair 

are not permitted 
 

Attendance 
We consider attendance and punctuality to be the 
foundation of a successful education and future 
career. 

Gene Juarez Academy has an attendance 
expectation of 30 hours per week for 
Cosmetology, 30 hours per week for Barbering, 
40 hours per week for 
Manicuring and 100% of the assigned schedule for 
Instructor Training.  Failure to meet these criteria 
may result in discussions, failure to advance, 
additional fees, loss of financial assistance, delayed 
graduation, and 
possible dismissal from the program. 

 

Attendance Requirements 
 

• Module Attendance- Attendance is 
critical to your educational success.  
Students who are absent more than 10 
hours during a calendar month are 
considered to have excessive absences.  
Students who display a pattern of 
excessive absences are subject to 
disciplinary actions, up to and including, 
dismissal from school. 

• Requirements for VA Education Benefits- 
Students receiving VA education benefits 
must maintain at least 60% attendance per 
calendar month. If a student falls below 60% 
attendance in a calendar month, the 
Department of Veterans Affairs will be 
notified which may cause a reduction in VA 
education benefits.   

 
Procedure for Missing Time 
If you are unable to attend all or part of a school day 
for any reason (illness, in late, etc.), you must call and 
leave a message on the campus ill line prior to 8am. 
Failure to do so is considered a no-call/no-show and 
may result in disciplinary action. Students do not need 
to call in for pre- arranged absences that have been 
approved. 

 
Pre-Approved Absences 
Students who are unable to attend school due to 
planned circumstances, whether it is a full or partial 
day will follow the below steps: 

• Submit a schedule change form to your 
educator for signature; this allows for a plan 
to be made for any missed work. 

• As a reminder, students do not need to call 
into the ill line for any pre-approved 
absences. 

 
Unplanned Tardy or Early Dismissal 
Students who do not arrive to class by 8am 
are considered tardy and must follow the 
below steps: 

• Clock in upon arrival 
• Sign in at appointment desk if on clinic 
• Sign in on the office late arrival sheet and 

get a pass indicating the time arrived 

• Report to educator 
Students who unexpectedly need to leave early must do 
the following: 

• Report it to your educator with a schedule 
change form and create a plan with educator 
regarding any missed information or homework 

• Clock out 
 

Additional Training Costs for Excessive Absences 
Students have excused absences as follows: 
Cosmetology – 13 Days 
Barbering – 12 Days 
Manicuring – 10 Days 
Instructor Training – 4 Days 

• Excused absences may be used for illness, family 
emergencies, missed days for inclement weather, 
suspensions or time off. 

• Once a student has passed their contract date, they must 
pay $10/hour for any additional time needed to complete 
the course hours. Financial Aid does not cover these 
additional charges. 

 
Tardiness 
Classes begin promptly at 8:00 am. Students who arrive after 
8:00 am will not be permitted to enter class until theory is 
concluded. Tardy students will be assigned to a clinic floor 
educator and provided an assignment. This will prevent 
disruptions to class. Being punctual is an important part of 
your profession. 

 
Time Clock Polices/Procedures 
To receive credit for hours earned, students are responsible to 
“clock in and out” using an electronic system.  In the event of 
an equipment or power failure, sign in/out sheets, will be 
available.  Educators take attendance daily as a second form 
of documentation.  Schedule change forms are used to record 
any changes to the time record and are signed by an educator 
or staff member. 
Should a student forget to clock in/out, they must inform their 
educator as soon as the error is realized, and then proceed to 
the time clock to complete their punch. A schedule change 
form must then be completed to reconcile the error and the 
edit. 
Students receive a written record of their hours earned each 
month and are required to verify hours. Failure to follow the 
procedures for recording time will result in disciplinary action 
up to and including termination from Gene Juarez Academy. 

 

Rounding Time 
In compliance with Washington State Law, student time is 
rounded to the nearest 15-minute interval. 

 
Breaks and Lunches 
The educators monitor the student’s breaks and lunchtime. 
Students are allowed two brief breaks, totaling 15 minutes a 
day.  Students have a 45-minute lunch period. 

 
Make-up Time/ Make-up Work 

Students will be allowed to make up time and work 
missed based on certain guidelines. These guidelines give 
students more flexibility to make up time while avoiding 
missing important information and then trying to make it all up 
at the end of their training causing stress and unrealistic 
schedules. 

The Cosmetology program is divided into two terms – 0- 
900 and 901-1600. 

Hours missed between 0 and 900 need to be made up 
prior to reaching 900 hours.  During this period, the maximum 
time allowed to make up is 70 hours. 

Hours that are missed between 901 – 1600 need to be 
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made up prior to the contract date to avoid extra charges. 
During this period, the maximum time allowed to make up 
is 60 hours. 

The Manicuring program consists of one term of 600 
hours.  Students may make-up up to 80 hours of missed 
time prior to their contract date to avoid extra charges. 
The Instructor Training program consists of one term 
of500 hours. Students may make-up up to 32 hours of 
missed time prior to their contract date to avoid extra 
charges. 
The Barbering program consists of one term of 1000 
hours. Students may make-up up to 72 hours of 
missed time prior to their contract date to avoid extra 
charges. 

Makeup time for students in Cosmetology Modules 
2-4 must be scheduled with the office one week in 
advance. Cosmetology students in Module 1 and 
Manicuring, Instructor Training and Barbering students 
will work directly with their educator and management to 
determine when their time will be made up as well as the 
assignments to be completed during this time. 

If a student schedules to make up time and they do not 
attend, they will forfeit the chance to make up those hours. 

 
Time Earned Outside of Regular Classes 
Occasionally students earn time outside of the normal 
schedule.  The most common reason is for a guest 
service.  The educator will verify that the student was 
engaged in an activity within the course outline.  The 
procedure is as follows: 
1. Student clocks out. 
2. Student completes a schedule change form with the 

extra time earned. 
3. The educator verifies the time earned by signing the 

schedule change form. 
 

Failure to Clock In or Out 
In the event that a student fails to clock in or out, only an 
educator can verify that the student was in class and 
earning time. Each student is allowed one occurrence of 
failing to comply with the daily “clock in and out” 
procedure. Further occurrences will result in disciplinary 
action up to and including dismissal. 

 
Extended Absences (Not an Official Leave of 
Absence) 
If a student is absent or will be absent from school and 
notifies the school each day or pre-arranges time off, an 
extended absence may be no longer than 14 consecutive 
calendar days.  See Withdrawal from School. 

 

Miscellaneous 
• Students are allowed time to set up for their 
guests and to prepare for class after the lunch period. 
• Students who use all of their excused absences 
will pay for all time missed beyond their allotted days 
regardless of the reason for the absence. 
• If you are unable to attend school due to a 
medical condition, it is your responsibility to request a 
Leave of Absence before attendance is affected and 
disciplinary action is taken. See LOA Policy. 
• Students who exceed 20 hours during any 
module of the Instructor Training Program may be 
dismissed. 

 

Changes in Policy 
 

Gene Juarez Academy is committed to ongoing 
development and improvement in order to remain at the 
leading edge of education and Guest service.  Gene 
Juarez Academy reserves the right to change policies, 

procedures, course structure, and practices as deemed 
necessary.  Students will be advised of changes and 
modifications and notified via addenda posted on the Student 
Resource Board.  Tuition and other educational costs are 
subject to change without notice unless a signed contract is in 
force. 

Clinic and Classroom Assignment 
 

Learning materials, tools, and equipment are required each day, 
even if you are assigned to the Appointment Desk or 
Dispensary.  Students who repeat classes may be required to 
purchase additional materials such as mannequins. Remain at 
your assigned classroom or station at all times, unless excused 
by an educator. Be productive at all times, whether you have a 
guest or not. Wandering, inactivity, or sitting in the Student 
Break Room are not permitted unless you are on an approved 
break/lunch. Food, drinks or gum are not permitted in the clinic. 
Breath mints are encouraged.  In addition, the use of cellular 
phones, pagers, radios or other personal electronic devices are 
not permitted in the classroom, clinic, lobby, restrooms, or 
hallways. 
Educators decide the scheduling of breaks and lunches.  All 
classroom and clinic work is assigned by educators only.  Any 
student refusing to perform an assigned service or participate 
in learning activities may not remain in class. 
Sanitation practice is a part of your training program and must 
be maintained throughout the day and completed to 
the satisfaction of your educator before you leave for the day. 
Repeated failure to adhere to policies may result in disciplinary 
action up to and including dismissal. 

 
Complaint Procedure 

 
Internal School Issues 
Nothing in this policy prevents the student from contacting the 
Department of Licensing at any time with a concern or 
complaint. 
Nothing in this policy prevents the student from contacting the 
Workforce Board (the state licensing agency) at 360-709-4600 
at any time with a concern or complaint, 
workforce@wtb.wa.gov. 
Complaints should be directed to the attention of the Campus 
Director and must be in writing.  A student complaint form is 
available on the Student Resource Board, or in the 
Administrative Office. A student may file written complaints 
against the school with the Campus Director and should 
outline the allegation(s) or nature of the issue. Please send to 
the appropriate location: 

 
Mountlake Terrace Campus 6007-
A 244th Street SW Mountlake 
Terrace, WA 98043  
Fax: 425.697.5551 

 
Federal Way Campus 
2222 South 314th Street 
Federal Way, WA 98003 
Fax: 253.946.6560 

 

The Campus Director will meet with the complainant to discuss 
the issue within ten business days of receiving the written 
complaint.  The decision will be sent via mail and will be 
postmarked within five business days of the meeting or 
delivered to the student in person. 

If, after careful evaluation, the problem cannot be 
resolved, the complainant’s next course of action is to file a 
formal complaint to the Academy’s Complaint Committee.  This 
committee, comprised of the General Manager of the Gene 
Juarez Academy, Michael McNamee, and the Director Human 
Resources (Ann Louise Swanson), review the allegations 
within 21 calendar days of receiving the complaint. 

mailto:workforce@wtb.wa.gov
mailto:workforce@wtb.wa.gov
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The complainant will be informed in writing if any 
additional information is needed.  Upon reviewing all 
information, the Complaint Committee will act based on 
the findings, and a letter will be sent to the complainant 
postmarked within 15 calendar days stating the steps 
that were taken to correct the problem or providing 
information that the allegations were not warranted or 
based on fact. The complainant is required to attempt 
resolution through the Academy.  Please send formal 
complaints to: 

Michael McNamee 
General Manager of Gene Juarez Academy 

6007-A 244th Street SW 
Mountlake Terrace, WA 98043 
michaelm@genejuarez.com 

Any issues concerning State Law Practices or your 
training remaining unresolved through the school’s 
complaint process may be referred to: 

 

Washington State Department of Licensing 
P. O. Box 9026 

Olympia, WA 98507-9026 
Tel: 360.664.6626 

Or 
 

NACCAS 
3015 Colvin St 

Alexandria, VA 22314 
Tel: 703.600.7600 

 

Accommodation for Religious Obligation 
 
Gene Juarez Academy will make reasonable 
accommodations to students who have religious 
practices or beliefs that conflict with a scheduled 
course/program requirement. Requests for such 
accommodations should be made in writing to the 
Campus Director within two weeks of the student’s start 
date. The request must provide specific dates to which 
the accommodation applies. 

 

Copyright Infringement Penalties 
The Gene Juarez Academy does not support copyright 
infringement and may take disciplinary action. Copyright 
infringement is the act of exercising without permission or 
legal authority, one or more of the exclusive rights granted 
to the copyright owner under section 106 of the Copyright 
Act (Title 17 of the United States Code). These rights 
include the right to reproduce or distribute a copyrighted 
work. In the file-sharing context, downloading or uploading 
substantial parts of a copyrighted work without authority 
constitutes an infringement. Penalties for copyright 
infringement include civil and criminal penalties. In 
general, anyone found liable for civil copyright 
infringement may be ordered to pay either actual damages 
or “statutory” damages affixed at not less than $750 and 
not more than $30,000 per work infringed. 

For “willful” infringement, a court may award up to 
$150,000 per work infringed. A court can, in its discretion, 
also access costs and attorneys’ fees. For details, see 
Title 17, United States Code, Sections 504 and 505. 
Willful copyright infringement can also result in criminal 
penalties, including imprisonment of up to five years and 
fines of up to $250,000 per offense. For more information, 
please see the website of the U.S. Copyright Office at 
www.copyright.gov. 
 

 

Courtesy and Respect – Guest Service 
Gene Juarez Academy students are expected to maintain a 
courteous and respectful attitude to all guests, staff and fellow 
students.  A student’s disrespect or lack of cooperation towards 
guests, Academy staff or fellow students is regarded as 
unprofessional behavior and may result in being dismissed for 
the day.  Additional training costs may occur. 
Refusal to give service to a guest, refusal to perform a 
scheduled service, walking out during a service, changing 
appointment books without permission from Academy staff will 
be regarded as unprofessional behavior. 

 

Dismissal from School 
 

Reasons for Dismissal and Disciplinary Process 
Prior to enrollment, students receive this catalog of Gene 
Juarez Academy policies and sign an agreement to follow the 
policies and understand the consequences of non- compliance. 

The causes for dismissal are not “all inclusive” and are 
used to communicate a general idea of the consequences for 
violation of policies. It does not include every situation that may 
occur and does not limit the Academy’s right to discontinue 
enrollment.  Gene Juarez Academy reserves the right to 
determine the severity of the incident, and at its sole discretion, 
decide the consequences of the behavior. Rate of progress, 
failure, or dismissal does not affect the student’s contractual 
obligation for payment of tuition and fees. 

 
Causes for Dismissal without Coaching and Written 
Warning 
A Gene Juarez Academy student may be permanently 
dismissed for the following reasons: 

 
• Theft (in any form, for any value).  Gene Juarez will 

prosecute to the full extent of the law. 
• Vandalism (minor or severe) 
• Engages in verbal or physical threats, abuse, 

intimidation (to subdue or influence by frightening with 
threats or force), physical violence or perception of 
violence through language, dress or actions to any 
individual 

• Harassment (see Safe Learning Environment) 
• Possession of firearms or weapons of “injurious 

force” including objects and pictures that suggest 
violence 

• Drug use, being under the influence of drugs or 
alcohol, selling, possession or distribution of drugs 
(violation of the Gene Juarez Academy Drug Free 
Policy) 

• Misrepresentation of personal information on 
contracts, documents or anything used to assess 
student progress or to determine financial and 
admissions eligibility 

• Cheating on exams, assignments, service/practical 
assignments, falsifying time clock records/time clock, 
tracking of hours/grades/requirements, guest records, 
requirements, transactions, or any other document 
used to assess student progress 

• Creating a disorderly disturbance 
• Failure to cooperate in an investigation 

 
The Investigative Process 
Should a student deny the behavior occurred, an investigation 
will be conducted.  If one of the above actions (or something of 
a similar nature) occurs, depending on the nature of the 
incident, Gene Juarez Academy reserves the right to suspend 
a student from school during the investigative process and 
additional training costs may be incurred.  Should the 
investigation determine the allegations are not true, additional 
training costs may be waived. The investigative process is the 
fact gathering time given to make a fair and impartial decision. 

mailto:michaelm@genejuarez.com
mailto:michaelm@genejuarez.com
http://www.copyright.gov/
http://www.copyright.gov/


13  

Investigation may require up to ten business days from 
date of incident. 

An investigative interview will be held with a Gene 
Juarez Representative and the student.  The student 
may have a witness of his/her choosing. 

Once the investigative interview is complete, a 
decision will be made by the Campus Director.  The 
Campus Director will communicate the outcome to the 
student by written notice postmarked within five 
business days of decision.  Should the student disagree, 
the next course of action is to file a formal complaint.  
See Complaint Procedure. 
 
Causes for Dismissal with Written Warning 
A series or pattern of actions and behaviors that 
continue once coached, whether a single action/behavior 
or a combination of different actions/behaviors may 
result in dismissal from school. 

Gene Juarez Academy’s intent is to always 
coach and develop our students. If these coaching 
and developing 
sessions are not effective, suspensions from school will 
result. Dismissal from the school will result if prior 
attempts are not effective. Each occurrence will be 
considered one offense. 

• Treating guests with disrespect 
• Refusing to perform services/practicals as 

assigned 
• Foul or profane language 
• Vulgar, inappropriate discussions and comments 
• Failure to follow dress code 
• No shows. A “no show” is defined as not notifying of 

absence or tardy by the start of class. This applies to 
mornings and after lunch or other breaks. 

• Disruption of learning environment by conduct or 
behavior 

• Performs services on guests outside of school (except 
with the supervision of licensed educator or an 
approved externship) without a cosmetology license 

• Refusal to take direction from staff 
• Failure to follow procedures for clocking in/out – 

recording hours or requirements earned 
• Failure to follow other policies as outlined in catalog 

 
The Disciplinary Process 
The steps to discipline are a guideline and do not limit 
Gene Juarez Academy in its sole discretion to determine 
severity of incident and determine the number of steps in 
the disciplinary process and consequences. 

 

1. Offense #1, 2, and 3 – Written Warning by Educator 
2. Offense #4 – Meeting with Campus Director to see if 

completion is likely, and suspension (See Suspension 
Policy) 

3. Offense #5 – Dismissal by Campus Director 
 

A suspended student may not attend school and the 
suspended time off may result in additional training costs. 
Suspended students may not receive Academy salon 
services or be on the school premises unless they are in a 
scheduled appointment with a staff member.  Students 
who are dismissed from Gene Juarez Academy may 
receive services or participate in other school activities 
only at the discretion of the Campus Director. 

Due to the length of the program, an Instructor 
Training student may be dismissed if they have two 
offenses. 

 
 
 
 

Extended Absences (Not an Official Leave of 
Absence) 
See Attendance Policy. 

 
Dismissal for Excessive Absences 
A student who has a pattern of excessive absences may be 
dismissed. See Attendance Policy. 

 
Failure of Satisfactory Academic Progress 
See Satisfactory Academic Progress Policy. 

 
Dismissal Based on Failure to Meet Contractual 
Agreements 
• Failure to meet tuition or over contract payment 

responsibilities 
• Failure to present a financial payment plan (submit 

appropriate documentation) 
• Failure to return from Leave of Absence on scheduled 

return date and did not notify the school to extend Leave of 
Absence 

Emergency School Closures 
 

It is our goal to have the school open and remain open if at all 
possible, even if we operate at a reduced level with regular 
classes and guest services cancelled. We do not follow the 
school district closure schedule, as far as, opening or closing 
the school. 

 
We do not announce on the radio/television. 
Students can obtain information on unscheduled school 
closures by calling the Gene Juarez Employee Hotline at 425- 
748-1555. Follow the voice prompts for your school location. 

 
Student Hours/Contract Time/Satisfactory Academic 
Progress/Make Up of Missed Classes 
If the school is open but classes are delayed or cancelled, or if 
the school is closed, absences will not be counted against the 
student. 

 

Externship Program: Cosmetology 
 

This program provides our student with in-salon training 
with industry employers. Cosmetology students in the 1600 
hour program may complete up to their final 80 hours at a 
participating salon of their choice in Washington state. 
Participation is optional but encouraged. There is no additional 
cost to participate in the externship program. 

 
Per WA State, WAC 308-20-091, the following must be met in 
order for a student to receive credit for training in a licensed 
salon/shop; 

• A maximum ten percent of the total curriculum hours 
required may be earned by a student in a licensed 
salon/shop under a contract approved by the 
department signed by the student, the school owner, 
and the salon/shop manager. 

• A copy of the signed contract shall be kept in the 
student file, kept on file at the salon shop and given to 
the student and shall be made available to the 
department on request. 

• Only those hours of instruction a student is given 
under the direction of an operator licensed in the 
curriculum in which the student is enrolled in the 
contracted licensed salon/shop, and in the subjects 
agreed to in the contract shall be credited towards 
completion of the course of study required in RCW 
18.16.100. 

• Students will not receive any wages or commission 
for hours of credit earned in a salon/shop. 
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• Salon/shops shall provide weekly reports to 
the school and student with hours the student 
earned in each area of agreed training. 

• Weekly reports provided by salon/shops 
verifying hours student earns in salon training 
must be included in student's records and 
recorded on student's 
monthly and final reports. 

• Licensed operators must be physically present 
where students are training. 

• Students in training must wear identification 
visible to the public that states that they are 
students in training. 

• Certified training hours expire three years 
after the last day of attendance. Any hours 
earned by a student that are more than three 
years old are considered by the department 
to be expired and will not be considered valid 
towards initial licensure. 

Criteria to Participate in Externship Program: 
 
• Student must successfully complete all graduation 

requirements with the exception of State Boards 
prep. 

• Student will apply to a WA State salon for available 
externship programs. 

• Salon will select participants. 
• The Academy, the salon, and the student will 

complete the contractual agreement. 
• The student will follow the attendance requirements 

and policies of the contracted salon. 
• The enrollment contract dates and extended contract 

charges for students participating in the Externship 
Program will remain in effect. 

• VA beneficiaries are not eligible for the Externship 
Program, but will instead complete all practical 
training on-site.  

 

Graduation 
 

Requirements 
Upon completion of the minimum standards listed below a 
diploma is awarded: 

 

• Students must complete 1600 hours for Cosmetology, 
1000 hours for Barbering, 600 hours for Manicuring, 
or 500 hours for Instructor Training within the 
maximum time frame permitted. 

• Course work and practical requirements must be 
completed for Cosmetology, Manicuring, Barbering, 
or Instructor Training. (See Course Outline.) 

• Graduation from the Gene Juarez Academy requires 
student to complete certain practical requirements. 
(See Course Outline.) This list is subject to change. 

 
Graduating with Academic Honors 
Students graduating with a 95% or higher cumulative GPA 
and 95% attendance will earn a diploma indicating 
graduating with Academic Honors. 

 
Graduation Ceremony 
Students will be honored in a graduation ceremony hosted 
by the Gene Juarez Academy. The appropriate date will 
be assigned to the student based on projected completion 
date. The assignment is made approximately 2 months 
prior to the date of the graduation ceremony. 

This ceremony is a school sponsored and hosted 
function, organized and directed by the Academy, which 
celebrates the student’s graduation and honors their 
accomplishments.  The school provides graduation 

ceremony invitations, along with a program listing the graduating 
class by name. 
 

Leave of Absence (LOA) 
 

Reasons Awarded 
An approved Leave of Absence may be granted to 

students under certain circumstances as listed below; 
• Medical/health 
• Bereavement 
• Financial 
• Transportation 
• Care of family member 
• Housing emergency 
• Legal 
• Religious 
• Trip out of country (planned prior to enrollment) 

 
A student who is granted an approved Leave of Absence is to 
remain in an in-school status for Title IV loan repayment 
purposes, is not considered withdrawn from school and no 
refund calculation is required at that time. 
Any Leave of Absence that does not meet all of the conditions 
for an approved Leave of Absence is considered a withdrawal 
for Title IV purposes and also for Gene Juarez Academy 
purposes. 
 
Number of Leaves of Absence in a 12-Month Period 
One Leave of Absence may be granted to a student in a 12- 
month period. The 12-month period would begin on the first 
day of the student’s Leave of Absence. 
More than one leave may be granted, provided that the total 
number of days for all leaves does not exceed 180 days in the 
12-month period that began on the first day of the student’s 
first Leave of Absence. 

 
Conditions of Approved Leave of Absence 

 
• Leave of Absences are never granted as a way to 

delay return of Title IV funds and there must be a 
reasonable expectation of the student’s return to 
school. 
 

• Student must complete Request for Leave of 
Absence form, including the reason for the 
student’s request and the student ‘s signature 
and may be required to provide supporting 
documentation prior to approval. In the event of 
unforeseen circumstances (for instance, an 
unplanned Leave of Absence is required due to a 
student being seriously injured in an automobile 
accident), the school may grant the Leave of 
Absence documenting the reason and collect the 
Leave of Absence request from the student at a 
later date. In this example, the beginning date of 
the approved LOA would be determined by the 
institution to be the first date the student was 
unable to attend school because of the accident. 
The written request must be received within 14 
days of the last date of attendance or the student 
will be withdrawn.  

 
• No additional charges can be incurred.  Contract date 

and maximum time frame date are extended the same 
number of calendar days of the approved Leave of 
Absence. Changes to the contract period on the 
enrollment agreement must be initialed by all parties 
or a contract addendum must be signed and dated by 
all parties. 
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• If a student does not return at the expiration of 
an approved LOA (or a student takes an 
unapproved LOA), the student’s withdraw date 
for the purpose of calculating a refund is always 
the student’s last day of attendance. 

 
• A Leave of Absence will not be granted for less 

than a minimum two-week period away from 
school. 
Illnesses requiring less than this time should be 
counted as absences to preserve the Leave of 
Absence for more serious issues requiring an 
extended time off.Tuition payments are still due 
on the schedule established. Students may not 
receive living expense checks while on a Leave 
of Absence. 
 

Cosmetology Module Sequence 
 

Gene Juarez Academy has developed modules to 
prepare students in an effective sequence. 

• Module 1: Hair design and technical (chemical) 
services, nail theory, manicures and pedicures, skin 
care, long hair styling, and extensions 

• Module 2: Review of hair design and technical 
services, manicures and pedicures, men’s design, 
corrective color, retail education guest building, and 
balayage 

• Module 3: Anatomy, electricity, chemistry, wigs and 
hair pieces, lash extensions, advanced color 
techniques, business practices, and resumes 

• Module 4: State Board preparation, advanced design 
techniques, advanced technical techniques, trend 
watch, career exploration. 
 

Module Advancement 
 

Students must successfully complete all Modules. If 
cosmetology students fail Module 1, the student must 
meet with their educator to develop an action plan in order 
to remain in school. If manicuring students fail Module 1, 
the student must meet with their educator to develop an 
action plan in order to remain in school. A student must be 
deemed competent by passing all components of these 
modules prior to working on guests. 

Criterion that must be met to advance modules 
includes completing minimum practical requirements, 
passing written tests, practical evaluations, attending 
school regularly and meeting skill expectations. 

In addition to practical requirements, students must 
demonstrate their skill in guest retention by attracting and 
retaining guests. Students must also demonstrate skill in 
effective home hair care recommendations for guests as 
evidenced by their product sales. Each student will be 
given their specific module requirements as they enter 
each new module. Module requirements may be updated 
at any time to reflect current industry needs. 

Should a student not pass the module based on the 
previous criterion, the student may be required to repeat 
the level. The student may be required to purchase 
additional mannequins, equipment, and supplies at their 
own expense. 
Should it be determined that a student cannot complete 
all modules by the date they complete their hours, the 
student may be dismissed.  Gene Juarez Academy 
reserves the right to determine the student’s potential for 
course completion and success. 

 

 
Make-Up of Tests, Projects, and 

Assignments 
 

Grading on make-up tests will be as follows. 
Should a student be absent on the day of a chapter test or 

assignment, it becomes the student’s responsibility to arrange 
with their educator a time to receive the paperwork or schedule 
the practical work.  Students will be permitted to retake a 
chapter test if they record a failing grade or were absent.  If a 
test or assignment is not completed, a grade of “0” will be 
averaged into their final grade for that evaluation period.  All 
tests and assignments must be completed prior to advancing 
modules, as well as, fulfilling graduation requirements. 

Absence – Student receives zero for a test not taken. 
Arrangements can sometimes be made to take chapter 

tests in advance if prearranged with the educator. If student 
takes chapter test early, they receive their actual test score. If 
no arrangements are made, and the test is taken late, student 
receives a maximum grade of 80%. If test score is below 80%, 
the test must be retaken, following the guidelines listed below. 

Retake of low score test – If the chapter test score is 
below 80%, the test may be retaken using a make-up test. 
The maximum grade earned will be 80%. If the score of the 
retaken test is still below 80%, the chapter must be outlined. 
The test is taken again. Should the test be failed for a third 
time, the student will be referred to the Education Manager for 
assessment. If the student is unable to pass a test in four tries, 
the module must be repeated. 

 

Modules 
Module final examinations are designed to measure the 
competence and understanding of the materials taught in that 
module.  Should a student be absent on the day of the exam, 
the student may not advance modules. 

If a cosmetology student is repeating a Module 1 segment 
they must take and pass all requirements previously failed. All 
grades received while repeating the segment will replace 
grades previously earned.  In Modules 2, 3, and 4, the 
cosmetology student remains in the module until all 
requirements are met. The student may advance to the next 
module on the first day of the next rotation. In Modules 2 and 
3, the manicuring/barbering student remains in the module 
until all requirements are met. 

 

Name and/or Record 
Students will be called by their legal name, (the name that 
matches their social security number) unless they request 
otherwise on a request form. 
All school records will be in the student’s legal name, however, 
the pronoun and name they choose will be used in class and in 
LAB. 

 

Privacy of Information Policy – Family 
Educational Rights and Privacy Act (FERPA) 

 

The Family Educational Rights and Privacy Act (FERPA) (20 
U.S.C. 1232g; 34 CFR Part 99) is a federal law that protects 
the privacy of student education records. The law applies to all 
schools that receive funds under an applicable program of the 
U.S. Department of Education. Gene Juarez Academy does 
not admit students without a high school diploma or GED and 
is considered a postsecondary institution. 

FERPA gives parents or guardians of dependent minors 
certain rights with respect to children’s education records. 
When a student turns 18 years of age, these rights transfer and 
the student, not the parent or guardian, may access, seek to 
amend, and consent to disclosure of their educational records. 
Students to whom the rights have transferred are “eligible 
students”. 

Eligible students have the right to inspect and review their 
education records maintained by the school. Schools are not 
required to provide copies of records unless, for 
reasons such as great distance, it is impossible for the 
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eligible student to review the records.  Schools may 
charge a fee for copies. 

Eligible students have the right to request that a 
school correct records which they believe to be inaccurate 
or misleading. If the school decides not to amend the 
record, the eligible student then has the right to a formal 
hearing. After the hearing, if the school still decided not to 
amend the record, the eligible student has the right to 
place a statement with the record setting forth his or her 
view about contested information. 

Generally, schools must have written permission from 
the eligible student in order to release any information 
from a student’s education record. However, FERPA allow 
schools to disclose those records, without consent, to the 
following parties or under the following conditions (34 CFR 
99.31): 

 

• School officials with legitimate educational interest 
• Other schools to which a student is transferring 
• Specified officials for audit or evaluation purposes 
• Appropriate parties in connection with financial aid to 

a student 
• Organizations conducting certain studies for or on 

behalf of the school 
• Accrediting organizations (NACCAS) 
• To comply with a judicial order or lawfully issued 

subpoena. The Gene Juarez Academy will make a 
reasonable effort to notify the student who is the 
subject of a subpoena or court order before 
complying, so that the student may seek protective 
action. However, the school does not have to notify 
the student if the court or issuing agency has 
prohibited such disclosure. Gene Juarez Academy 
may also disclose information from education records, 
without the consent or knowledge of the student, to 
representatives of the U.S. Department of Justice in 
response to an ex parte order issued in connection 
with the investigation of crimes of terrorism. 

• Appropriate officials in cases of health and safety 
emergencies 

• State and local authorities, within a juvenile justice 
system, pursuant to specific state law 

 
Eligible students may authorize the release of 

information to a parent or other interested party via the 
Student Authorization Form. If the student elects to do so, 
this form must be completed for each and every instance 
where information from the education record is to be 
released. When information is released to a third party, 
they agree not to share the information without the written 
permission of the student. 

Should a third party violate this agreement, they will 
be denied any information. Authorization for information to 
be given by telephone with a password must be submitted 
in writing by the student on the Authorization Form. 

In compliance with NACCAS Standard III, Criteria 10, 
11 12, if the student is a dependent minor, Gene Juarez 
Academy guarantees the parent or guardian access to 
that student’s records, and the parent or guardian of 
that student must give written consent in response to each 
third party request unless directed by law or as required for 
any accreditation process initiated by the institution or by 
the National Accrediting Commission of Career Arts and 
Sciences, or in response to a directive of the Commission. 

Schools must notify parents and eligible students 
annually of their rights under FERPA. The actual means 
of notification (special letter, inclusion in a bulletin, student 
handbook, or newspaper article) is left to the discretion of 
each school. Gene Juarez Academy will keep a record of 
each request for access and disclosure of identifiable 

student information. 
Contact the Family Policy Compliance Office of the U.S. 

Department of Education for additional information on FERPA: 
 

Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Ave SW 
Washington, D.C. 20202-5920 
www.ed.gov/policy/gen/guid/fpco/index.html 

 

Directory Information 
The Gene Juarez Academy releases directory information 
upon request. Directory information includes name, course of 
study, start and exit dates, graduation status, hours earned, 
and photos.  Any student (or parent in the case of a dependent 
minor) may choose to opt out of directory information by 
notifying the Registrar in writing by the Tuesday after their 
class start date. If a student opts out of the directory 
information, the Academy will respond with the following 
statement: “We have no information to release about this 
student.” 

 
Personal Information Protection Procedures 
The Gene Juarez Academy has adopted the following 
procedures to comply with FTC regulations regarding 
safeguarding student personal information. Personal 
information is considered address, Social Security number, 
credit reports and credit card numbers. 

 
All Academy personnel agree to the following procedures: 
• Social Security number is not the student’s ID 

number. 
• Students are not required to use their Social Security 

number in verbal communication where others may 
overhear. If use of Social Security number is 
necessary, it is requested in writing or is requested in 
a private area. 

• Staff will not bring Social Security numbers up on their 
screens in locations where other students can stand 
behind them and view their screens. 

• Staff agrees to shred any document copy or printed 
materials or to deposit in the designated shredded 
container. All other items containing name, address, 
credit card number, or Social Security number will be  
secured in a locked cabinet or in the direct control of 
authorized staff. 

• Transmitting data via electronic means will be done over 
a secure connection. Social Security number will not be 
used in the email subject line and used only when 
required for identification. 

 

Record Retention 
 

All records will be maintained in accordance with Department 
of Education, NACCAS and the State of Washington 
requirements. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ed.gov/policy/gen/guid/fpco/index.html
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Cosmetology: 
Academic Year 1 (900 hours) 

Percentage of Actual Hours 
Attended to Total Hours 

of Academic Year 1 

Total Tuition School 
Shall Receive/Retain 

0.01% to 4.9% 20% 
5% to 9.9% 30% 

10% to 14.9% 40% 
15% to 24.9% 45% 
25% to 49.9% 70% 
50% or Over 100% 

Academic Year 2 (900.25 hours to completion of course) 
Percentage of Actual Hours 

Attended to Total Hours 
of Academic Year 2 

Total Tuition School 
Shall Receive/Retain 

0.01% to 4.9% 20% 
5% to 9.9% 30% 

10% to 14.9% 40% 
15% to 24.9% 45% 
25% to 49.9% 70% 
50% or Over 100% 

Manicuring/Instructor Training/Barbering: 
Percentage of Actual Hours 

to Total Hours of Course 
Total Tuition School 
Shall Receive/Retain 

0.01% to 4.9% 20% 
5% to 9.9% 30% 

10% to 14.9% 40% 
15% to 24.9% 45% 
25% to 49.9% 70% 
50% or Over 100% 

 

Refund Policy: Withdrawal and Settlement Policy 
 

For applicants who cancel enrollment or students who 
withdraw from enrollment a fair and equitable settlement 
will apply for tuition and/or registration fee charges; for 
the policy regarding kits see Return/Refund of Books, 
Tools, Supplies. The following policy will apply to all 
cancellations or withdrawals for any reason, by either 
party, including, but not limited to, student decision, 
course or program cancellation, or school closure. 
Any monies due to the applicant or student shall be 
refunded within 45 days of cancellation or withdrawal, 
officially or unofficially. Official cancellation or withdrawal 
shall occur on the earlier of the dates that: 

 

1. An applicant is not accepted by the school. 
The applicant shall be entitled to a refund of all 
monies paid. 
 

2. A Student (or in case of a Student under the 
legal age, his or her parent or legal guardian) 
cancels his or her enrollment in the course and 
demands his or her money back in writing, within 
three business days of their signing of the 
enrollment agreement (“Cancellation Period”), the 
School shall refund all monies paid. This policy 
applies regardless whether or not Student has 
actually started classes. 
 

3. A Student cancels his or her enrollment in the 
course after the Cancellation Period but prior to 
entering classes he or she shall be entitled to a 
refund of all monies paid to the School less a 
registration fee of $100.00. 
 

4. A Student notifies the institution of his or her 
withdrawal in writing. His or her tuition charges will 
be calculated using the Schedule of Tuition 
Earned chart below. 
 

5. A Student on an approved leave of absence 
(LOA) notifies the School that he or she will not be 
returning. The date of withdrawal determination 
shall be the earlier of the date of the scheduled 
date of return from the LOA or the date the 
Student notifies the School that the Student will 
not be returning. His or her tuition charges will be 
calculated using the Schedule of Tuition Earned 
chart below. 

 
 
 

6. An unofficial withdrawal is one where School has 
not received notice from Student that Student 
has ceased or will cease attendance. If Student 
is absent 14 consecutive calendar days and has 
not been granted an approved LOA, Student will 
be considered withdrawn. The determination 
date will be the 14th calendar day from their last 
date of attendance. If Student is absent and 
notifies School each day or pre-arranges time 
off, an extended absence may be no longer than 
14 consecutive calendar days. If Student has 
exceeded 14 days of continuous absences (even 
with notification) and is not on an approved LOA, 
the Student will be dismissed from the course. 
The determination date will be the 14th calendar 
day from their last date of attendance. The 
School monitors Student attendance records at 
least every 30 days. His or her tuition charges 
will be calculated using the Schedule of Tuition 
Earned chart below. 

 

7. A Student is dismissed by the School. His or her 
tuition charges will be calculated using the 
Schedule of Tuition Earned chart below. 

 

• In types 2, 3, 4 or 5, official cancellations or 
withdrawals, the cancellation date will be determined 
by the postmark on the written notification, or the date 
said notification is delivered to the Campus Director in 
person. 

 

• For Students who enroll and begin classes but 
withdraw prior to course completion (after the 
Cancellation Period), the following schedule of tuition 
earned by the School applies. All refunds are based 
on actual hours: 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

• Actual Hours is defined as the actual hours earned 
between the actual start date and the date of the 
Student’s last day of physical attendance in school. 
This applies to whether the Student withdraws or is 
dismissed by the school. In all cases, Student’s “date of 
withdrawal” is considered Student’s last date of 
attendance according to School’s attendance records, 
which are monitored at least every 30 days. The 
required date of refund is determined by counting from 
the date the withdraw was determined. However, the 
refund is calculated based on the student’s last date of 
attendance.  

 

• If enrollment is terminated because of illness or disabling 
accident, death in the immediate family or other 
circumstances beyond the control of Student, School may 
elect to make an adjustment to the terms and/or conditions 
of this contract. To be considered for any adjustment, a 
request for adjustment due to illness/disability must be 
made in writing at the time of withdrawal from the course.  
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• If the course is canceled subsequent to a Student's 
enrollment and before classes begin, the School shall 
provide a full refund of all monies paid for the course. 

 

• If School cancels a course and ceases to offer 
instruction after Student has enrolled and instruction 
has begun, Student will, at School’s election, (1) 
receive a pro-rata refund of tuition for transferring to 
another school based on the hours accepted by the 
receiving school or (2) continue his or her studies 
through School’s teach out plan (i.e., complete the 
course via special arrangements with School). 

 

• If School closes permanently and ceases to offer 
instruction after Student has enrolled and instruction 
has begun, Student will, at School’s election, (1) 
receive a pro-rata refund of tuition or (2) continue his 
or her studies through School’s teach out plan (i.e., 
complete the course via special arrangements with 
School). 

 

• If Student receives Title IV assistance, the return of 
Federal Funds Policy applies. 

 

• All refunds will be sent by traceable means. 
 
• Return/Refund of Books, Tools, Supplies: 

Equipment, supplies and textbooks become non- 
returnable and non-refundable, after Cancellation 
Period. Gene Juarez Academy may, at its option, buy 
back equipment and supplies providing they are 
returned in the condition they were purchased, i.e. 
unused and unopened in manufacturer’s original 
packaging. Books may be refundable providing they 
are in a “like new” condition with no writing, marks, or 
scratches. Requests for refunds must be submitted to 
the Campus Director within three (3) days following 
the student’s date of withdrawal. 

 

Return of Federal Funds 
When a student who is eligible for Title IV grant or loan 
assistance withdraws from Gene Juarez Academy, we 
must determine the amount of Title IV grant or loan 
assistance that the student has earned as of their date of 
withdrawal. 
The return of federal funds is calculated based on the Title 
IV grant or loan assistance disbursed or that could have 
been disbursed as of the date that Gene Juarez Academy 
determines the student withdrew. The date of withdrawal 
is the last day of recorded attendance. 
The return of federal funds policy only determines how 
much of the federal aid the student has earned to apply 
toward institutional charges and other educational 
expenses. The Gene Juarez Academy Refund Policy 
indicates how much the institution is entitled to retain from 
the student. Washington College Grant has a repayment 
policy specific to their program. 

 

Return of Title IV grant and loan assistance will be made 
in the following order: 
1. Unsubsidized Direct Stafford Loan 
2. Subsidized Direct Stafford Loan 
3. Direct PLUS Loan 
4. PELL Grant 
5. FSEOG Grant 
6. Other Title IV Programs 
7. Other Sources of Aid* 
8. Student 

 

*Students receiving WA State grant or scholarship funding 
will be subject to separate state refund policies. See 
Financial Services Department for repayment rules. 

Fee Waivers 
Request for the waiving of fees should be made in writing to 
the attention of the Campus Director. See Appeal Procedure. 

 
Collection Policy 
The Gene Juarez Academy, it’s agents, affiliates, and any 
subsequent holders of its notes and contracts will conduct 
collections efforts ethically and adhere to all applicable laws 
and regulations. 

 
Relationships Between Students and Staff 
Gene Juarez Academy is committed to developing and 
maintaining a professional relationship with each of our 
students based upon education, creative interchange, and 
mutual respect. The Gene Juarez Academy management, 
educators, and support staff have pledged to refrain from any 
relationship that may lead to a question of “conflict of interest” 
while a student is enrolled at the Academy.  The only 
relationship permitted is of a staff-to-student nature and is only 
conducted during school hours.  Non-compliance by staff may 
lead to termination of employment. 

 

Safe Learning Environment 
Violence or harassment of any kind, in or around school 
facilities, will not be tolerated. Verbal threats, intimidation, 
and disruptive behavior are considered forms of violence. Foul 
or profane language and vulgar, inappropriate discussions or 
comments are also prohibited. Firearms or weapons of 
“injurious force”, including objects, pictures, or comments that 
suggests violence, are not permitted on school premises, 
including parking areas. Any non-injurious items such as mace, 
pepper spray, or whistles must meet the test of legality as 
defined by state and local laws. These items should be out of 
contact while in the school building to prevent accidental 
engagement. 
Harassment of any kind is forbidden. Students cannot use 
blogs, Facebook, or other social media to harass, threaten, 
malign, defame, disparage, or discriminate against other 
students, staff, or guests, vendors or suppliers, or any 
organizations associated or doing business with Gene Juarez 
Academy. Gene Juarez Academy is an equal opportunity 
educational institution and employer that complies with Titles I, 
IV, & IX, and all requirements imposed by the Department of 
Education. It is our policy to comply fully with these acts. We 
do not discriminate and are committed to eliminating 
harassment on the basis of race, color, national origin, 
ethnicity, sex, disability or handicap, sexual orientation, age, 
and religion. Please contact our Title IX Coordinator, (Mary 
Gabuat Campus Director) as she is responsible for our 
coordination effort to comply and carry out our responsibilities 
under Title IX. 

Mary Gabuat  
6007-A 244th St SW 

Mountlake Terrace, WA 98043 
Direct: 206.971.5259 

 
Mary Gabuat 

2222 South 314th Street 
Federal Way, WA 98003 

Direct: 253.681.6701 
 

The term “sexual harassment” does not refer to 
compliments of a socially acceptable nature, but to behavior 
that is unwelcome, offensive, debilitating, and distressing, and 
thus interferes with job or school performance. While many of 
us may understand about sexual harassment when it pertains 
to submission or rejection of unwelcome sexually-oriented 
conduct when used as the basis for employment or academic 
decisions, harassment is also any behavior or action that 
contributes to an environment that could be perceived as 
intimidating, hostile or offensive.  This could mean the use of 
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offensive language, actions or gestures of a racial, 
sexual, ethnic nature (or any other basis prohibited by 
law such as race, color, creed, ancestry, religion, sex, 
national origin, marital status, sexual orientation, 
disability or age) that are negatively perceived by 
another person. 
This can be confusing because the use of such language 
and actions in the media can desensitize us and make it 
seem acceptable. It is important that you understand that 
the use of any language, actions or gestures of a racial, 
sexual or ethnic nature (or any other basis prohibited by 
law) that is negatively perceived will not be tolerated. 
Understand it is not important how you meant the 
language, action, or gesture but how the person hearing or 
seeing it perceives your comment or actions.  Think of the 
airport – you would never make a comment about high- 
jacking or explosives because you understand the 
consequences of your actions. Please exercise this same 
level of constraint in your language, actions, and gestures 
while in school. 

Such conduct, committed by any employee of the 
Gene Juarez organization, is prohibited. This includes: 
unwelcome advances, invitations or propositions, repeated 
offensive sexual flirtation, continued or repeated verbal 
abuse of a sexual nature, graphic or degrading verbal 
comments about an individual or his/her appearance, the 
display of sexually suggestive objects or pictures, or any 
offensive or abusive physical contact.  Gene Juarez 
Academy anti-harassment policy also extends to such 
conduct by non-employees, i.e., guests, vendors, and 
students.  Furthermore, no staff member or student of the 
school shall imply or threaten that another staff member or 
student’s “cooperation” of a sexual nature (or refusal 
thereof) will have any effect on that person’s conditions of 
employment/education, grades, development, or 
advancement thereof. 

All employees of the Gene Juarez organization are 
required to report any perception of harassment to the 
Campus Director. Please know that should you go to any 
employee of the Gene Juarez organization in confidence, 
they are required to bring the information to the Campus 
Director. 

In the event of a complaint of racial, personal or 
sexual harassment, threats, or intimidation, the following 
investigative steps will be followed.  The Campus Director 
will interview the complainant and complete a 
questionnaire.  The accused will be notified, interviewed, 
and complete a questionnaire. Witnesses will be 
interviewed and will complete a questionnaire.  A 
determination will bemade and all parties will be notified of 
the outcome, after all the information has been gathered 
and reviewed. 

Should a complaint be made against you, the 
behavior will be brought to your attention.  If the complaint 
can be substantiated, you will be suspended from school 
for one day.  Should it happen again, you will be 
terminated from school. Should you deny the allegations 
made against you, an investigative process will begin. 
See Investigative Process. 

It is important that you understand what harassment 
is and your responsibility in following this policy, and the 
consequences should you not. You are responsible to 
help create an environment free of harassment, free of 
discrimination, where a respectful working and learning 
environment can be maintained. 

Safety 
Accident or Injury Prevention 
You will be provided with a written Chemical Hazard 
Training Manual. Be sure to review the handouts given 
and ask about any concerns. 

 
If you or your guests have questions about our products or 
practices, involve your educator IMMEDIATELY. We provide 
an Eye Wash Station and stocked First Aid Kit.  First Aid/CPR 
certified educators are on staff. 

 
Contagious Illnesses 

Per Washington State Law, WAC 308-20-110, no 
work shall be performed by or on any individual having a 
visible parasites, open wounds, or signs of infection unless the 
patron shall produce a certificate from a licensed practicing 
physician stating that the patron is free from infectious, 
contagious, or communicable disease.  No services shall be 
provided if the operator or student has a contagious disease, 
visible parasite, or open wound unless medically approved 
measures are taken to prevent transmission of the disease. 

Should you be serving a guest that has a visible condition 
or disease that has open sores, fungus, parasites (lice), or 
appears infectious, contagious, or having a communicable 
disease, discreetly excuse yourself and contact your educator. 
Do not proceed with the service. 

Many conditions can appear to be contagious that are not. 
The educator will make an assessment of the situation and 
advise you if you should proceed.  You may choose to wear 
gloves at any time when serving a guest. 

If there is an open sore or wound at the time of the 
consultation, we will not proceed with the service.  There are 
cases when a scalp condition is not contagious, however, the 
skin is very tender and a sore can open during the service.  If 
we cause a sore to open, we will put on gloves and proceed 
with the service, following all procedures to protect the guest’s 
skin. 

Gene Juarez Academy reserves the right to refuse to 
allow a student to remain in school based on the appearance 
of an infectious or contagious condition or a communicable 
disease and assumes no responsibility for costs incurred by 
the student should a physician be seen. The cost of the 
physician’s visit is the responsibility of the student. 

 

Fires and Other Emergencies Requiring Evacuation 
 

Fire extinguishers are located throughout the school.  An exit 
map indicating fire extinguishers, shut off valves and 
the Student Resource Center. Electrical panels are clearly 
labeled. In the event of a fire or other emergency, all students 
and staff will evacuate the building and meet in a designated 
area away from the building. The same procedure will apply 
for any other emergency situations requiring immediate 
evacuation. During the new student welcome, emergency 
response procedures are reviewed. 

 

Guest Injuries 
In the event a guest is injured, no matter how slightly, 
IMMEDIATELY alert your educator and the Campus Director. 
The Campus Director will communicate with the guest in 
regard to any liability for medical expenses. 

 
Sanitation 
Tools or implements other than items issued by the school are 
not to be used at the school on guests, students or staff 
without prior approval.  All implements must be properly 
sanitized as regulated through State and school sanitation 
requirements. 

 
Special Physical Conditions 
Should you have a physical condition that may require 
emergency medical assistance, please inform the Campus 
Director at time of enrollment. 

 
Student Injuries 
As part of your training you will learn safe and sanitary practices 
of cosmetology.  In the event you are ever injured, no matter 
how slightly, your educator must be notified. Students should 
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have personal insurance coverage.  Injuries that occur on 
school premises, at approved externship sites, or school 
sponsored events are the financial responsibility of the 
student.  In the event an accident or injury is due to 
negligence on the part of the school, the Academy will 
assume the responsibility for medical treatment. 
Washington State Labor and 
Industries benefits DO NOT apply to students. 

 
Over-the-Counter Medication 
The school first aid kit does not include over-the-counter 
medications such as aspirin, ibuprofen, antacids, or 
sinus/allergy relief tabs. 

 

Security and Loss Prevention 
Check Writing Privileges 
Should a student issue a non-sufficient or non-collectable 
check, fees charged by the bank will be collected and a 
written warning will be placed in the student’s file.  Should 
the incident occur again, during the student’s enrollment at 
Gene Juarez Academy, fees charged by the bank will be 
billed and permanent loss of check writing privileges will 
occur. 

 
Lost and Found Items 
Lost and found items will be secured by the Academy 
Management. Items will be kept for six months and if not 
claimed, they will be donated to a local charity. 

 
Theft, Attempted Theft, and Vandalism 
The Gene Juarez Academy has a zero tolerance policy 
towards theft.  Theft of any kind or value, including theft of 
school, staff, or student property, will result in immediate 
dismissal from school should the investigative process 
determine that a violation did occur. This includes 
unauthorized removal and/or relocation of company 
property within our premises. The student may be 
prosecuted to the fullest extent of the law – criminal, as 
well as, civil. Video cameras and loss prevention experts, 
are part of Gene Juarez Academy security procedures. 
Film is the property of Gene Juarez Academy and for the 
exclusive use of the Loss Prevention Department. 

You are responsible for your personal property and 
equipment.  Personal items will be kept in lockers or 
locked stations at all times.  Borrowing and lending is 
strongly discouraged.  The Academy cannot take 
responsibility for your personal property.  If the student did 
not secure personal items per policy, no further 
investigation will take place including investigation of other 
students. 

 

Video Camera Surveillance 
Cameras may be located throughout the Academy. Film 
is the property of Highlights Beauty Schools, LLC and is 
for the exclusive use of the Loss Prevention Department. 

 

Satisfactory Academic Progress Policy 
The Satisfactory Academic Progress Policy is consistently 
applied to all students enrolled at the school in all 
programs regardless of schedule. It is printed in the 
catalog to ensure that all students receive a copy prior to 
enrollment. The policy complies with the guidelines 
established by the National Accrediting Commission of 
Career Arts and Sciences (NACCAS) and the federal 
regulations established by the United States Department 
of Education. 
Gene Juarez Academy defines an academic year as 900 
clock hours. This applies to all programs including 
Cosmetology, Manicuring, Barbering and Instructor 
Training.  
 

 
Evaluation Periods 
Students are evaluated for Satisfactory Academic 
Progress as follows: 

 

Cosmetology – 450, 900, 1250 clocked (actual) hours 
Instructor Training – 250 clocked (actual) hours 
Manicuring – 300 clocked (actual) hours 
Barbering – 450, 900 clocked (actual) hours 

 
*Transfer/Re-entry– Midpoint of the contracted hours or the 
established evaluation periods, whichever comes first. 

 

Evaluations will determine if the student has met the minimum 
requirements for satisfactory academic progress. The 
frequency of evaluations ensures that students have ample 
opportunity to meet both the attendance and academic 
progress requirements of at least one evaluation by midpoint in 
the course. 

 

Attendance Progress Evaluations 
 

Students are required to attend a minimum of 67% of the hours 
possible based on the applicable attendance schedule in order 
to be considered maintaining satisfactory attendance progress. 
Evaluations are conducted at the end of each evaluation period 
to determine if the student has met the minimum requirements. 
The attendance percentage is determined by dividing the total 
hours accrued by the total number of hours scheduled. At the 
end of each evaluation period, the school will determine if the 
student has maintained at least 67% cumulative attendance 
since the beginning of the course which indicates that, given 
the same attendance rate, the student will graduate within the 
maximum time frame allowed. 
100% of the hours for the term associated with a state aid 
disbursement must be completed prior to additional 
disbursements of state aid. 

 

Maximum Time Frame 
The maximum time (which does not exceed 150% of the 
course length) allowed for students to complete each course at 
satisfactory academic progress is stated below: 

 
Course Weeks at 100% 

Attendance 
Maximum Time 
Allowed in Weeks 

Cosmetology- 1600 Hours 56 Weeks 84 Weeks 
Instructor Training – 500 Hours 13 Weeks 20 Weeks 
Manicuring – 600 Hours 17 Weeks 26 Weeks 
Barbering – 1000 Hours 34 Weeks 51 Weeks 

 
Should Student reach the Maximum Time Frame with 
insufficient hours or incomplete graduation requirements, 
School will terminate Student from the Course. 

 
No additional state aid may be awarded to a student once he 
or she has reached or exceeded 125% of the published length 
of his or her course. 

 

Academic Progress Evaluations 
The qualitative element used to determine academic progress 
is a reasonable system of grades as determined by assigned 
academic learning. Students are assigned academic learning 
and a minimum number of practical experiences. Academic 
learning and practical skill are evaluated after each unit of 
study.  Module 4 competencies for cosmetology are evaluated 
as completed and counted toward course completion only 
when rated as 80% or better. If the competency does not meet 
satisfactory requirements, it is not counted and the 
performance must be repeated. 
Practical skills evaluations for cosmetology will be conducted 
at the end of Module 1. Practical skill evaluations for 
manicuring students will be conducted at the end of Module 1. 
Practical skills are evaluated according to hand-out procedures 
and set forth in practical skills evaluation criteria adopted by the 
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school. Students must maintain a written grade and 
practical average of 80%. Students must make up failed or 
missed tests and incomplete assignments. Numerical 
grades are considered according to the following scale: 

 

Percentage Description 
80-100% Passing 
0-79% Failing 

 
Determination of Progress Status 
Students meeting the minimum requirements for 
academics and attendance at the evaluation point are 
considered to be making satisfactory academic progress 
until the next scheduled evaluation. Students will receive a 
hard-copy of their Satisfactory Academic Progress 
Determination at the time of each of the evaluations. 
Students deemed not maintaining Satisfactory Academic 
Progress may have their Title IV Funding and WA State 
Grant Aid interrupted, unless the student is on warning or 
has prevailed upon appeal resulting in a status of 
probation. 

 
Warning 
Students who fail to meet minimum requirements for 
attendance or academic progress are placed on warning 
and considered to be making satisfactory academic 
progress during the warning period. The student will be 
advised in writing on the actions required to attain 
satisfactory academic progress by the next evaluation. 
Should a student not be meeting the standard at the end 
of the warning period, they are not making SAP unless 
they choose to appeal. 

 
Probation 
Students who fail to meet minimum requirements for 
attendance or academic progress after the warning period 
will be placed on probation and considered to be making 
satisfactory academic progress while during the 
probationary period, if the student appeals the decision, 
and prevails upon appeal.  Additionally, only students who 
have the ability to meet the Satisfactory Academic 
Progress Policy standards by the end of the probation 
period may be placed on probation. 
The student will be advised in writing of the actions 
required to attain satisfactory academic progress by the 
next evaluation. If at the end of the probationary period, 
the student has still not met both the attendance and 
academic requirements required for satisfactory academic 
progress or by the academic plan, he/she will be 
determined as NOT making satisfactory academic 
progress and, if applicable, students will not be deemed 
eligible to receive Title IV funds or WA State Grant Aid. 

 

Re-Establishment of Satisfactory Academic Progress 
Students may re-establish satisfactory academic progress 
and Title IV aid or WA State Grant Aid, as applicable, by 
meeting minimum attendance and academic requirements 
by the end of the probationary period. 

 
Interruptions, Course Incompletes, Withdrawals 
If enrollment is temporarily interrupted for a Leave of 
Absence, the student will return to school in the same 
progress status as prior to the leave of absence. Calendar 
days elapsed during a leave of absence will extend the 
student’s contract period and maximum time frame by the 
same number of days taken in the leave of absence and 
will not be included in the student’s cumulative attendance 
percentage calculation. Students who withdraw prior to 
completion of the course and wish to re-enroll will return in 
the same satisfactory academic progress status 
as at the time of withdrawal. 

 

 
Appeal Procedure 
If a student is determined to not be making satisfactory 
academic progress, the student may appeal the 
determination within ten calendar days. Reasons for which 
students may appeal a negative progress determination 
include death of a relative, an injury or illness of the student, or 
any other allowable special or mitigating circumstance. The 
student must submit a written appeal to the Campus Director on 
the designated form with supporting documentation of the 
reasons why the determination should be reversed. This 
information should include what has changed about the 
student’s situation that will allow them to achieve Satisfactory 
Academic Progress by the next evaluation point.  Appeal 
documents will be reviewed and a decision will be made and 
reported to the student within 30 calendar days. The appeal and 
decision documents will be retained in the student file. If the 
student prevails upon appeal, the satisfactory academic 
progress determination will be reversed and federal financial aid 
will be reinstated, if applicable. 

 
Noncredit and Remedial Courses 
Noncredit and remedial courses do not apply to this institution. 
Therefore, these items have no effect upon the school’s 
satisfactory academic progress standards. 

 
Transfer Hours 
With regard to Satisfactory Academic Progress, a student’s 
transfer hours will be counted as both attempted and earned 
hours for the purpose of determining when the allowable 
maximum time frame has been exhausted. SAP 
evaluation periods are based on actual contracted hours at the 
institution. 

Student Beauty Services 
When checking in for a student service appointment, present 
your certificate to the appointment desk.  Product charges may 
be applicable and must be paid before the service is done. 
Students are required to check out with the appointment desk 
after their service is completed. Failure to do so may result in 
paying full price for each service. 

 
Suspension 

. 
The violation of any school policy may result in suspension 
from school for a period of time.  The suspension period should 
be used as a time to reflect upon the student’s willingness to 
adhere to school policies.  Suspension serves as notification 
that permanent dismissal will occur if behavior continues.  No 
hours will be earned during the suspension time.  Additional 
training costs may result should contract date be exceeded. 

 
A suspended student may not be on school premises unless 
they have an appointment with a school official.  A suspended 
student may not receive salon services or participate in any 
other school activities. 

 

Transfer Policy 
See Admissions Requirements. 

 

Tuition Payment Plan 
As stated in the Gene Juarez Academy Enrollment Contract, 
all monies owed are the obligation of the 
student. 
In the event of financial aid funding being lost or reduced, new 
payment arrangements will be made to reflect the amount the 
student will now be responsible to pay.  Students may not 
remain in school without a current payment arrangement.  
Students may be suspended in the event new payment 
arrangements are not made, or documents affecting financial 
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assistance are not submitted within the time permitted.  
Suspension is considered an absence and may result in 
additional charges.  The Academy reserves the right to 
immediately suspend from the program any student whose 
account is past due 30 days until the balance is brought 
current, or at 14 calendar days of suspension, the student 
will be dismissed. 
Non-active student accounts with balances are transferred 
to TFC Credit Corporation for servicing (8% interest 
added). 

 

Tutoring/Special Assistance 
 

At each evaluation period, a student has the opportunity to 
request additional assistance. This assistance may 
include additional review materials, special projects 
outside the classroom, resource materials such as 
reference materials, website addresses, etc. It does not 
include such classes as remedial reading, English as a 
second language or private tutoring. Gene Juarez 
Academy staff is not permitted to offer assistance outside 
of regular school hours and/or charge a fee. 

 

Websites/Student Marketing 
 

Students may have a personal website or social media 
page that states they are a student at Gene Juarez 
Academy. The Academy address and phone number may 
be posted so that guests may call to book an appointment. 
Any other information such as services offered, price lists, 
discount offers or course information may not be listed. 

 
Website & Social Media Guidelines 
When posting content or comments on any Academy or 
Gene Juarez Salons & Spas digital asset & personal 
website or social pages, please follow these guidelines: 
• Do not set up blogs, pages, groups or accounts with 
the Gene Juarez Academy name. 
• Always remember that online is forever and nothing is 
private once it becomes digital. Even if student’s page is 
private, it can still be found. 
• Don’t post any content or comment that is 
questionable. 
• Always treat others, whoever they may be, in a 
friendly, polite, positive and courteous manner. 
• Issues or concerns with the company, school, 
educators, fellow students, guests or salon partners 
should never be posted online. 
• If there is a negative issue or concern, do not use 
social media as a means of resolution or venting. 
• Respect copyright and imagery guidelines. Students 
may not claim authorship of something that they did not 
write. If student is using another party’s content, they must 
make certain to receive prior approval and credit the 
source of the content posted. Do not use the copyrights, 
trademarks, publicity rights or other rights of others 
(company or individual) without the necessary permissions 
of the rightsholder(s). 
• Do not post pictures of others (clients, co-workers, 
etc.) without their permission. 
• Students are solely responsible for what they post. 
Anyone who posts online is responsible for what is 
written or presented online, both in a professional or 
personal capacity. Do not post words, jokes, or 
comments based on an individual’s gender, sexual 
orientation, race, ethnicity, age, or religion, or content 
that otherwise reflects poorly on the company or violates 
company policies or common sense. 

 
 
 

STUDENT MARKETING 
Students are encouraged to market themselves while attending 
school to learn best practices in getting new clientele and grow 
their client base to simulate salon life. Personal websites, 
social media pages, flyers and business cards are popular 
forms of marketing and are permitted as long as the student 
follows these guidelines: 

• Clearly states student’s name (or stage name) 
and that they currently attend Gene Juarez Academy 

• Campus address, business hours and guest 
services direct phone number may be listed for 
scheduling appointments 

• Students are not permitted to list information such as 
services offered, prices, discount offers or course 
information in their personal marketing materials 

• Student may list the Academy website 
url: www.genejuarezacademy.edu 

• Students may not use Academy imagery, taglines or 
marketing content in their marketing efforts.  Sharing 
Academy blogs & social media posts are permitted. 

• Students should include the following statement in 
their materials: All services provided by students 
under the supervision of a licensed educator 

• Student must receive approval by their Campus 
Director or Academy Marketing Director if they question 
any aspect of their marketing before it is published 

• Academy reserves the right to request the removal of 
any student marketing materials that do not follow policy 

 
Withdrawal from School 
Official Withdrawal 
Withdrawal from school (cancellation or termination) may be 
accomplished by notifying the Campus Director in writing.  For 
a student who withdraws from school, the last date of 
attendance is determined from the school’s attendance record. 
This is considered the withdrawal date. For return of Title IV 
funds, the determination date is the date that the student 
notifies the school in person that they are withdrawn or 
postmark on written notification. 

In the case of an official termination by the school, the 
determination date will be the actual termination date. The date 
of withdrawal will be the last day the student attended school 
according to the school’s attendance records. 

 

Unofficial Withdrawal 
Unofficial withdrawal is one where the school has not received 
notice from the student that the student will be absent from 
school or has ceased or will cease attendance. If a student is 
absent 14 consecutive calendar days on the date the 
attendance is reviewed and has not been granted an approved 
Leave of Absence, the student will be considered unofficially 
withdrawn. For a student who unofficially withdraws, the 
withdrawal date is the last date of attendance according to the 
school’s attendance records. For purposes of calculating the 
tuition refund due, the student’s date of determination for 
withdrawal will be the date that attendance is reviewed and will 
not exceed 14 calendar days from the student’s last day of 
attendance (LDA). 

For withdraws from school while on Leave of 
Absence, see “Leave of Absence (LOA)” policy on Page 14. 

 

Coaching You to Achieve Your Dreams 
 

Student Development Coaching 
A student may be coached and a record of discussions may be 
made in the event student violates the Standards of 
Professional Behavior or other policy.  Discussions are held for 
student awareness and to make an action plan for 
improvement, if necessary. 

 

 

http://www.genejuarezacademy.edu/
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Progress Evaluation / Academic Advising 
Evaluation of attendance and academic achievement is 
completed on a regular schedule.  At this time, individual 
coaching is held; an action plan is developed to help the 
student meet all course expectations, and the student 
signs acknowledging their progress.  Criteria for evaluating 
student performance are based on measurable and 
objective criteria. 

See Satisfactory Progress Policy or Course Outline 
for grading scale. 

Practical work is evaluated on the basis of criteria 
established by the school for the purpose of measuring 
student learning of practical skills.  The application of 
these criteria is uniform and consistent.  A transcript of 
student’s attendance, hours earned, practical 
requirements and grades is maintained by each evaluation 
period to assess the students overall progress. Written 
performance criteria are outlined in module books. 
Academic Advising is available from module educators. 

 

Evaluation of Educational Program 
The use of questionnaires and discussions held 
throughout the year provide an assessment of student’s 
satisfaction with the program as well as a determination of 
whether a student’s needs are being met. 
Inquiry/comment forms are available for 
student feedback. Written inquiries/comments will be 
responded to in writing if so requested. 

 

Student Feedback 
Student Ambassadors are chosen by the staff and 
represent student’s viewpoints at periodic meetings held 
with management.  A questionnaire is given to exiting 
students to assess our education programs and overall 
satisfaction with the Academy. This feedback is used to 
improve the Academy curriculum and course work to meet 
the needs of the industry and improve employment 
retention and success rate. 

 

Advisory Committee 
An Advisory Committee made up of employers, former 
students and/or other industry representatives provide 
feedback to help the school improve and meet the needs 
of the industry.  The information is assessed and used to 
improve the academy educational program as needed. 

 

Services and Benefits 
 
Financial Assistance 
A variety of financial assistance and funding options are 
available for those who qualify.  See your Financial 
Services Representative. The Student Financial Aid and 
Consumer Information Packet is available at the student 
resource display center and from the Financial Services 
Department. Selected programs of study at Gene Juarez 
Academy are approved by the Workforce Training and 
Education Coordinating Board’s State Approving Agency 
(WTECB/SAA) for enrollment of those eligible to receive 
benefits under Title 38 and Title 10, USC. The Instructor 
Training program is not eligible for Federal or WA State 
financial aid; see Assistant Director of Financial Aid for 
funding options. 
Students eligible to receive VA education benefits will be 
required to submit their certificate of eligibility to the 
financial services department. If the student has attended 
any post-high school institution, they must also submit all 
transcripts for prior training regardless of the courses 
taken. Once the documents are submitted to the financial 
services department, a school certifying official will certify 
the enrollment with the Department of Veterans Affairs. 
The end date of certification is based on perfect 

attendance; the VA will not extend your benefit end date due to 
poor attendance with the exception of approved leave of 
absences. Students receiving VA education benefits must 
maintain at least 60% attendance per calendar month. If a 
student falls below 60% attendance in a calendar month, the 
Department of Veterans Affairs will be notified which may cause 
a reduction in VA education benefits.   

 

Scholarship Program 
Gene Juarez Academy does not discriminate; institutional 
scholarships are available to all that meet the requirements of 
each individual scholarship. All prospective students are 
screened for institutional scholarships during their financial 
services packaging appointment. The prospective student must 
meet all acceptance and enrollment criteria. The prospective 
student, once enrolled, is subject to all policies and standards 
set by the school. A Gene Juarez Academy Financial Services 
Representative will meet with all recipients of any Gene Juarez 
Academy institutional scholarship to review the following award 
provisions: 

• In order to qualify for receipt of scholarship money, 
the student must complete at least 900 hours for 
cosmetology and 300 hours for manicuring and 
maintain satisfactory academic progress. 

• If a candidate is dismissed or withdraws, for any 
reason, prior to reaching 900 hours for cosmetology 
and 300 hours for manicuring, all Gene Juarez 
Academy scholarship money is forfeited and the 
minimum withdrawal and settlement policy will be 
based on the full program tuition. 

• Agree to allow their name to be published along with 
the amounts of scholarships funded by the Gene 
Juarez Academy or they may choose to opt out of the 
agreement to publish scholarship information by 
submitting a request in writing to the Campus 
Director. 

Scholarship recipients acknowledge their understanding of the 
award provisions by signing the Gene Juarez Academy Award 
Scholarship document. Requirements and award amounts for 
Gene Juarez Academy Institutional Scholarships are subject 
to change. For individual institutional scholarship information, 
see the Financial Services Consumer Information Packet. 
Institutional scholarships are funded by Gene Juarez 
Academy. Scholarships are not currently offered for the 
Barbering program. 

 

Financial Planning Counseling 
Loan entrance interviews are done prior to the loan 
disbursement to ensure the student understands their 
repayment obligations. An exit interview is held to review 
amounts borrowed and repayment schedule. See the financial 
services staff. 

 

Emergency Fund 
A student and staff supported fund can sometimes help 
students with small financial emergencies. To keep the fund 
supported, please pay the fund back when able. Please see 
Campus Director for Emergency Fund assistance. 

Student Services and Benefits 
 

Licensing Regulations Information 
Your Registrar has access to and can provide regulations 
regarding licensing requirements in other states including 
reciprocity among jurisdictions. You may also find the 
information at www.naccas.org. 

 

Part-Time Employment Assistance 
The Gene Juarez Academy can assist you with finding a part- 
time job while attending school.  Jobs are in a variety of areas 
and are generally related to cosmetology.  Employment 
opportunities depend on local business conditions. Therefore, 

http://www.naccas.org/
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the Gene Juarez Academy cannot guarantee jobs. 

Placement Assistance 
All students training at the Gene Juarez Academy are 
encouraged to explore all career options and to apply to 
those organizations that will provide a positive and 
rewarding work environment. We have programs in place 
to assist you in finding employment upon graduation by 
connecting you with regional salon employers. Such 
programs may include our Externship Program, Career 
Fair events, website Job Openings, Portfolio Photo 
Shoots, and guest speakers. By attending Gene Juarez 
Academy, you are not required to work for or guaranteed 
a position with Gene Juarez Salons & Spas, Gene 
Juarez Academy, or Gene Juarez Home Office. 
Employment opportunities within the Gene Juarez 
organization vary by location and over time. Students 
interested in pursuing a career with Gene Juarez upon 
graduation are invited to meet with our Recruiters and 
follow the Gene Juarez Salons application process. 

For more information about our Placement Services, 
please see your Campus Director. 

Resource Materials 
Resource materials such as videos and publications are 
available to check out in the administrative office. 

Academy Services and Discounts 
Students will be required to pay product charge unless 
service is an assignment. Student services are a 
“privilege”, not a right and are subject to discontinuation at 
the discretion of the Campus Director. Students who are 
suspended may not receive services or be on Gene 
Juarez Academy premises without a scheduled 
appointment with a school official. 

• Student Retail Purchases – Students will receive a
20%-40% discount on all retail purchases (hair, nail,
and skin products with the exception of already
reduced specialty items) at the Academy.  This
discount is not available through Gene Juarez Salons
and Spas. Gene Juarez Academy students receive
discounts at participating Beauty Supply Stores.

• VIP Discount – A student may choose up to five
guests to receive a 50% discount on services and a
10% discount on retail products at the Academy.

Student Lockers 
A designated station or locker is assigned for students to 
store equipment and personal belongings during the 
school day.  Two students may share station/locker. The 
Gene Juarez Academy reserves the right to open and 
inspect the lockers or stations at any time for safety and 
sanitary reasons.  The Gene Juarez Academy is not 
responsible for lost or stolen property and strongly 
recommends student refrain from bringing valuables and 
large amounts of money to school. The security of all 
equipment, supplies, textbooks, and personal items are 
the responsibility of the student.  Gene Juarez Academy 
assumes no responsibility and recommends all equipment, 
supplies, and textbooks be taken home everyday, and 
always for any extended absence or Leave of Absence. 

Student Parking 
Free parking is available on a limited first come basis. 
Please follow the school guidelines on location of student 
parking.  Guidelines on location of student parking are 
directed by surrounding mall or business regulations.  A 
map of the student parking area may be obtained from 
your Admissions Representative.  The Gene Juarez 
Academy assumes no responsibility for stolen property or 

vandalism and cannot guarantee free parking.  Please use all 
precautions in car safety.  Parking in unauthorized areas may 
result in towing and all expenses incurred are the responsibility 
of the student. 
Telephone Use 
Personal calls on the Academy business telephone lines are 
prohibited.  Incoming emergency calls must be identified as 
such. We will make every attempt to notify you in the event of 
an emergency call. Personal cell phones or pagers are not 
permitted to be “on” or “in-use” in classrooms, clinic, lobby, 
restrooms or hallways. 

Alumni Benefits and Services 
Continuing Education 
As alumni of Gene Juarez Academy, you may attend, without 
charge, any classes taught at the Academy in the program you 
completed. Arrangements for attendance must be made prior 
to the scheduled class time through the Campus Director.  
Keep us current on your address and phone number so we 
can stay in touch.  See your Campus Director for information 
on industry education events. 

Placement Assistance 
Upon the successful completion of the Course, 

Student may register for employment assistance and School 
will use commercially reasonable efforts to successfully place 
Student; however, Student is advised that School is prohibited 
by law from guaranteeing placement as an inducement to enter 
said School, and no guarantee of employment is made in the 
contract. Employment Assistance includes coursework in 
resume writing and interviewing skills. The school maintains a 
job board on site as well as on the web. Eligible students may 
participate in externships to make industry connections. 

Alumni Discount 
Alumni may receive a 50% VIP discount on Academy 

services Monday-Thursday and a 40% discount on selected 
retail products for a full year after graduation. This discount is 
not available at Gene Juarez Salons & Spas. 
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ADDENDUM A: 
COURSE DESCRIPTION OUTLINE – COSMETOLOGY 
 
Course Name: COSMETOLOGY, 1600 Hours  
 
Description:  The purpose of the Cosmetology course is to train students, in both theory and practical 

experience, in cutting, styling, and chemical processing of the hair and provide a basic 
introduction to manicuring and esthetics.  Upon licensing, graduates may practice their hair 
design and technical skills as well as provide basic nail and facial services in a salon. When 
establishing our training program, it was decided to place the training emphasis on those 
processes that could be applied to all types of hair to provide students with a basic 
understanding of service techniques used within the industry.  We recognize that there are 
additional processes that we consider to be outside the scope of our basic cosmetology 
curriculum.  These processes range from certain chemical and skin processes to nail and hair 
techniques.  We encourage students who complete their training with us to continue to expand 
their knowledge and develop their skills through continuing education classes conducted within 
the industry. 

 
Objective:   The program will prepare students for an entry level position in the salon field performing all 

cosmetology services normally offered in the cosmetology profession with emphasis on the 
professional salon organization. 

 
Method of Instruction: Lectures, demonstrations, and hands-on experience. 
 
Homework:  The educational program offered by the Academy covers both practical and theoretical classes. 

In the practical portion of the program students practice the techniques taught to improve their 
understanding, manipulative skills, speed, and accuracy. This practice takes place in the 
classroom under the watchful eye of the educator. 
 
The theoretical portion of the program involves studying related subject material such as: salon 
ecology, trichology, skin and nail structure, diseases, and disorders, chemistry of products, 
business practices, state law and regulations, professional ethics, effective communication, 
compensation packages and payroll deductions, licensing requirements and regulations, 
business management, and anatomy and physiology.  To develop a comprehensive 
understanding of these subjects, the educators assign homework assignments to the students 
to be completed outside the normal school day.  On average, students are required to spend 
five to seven hours per week reviewing material and completing assignments at home.  This 
homework is vital to a student’s understanding of the fundamental materials that will be the 
foundation for all other skills taught in the program.  
 
 

1400 Washington State Required Cosmetology Hours Consisting of: 
 
1. Theory (300) - Theory of the practice of Cosmetology including business practices, professionalism, resume 

development, interview preparation, job search skills and basic human anatomy and physiology.  
2. Shampooing (20) - Preparation of client for shampoo procedure including hair and scalp analysis, selection of 

appropriate products for client based upon analysis.  Observation of all safety and sanitary precautions during 
appropriate shampoo techniques including draping, brushing, scalp manipulations, conditioning, and rinsing. 

3. Scalp and Hair Analysis (15) - Analysis of hair and scalp condition with recommendation and, utilizing proper sanitary 
procedures, administration of proper products and treatment to improve the condition. 

4. Hair Cutting and Trimming (175) - Communication with clients to establish an appropriate haircut to agreed length 
and design.  Haircutting and trimming including scissors, razor, thinning shears, and clippers. 

5. Styling and Hair Design (175) - Communication with clients to design an appropriate hairstyle using a variety of 
techniques.  Execution of hair design through either wet construction (rollers, moldings, pin curls, etc.) or dry 
construction using mechanical or thermal implements (blow dryers, pressing combs, curling irons, etc.).  Combing and 
arrangement of a variety of hair lengths and textures to complete hair design including braiding and styling aids. 

6. Cutting and trimming of facial hair (50) – Cutting and trimming of facial hair including beard and mustache design 
and eyebrow, ear and nose hair trimming. 

7. Artificial Hair (10) - Knowledge of various types of hairpieces and their uses. 
8. Permanent Waving (150) - Knowledge and technical skills of chemically altering various types and conditions of hair, 

to a controlled new texture of curl or wave.  Permanent waving including sectioning, wrapping, pre-perm test curl, 
solution application, processing test curl, neutralizing and removal of chemicals.  Proper draping and safety measures 
for patron protection. 
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9. Chemical Relaxing (150) - Knowledge and technical skills of chemically altering or relaxing various types and 
conditions of curly, excessively curly, or flat-cell hair, to a controlled degree of straightness or reformed curl or wave.  
Chemical relaxing including sectioning, strand test, relaxer application, and removal of chemicals.  Proper draping and 
safety measures for patron protection. 

10. Hair Coloring/Bleaching (250) - Knowledge of color theory, hair structure, various hair color products and other hair 
coloring chemicals. Application and execution of various color techniques and special color effects.  Hair coloring and 
bleaching including predisposition test and strand test, and measurement, mixing, application and removal of 
chemicals.  Demonstration of understanding client safety, protection, and consultation in performing hair color 
services. 

11. Disinfection and Sanitation (55) – Cleaning and disinfecting of individual work station, individual equipment and tools 
and proper use and storage of linens. 

12. Diseases and Disorders (30) – Diseases and disorders of the scalp, hair, skin and nails. 
13. First Aid and Safety (20) - As it relates to Cosmetology including Student Right to Know Guide of Chemical Hazards 

Written Training Program.  Safety including proper use and storage of chemicals, implements, and electrical 
appliances. 

 
100 Washington State Required Nail Hours Consisting of: 
 
14. Nails - Physiology and anatomy of nails, hands, feet, and nail diseases and disorders.  Understanding the chemistry of 

products used and the safe and sanitary procedures for various types of manicuring and pedicuring. 
 
100 Washington State Required Esthetic Hours Consisting of: 
 
15. Esthetics - Understanding of skin structure, and recognition of skin disorders and diseases and determination of 

which services can be safely administered.  Analysis of various skin types and conditions, and recommendation of 
appropriate products and treatments, and the safe and sanitary administration of corrective and preventive measures 
and massage based upon analysis.  

 
Externship opportunity available: see Externship Program 
 
*Gene Juarez Academy reserves the right to adjust the curriculum as deemed appropriate. 
 
Grading Procedure: Students are evaluated and graded through theory/written finals and practical tests. All 
students must pass with an 80% or better. 
 
GRADING SCALE: 
Percentage Description 

80%-100% Passing 

0%-79% Failing 

 
Not all training may be on mannequins.

 
MINIMUM OPERATIONS REQUIRED TO COMPLETE COSMETOLOGY: 
(Criteria for credit can be found in the Module Book) 
 
30 Airwaves, Wet Sets, Braids, and Updos 75 Hair Color 

125 Haircuts 75 Highlighting and Bleaches 

30 Shampoo 10 Manicures and Pedicures 

50 Permanent Waves 1 Facials 

10 Chemical Relaxers 5 Hair Removal 
 

Once you graduate and become licensed, many career options are available to you within the beauty 
industry, including but not limited to: 

 
• Hair Stylist/Designer 
• Colorist/Technician 
• Salon and Spa Owner/Manager 
• Manufacturer’s Representative 
• Platform Artist/Fashion Trendsetter 

• Image Consultant 
• Fashion Photography/Stylist 
• Nail Technician 
• Spa Director 

 
DOCUMENT AWARDED: Diploma 
 
This is a full-time program at 30 hours per week. Average class start size is 20 students.  
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ADDENDUM B: 
COURSE DESCRIPTION OUTLINE - INSTRUCTOR TRAINING 
 
Course Name:  INSTRUCTOR TRAINING, 500 Hours 
 
Description:   The purpose of the Instructor Training program is to train the student teacher, in both 

theory and practical experience, in basic instructional methods needed to teach 
Cosmetology school students. 

 
Objective:   This program will prepare the Instructor Trainee for an entry level position in a 

Cosmetology school as a teacher. 
 
Method of Instruction: Lectures, demonstrations, hands-on experience, shadowing, and team teaching. 
 
Homework:  The educational program offered by the Academy covers both practical and theoretical classes. 

In the practical portion of the program students practice the techniques taught to improve their 
understanding, manipulative skills, speed, and accuracy. This practice takes place in the 
classroom under the watchful eye of the educator. 
 
The theoretical portion of the program involves studying related subject material such as: 
classroom preparation, presentations, business practices, state law, ethics, communication, 
compensation packages, payroll deductions, licensing requirements, and management. To 
develop a comprehensive understanding of these subjects, the educators assign homework 
assignments to the students to be completed outside the normal school day. On average, 
students are required to spend three to five hours per week reviewing material and completing 
assignments at home. This homework is vital to a student’s understanding of the fundamental 
materials that will be the foundation for all other skills taught in the program. 

 
 
500 Washington State Required Instructor Training Hours Consisting of: 

 
1. Course Development and Review & Teaching Methodology (150) 

Preparation for classroom activities including, but not limited to: 
 a.  Choice of teaching methods 
 b.  Classroom setup 
 c.  Topic/subject material 
 d.  Student assignments 
 e.  Materials and supplies 
 f.   Record keeping 
 g.  Applicable organizational and regulatory requirements 
 h.  Student motivation and learning 
 i.   Development and use of teaching aids 
 j.   Lesson plan development 
 
2. Principles of Teaching/Learning (150) 

Presentation of information including, but not limited to: 
 a.  Lectures (oral and written) 
 b.  Demonstrations 
 c.  Questions and answers 
 d.  Project methods 
 e.  Discussions 
 
3. Application of practice including, but not limited to: (50) 
 a.  Clinic supervision 
 b.  Classroom management 
 c.  Client relations 
 
4. Assessment of student learning and evaluation by the instructor-trainee of the student's 

understanding and performance including, but not limited to: (50) 
 a.  Written/practical assessment 
 b.  Communication skills 
 c.  Evaluation & overall progress 
 d.  Development and use of testing/measurement instruments 
 e.  Academic advising 
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5. Business Practices (50) 
 a.  Development of the habits and attitudes required to be successful in the Cosmetology industry. 
 b.  State law and regulations, consumer safety and business and personal ethics. 
 
6. Career and Employment Information (50) 
 a.  Professional ethics 
 b.  Effective communication and human relations 
 c.  Compensation packages and payroll deductions 
 d.  Licensing requirements and regulations 
 e.  Fundamentals of business management 
 f.   Resume development, job search skills, interviewing 
 
 
*Gene Juarez Academy reserves the right to adjust the curriculum as deemed appropriate. 
 
Grading Procedure: Students are evaluated and graded through theory/written finals and practical tests. All 
students must pass with an 80% or better. 
 
 
GRADING SCALE: 
 
Percentage Description 

80%-100% Passing 

0%-79% Failing 
 
 
Not all training may be on mannequins. 
 
MINIMUM OPERATIONS REQUIRED TO COMPLETE INSTRUCTOR TRAINING: 
 
 8 Lesson Plans 
 8 Presentations 
 
 

Once you graduate and become licensed, many career options are available to you within the beauty 
industry, including but not limited to: 

 
• Hair Stylist/Designer 
• Colorist/Technician 
• Educator 
• Salon and Spa Owner/Manager 
• Manufacturer’s Representative 

• Platform Artist/Fashion Trendsetter 
• Image Consultant 
• Nail Technician 
• Spa Director 

 
 
DOCUMENT AWARDED: Diploma 
 
This is program varies between part-time and full-time based on contracted schedule. Average class start size is 3 
students. 
 
Full-time is defined as a minimum 24 clock hours per calendar week.  
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ADDENDUM C: 
COURSE DESCRIPTION OUTLINE – MANICURING – Course not currently offered 
 
 
Course Name: MANICURING, 600 Hours 
 
Description: The purpose of the Manicuring (Hand and Foot Therapy) course is to train students, in 

both theory and practical experience, in all nail care with an emphasis on natural nail 
manicures and pedicures, reflexology of the hand and foot, and the care of nails and the 
skin that surrounds them. 

 
Objective:   This program will prepare students for an entry level position in the salon and spa field 

with skills that will enable them to perform nail services normally offered in the Spa 
environment profession. 

 
Method of Instruction: Lectures, demonstrations, and hands-on experience. 
 
Homework: The educational program offered by the Academy covers both practical and theoretical 

classes.  In the practical portion of the program students practice the techniques taught to 
improve their understanding, manipulative skills, speed, and accuracy.  This practice takes 
place in the classroom under the watchful eye of the educator. 
 
The theoretical portion of the program involves studying related subject material such as: 
salon ecology, skin and nail structure, diseases, and disorders, chemistry of products, 
business practices, professional ethics, effective communication, compensation packages 
and payroll deductions, licensing requirements and regulations, business management, 
and state law.  To develop a comprehensive understanding of these subjects, the 
educators assign homework assignments to the students to be completed outside the 
normal school day.  On average, students are required to spend three to five hours per 
week reviewing material and completing assignments at home.  This homework is vital to 
a student’s understanding of the fundamental materials that will be the foundation for all 
other skills taught in the program. 

 
 
600 Washington State Required Manicuring Hours Consisting of: 
 

1. Theory (200) – Theory in the practice of manicuring and pedicuring services, business practices including 
professionalism, resume development, interview preparation and job search skills, and basic human 
anatomy and physiology. 

2. Artificial Nails (150) - Basic skills and understanding of the preparation of the nail, application, finish, repair 
and removal of silk, linen, fiberglass, acrylic, gel, powder, extensions, and sculpting, following safe and 
sanitary use of all materials necessary. 

3. Cleaning, Shaping and Polishing (115) – Cleaning, shaping and polishing of nails of the hands and feet 
and treatment of cuticles. 

4. Disinfection and Sanitation (55) – Cleaning and disinfecting of individual work station, individual 
equipment and tools and proper use and storage of linens.   

5. Diseases and Disorders (60) – Diseases and disorders of the nails of the hands and feet. 
6. First Aid and Safety (20) - As it relates to Manicuring and Pedicuring including Student Right to Know 

Guide of Chemical Hazards Written Training Program.  Safety including proper use and storage of 
chemicals, implements, and electrical appliances. 

 
Externship opportunity available: see Externship Program 
   
 
*Gene Juarez Academy reserves the right to adjust the curriculum as deemed appropriate. 
 
 
 
 
 
 
 
 



Edu\GJA Policies\Addenda\Addendum C Hand and Foot Therapy: 9.30.20 

Grading Procedure: Students are evaluated and graded through theory/written finals and practical tests. All 
students must pass with an 80% or better. 
 
 
 
 
GRADING SCALE: 

 
 
 
 
 
 

 
        Not all training may be on mannequins. 
 
 
MINIMUM OPERATIONS REQUIRED TO COMPLETE MANICURING (HAND AND FOOT THERAPY): 
(Criteria for credit can be found in the Level Book) 
 
 45 Manicures 
 45 Pedicures 
   5 Artificial Nails - Full-Set/Fills (5 sets of 10 nails for a total of 50 nails) 
 10 Repairs - Individual Nails 
 

Once you graduate and become licensed, many career options are available to you within the beauty 
industry, including but not limited to: 

 
• Salon and Spa Owner/Manager 
• Manufacturer’s Representative 
• Platform Artist/Fashion Trendsetter 
• Image Consultant 
• Fashion Photography/Stylist 
• Nail Technician 
• Spa Director 

 
 
DOCUMENT AWARDED: Diploma 
 
This is a full-time program at 40 hours per week. Average class start size is 10 students. 
 

Percentage Description 

80%-100% Passing 

0%-79% Failing 
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ADDENDUM D: 
COURSE DESCRIPTION OUTLINE - BARBERING - Course not currently offered 
 
Course Name: BARBERING, 1000 Hours 
 
Description:   The purpose of the Barbering course is to train students, in both theory and practical 

experience, in hair cutting and styling techniques taught in the Cosmetology Program. 
 
Objective:    The program will prepare students for an entry level position in the salon field performing all 

hair cutting and styling services normally offered in the Cosmetology profession. 
 
Method of Instruction: Lectures, demonstrations, and hands-on experience. 
 
 
1000 Washington State Required Barbering Hours Consisting of: 
 

1. Theory (300) – Theory of the practice of barbering services, business practice including professionalism, 
resume development, interview preparation, and job search skills, and basic human anatomy and physiology. 

2. Shampooing (20) – Shampooing including draping, brushing, scalp manipulations, conditioning and rinsing. 
3. Scalp and Hair Analysis (15) - Analysis of hair and scalp condition with recommendation and, utilizing proper 

sanitary procedures, administration of proper products and treatment to improve the condition. 
4. Hair Cutting and Trimming (300)- Communication with clients to establish an appropriate haircut to agreed 

length and design. Knowledge and safe use of implements to execute the haircut.  Hair cutting and trimming 
including scissors, razor, thinning shears and clippers. 

5. Styling and Hair Design (200) - Communication with clients to design an appropriate hair style using a variety 
of techniques. Execution of hair design through either wet construction (rollers, moldings, pin curls, etc.) or dry 
construction using thermal implements (blow dryers, pressing combs, curling irons, etc.).  Combing and 
arrangement of a variety of hair lengths and textures to complete hair design. 

6. Cutting and Trimming of Facial Hair (50) – Cutting and trimming of facial hair including shaving, beard and 
mustache design and eyebrow, ear and nose hair trimming. 

7. Artificial Hair (10) - Knowledge of various types of hairpieces, their construction, types of hair, attachment, 
proper fitting, styling, and care. 

8. Disinfection and Sanitation (55) – Cleaning and disinfecting of individual work stations, individual equipment 
and tools and proper use and stage of linens.  

9. Diseases and Disorders (30) – Diseases and disorders of the skin, scalp and hair. 
10. First Aid and Safety (20)- As it relates to Barbering including Student Right to Know Guide of Chemical 

Hazards Written Training Program.  Safety including proper use of implements and electrical appliances. 
 
 
*Gene Juarez Academy reserves the right to adjust the curriculum as deemed appropriate. 
 
Grading Procedure: Students are evaluated and graded through theory/written finals and practical tests. All 
students must pass with an 80% or better. 
 
 
GRADING SCALE: 
        Not all training may be on mannequins. 
Percentage Description 

 80%-100% Passing 

0%-79% Failing 
 
 
MINIMUM OPERATIONS REQUIRED TO COMPLETE BARBERING: 
 
 
   25 Razor Cuts 
 300 Shear Cuts 
 200 Wet Styles 
 200 Thermal Styles 
 250 Shampoos 
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   4 Artificial Hair 
   5 Shaving 

Once you graduate and become licensed, many career options are available to you within the beauty 
industry, including but not limited to: 

• Hair Stylist/Designer
• Educator
• Salon and Spa Owner/Manager
• Manufacturer’s Representative

• Platform Artist/Fashion Trendsetter
• Image Consultant
• Fashion Photography/Stylist
• Spa Director

DOCUMENT AWARDED: Diploma 

This is a full-time program at 30 hours per week. The average class start size is 20 students. 
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ADDENDUM E: 
CLASS STARTS/SCHEDULED CLOSURES/CAMPUS LOCATIONS 2020 

Dates, times and locations for all programs are subject to change based on staffing and minimum and maximum enrollment and 
educational needs. 
Cosmetology: 

2021 Holiday Closure Dates 
Monday/Wednesday/Friday 
New Year’s Holiday 
Memorial Day 2021 

January 1, 2021 
May 31, 2021 

Independence Day 2021 July 5, 2021 
Labor Day 2021 September 6, 2021 
Thanksgiving Break 2021 November 26, 2021 
Winter Break 2021 December 22 and 24, and 31 2021 

Tuesday/Thursday/Saturday 
New Year’s Holiday 
Memorial Day 2021 

January 2, 2021 
June 1, 2021 

Independence Day 2021 July 6, 2021 
Labor Day 2021 September 7, 2021 
Thanksgiving Break 2021 November 25, 2021 
Winter Break 2021 December 23 and 25, 2021 

Instructor Training: 

2021 Holiday Closure Dates 
Monday-Friday 
New Year’s Holiday January 1, 2021 
Memorial Day 2021 May 31 and June 1, 2021 
Independence Day 2021 July 5 and 6, 2021 
Labor Day 2021 September 6 and 7, 2021 
Thanksgiving Break 2021 November 26 and 27, 2021 
Winter Break 2021 December 22, 23, 24, 25 and 31, 2021 

Graduation Ceremonies – Students will be honored in a graduation ceremony hosted by the Gene Juarez Academy.  The appropriate date will be 
assigned to the student based on projected completion date. The assignment is made when the student reaches approximately 80% of their course 
hours. 

Spring 2021 Fall 2021 
TBD TBD 
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Cosmetology – Course Length: 1600 hours in 56 Weeks 
Students will be assigned a Mon/Wed/Fri or Tues/Thurs/Sat schedule. Students attend 8 a.m. – 7 p.m. 
Schedule may change to accommodate clinic guest services.  
 
 
 

Start Date Course Length: 
Weeks* 

Contract Date: 
Add 13 Days (Weeks) 

Maximum Time Frame: 
84 Weeks 

Monday/Wednesday/Friday 
1/25/21 2/16/22 (56) 3/18/22 (60) 8/26/22 (83) 
3/8/21 3/30/22 (56) 4/29/22 (60) 10/10/22 (84) 

4/19/21 5/11/22 (56) 6/13/22 (61) 11/21/22 (84) 
6/7/21 6/29/22 (56) 8/1/22 (61) 1/16/23 (85) 

7/26/21 8/17/22 (56) 9/19/22 (61) 3/3/23 (84) 
9/13/21 10/5/22 (56) 11/4/22 (60) 4/19/23 (84) 
10/25/21 11/16/22 (56) 12/19/22 (61) 6/2/23 (84) 
12/13/21 1/11/23 (57) 2/10/23 (61) 7/21/23 (84) 

Tuesday/Thursday/Saturday 
1/26/21 2/17/22 (56) 3/19/22 (60) 8/27/22 (83) 
3/9/21 3/31/22 (56) 4/30/22 (60) 10/11/22 (84) 

4/20/21 5/12/22 (56) 6/14/22 (61) 11/22/22 (84) 
6/8/21 6/30/22 (56) 8/2/22 (61) 1/17/23 (85) 

7/27/21 8/18/22 (56) 9/20/22 (61) 3/4/23 (84) 
9/14/21 10/6/22 (56) 11/5/22 (60) 4/20/23 (84) 
10/26/21 11/17/22 (56) 12/20/22 (61) 6/3/23 (84) 
12/14/21 1/12/23 (57) 2/11/23 (61) 7/22/23 (84) 
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Instructor Training – Course Length: 500 hours in varying weeks based on schedule 
Students will be assigned a customized schedule per NACCAS approved program length between the days of Monday – 
Saturday and hours of 8am – 7pm. 
Schedule may change to accommodate special trainings. 

Start Date Course Length: 
(Weeks*) 

Contract Date: Maximum Time Frame: 

1/25/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

3/8/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

4/19/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

6/7/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

7/26/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

9/13/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

10/25/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

12/13/21 
TBD based on 
program length 

TBD based on program 
length 

TBD based on program 
length 

Definitions: 
Course Length: The length of the course in weeks. All Cosmetology students attend full-time. Instructor Training 
students may attend either part-time or full-time based on contracted schedule. Students are contracted to attend: 

Cosmetology – 56 weeks  
Instructor Training – 63 weeks 
Instructor Training – 32 weeks 
Instructor Training – 25 weeks 
Instructor Training – 21 weeks 
Instructor Training – 17 weeks 
Instructor Training – 13 weeks 

Hours of school operation vary based on holidays and other school closures that may occur during the students’ 
program. Course Length is expressed in full weeks and is rounded up.  * Some start dates extend into an additional 
week for each program due to holidays and school closures.  

Maximum Time Frame: 150% of course length. 

Maximum Student Teacher Ratio: 20:1 
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ADDENDUM F: 
STAFF MEMBERS/EDUCATIONAL COSTS 

Education Division Administration 

General Manager  Michael McNamee 206.971.5280 
Director of Compliance and Operations Brynna Entwistle 206.971.5277 
Director of Marketing Julie Seruto 206.971.5278 
Dean of Education Lindsey “Parker” McKinlay 206.971.5254 
Assistant Director of Financial Aid Amy Robbins 253.839.4338 

Mountlake Terrace Campus Staff 

206.365.6900 - Guest Appointment Desk 
206.368.0210 - Administrative/Admissions Office 
206.971.5299 - Student Ill Line 

Campus Director: Mary Gabuat 

Administrative Assistant: 
Smith, Sabrina 

Admissions: 
Tourtellot, Michelle 

Educators:* 
Dickenson-Barber, Tawnya     
Georgi Fuller      
Hall, Nicole** 
Leland, Maria** 
Menard, Gregory 
Novak, Heidi 
O’Neill, Gregory (John) 
Pederson, Michael (Mikey) 
Ramos-Swan, Maria (Elena) 
Reese, Jennifer 

Dispensary and Housekeeping: 
Bogle, Tonnie 
Houghton, Bethany 

Financial Services and VA Certifying Official: 
(206) 368-0210
Robbins, Amy – amyr@genejuarezacademy.edu
Weston, Samantha – samanthaw@genejuarezacademy.edu

Registrar: 
Hendricks, Lindsay 

Federal Way Campus Staff 

253.839.4000 - Guest Appointment Desk 
253.839.4338 - Administrative/Admissions Office 
253.681.6000 - Student Ill Line 

Campus Director: Mary Gabuat 

Administrative Assistant: 
Rodriguez Bravo, Susana  

Admissions: 
Lewis, Kristin 

Educators:* 
Brown, Chara      
Cook, Jacqueline (Jacque)** 
Santos, Kristie** 
Crafton, Callie 
Fairbanks, Whitney 
Mattison, Makayla 
Moore, Shauna 
Moussette, Alycen 
Ramos, Jessica 
Richie Niiaja 
Cooper, Sara (Ryan) 

Dispensary and Housekeeping: 
Moran Aguirre, Lizeth 

Financial Services and VA Certifying Official: 
(253) 839-4338
Robbins, Amy – amyr@genejuarezacademy.edu
Saephan, Ava – avas@genejuarezacademy.edu

Registrar: 
Saeteurn, Lucky 

*All Gene Juarez Academy educators are licensed to provide services in the area covered by their license. In addition, they hold an additional
required instructor's license and have completed a WA state mandated curriculum and passed the required practical and written exams.

** These educators teach both cosmetology and Instructor Training and may work at both campuses as the schedule requires.
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EDUCATIONAL COSTS 
 

The knowledge and skills learned and perfected in the Cosmetology, Barbering, Manicuring and Instructor Training courses will 
prepare you for the Washington State Board of Cosmetology, Barbering, Manicuring or Instructor Training Examination and 
Licensure.  Prices for educational cost are subject to change unless a contract has been signed.  A variety of Financial Aid options 
are available for those who qualify.  Obtain a copy of Student Financial Aid Consumer Information for details. Gene Juarez Academy 
accepts payments in the form of cash, checks, credit cards, and debit cards. The Barbering Course is not currently offered. 

 
Program Cosmetology Manicuring Instructor Training Barbering 

Hours 1600 600 500 1000 
Weeks 56 17 13 34 

Registration Fee $100.00 $100.00 $100.00 $100 
Tuition $17,000.00 $6,500.00 $5,000.00 $10,000 

*Books, Tools, Supplies $2,860.00 $900.00 $625.00 $2,500.00 

Total Cost $19,960.00 $7,500.00 $5,725.00 $12,600.00 

 
See Assistant Director of Financial Aid for Instructor Training payment options. 
*Approximate cost including sales tax. Price is subject to change. Additional costs will be incurred for supplies not provided by the Academy such as 
paper, notebooks, writing utensils, magazines, storage containers, and portfolio supplies. Since the cost of these items vary, the Academy can only 
estimate the cost of additional supplies at $200 for Cosmetology and $100 for Manicuring, Barbering and Instructor Training. 

 
PAYMENT OPTIONS FOR 
COSMETOLOGY  
 
Plan A: Financial Assistance 
Financial Assistance plans are developed with 
the Financial Services Representative 
depending on a variety of eligibility factors. 
 
Plan B: Cash Payment Plan 
Payment at time of enrollment, prior to first day 
of class. 
 
 Tuition                                      $17,000.00 
 Registration Fee                         $100.00 
Books, Tools, Supplies (Kit)        $2,860.00 
 

Total Cost for Program $19,960.00 
 
Plan C: Monthly Payment Plan 
Down payment and monthly payments. 
 
Down Payment (20% of Tuition)  $3,400.00 
Registration Fee                       $100.00 
Books, Tools, Supplies (Kit)      $2,860.00 
Total Down Payment                $6,360.00 
 
Balance to Program    $13,600.00 
Total Cost for Program            $19,960.00 
Balance is paid in 10 equal monthly payments of 
$1,360.00, due the first of each month. 
 

PAYMENT OPTIONS FOR 
MANICURING The Manicuring Course is not 
currently offered. 

 
 
Plan A: Financial Assistance 
Financial Assistance plans are developed 
with the Financial Services Representative 
depending on a variety of eligibility factors. 
 
Plan B: Cash Payment Plan 
Payment at time of enrollment, prior to first 
day of class. 
 
 Tuition                                   $6,500.00 
 Registration Fee                      $100.00 
 Books, Tools, Supplies (Kit)    $900.00 
 

Total Cost for Program $7,500.00 
 
Plan C: Monthly Payment Plan 
Down payment and monthly payments 
 
Down Payment (35% of Tuition)    $2,276.00 
Registration Fee                          $100.00 
Books, Tools, Supplies (Kit)        $900.00 
Total Down Payment                $3,276.00 
 
Balance to Program    $4,224.00 
Total Cost for Program            $7,500.00 
Balance is paid in 3 equal monthly payments of 
$1,408.00, due the first of each month. 
 

PAYMENT OPTIONS FOR BARBERING  
The Barbering Course is not currently offered. 
 
Plan A: Financial Assistance 
Financial Assistance plans are developed with the 
Financial Services Representative depending on a 
variety of eligibility factors. 
 
Plan B: Cash Payment Plan 
Payment at time of enrollment, prior to first day of 
class. 
 
 Tuition                                      $10,000.00 
 Registration Fee                         $100.00 
Books, Tools, Supplies (Kit)        $2,500.00 
 

Total Cost for Program     $12,600.00 
 
Plan C: Monthly Payment Plan 
Down payment and monthly payments. 
 
Down Payment (20% of Tuition)  $2,000.00 
Registration Fee                        $100.00 
Books, Tools, Supplies (Kit)      $2,500.00 
Total Down Payment                $4,600.00 
 
Balance to Program    $8,000.00 
Total Cost for Program            $12,600.00 
Balance is paid in 8 equal monthly payments of 
$1000.00, due the first of each month. 

 

 
Of our students who graduated from 7/1/16 to 6/30/17, median loan debt is calculated by taking all students who graduated and 
reporting to you the median debt. 
 

Median Graduate Loan 
Debt 

Cosmetology Manicuring Instructor Training Barbering 
Not currently offered. 

Title IV Programs $10,555 $6,209 $      0 N/A 
Private Education Loans $         0 $         0 $      0 N/A 
Gene Juarez Academy $         0 $         0  $5,625 N/A 

 
Books, Tools, Supplies: 
The school will provide for each student’s training needs, a kit of books, tools and supplies. These items will vary from time to time to 
keep pace with current industry trends. These items will be distributed to the student as the need arises. The kit will contain such 
items as will allow the student to affect all training processes. This equipment inventory is subject to change without notice. Course 
costs do not include the replacement of tools or equipment lost, stolen, necessary for repeating levels or damage, nor does it cover 
student use of solutions and supplies for personal use. The student must assume the cost of any other school approved equipment 
they desire. The security of all equipment, supplies, uniform and textbooks is the responsibility of the student. Gene Juarez 
Academy assumes no responsibility and recommends all equipment, supplies, and textbooks be taken home everyday, always for 
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any extended absence or LOA. 
 
 
 
Additional Training Costs for Excessive Absences: 
Students have excused absences as follows: 
Cosmetology – 13 Days 
Barbering – 12 Days 
Manicuring – 10 Days 
Instructor Training – 4 Days (May vary due to course length schedule) 
• Excused absences may be used for illness, family emergencies, missed days for inclement weather, suspensions or time off. 
• Once a student has passed their contract date, they must pay $10/hour for any additional time needed to complete the 

course hours. Financial Aid does not cover these additional charges. 
 
 

Cost of Living Expenses: 
The Gene Juarez Academy estimates that students will incur the following expenses for living expenses per month while in 
school. For students living with a parent, $450 for room and board and personal expenses and $230 for transportation are 
estimated. For students not living with a parent or who have dependents, $1500 for room and board and personal expenses 
and $350 for transportation are estimated. Your personal expenses in these areas may vary and are not owed to Gene 
Juarez Academy. The information is provided to you for planning purposes.  
 
VA Funding: 
If more than 85% of the school’s enrollment per program have VA funding, then VA students may enroll, but will not be 
eligible for VA funding.  
Chapter 35 and 31 students may enroll even if the 85% has been realized.  
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COSMETOLOGY PROGRAM SUPPLIES & EQUIPMENT LIST 
STUDENT: _______________________________________________________ CLASS START DATE: ______________ 

I accept these items in good working order. Substitutions will be made if needed. Any future defects or malfunctions in equipment are not 
the responsibility of Gene Juarez Academy and are only covered by any conditions or guarantees offered by the manufacturer.  Gene 
Juarez Academy is not responsible for any lost or stolen kit items and I understand that I must replace them in order to remain in school. 
In the event of a Leave of Absence, withdrawal or dismissal, I agree to remove my kit from the facility.   If I do not remove my kit on my 
last date of attendance, my kit will be inventoried and removed from my locker and kept by the Academy for 30 days. My lock may be cut 
to allow the school to remove my kit items and lock will not be replaced.  After 30 days, it will become property of the Academy. I 
understand that should I require additional materials, it is my responsibility to purchase them. 

RETURN/REFUND OF EQUIPMENT, SUPPLIES AND TEXTBOOKS 
Equipment, supplies and textbooks become non-returnable and non-refundable upon disbursement to and use by student.  Gene 
Juarez Academy may, at its option, buy kit items providing they are returned in the condition they were purchased, i.e. unused, and 
unopened in manufacturer's original packaging.  Books may be refundable providing they are in a "like new" condition.  Requests for 
refunds must be submitted to the Campus Director within twenty calendar days following the student's last date of attendance. 

SIGNATURE: _____________________________________________________ TODAY’S DATE: ______________ 
Signature indicates that you accept the kit with the conditions listed above. 

Item Qty Initial 
Box 

Books 

Pivot Point LAB 1 

PP Workbook 1 

Module Book (1” Binder) 1 

Aprons/Capes 

Apron Black 1 

Color Cape Black 1 

Color Cape Grey 1 

Brushes 

Large Paddle Brush 1 

Heat Duo Copper Round Brush 1.25 1 

Thermal Ceramic Round Brush 1 1 

Thermal Ceramic Round Brush 1.75 1 

Thermal Ceramic Round Brush 2 1 

1 ¾ Round Styling Brush Comfort Grip 1 

Vent Brush 1 

Styling Brush-Denman Style 1 

Small Styling Brush 1 

Nylon Cushion Brush 1 

Combs 

Silicone 8.5” Cutting Comb Black 6 

Item Qty Initial 
Box 

Silicon Tail Comb 9” 2 

Shampoo Wet Comb 8” 1 

Carbon Pintail 9in 3 

Carbon Rattail Comb 8” 12 

Large Tail Comb Bone/Black 1 

7 1/2 Flat Top Comb White 1 

Barber Comb Gray 1 

Clips 

Control Clips 4pk 3 

Control Clips Each 2 

SM Butterfly Clamps Black 12 pk 1 

Duck Bill Clip 12 pk Polybag 2 

Metal Clip Set w/ Case 1 

Color Equipment 

Color Applicator Bottle 1 

Applicator Bottle w/Cap 6oz 1 

GW Color Bowl 2 

GW Color Bowl - Dosage System 2 

GW Color Brush Large 60mm 1 

GW Color Brush Medium 40mm 1 

GW Color Brush Angle Cut 18mm 1 
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Item Qty Initial 
Box 

GW Color Wheel 1 

Balayage Board Short Black 1 

Design Equipment 

109 Style Razor Blade 10pk 1 

108R Edgewater Style Razor 1 

AEB Associate Shears 6.5 1 

Rogers Park 5.5 28T Thinning Shear 1 

Tool Case Black, Empty 1 

Electrical Equipment 

Aria Ionic Addiction Blowdryer 1 

Varis Universal Diffuser 1 

Hot Marcel Iron ¾ 1 

Hot Tools 1 ¼ ” Marcel Iron 1 

Flat Iron 1 1 

WAHL Professional Senior Clipper 1 

WAHL Cutting Guides & Organizer 1 

Oster Trimmer T-Finisher 1 

Manicuring Items 

Diane Manicure Kit 1 

Manicure Brush 1 

Mannequins 

Aiden 16-18 100% Human Hr Brn 1 

Aiden Beard 16-18 100% Human Hr Brn 1 

Deluxe Mannequin Clamp Black 1 

PP Snap Cap Head Form Light ABS 2 

PP Snap Cap Celia Full Solid Ex Long 1 

PP Snap Cap Full Uniform 1 

PP Snap Cap Chloe Solid 4 

Other Items 

Acrylic Sterilizing Jar 40 1 

Handle Mirror Black 11x7.5 1 

Digital Timer 1 

Spray Bottle 8oz Silver 1 

Cold Wave 9/16 Orchid 12pk 10 

Item Qty Initial 
Box 

Short 9/16 Orchid 12pk 4 

Shoulder Bag 1 

Tote Bag 1 

Storage Bin 2 

Padlock 1 

Ruler 1 

Apple iPad Wi-Fi 32GB Silver 1 

I Pad Air Smart Cover Gray 1 

Eyelash Extension Items 

Black Low Humidity Addy 1 

Black High Humidity Addy 1 

Mixed Tray 0.15 D Swanky Flat Lashes 1 

Mixed Tray 0.18 C Swanky Flat Lashes 1 

Mixed Tray 0.03 C Curl Fairy Tale 1 

Practice Lashes 20 Pk 1 

Lash Plate 2 

Bag Mascara Wands 1 

50 Piece Pack Eyepads 1 

Straight Tweezer 1 

Mistress Tweezer 1 

Favorite Tweezer 1 

Hygrometer 1 

Nano Mister 1 

Remover 1 

Fresh Start 1 

Primer for Better Glue Adhesion 1 

Disposable Glue Rings 50 pk 1 

Mannequin Head 2 

Lash Tape 1 

Total 

Subtotal $2,592.93 

10.3% Tax $267.07 

TOTAL KIT COST $2,860.00 
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INSTRUCTOR TRAINING - COSMETOLOGY 
SUPPLIES & EQUIPMENT LIST 

STUDENT: ____________________________________    CLASS START DATE: ____/____/____    TODAY’S DATE: ____/____/____  
I accept these items in good working order.  Any future defects or malfunctions in equipment are not the responsibility of Gene Juarez Academy 
and are only covered by any conditions or guarantees offered by the manufacturer.  Gene Juarez Academy is not responsible for any lost or 
stolen kit items.  If any of the items listed are lost or stolen, I understand that I must replace them in order to remain in school. In the event of a 
Leave of Absence, withdrawal or dismissal, I agree to remove my kit from the facility. If I do not remove my kit on my last date of attendance, any 
kit items remaining at the campus will be inventoried by two staff members and removed from my locker. My lock may be cut to allow the school 
to remove my kit items. The lock will not be replaced. My kit will be kept by the Academy for 30 days. After 30 days, it will become property of 
Gene Juarez Academy.  I understand that should I require additional materials, it is my responsibility to purchase them. I agree that if I am 
externing in the Instructor program and fail to enroll into the Instructor Training course, I will pay for the kit items I have received. 

RETURN/REFUND OF EQUIPMENT, SUPPLIES AND TEXTBOOKS 
Equipment, supplies and textbooks become non-returnable and non-refundable upon disbursement to and use by student. Gene Juarez 
Academy may, at its option, buy back equipment and supplies providing they are returned in the condition they were purchased, i.e. 
unused and unopened in manufacturer’s original packaging. Books may be refundable providing they are in a “like new” condition with no 
writing, marks, or scratches. Requests for refunds must be submitted to the Campus Director within three (3) days following the student’s 
date of withdrawal. 

SIGNATURE: _______________________________________________________________________ 
Signature indicates that you accept the kit with the conditions listed above. 

Qty Price  
Each 

Total Item 
Price Item # ITEM Initial 

Box 

1 $161.95 $161.95 00152 Milady Master Educator Student Course 
Book – ISBN-13 # 9781133693697 

4 $68.00 $272.00 88157 Mannequins snap caps 

1 $54.24 $54.24 88155 Mannequin (Male, bearded) 

1 $15.70 $15.70 88156 PP Snapcap Headform Light ABS 

2 $25.50 $51.00 88257 Flip Charts 

1 $15.89 $15.89 N/A Gene Juarez Instructor Training Binder 

Sub-Total $570.78 

9.5% Tax $54.22 

TOTAL $625.00 
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MANICURING PROGRAM SUPPLIES & EQUIPMENT LIST 

STUDENT: _________________________________________________________  CLASS START DATE: ______________  
I accept these items in good working order. Substitutions will be made if needed. Any future defects or malfunctions in equipment are 
not the responsibility of Gene Juarez Academy and are only covered by any conditions or guarantees offered by the manufacturer.  
Gene Juarez Academy is not responsible for any lost or stolen kit items and I understand that I must replace them in order to remain 
in school. In the event of a Leave of Absence, withdrawal or dismissal, I agree to remove my kit from the facility.   If I do not remove 
my kit on my last date of attendance, my kit will be inventoried and removed from my locker and kept by the Academy for 30 days. 
My lock may be cut to allow the school to remove my kit items and lock will not be replaced.  After 30 days, it will become property of 
the Academy. I understand that should I require additional materials, it is my responsibility to purchase them. 

RETURN/REFUND OF EQUIPMENT, SUPPLIES AND TEXTBOOKS 
Equipment, supplies and textbooks become non-returnable and non-refundable upon disbursement to and use by student. Gene 
Juarez Academy may, at its option, buy back equipment and supplies providing they are returned in the condition they were 
purchased, i.e. unused and unopened in manufacturer’s original packaging. Books may be refundable providing they are in a 
“like new” condition with no writing, marks, or scratches. Requests for refunds must be submitted to the Campus Director within 
three (3) days following the student’s date of withdrawal. 

SIGNATURE: ____________________________________________________________ TODAY’S DATE: _______________ 
  Signature indicates that you accept the kit with the conditions listed above. 

Item Item # Price 
Each Qty Total 

Price 
Initial 
Box 

GJ Supplemental  Materials BE $23.98 1 $23.98 

  Milady Nail Technology 7e 00150 $170.58 1 $170.58  

Milady Student Work Book 
Nail Tech 7e 00151 $76.80 1 $76.80 

Back Scratchers Fiber Glass 
2 Yard 32310 $4.75 1 $4.75 

Back Scratchers Silk 2 Yard 32312 $4.75 1 $4.75 

Back Scratchers Brush On 32314 $5.09 1 $5.09 

Back Scratchers KIKR 32318 $16.15 1 $16.15 

Nail Plastic Implement Box 56859 $1.68 2 $3.36 

CND Brush Liq & Powdr #6 32024 $21.86 1 $21.86 

CND Liquid + Powdr Intro Pack 88027 $98.99 1 $98.99 

Mehaz Edge Cutter #114-ATS 88056 $13.43 1 $13.43 

Manicure Brush 88066 $0.93 2 $1.86 

Mehaz Ingrown File #MS382 32059 $9.20 1 $9.20 

CND Brush Liq & Powdr Round #8 32022 $29.72 1 $29.72 

Fiberglass Shear #205 88121 $16.98 1 $16.98 

Binder, Black 3 Ring 1 In 88127 $3.17 1 $3.17 

Toenail Clipper Straight Mehaz 32058 $15.54 2 $31.08 

Curved Scissor #29 88130 $16.98 1 $16.98 

Combo Pusher Scoop #915 88132 $56.60 2 $113.20  

Item Item # Price 
Each Qty Total

Price 
Initial 
Box 

Cuticle Nipper ¼ (3mm) #22 88133 $56.60 2 $113.20  

CND Brush Gel Flat Oval #6 88247 $14.01 1 $14.01 

FL Angel File 32741 $32.78 1 $32.78 

Subtotal $821.92 

Tax (9.5%) $78.08 

Total Kit Cost $900.00 
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BARBERING PROGRAM SUPPLIES & EQUIPMENT LIST 
STUDENT: _______________________________________________________ CLASS START DATE: ______________ 

I accept these items in good working order. Substitutions will be made if needed. Any future defects or malfunctions in equipment are not 
the responsibility of Gene Juarez Academy and are only covered by any conditions or guarantees offered by the manufacturer.  Gene 
Juarez Academy is not responsible for any lost or stolen kit items and I understand that I must replace them in order to remain in school. 
In the event of a Leave of Absence, withdrawal or dismissal, I agree to remove my kit from the facility.   If I do not remove my kit on my 
last date of attendance, my kit will be inventoried and removed from my locker and kept by the Academy for 30 days. My lock may be cut 
to allow the school to remove my kit items and lock will not be replaced.  After 30 days, it will become property of the Academy. I 
understand that should I require additional materials, it is my responsibility to purchase them. 

RETURN/REFUND OF EQUIPMENT, SUPPLIES AND TEXTBOOKS 
Equipment, supplies and textbooks become non-returnable and non-refundable upon disbursement to and use by student. Gene 
Juarez Academy may, at its option, buy back equipment and supplies providing they are returned in the condition they were 
purchased, i.e. unused and unopened in manufacturer’s original packaging. Books may be refundable providing they are in a “like 
new” condition with no writing, marks, or scratches. Requests for refunds must be submitted to the Campus Director within three (3) 
days following the student’s date of withdrawal. 

SIGNATURE: _____________________________________________________ TODAY’S DATE: ______________ 
Signature indicates that you accept the kit with the conditions listed above. 

Item Item # Qty Missing Damaged Initial 
Box 

Books 

Module Book (1” Binder) 88127 1 

Aprons/Capes 

Gene Juarez Apron Black 023508012061 1 

Gene Juarez Color Cape Grey 023508012085 1 

Brushes 

Large Paddle Brush 824703003287 1 

Copper Thermal Brush 1.75 NBB018 1 

Thermal Rnd Brush w/ Pik 1.5” 824703016331 1 

Thermal Rnd Brush w/ Pik 2.25” 824703011800 1 

1.75 Rnd Stylg Brush Comf Grip 824703092519 1 

Vent Brush 824703003270 1 

Styling Brush 824703003300 1 

Small Styling Brush 824703003317 1 

Nylon Cushion Brush 824703003263 1 

Combs 

Silicone 8.5” Cutting Comb 
Black DBC001 6 

Silicon Tail Comb 9 824703003416 2 

Shampoo Wet Comb 8 824703003409 1 

Carbon Rttl Comb Blk 8in 824703013255 12 

Item Item # Qty Missing Damaged Initial 
Box 

7 1/2 Flat Top Comb White 824703016393 4 

Barber Comb Gray DBC045 4 

Clips 

Control Clips Silver 12pk 824703016362 1 

Duck Bill Clip 12 pk Polybag 824703210012 2 

Design Equipment 

109 Style Razor Blade 10pk 023508001096 1 

108R Edgewater Style Razor 023508001089 1 

Tempo 5.75 Shear FCS007 1 

Tempo 5.25 Thinning Shear FCS007T 1 
Fromm Tool Case Black, Empty 01700 1 

Electrical Equipment 

Lightweight Pro Hair Dryer 023508010388 1 

D27 WN2 Snap On Pick 824703270023 1 

Hot Marcel Iron ¾ 078729011058 1 

Hot Tools 1.25” Marcel Curling 
Iron 023508010395 1 

ZER07 Ceramic Flat Iron 1 023508005209 1 

WAHL Pro Essentials Combo 043917832906 1 

Mannequins 

Aiden 16-18 100% Human Hr 
Brn 824703012975 1 
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Item Item # Qty Missing Damaged Initial 
Box 

Henry 16-18 100% Human Hr 
Brn 824703012838 1 

Deluxe Mannequin Clamp Black 824703011534 1 

PP Snap Cap Head Form Light 
ABS 88156 1 

PP Snap Cap Chloe Solid 88157 2 

Other Items 

Acrylic Sterilizing Jar 40  824703016300 1 

Handle Mirror Black 11x7.5 824703004994 1 

Digital Timer 824703004444 1 

Spray Bottle 8oz Silver 824703030047 1 

Gene Juarez Shoulder Bag 023508010432 1 

Gene Juarez Tote Bag 023508010449 1 

Storage Bin 88128 2 

Padlock 88086 1 

I Pad Air II 1 

I Pad Case 1 

Subtotal $2,611.87 

9.5% Tax $248.13 

TOTAL KIT COST $2,860.00 
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ADDENDUM K: 
COVID Temporary Schedules Policy– COSMETOLOGY 

The federally declared COVID-19 pandemic has created challenges for our staff and students in many 
ways. One of the challenges we face is the need and requirement to limit the capacity of people within 
the school at any given time.  

These challenges have included but are not limited to; temporary closure, fluctuation in hours of 
operation, launch of temporary distance education in both hybrid schedules and complete closure 
schedules and changes in availability of guest services. 

While these changes are temporary, Gene Juarez Academy recognizes the challenges this may place on 
our student population and we are making every effort to ease the burden with enhanced 
communications, additional tools and supplies available and other virtual offerings.  

Scheduled Hours:  

Students in the first 12 weeks of Module 1 will enter the program under Temporary Distance Education. 

Schedule for Distance Education is as follows: 

Monday – Friday: 9am – 4pm at 30 hours per week 

Once advancing to the next level of Module 1, students will transition to on-site learning and resume the 
schedule contracted in their initial enrollment agreement.  

On-site Learning Schedules: 

M,W,F: 8am – 7pm 30 hours per week or T,TH, S: 8am – 7am 30 hours per week 

*Students recognize that academic achievement earned under Distance Education may not be accepted
for reciprocity or eligible for transfer in other states.
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