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MISSION STATEMENT 
The Summit Salon Academy’s goal is to educate and train our students on the latest concepts in the 

beauty industry. Our educational programs contain business building skills as well as the theory and 

practical skills required to pass the Ohio State Board of Cosmetology licensing exam. And to assure 

that our graduates will have an immediate and positive impact on the beauty industry. 

 

Student Policies and Procedures 
Summit Salon Academy policies are important to your success and are a condition of your enrollment. 

Summit Salon Academy polices serve as a plan of action designed to influence and determine 

decisions and actions throughout your training. Summit Salon Academy policies and procedures are 

subject to change.  

 

Learning 
Subjects being taught are reviewed and updated frequently. If you have difficulty in understanding a 

subject, an educator will assist you.  Summit Salon Academy educators have resources available to 

adjust to different learning styles. 

 

Conduct 
While at Summit Salon Academy you must choose your words carefully. Swearing and other improper 

language will not be tolerated. Gathering at the front desk, in the student salon area or around a 

station when another student is working with a guest, is not allowed.  You will be under the supervision 

of an educator at all times. Educators will be available for each step of the service.  

 

Hours 
Summit Salon Academy hours are determined by the program for which you have enrolled. Your 

schedule is part of the Enrollment Agreement and is subject to change. Refer to Summit Salon 

Academy catalog for a listing of observed holidays. The front doors do not open until 8:20 am. 

 

Parking 
Please park away from the building, allowing salon guest’s closer accessibility into Summit Salon 

Academy. Students are to park rows three or more from the front of Summit Salon Academy.  

 

Locker 
You are provided with a locker and combination lock to use while you are enrolled at Summit Salon 

Academy. There will never be more than two students assigned per locker. Your locker is storage for 

your personal belongings including bags, purses, cell phone and jacket. You will also use your locker 

to store your tool kit and textbooks.  

 

The lockers are subject to random searches. It is your responsibility to keep it clean and free of open 

food or drink. It is important to lock all belongings in your locker using the combination lock provided. 

Summit Salon Academy is not responsible for stolen or lost items. If your combination lock is lost, you 

will be charged $10 for a replacement fee. Lockers are to remain locked at all times. 



SSA Student Handbook 

12/24                        

 

4 

 

Kits and Equipment 
Your kit includes tools that will be used to practice your skills on guests, therefore need to be with you 

in Summit Salon Academy at all times. If an item is lost or broken, you are responsible for the 

replacement cost. Borrowing is discouraged. Kits can be stored in your locked locker to prevent theft.   

         

Apple iPad is part of your kit and serves as a personal and professional library. The work area serves as 

your equipment; therefore, it must stay clean and neat at all times. You will be responsible for daily 

sanitation duties that will be checked by an educator before leaving each day.  

 

Library 
A library is provided for the all students and may consist of electronic resources, such as video and 

audio or by means of hard copy.  You may use the library during the day with permission from your 

educator.   

 

Breaks 
Keep all eating and drinking in the student break room.  Water in a sealed container is allowed in the 

classroom during theory.  No other beverages or food are allowed without the educator’s permission. 

No beverages or food are allowed in the student salon area, no exceptions. Smoking and vaping are 

not permitted in Summit Salon Academy. If you smoke or vape, you must take your breaks outside in 

the designated smoking area (student’s vehicle) and you will be responsible for cleanup of this space.  

 

Phone Usage 
Summit Salon Academy phones are not for personal calls. Cell phone use is restricted to the break 

room or outside on breaks or lunch periods.  Turn your cell phones on silent when you arrive at Summit 

Salon Academy and store it in your locker.  

 

Interruptions 
Do not interrupt classes while in session.  Please stay in the classroom or student salon area where you 

are assigned for the day.   

 

 Grading / Incompletes / Inadequate Grades 
Summit Salon Academy requires an overall 85% or above grade average.  If you struggle at 

achieving this average, you may be assigned remedial work within Summit Salon Academy and 

continue with your program. Grades consist of chapter tests, unit tests final exams and student salon 

area assessments. 

         

Incompletes are given only at the discretion of the educator. If you are making every attempt to 

learn a skill or subject but struggle with meeting the 85% grade average, additional time may be 

given to complete the work successfully.  Educator discretion will be used in determining the 

deadline of how long you will have to complete the work. 
        

Warning / Probation / Suspension / Termination 
You may be placed on probation, suspended or terminated for poor performance, absence, 

tardiness, lying, stealing or in violation of any policy.  If you are suspended, you will be advised on 

what you will need to do to correct the problem.  It is the intention of Summit Salon Academy to 

prepare you for a public service career. 
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If you fall below an 85% grade average and /or attendance average at any checkpoint of training, 

you will follow the outlined Warning/ Probation section of the Satisfactory Academic Policy. 

 

Satisfactory Academic Progress (SAP) Policy 
The Satisfactory Academic Progress (SAP) Policy is consistently applied to all students (half-time or full-

time) enrolled at Summit Salon Academy. SAP Evaluations are determined by the number of Clock 

hours and the number of weeks in an Academic Year.   

 

• Advanced Cosmetology Program is 2 Academic Years long with each Academic Year 

defined as 900 Clock hours and 26 weeks in length. 

• Advanced Esthetics Program’s Academic Year is defined as 900 Clock hours and 47 weeks in 

length or 26 weeks in length. 

• Advanced Manicurist Program’s Academic Year is defined as 900 Clock hours and 36 weeks in 

length. 

 

The Policy 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. 
 

EVALUATION PERIODS 
Students are evaluated for Satisfactory Academic Progress as follows: 

Advanced Cosmetology      450, 900 and 1350 clocked (actual) hours 

Advanced Esthetics              375 clocked (actual) hours 

Advanced Manicure  150 clocked (actual) hours 

 

When transfer* hours are accepted for training, SAP evaluations are based on actual hours 

completed at the institution, 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 had at least one evaluation by 

midpoint in the course. 
 

*At the school’s discretion*  

 

ATTENDANCE PROGRESS EVALUATIONS 
Students are required to attend a minimum of 85% 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 hour accrued by the 

total number of hours scheduled. At the end of each evaluation period, Summit Salon Academy will determine 

if the student has maintained at least 85% 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. 

 

MAXIMUM TIME FRAME 
The maximum time (which does not exceed 118% of the course length) allowed for students to 

complete each course at satisfactory academic progress is stated below: 

 

COURSE                                                                                    MAXIMUM TIME ALLOWED 
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                                                                                                  WEEKS           SCHEDULED HOURS 

Advanced Cosmetology     

 (Full-time, 35 Clock Hours/week-1800 Hours)                    61 Weeks     2124                 

 

Advanced Esthetics      

(Half-time, 19 Clock Hours/week-750 Hours)                        47 Weeks      885                     

(Full-time, 35 Clock Hours/week-750 Hours)                         26 Weeks      885     

                          

Advanced Manicure        

(Part-time, 24.5 Clock Hours Hours/week-300 Hours)          15 Weeks           354      

              

The maximum time allowed for full time and part-time students will be determined based on 85% of 

the scheduled contracted hours. 

 

Students who have not completed the course within the maximum timeframe may continue as a 

student at Summit Salon Academy on a cash pay basis. 
 

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 is evaluated after each unit of study. 

Practical assignments are evaluated as completed and counted toward course completion only 

when rated as satisfactory or better (the computer system will reflect completion of the practical 

assignment as a 100% rating). If the performance does not meet satisfactory requirements, it is not 

counted and the performance must be repeated. At least two comprehensive practical skills 

evaluation will be conducted during the course of study. Practical skills are evaluated according to 

text procedures and set forth in practical skills evaluation criteria adopted by Summit Salon 

Academy. Students must maintain a written grade average of 85% and 85% practical grade prior to 

graduation. Students must make up failed or missed tests and incomplete assignments. Numerical 

grades are considered according to the following scale: 

 

GRADING 
Summit Salon Academy utilizes a 100-point grading scale of which 100-95% is equivalent to an “A”, 

94-90% is equivalent to a “B”, 89-85% is equivalent to a “C”, and 84-0% is not passing. Grades are 

given for classroom theory and practical work, projects, and clinic area performance. Practical skills 

workshops must be passed with an 80% in order for the student to preform said skill on the clinic floor.  
 

DETERMINATION OF PROGRESS STATUS 
Students meeting minimum requirements for academics and attendance at the evaluation point are 

considered to be making satisfactory academic progress until 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 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 for attendance or academic progress are placed on warning 

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

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

the next evaluation. If at the end of the warning period, the student has still not met both the 
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attendance and academic requirements, he/she may be placed on probation and, if applicable, 

students may be deemed ineligible to receive Title IV funds. 
 

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

warning period will be placed on probation and considered to be making satisfactory academic 

progress while during probationary period, if the student appeals the decision, and prevails upon 

appeal. Additionally, only students who have the ability to meet Satisfactory Academic Progress 

Policy standards by the end of the evaluation period may be placed on probation. Students placed 

on an academic plan must be able to meet requirements set forth in the academic plan by the end 

of the next evaluation period. Students who are progressing according to their specific academic 

plan will be considered making Satisfactory Academic Progress. The student will be advised in writing 

of the actions required to attain satisfactory academic progress by the next evaluation. If at the end 

of the probationary period, the student has still not met both the attendance and academic 

requirements required for satisfactory academic progress or by the academic plan, he/she will be 

determined as NOT making satisfactory academic progress and, if applicable, students will not be 

deemed eligible to receive Title IV funds. 
 

RE-ESTABLISHMENT OF SATISFACTORY ACADEMIC PROGRESS 
Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting 

minimum attendance and academic requirements by the end of the warning 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. Hours 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 and are 

accepted for re-enrollment 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 school 

on the designated form describing why they failed to meet satisfactory academic progress 

standards, along 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’s 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, REMEDIAL COURSES, REPETITIONS 
Noncredit, remedial courses and repetitions do not apply to this Academy. Therefore, these items 

have no effect upon the school’s satisfactory academic progress standards. 
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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. 

 

 

Time Clock Policy 

Your hours are recorded daily using the biometric time clock. You will clock in at the beginning of 

your scheduled start time, and at your scheduled stop time.  If an error has occurred while clocking in 

or out, the student must submit a correction form. Students are to clock in and out at exact 

scheduled time.  

 

 

Apparel Code 
The Academy apparel is all black for Cosmetology, Manicure, and Esthetics programs. Esthetic 

students are required to wear black scrubs. A name badge is provided at orientation and must be 

worn at all times. If it is lost or forgotten, you will be required to pay $10 for an immediate 

replacement badge.  

         

Shoes or boots must be clean, fashionable and comfortable as a student is expected to be on their 

feet for hours at a time. Cosmetology and Manicure students may wear flat soled sneakers, such as 

converse or vans. Esthetic students are allowed to wear any sneakers or athletic shoes with scrubs, 

shoes must be clean and in good condition. If a student chooses to wear sandals, their toes must be 

clean and polished. No flip flops, slippers, slides or UGG style boots are to be worn at any time.  

        

Black tops must cover your waistline (no crop tops), be in good condition, clean, wrinkle-free with no 

exposed cleavage or bra straps and cannot be sleeveless. No hooded sweatshirts or graphic tee 

shirts may be worn, the only exception would be a Summit Salon Academy graphic.  Black bottoms 

must also be in good condition, clean and wrinkle-free. Sweatpants, yoga pants or any other type of 

pants without pockets and zippers are not allowed. Skirts and shorts may not be any shorter than two 

inches above the knee and must be all black (no bike shorts). Clothing should not be too tight (you 

should be able to pull material away from the skin). No blue jeans are allowed. Hosiery or tights must 

be black or neutral with no runs or snags. Socks must also be black. Repair any lost buttons, seams 

and hems immediately. 

        

Makeup is required daily for female students (minimum: mascara, blush, lip gloss) and must be 

applied prior to entering The Academy. Nails must be clean and manicured at all times. Hair must be 

clean, dry and finished in a style. No hats are allowed. Hair accessories are acceptable (styled 

hairpieces, decorations or extensions). Care must be taken concerning personal hygiene; you are 

working close to clients. You will be sent home for failure to correct any violations of the Apparel 

Code policy. Please remember, your overall appearance can affect your success in the industry and 

we require professionalism at all times.  

 

Monday is the only day of the week that students are exempt from wearing all black. On Monday’s 

students are encouraged to “Dress to Impress”. What we mean by this is students should wear what 

they would wear to a job interview. All other Apparel Code policies still apply, other than all black. 
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Classroom Material Needs List 
Stationary supplies that may include pens and pencils and highlighters  

Notebook for note taking 

Folders for Handouts (optional) 

Sheet Protectors for Look Book Project (optional) 

Index cards, clipboard w/pen attached 

 

First Aid Kit 
A first aid kit is located in the student salon area dispensary and the educators’ office. For a cut 

finger, the Educator will immediately check the wound to see how deep the cut is. Small cuts will be 

washed, dried, and then covered with a bandage. Bandages are stored in the first aid kit. For a cut 

requiring stitches, a staff member will assist you getting in touch with your emergency contact person 

to help you to a doctor. If you or a guest faints, do not move the person, notify a staff member and 

they will call 911. Give as many facts as possible. Stay calm. Make the person comfortable. 
 

Safety Procedures/ Emergency Exit Procedures 
If you smell smoke or see fire, report it immediately to an educator or a staff member. Warning will 

then be sounded throughout Summit Salon Academy by a staff member. Exiting Procedures for 

emergency exits will be posted throughout Summit Salon Academy showing the exit route from the 

location in which you are present. Random emergency exit drills may be practiced. 
 

Emergency Response/Procedures / Evacuation  

2025 

 

Emergency Phone Numbers  
Immediate Help (Fire, Police, Rescue Squad) - 9-1-1  

Administrative Offices – 419-873-9999 

Perrysburg Police Department - 419-872-8001   

Perrysburg Fire Department - 419-872-8071  

An Emergency Procedures binder is found in Summit Salon Academy Admissions Office and 

at the Salon Area front desk. 

 

Timely Warning-Notification provided in a suitable manner to students, staff, and salon area guests 

or community neighbors if necessary, of an impending or occurring emergency situation. 

 

Emergency Notification- Immediate notification of an unforeseen combination of circumstances 

that calls for immediate action.  Emergency Notification will be in written form, posted on the front 

and back door of Summit Salon Academy as well as distributed by email to staff members and 

students. Using the codes listed below; also, can be in written form, posted on the front and back 

door of Summit Salon Academy.  

 

Every educator, administrative staff, and front desk personnel have received training on how to 

handle a pending emergency. All staff has been trained in the following Emergency Codes.   

 

Codes for an Emergency Situation 
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Code 1: A lock down situation has occurred.  Staff and students are to remain calm and do not 

leave the classroom. 

 

Code 2: Indicates a need to evacuate the classroom immediately and exit through a front 

entrance only. 

 

Code 3: Indicates a need to evacuate through the back entrance only. 

 

Code 4: Indicates a dangerous situation has occurred outside the building and no one is allowed to 

leave the building. 

 

Code 5: A hostage, criminal or terrorist threat/ situation. 

 

 

Emergency Response Procedures  
• At the time of an urgent unanticipated event, staff members will assess the situation to 

determine the significance of an emergency.  

• Without delay, Summit Salon Academy will take into account the safety of its students, staff 

and salon area guests and surrounding community.  

• In the event of a dangerous situation and without delay will assess the situation and will: 

o Determine appropriate code for the emergency 

o Assist any victim(s) 

o Respond and / or contain the emergency at hand 

o Diffuse the dangerous situation if possible 

o Contact authorities 

o Determine course of action in order to protect entire Academy population 

• Begin the notification process. 

o In the event of an emergency, staff and students will be notified by either verbal 

communication (for students currently in the building), or text message communication 

(for students not in attendance) to notify them of the particular situation.   

• Roll call will be taken as soon as reasonably possible to ensure all students and staffs have 

been accounted for at the time of the emergency.  

• After the police have been notified of the emergency by calling 911, all students will receive 

notification of the emergency by written communication in the form of text message from the  

Command Decision Team (CDT). 

 

The responsible members of the CDT consist of: 
1) Summit Salon Academy Owners 

2) Academy Director 

3) Financial Aid Officer 

4) Admissions Personnel 

5) Educators 

6) Front Desk Support Staff  

 
The verbal or written communication will include:  

1) Type of emergency  

2) Steps to be taken for the emergency situation  
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Initiation of the Notification System 
• Responsible persons in Summit Salon Academy will determine means of notification through 

but not limited to: 

o Fire alarms to alert the campus community 

o Code alerts 

o Text messages 

o Posting written notices as more specific information becomes available.   

 

Determining who should be notified: 
• The CDT will identify / determine the extent of the emergency and enact appropriate means 

of notifications through the suitable means of: 

o Telephone 

o Text messaging 

o Written communication 

• The CDT will determine the extent of information that needs to be released and will 

disseminate to staff, students, and salon area guests / public as appropriate. 

 

The verbal/written communication will include:  

1) Type of emergency  

2) Steps to be taken for the emergency situation  

 

Emergency procedures will be tested on a yearly basis.  
• Yearly testing of emergency procedures is scheduled by the owner.  

• Staff will be alerted to the scheduled date(s), however; the students will be unaware until the 

actual emergency test occurs to ensure proper evaluation of emergency procedures. 

• Owners and staff will evaluate the testing results and implement improvements needed to 

secure the safety of all concerned.   

 

Emergency Procedures Due to Criminal or Terrorists Threats 
• Upon receipt of information pertaining to a criminal or terrorist threat during business hours, the 

person receiving the information should notify a staff member(s) of the impending or occurring 

emergency.   

• Response 

o Immediate assessment of situation to determine response needed to address the threat 

at hand. 

o Trained staff members will respond to the situation using Emergency Codes if necessary. 

o Conduct risk assessment of vulnerability of all areas of the building including classrooms. 

o Contact civil authorities to determine appropriate action. 

▪ All telephones have local law authorities programmed into the system. 

o Advise students to take shelter in pre-defined areas, based on threat and safety of 

students 

▪ Possible evacuation of entire campus for a length of time to be determined 

based on the situation at hand. 

• Incident Management 

o Have current facility maps available for local authorities 

▪ Copy kept readily available off sight 

• When applicable, Summit Salon Academy will post the time class will resume on outside doors.   

Emergency Procedures Due to Hurricanes 
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• When a hurricane watch is issued from the National Weather Service, Summit Salon Academy 

alerts the students of a pending hurricane in the area and advises the students of possible 

cancellation of classes.   

• When a hurricane warning is issued from the National Weather Service, Summit Salon 

Academy offices are closed and classes are cancelled.   

• Once the hurricane threat has diminished, email notification will be sent to students when 

classes will resume.  

Tornado Warning 
• When a tornado warning is issued: 

o A tornado has actually been sighted 

o Or has been indicated by radar 

o Public warning will come over the radio.  

 

Tornado Warning Procedure 
• DO NOT leave the building 

• Move away from the perimeter and exterior of the building 

• Locate a posted SEVERE WEATHER SHELTER AREA sign.  If you do not have time to locate:  

o Go to an inner hallway or a smaller inner room such as a bathroom or closet  

o Vacate any exterior rooms and close the doors to those rooms.  

o Stay away from windows.  

o Take shelter under tables, if possible.  

o Avoid places with wide-span roofs and windows such as the salon area 

o Go to the center of the room.  

o Sit down and cover your head.  

o Make every effort to remain calm and encourage those around you to do likewise.  

o Remain in the shelter location until instructed to return to your previous activities.  

 

 

Drills  
• Fire drills will be practiced twice a year and require your most serious cooperation and 

consideration.   All exits must be in working condition and unobstructed. 

• Security plan is in place 

o All staff and students knowledgeable 

o Staff and students should have clearly defined roles 

o Practiced unannounced drills 

▪ Fire 

▪ Intrusions  

▪ Attacks  

▪ Hostage situation 

▪ Earthquake 

▪ Tornado 

• Hurricane 

Summit Salon Academy evaluates all drills and records the results in writing and conducts an 

evaluation of improvements needed 

 

In A Fire Emergency 
• If you smell smoke or see fire, report it immediately to an educator.  A warning will then be 

given by staff.  Do not panic.  Proceed as follows: 
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• Students in the salon area exit single file out the front doors.  If you have a guest at the time, 

the guest is your responsibility. 

• After exiting Summit Salon Academy, proceed safely away from the building.   

• Support staff at front desk will help guest in reception area out the front doors. 

• Proceed to safety away from the building. 

• Students in the classrooms, student lounge, conference room, and spa area should exit 

through the nearest door, single file.   

• Locate and join the students and guests from the salon area.  

• Familiarize yourself with your evacuation route and the location of all emergency and regular 

exits.    

• The evacuation route illustration is found in the student’s lounge.   

VIOLATION OF FIRE SAFETY RULES PUTS LIVES IN JEOPARDY.  TAMPERING WITH FIRE ALARMS OR FIRE 

EQUIPMENT CAN RESULT IN FINES AND POSSIBLE INCARCERATION ACCORDING TO OHIO STATE LAWS.  

In case of serious accident or illness:  
• Call 9-1-1  

• Do not move sick or injured person(s).  

• Be careful to avoid personal contact with any body fluids such as blood, vomit, or saliva.  

• Stay with the victim and reassure her/him that help is on the way.  

 

 

Power Failure:  
• Remain calm 

• Do not move 

• Await instructions from staff personnel.  

• If instructed to evacuate, use designated emergency exits ONLY.   
  

 

Attendance 
Flex Hours 

Flex Hours are the maximum number of absence hours that a student can accrue during their 

scheduled enrollment before over contract fees occur. Any and all absence hours beyond the 

allotted Flex Hours per program will result in over contract fees as stated in the student’s Enrollment 

Agreement.  

As outlined in the Student Catalog, Max Time Frame is the maximum time (which does not exceed 

118% of the course length) allowed for students to complete each course. Flex Hours do not extend 

Max Time Frame requirements.  

 

Advanced Cosmetology Program: Maximum of 90 Flex Hours  

Advanced Esthetics Program: Maximum of 38 Flex Hours 

Advanced Manicurist Program: Maximum of 15 Flex Hours  

 

Once these hours are exhausted students start to accrue over contact fees in accordance with their 

Enrollment Agreement. Use of Flex Hours will extend the Completion Date (page 5 of the Enrollment 

Agreement) by the number of hours used. 

 

Unexcused Absence 
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Any absence hours for which you do not have a professional note (i.e.; doctor, mechanic, etc.) will 

be documented as an unexcused absence. In the event that you, the student, will be tardy or 

absent from class it is your responsibility to leave a voicemail on the attendance line at least 30 

minutes prior to when your class is scheduled to begin. If tardy to school you must call the 

attendance line and specify what time you will arrive at school. Students may not be more than 30 

minutes late to school without a professional note. If the school has not received notification from you 

by the time your class is scheduled to begin you would be documented as a No Call No Show 

(NCNS). When calling in please call 419-873-9999 Ext 5. In the event you must leave early due to an 

emergency or illness, you must have the Emergency Leave Form completed and signed by your 

educator(s).  Attendance is reviewed the 1st and the 15th of every month (or the following business 

day if a weekend or holiday). Students who are determined to be excessively absent will be placed 

on an Action Plan. Any violation of the Action Plan can result in termination of your enrollment.  

 

Advanced Cosmetology Program: 180 Hours of Accumulated Absences 

Advanced Esthetics Program: 76 Hours of Accumulated Absences 

Advanced Manicurist Program: 30 Hours of Accumulated Absences  

 

Any clocked hours, or fraction of, that are missed will count towards a student’s absence hours and 

will be removed from the student’s Flex Time availability. This includes but is not limited to; tardiness, 

clocking out early, disciplinary suspensions and any absences. 

An unexcused tardy, unexcused absence or left school early (LSE) are each considered an 

Occurrence. Students are granted 2 Occurrences per month. Occurrence allowances will reset on 

the first of every month.  

 

First (1) Occurrence: Unexcused Tardy/LSE/Absence will result in a verbal warning. 

Second (2) Occurrence: Unexcused Tardy/LSE/Absence will result in a written warning. 

Third (3) Occurrence: Unexcused Tardy/LSE/Absence will result in a 1-Day suspension and every 

occurrence thereafter, within the same month, will result in a 1-Day suspension. 

The only exemption to Occurrences is an approved professional note. 

 

Weather Related Absence 

In the event of inclement weather Summit Salon Academy staff will notify students of a school closure 

through a post on Social Media, specifically the Summit Salon Academy Perrysburg Instagram and 

Facebook accounts. Additionally, staff will attempt to notify students through text message or via 

other communication platforms (i.e., Group Me) as quickly as possible. The decision to close due to 

weather conditions will be made considering multiple factors. If the school remains open, but the 

county in which the student resides is under a Level 2 or Level 3, as classified by the National Weather 

Service's severe weather alert system, the student’s absence would not result in an Occurrence. In 

this case the student would still need to call the school to report the absence and explain the 

circumstance, additionally the student may be asked for documentation of the weather alert.  

 

Personal Service Voucher 

 
Personal Service Vouchers will be awarded to students that maintain perfect attendance (this 

includes absence, leaving school early and being tardy), in the previous month. Students are 

required to pay service tax by cash or credit. Personal Service Vouchers are not transferrable to 

another student or other persons. The vouchers are null and void if you take a leave of absence, 

drop from the program and expire 30 days after a student graduates. 
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The front desk support staff will schedule all student services. Guest’s services are first priority. If a 

student is scheduled for personal services and a guest appointment is needed; the student’s 

appointment will be moved. Your student service provider will fill out a service ticket, have it signed, 

and all services will be checked by an educator. Chemical services cannot be scheduled for 

students on Fridays. The student is the guest while receiving the services; therefore, the student 

service provider will receive grades throughout the process. When a student is using their Perfect 

Attendance voucher and the services exceed the $40.00, the student would pay one-half of the 

remaining balance. Any remaining balance must be paid for at the time of service. 

 

 

Copyright Infringement Policy 
Unauthorized distribution of copyrighted material, including unauthorized peer- to-peer sharing, and 

the use of Summit Salon Academy information and its technology systems will subject students to 

Academy disciplinary actions and may subject students to civil and criminal liabilities and penalties 

of federal copyright laws.   

 

A student may be terminated from Summit Salon Academy for the following reasons: 

• On an authorized Academy computer without permission 

• Tampering or disabling an Academy computer 

• Removing information from an Academy computer by print or illegally downloading 

• Moving or deleting information from an Academy computer 

• On an Academy computer unattended 

• Unauthorized use of an Academy computer that is not accessible to students 

• Unauthorized peer-to-peer file sharing  

• Unauthorized distribution of copyrighted materials in any form using Summit Salon Academy’s 

information technology system 

 

Students may have limited access to the following Academy computers; however, students may not 

log into the following Academy computers without authorization from an Academy owner, director 

or educator. 

• Student Salon Area Front Desk Appointment Book 

• Student Salon Area Booking Station 

 

The student must be under the supervision of a licensed educator or an Academy staff member at all 

times while using Summit Salon Academy computer.  

 

Students do not have access to the following Academy computers: 

• Admissions 

• Financial Aid Office 

o A student may complete their FAFSA/ E-MPN / Entrance Loan Counseling / Exit Loan 

Counseling on line only when in the presence of the financial aid administrator 

• Owners 

• Director  

 

A student may be subject to termination from Summit Salon Academy for the following reasons: 

• Unauthorized use of Academy copyrighted material  

• Tampering or disabling an Academy computer 

• Removing information from an Academy computer by print or illegally downloading 

• Moving or deleting information from an Academy computer 
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• Distributing Academy copyrighted material in any form with unauthorized persons or 

companies  

 

In addition, a student or employee may be subject to criminal penalties resulting from prosecution.  

This above-mentioned list is not all-inclusive and the student and employee needs to be aware of 

possible severe sanctions if found to be violating the copyright policies.  

 

Copyright infringement is the act of pursuing, without Academy 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 any 

copyrighted work.  In the file-sharing context, downloading or uploading substantial parts of a 

copyrighted work without authority constitutes an infringement.  An alternative to copyright 

infringement is to purchase information legally.   

 

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 infringement.  For “willful” 

infringement, a court may award up to $150,000 per work infringed.  A court can, in its discretion, also 

assess costs and attorney’s fees.  For details, see Title 17, United States Code, Section 504,505. 

 

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 Web site of the 

U.S. Copyright office at www.copyright.gov.   

 

 

Family Educational Rights and Privacy Act – given to each student at time of 

enrollment 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. І 1232g; 34 CFR Part 99) is a federal 

law that protects the privacy of student education records. All students have the right to review their 

education records. All requests to inspect the students file will be handled through the Admissions 

Office.  The law applies to all schools that receive funds under an applicable program of the U.S. 

Department of Education 

         

FERPA gives parents certain rights with respect to their children's education records. These rights 

transfer to the student when he or she reaches the age of 18 or attends a school beyond the high 

school level. Students to whom the rights have transferred are "eligible students." 

• Parents / guardians of a dependent minor or eligible student have the right to inspect and 

review the student's education records maintained by the school and must be provided within 

45 days following its receipt of request. Schools are not required to provide copies of records 

unless, for reasons such as great distance, it is impossible for parents or eligible students to 

review the records. Schools may charge a fee for copies. 

• Parents or eligible students have the right to request that a school correct any record which 

they believe to be inaccurate or misleading. If the school decides not to amend the record, 

the parent or eligible student then has the right to a formal hearing. After the hearing, if the 

school still decides not to amend the record, the parent or eligible student has the right to 

place a statement with the record setting forth his or her view about the contested 

information. 

http://www.copyright.gov/
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• FERPA is intended to require only that schools conform to fair recordkeeping practices and not 

to override the accepted standards and procedures for making academic assessments, 

disciplinary rulings, or placement determinations.  

• Generally, schools must have written permission from the parent or eligible student in order to 

release any information from a student's education record. However, FERPA allows schools to 

disclose those records, without consent, to the following parties or under the following 

conditions (34 CFR І 99.31): 

o School officials with legitimate educational interest; 

▪ A school official is defined as one who generally has a legitimate educational 

interest if the official needs to review an education record in order to fulfill his or 

her professional responsibility.  Examples would be parties such as but may not 

be limited to: educators, administrators, attorneys, and counselors, members of 

committees or disciplinary boards. 

o A legitimate educational interest is defined as a genuine desire to aid the 

student in a successful scholastic outcome.  

o Other schools to which a student is transferring; 

o Specified officials for audit or evaluation purposes; 

o Appropriate parties with a connection to the financial aid of a student and related to 

conditions to receive the aid and to enforce the terms and conditions of the aid; 

o Organizations conducting certain studies for or on behalf of the school; 

o Accrediting organizations; 

o To comply with a judicial order or lawfully issued subpoena;  

o Appropriate officials in cases of health and safety emergencies; and 

o State and local authorities, within a juvenile justice system, pursuant to specific State 

law. 

o Summit Salon Academy will maintain a record in the student’s file listing to whom 

personally identifiable information was disclosed and the legitimate reason the parties 

had in obtaining the information.  The “Authorization to Release Information” form will 

be filled out and placed in the student’s file to fulfill this requirement. 

▪ This above statement does not apply to “school officials with a legitimate 

educational interest or to directory information”. 

• Schools may disclose, without consent, "directory" information such as a student's name, 

address, telephone number, date and place of birth, honors and awards and dates of 

attendance. However, schools must tell parents and eligible students about directory 

information and allow parents and eligible students a reasonable amount of time to request 

that the school not disclose directory information about them. Schools must notify parents and 

eligible students annually of their rights under FERPA. The actual means of notification (special 

letter, inclusion in a PTA bulletin, student handbook, or newspaper article) is left to the 

discretion of each school. 
 

 

Drug Prevention – given to each student at time of enrollment 
Summit Salon Academy prohibits the unlawful possession, use or distribution of illicit drugs and alcohol 

by students and staff on the property or as part of any Academy activities. Summit Salon Academy 

will immediately contact law enforcement officials to report all unlawful activities. 

The health risks of the use of illicit drugs and alcohol abuse require providing education and referral 

for students and staff.  Summit Salon Academy provides education annually and refers students and 

staff to local services.  Area drug abuse information, counseling, referral and treatment centers 

information is made available to students or staff members. 
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Summit Salon Academy will expel students and terminate staff involved in unlawful possession, use or 

distribution of illicit drugs and alcohol.  Summit Salon Academy will refer such cases to the proper 

authorities for prosecution.  Students and staff may be reinstated upon completion of an appropriate 

rehabilitation program. 

 

As a condition of enrollment, students must notify Summit Salon Academy of any criminal drug 

statute conviction for a violation occurring in the workplace not later than five days after such 

conviction. 

 

There are serious legal sanctions for illegal use of drugs and/or alcohol.  There is serious health risks 

associated with such use.  Health risks associated with the use of illicit drugs and the abuse of alcohol 

include: impaired mental and physical health, neurological disease/damage, memory and 

intellectual performance interference, mental and physical depression, uncontrollable violence, 

impulsive behavior, convulsive seizures, homicide, suicide, cardiac disease or damage, 

cardiovascular collapse or heart failure, gastrointestinal disease or damage, ulcers or erosive gastritis, 

anemia, liver and pancreatic disease, liver failure or pancreatitis, deteriorating relationships, and 

death. 

 

Where to turn for help in this area: 

• Emergency Substance Abuse Hotline 1-800-662-4357 

• Dial 988 Suicide & Crisis Lifeline 

• National Drug Helpline 1-844-289-0879 

• SAMHSA 1-800-487-4889 

 

Complaint Procedure 
Complaint procedures are included in the Student Handbook as part of the student orientation 

process, assuring all students are aware of Summit Salon Academy policy and procedures for filing a 

complaint.  Summit Salon Academy will make every attempt to resolve a complaint that is not 

frivolous or without merit. Evidence of all final resolutions to a complaint will be kept in Summit Salon 

Academy files and will be available during an accreditation onsite visit in order to determine nature, 

frequency and patterns of complaints against Summit Salon Academy.  

 

The accrediting body will not intervene on behalf of students in cases of disciplinary action or 

dismissal, or act as a court of appeals in such matters as admission, graduation, fees, and similar 

points of issue, unless the context suggests unethical or unprofessional actions that seriously impair or 

disrupt the educational services of a candidate or accredited institution.  

 

Parties Who May File a Complaint 
A complaint may be filed by any party who has good reason to believe that an accredited school or 

an initial applicant or institution in candidate status has violated accreditation standards and criteria 

or other accreditation requirements. Parties include but are not limited to, students and former 

students of Summit Salon Academy, prospective students, governmental agencies with responsibility 

for activities of cosmetology or massage schools, members of the public, and other accredited 

schools.  

 

Complaint within Summit Salon Academy 
If the student has a complaint that needs to be addressed, the following procedure should be 

followed:  

Discuss the situation or concern with an educator.   
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• Should a formal complaint become necessary, the student should register the complaint in 

writing on Summit Salon Academy designated form within 60 days of the actual date the 

grievance occurred. 

• The complaint should be given to the Director of Summit Salon Academy. 

• The complaint will be reviewed by Summit Salon Academy management and a response will 

be sent to the student in writing within 30 days of receiving the complaint. The initial response 

will notify the student of the investigation process and any actions being taken in regard to the 

complaint. 

• If necessary, the complaint will be referred to an appropriate agency (if applicable) pending 

the complaint cannot be resolved by Academy management. 

• Interviews of appropriate staff and students regarding the complaint, will take place if 

deemed necessary. 

• In extreme cases, Academy management may appoint a hearing committee to conduct an 

informal hearing regarding the complaint.  

• The hearing committee will consist of an Academy non-owner educational staff member not 

involved in the complaint, a corporate officer of Summit Salon Academy, a person not related 

to the student filing the complaint or another student, and a non-employed Academy 

individual who cannot be related to Summit Salon Academy owner(s).  

• The informal hearing will take place within less than 90 days from the formation of the hearing 

committee. 

• The student filing the complaint must be present during the hearing and the student will be 

given an opportunity to present their case, followed by Summit Salon Academy response, 

followed by a hearing committee question / answer session of all parties involved. 

• Within 15 days of the hearing, the committee will prepare a summarized report of witness’ 

testimony and a committee recommendation for resolution.  

• Academy management may accept, reject, or modify the recommendation by the 

committee.   

• Academy owners may accept, reject, or modify the recommendation by the committee.  

• Student’s must complete and exhaust Summit Salon Academy’s internal complaint procedure 

prior to contacting state or accrediting agencies. 

• If the student has tried to resolve the issues through Summit Salon Academy’s complaint 

process and is unsuccessful, the student may contact the Ohio State Board of Cosmetology at 

1929 Gateway Circle, Grove City, Ohio 43123.  Phone: 614-466-3834. 

• If the complaint escalates to the accrediting body, the student must show that Summit Salon 

Academy’s complaint procedure has been followed and indicate why the matter is 

considered unresolved at the time of submitting a complaint to the accrediting body.  

1. The student must submit a signed formal complaint form (available at 

www.naccas.org) to the Executive Director of the Commission. 

• If accredited you must include: Summit Salon Academy’s accreditation agency may be 

contacted at: 

NACCAS 

3015 Colvin Street 

Alexandria, VA 22314.   

Phone number: 703-600-7600.   

Content of the Complaint when filed with Accreditation Agency 

• The student must use a formal accreditation complaint form when submitting a formal 

complaint to the accrediting body.   

• Complaint must include basis of any allegations of noncompliance with accreditation 

standards and criteria, rules of practice, or commission goals or requirements.  

• Contain all relevant names and dates with a brief description of the basis of the complaint. 
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• Attach supporting documentation or materials in regard to the allegations. 

• Include a release from the complainant(s) authorizing the Commission to forward a copy of 

the complaint, including the identity of the complainant(s) to Summit Salon Academy. 

o Complaints that are filed seeking recompense for an individual grievance cannot be 

kept confidential since information must be obtained from Summit Salon Academy to 

address the person(s) allegations.  

o If additional information is needed, a complaint form shall be sent to the complainant 

and whereby the complainant will have 21 days to respond with the completed 

complaint form.  If the completed form is not returned within 21 calendar days, the 

complaint will be abandoned by the accreditation body.  

o The Executive Director shall acknowledge the receipt of the complaint within 10 

business days of arrival.  

o If the complaint fails to meet accreditation requirements, the complaint shall be 

referred to a committee established by the accrediting body.  

 

Notice of the Complaint and Accreditation Reponses 
• The accrediting body will notify Summit Salon Academy of such filed complaint and provide a 

copy of the complaint or summary of the allegations outlined in the complaint along with the 

accreditation Standards and Criteria, Rules of Practice and Procedure, accreditation 

objectives or other Commission requirements which were allegedly violated. 

• Within 10 calendar days after receipt of complaint, the Executive Director shall encourage an 

informal resolution or settlement of the dispute. 

• Within 21 calendar days, if an informal resolution is not reached, a formal written complaint 

must be sent to Summit Salon Academy and the accreditation body shall advise Summit Salon 

Academy that it has 21 calendar days from the date of receipt of the notice to submit a 

response to the complaint.  

• The response of Summit Salon Academy must list all defenses Summit Salon Academy intends 

to assert and shall be accompanied by documentation supporting Summit Salon Academy’s 

response.  

o The accrediting body may request additional information at any time.  

o Summit Salon Academy’s responses and any other information concerning the 

complaint proceeding shall be sent by certified mail, return receipt requested within 21 

calendar days of the notice of the filing of the complaint. 

 

Accreditation Action on a Complaint 
• Upon expiration of the time limits for submission of Summit Salon Academy’s response or for 

submitting additional information that was requested, the designated committee  or the 

Commission shall take one or more of the actions authorized in the Rules. In addition the 

following actions may be taken. 

o Determine that the information received is insufficient to constitute a complaint. 

o Encourage an informal resolution or settlement of the dispute. 

o Declare the complaint resolved. 

o Refuse to process any complaint that has been determined to be frivolous or without 

merit, brought due to aggravation or due to oppressive reasons or submitted 

anonymously.  

• If the accrediting body refuses to process a complaint, and if the complainant’s identity is 

known, will return the complaint to the complainant and provide a statement of the reasons 

for denying the processing of the complaint.  

o The complainant may file a new complaint which meets the accreditation 

requirements if the previous complaint was rejected.  
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• All documentation regarding a complaint shall be kept in Summit Salon Academy files.   

 If an educator or employee has a complaint that needs to be addressed, the Complainant should 

address the complaint using the same procedure, with the exception of the educator or employee 

will go directly to the complaint committee with the issue. 
 

Content of the Complaint when filed with Accreditation Agency 
• The student must use a formal accreditation complaint form when submitting a formal 

complaint to the accrediting body.   

• Complaint must include basis of any allegations of noncompliance with accreditation 

standards and criteria, rules of practice, or commission goals or requirements.  

• Contain all relevant names and dates with a brief description of the basis of the complaint. 

• Attach supporting documentation or materials in regard to the allegations. 

• Include a release from the complainant(s) authorizing the Commission to forward a copy of 

the complaint, including the identity of the complainant(s) to Summit Salon Academy. 

o Complaints that are filed seeking recompense for an individual grievance cannot be 

kept confidential since information must be obtained from Summit Salon Academy to 

address the person(s) allegations.  

o If additional information is needed, a complaint form shall be sent to the complainant 

and whereby the complainant will have 21 days to respond with the completed 

complaint form.  If the completed form is not returned within 21 calendar days, the 

complaint will be abandoned by the accreditation body.  

o The Executive Director shall acknowledge the receipt of the complaint within 10 

business days of arrival.  

o If the complaint fails to meet accreditation requirements, the complaint shall be 

referred to a committee established by the accrediting body.  
 

Bullying and Harassment Policy 
Summit Salon Academy will address issues involving harassment or bullying in any form; student to 

student; student to staff member(s); staff member(s) to student; or staff member to staff member.  All 

staff members and students have a responsibility to cooperate fully with the investigation of an 

alleged bullying or harassment complaint.  

  

Bullying means systematically and chronically inflicting physical hurt or psychological distress on 

one or more students or staff. It is further defined as; unwanted purposeful written, verbal, nonverbal, 

or physical behavior, including but not limited to any threatening, insulting or dehumanizing gestures 

by a student or staff that has the potential to create an intimidating, hostile or offensive educational 

environment or cause long term damage; to cause discomfort or humiliation or unreasonably 

interfere with the individuals academic performance or participation is carried out repeatedly and is 

often characterized by an imbalance of power. 

 

Bullying may involve, but is not limited to; unwanted teasing, threatening, intimidating, stalking, cyber 

stalking, cyber bullying, physical violence, theft, sexual, religious or racial harassment, public 

humiliation, destruction of Summit Salon Academy or personal property, social exclusion, including 

incitement and/or coercion, rumor or spreading of falsehoods. 
 

Harassment is defined as any threatening, insulting, or dehumanizing gestures, use of technology, 

computer software, or written, verbal or physical conduct directed against a student or employee 

that places a student or employee in reasonable fear of harm to his or her person or damage to his 

or her property; has the effect of substantially interfering with a student’s educational performance, 

or employee’s work performance; has the effect of substantially negatively impacting a student’s or 
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employee’s emotional or mental well-being; has the effect of substantially disrupting the orderly 

operation of Summit Salon Academy. 
 

Sexual Harassment is defined as intimidating, bullying, threatening or coercion of unwanted 

sexual advances either physically or verbally including by means of social media and / or 

technological devices.  Sexual harassment can also include an inappropriate promise for sexual 

favors.  Sexual harassment can take the form of crude language of sexual nature, mild annoyances / 

transgressions to actual sexual assault or sexual abuse. Individuals wishing to learn additional 

information about registered sex offenders may check website information for the City of Perrysburg. 

 

If bullying or harassment in any form occurs in Summit Salon Academy, contact the Perrysburg Police 

Department to file a report immediately.  Summit Salon Academy will do everything possible to assist 

in this serious matter.  If such a serious offense occurs, it is important to preserve evidence of the 

criminal offense.  Information regarding area counseling centers will be provided upon request by a 

student or staff member. 

 

If an offense happens where both the accused and the accuser attend Summit Salon Academy, 

both the accuser and the accused are entitled to the same opportunities to have others present 

during a disciplinary proceeding and will be informed of Summit Salon Academy’s final 

determination of any Academy disciplinary proceeding with respect to the alleged offense and any 

sanction that is imposed against the accused. Dismissal may occur following a final determination of 

said proceedings.  

 

Summit Salon Academy will work with students to change their situation (i.e., allowing the student to 

take a leave of absence or enroll in a later program) if a change is requested by the victim and the 

change is reasonably available.   
 

 

Campus Security Disclosure and Emergency Procedures/ Evacuation Campus 

Security Act Information Disclosure - Under the Crime Awareness Campus Security Act of 

1990, we are required to provide you with the following safety information about our campus.  Summit 

Salon Academy is committed to providing safety to all of its students, faculty, and staff.  If a crime 

happens to you or your property or if there is an emergency occurring on campus report it to an 

educator or owner immediately.  That individual will assist the student or guest in reporting the crime to 

the local police or other appropriate security force. Summit Salon Academy will provide students, 

faculty, and staff with a copy of this crime report from the previous calendar year by October 1st of the 

following year.  Statistics will be gathered from the local police and compiled in the annular report.  

The report will show the number of incidents on campus, including Summit Salon Academy parking lot 

and adjacent streets and is divided into the following categories:   
 

Occurrences in:                                                         2021    2022    2023 

a. Criminal Homicide:   

Murder and non-negligent manslaughter   _0_     0_         0_ 
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i. Negligent manslaughter                0_         _0_       _0_ 

b. Sex Offenses:  

i. Forcible sex offenses  _0_    _0_       _ 0_ 

ii. Non-forcible sex offenses  _0_    _0_          _0_ 

c. Robbery                  _0_         _0_          _0_ 

d. Aggravated Assault   _0__    _0_        _0_ 

e. Simple Assault    _0__    _0_        _0_ 

f. Intimidation                _0__    _0_        _0_ 

g. Vandalism                _0_         _0_        _0_ 

h. Burglary                _0__    _0_        _0_ 

i. Motor Vehicle Theft   _0__    _0_        _0_ 

j. Larceny-Theft    _0__    _0_          _0_ 

k. Arson     _0__    _0_        _0_ 

l. Liquor Law Violations:   _0__       _0 _          _0_ 

i. Arrests for liquor violations, drug law violations, and illegal weapons possession 

                _0_    _0_          _0_ 

ii. Persons not included above who were referred for campus disciplinary action 

for liquor law violations, drug law violations, and illegal weapons possessions 

                                _0__    _0_       __0_ 

m. Hate Crimes        

i. Race                _0_    _0_       _0__ 

ii. Gender                _0__    _0__       _0__ 

iii. Religion                _0__    _0__       _0__ 

iv. Sexual Orientation             _0__    __0_         __0_ 

v. Ethnicity              _0__     __0_         __0_ 

vi. Disability              _0_    __0_         __0_ 

vii. Intimidation              _0__    __0_         __0_  

          

2. Although the school does not employee security officers, Summit Salon Academy has a 

working relationship with the local police who are able to support and provide services 

promptly in the event of an incident.  We encourage accurate and prompt reporting of all 

crimes to the local police. 

3. In addition to the required annual campus security report, Summit Salon Academy will 

provide a timely warning to students of any occurrences of the following crimes that are 

reported to local police agencies and are considered to represent a serious or continuing 

threat to students and employees.  As soon as the school becomes aware of the crimes, 

students and employees will be notified in the timeliest manner possible.  These crimes 

include: criminal homicide, forcible and non-forcible sex offenses, aggravated assault, 

simple assault, intimidation, vandalism, burglary, motor vehicle theft, larceny-theft, arson, 

hate crimes including crimes involving bodily injury reported to local police agencies that 

show evidence of prejudice based on race, gender, religion, sexual orientation, ethnicity 

or disability, arrests for violations of liquor and drug law violations, and illegal weapons 

possession, and persons not arrested but referred for disciplinary action for liquor, drug, and 

weapons law violations.   

Note: Summit Salon Academy is not required to provide timely warning with respect to crimes 

reported to a pastoral or professional counselor.  If a student wishes to report crimes on a 
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voluntary, confidential basis for inclusion in the annual disclosure of crime statistics, contact 

Jessica Johnson, Jennifer O’Connor, or Nicole Henson in the Administration office.                                                   

The facilities are open Monday through Saturday according to assigned class/salon area 

schedules.  The building may also be open for educational classes for licensed professionals 

in cosmetology or to groups securing the use of the facilities through the owner. Only 

educators and owners have keys to the building thus preventing internal crimes to as great 

an extent as possible. We encourage students and employees to be responsible for your 

own security and the security of others.   Summit Salon Academy does not provide any 

programs on campus regarding security or prevention of crimes.  If students wish to learn 

more about personal security or prevention of crimes, contact the local Police Department. 

Summit Salon Academy does not have any off-campus locations and therefore all 

monitoring and recording of any criminal activity is conducted at the campus location of 

116 W. South Boundary St. Perrysburg, Ohio 43551.  

 

 

 

Audio / Video Recording Policy 
Neither students nor employees may record audio or video, photograph (with camera phones or 

otherwise), or assist anyone in taping or photographing, any other students, employees, clients, or 

operations of Summit Salon Academy without the written consent of management and all 

participants. Anyone caught violating this policy could face either suspension or expulsion from 

Summit Salon Academy. 

 

 

Personal Conduct Outside of Summit Salon Academy 
Any student or employee involved with illegal or immoral conduct, or who is arrested or convicted of 

illegal conduct may be subject to discipline, termination, or expulsion. This is true while on Summit 

Salon Academy premises, but also off-premises at all times. Such conduct may negatively affect 

Summit Salon Academy customers, other students and employees, the public or its reputation. In 

determining what action to take, Summit Salon Academy will consider the nature of the charges, 

and the student or employee’s record and performance at Summit Salon Academy. 

 

 

 

ATTACHMENTS 
 

COURSE OUTLINE / SYLLABUS 

ABSENT REQUEST FORM 

ADDITIONAL HOURS REQUEST FORM 

FEDERAL DRUG TRAFFICKING 

 

THE FOLLOWING ATTACHMENTS ARE TO BE COMPLETED AND SUBMITTED TO BE PLACED IN THE 

STUDENT’S PERMANENT RECORDS. ONLY FORMS WITH AN ASTERISK ARE TO BE TURNED IN.  
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STUDENT INFORMATION FORM* 

PHOTO RELEASE FORM* 

“I UNDERSTAND” FORM* 

ORIENTATION CHECKLIST* 

TIME CLOCK POLICY* 

DRUG PREVENTION POLICY SIGN OFF FORM* 

CAMPUS SECURITY DISCLOSURE SIGN OFF* 

 

 
 


