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Welcome to Zorganics Institute, where passion meets profession and dreams take chape. At the heart of our
institute ic a commitment to fostering creativity, ckifl, and perconal growth within the beavty industry, taking a

holistic approach to beavty and wellness through ccience and art.

Ag the founder of Zorganics Institute, I, Frida Emalange, believe in the trancformative power of education. We've
created a nurturing environment where agpiring beavty profecscionals can thrive, learning from experienced
instructors who are dedicated to your cuccecs. Qur curricolum blends time-honored technigues with the latest

industry trends, ensuring you graduate with the confidence and expertise to excel.

ZLorganics Institute ic more than just a cchool: it'c a community. We value integrity, profecsionaliom, and a genuine
passion for the art of beavty. Whether you're drawn to the precicion of barbering, the artictry of cosmetology, or

the ccience of ecthetics, we're here to quide you on your journey.

We are proud to annovnce that Zorganics Institute has achieved high rates of graduation, licencure, and
placement acrose our programs. This achievement reflectc our unwavering dedication to our students’ cuccecs. We
are committed to providing the highect quality education and cupport, ensuring that our graduates are

well-prepared to excel in their chosen careers.

We invite you to explore the opportunities that await you at Zorganics Institute. (et uc help you turn your passion

into a fulfilling career.
Warmdly,

Frida Emalange. Founder of ZORGANICS® Institute
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SCHOOL HISTORY:

ZORGANICS® Institute was founded with a vision to provide comprehensive, holistic education in
the beauty and wellness industry. The institute obtained its school license from the Washington
State Department of Licensing on September 13, 2018, and from the Washington State Workforce
Training Board on October 1, 2018, subsequently being placed on the Eligible Provider List
(www.wtb.wa.gov).

The Zorganics® Institute is unique, reflecting the extensive experience of its owner, Frida
Emalange. With over 23 years in the beauty industry, Mrs. Emalange’s experiences include owning
spas, overseeing salons, and developing a product line of organic beauty products sold in retail
stores and online. As an entrepreneur who has experienced and succeeded in every facet of the
industry, she launched Zorganics® Institute to help others achieve the same success. Mrs.
Emalange’s strong desire to diversify the institute’s classes allows students of all backgrounds to
follow their own interests, set their own pace, and successfully prepare for a career in the beauty
industry. Mrs. Emalange truly cares about her students’ success, as evidenced by Zorganics®
Institute’s curriculum of high standards and consistent graduation rates. (17)

School Location and Facility: (2)

Located in a comfortable, 4,500 square-foot facility at 410 West Bakerview Road, Suite 112,
Bellingham, Washington, Zorganics® Institute provides a comprehensive learning environment for
a wide range of programs,, Cosmetologist,, Esthetician, Master Esthetician, and various
post-graduate courses. All programs are instructed in English. (1)

At Zorganics® Institute, our philosophy centers on providing a nurturing and hands-on
educational experience that empowers students to achieve their full potential in the beauty and
wellness industry. We are committed to fostering creativity, professionalism, and a deep
understanding of industry best practices.

Our facility features three dedicated treatment rooms and spacious classroom areas, fostering an
optimal learning atmosphere. Students gain practical experience in our Hair, Skin, and Nail
clinics, where they have the opportunity to perform salon and spa services and work directly with
clients." (10)

Zorganics Institute is accredited by the National Accrediting Commission of Career Arts and
Sciences (NACCAS) and has been approved by the U.S. Department of Education for Financial Aid,
specifically for the Cosmetologist and Esthetician programs. Additionally, Zorganics® Institute is
approved by the Washington State Approving Agency to offer VA Gl Bill® grants. Please note that
not all programs are immediately eligible for all forms of funding.
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Contact Information

Address: 410 West Bakerview Road, Suite 112 Bellingham, WA 98226

Phone: 360-318-6411
Email: info@zorganicsinstitute.edu
Website: www.zorganicsinstitute.edu

Social Media: Facebook: www.facebook.com/zorganicsinstitute

o Instagram: www.instagram.com/zorganics.institute

Hours of Operation: 8:00 AM - 6:30 PM, Monday - Friday

MISSION STATEMENT (4)

The mission of ZORGANICS Institute is to promote comprehensive learning by empowering aspiring beauty professionals with cutting-edge
education, hands-on practical skills, and invaluable real-world experience. Our holistic approach blends scientific principles with artistic
expression, rigorously preparing students for licensure and ensuring their success through fostering creativity, professionalism, and lifelong career

growth in the dynamic beauty and wellness industry.

Licensing and Accreditation (22

ZORGANICS INSTITUTE is licensed by:
Washington State Department of Licensing

Cosmetologist as in Barber, Hair design, Manicurist, Esthetician, Master Esthetician, and Instructor program

P.O. Box 9026 Olympia, Washington 98507 Phone: (360) 664-6626

WorkForce Board

ZORGANICS INSTITUTE is approved by:
Depart Of Health Massage Therapy program
128-10th Ave SW Box 43105

Olympia, WA. 98504

Web. Wtb.wa.gov workforc@wtb.wa.gov
Phone: (360) 706-4600

National Accrediting Commission of Career Arts and Sciences
ZORGANICS Institute is accredited by:

National Accrediting Commission of Career Arts and Sciences (NACCAS)
Address: 3015 Colvin Street, Alexandria, VA 22314 : (703) 600-7600


http://www.zorganicsinstitute.edu/
https://www.facebook.com/zorganicsinstitute
https://www.instagram.com/zorganics.institute
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COSMETOLOGIST (8a)

CIP CODE: 12.0401 SOC - CODE: 39-5012.00 Certificate Program- Total Clock Hours: 1600:
30 hours per week: Length-12.5 months/50 weeks (9)

DESCRIPTION: The Zorganics® Institute Cosmetologist Program provides 1600 hours of state-required
instruction, designed to prepare students for successful careers as professional cosmetologists. Students
will learn and practice a variety of techniques on mannequins, models, and customers, developing the
speed, accuracy, and diversity of skills required in the profession. Training begins on mannequins in
Phase 1 and progresses to practical training on live models. (8c)

PROGRAM OBJECTIVES: (8d)

To equip students with the skills and knowledge necessary to excel in entry-level cosmetologist positions
and to perform all cosmetology services typically offered in the profession, adhering to industry standards.

Upon completion of the program, graduates will be able to:

Project a positive attitude, personal integrity, and self-confidence.

Practice proper grooming, poise, and effective communication skills.
Understand employer/employee relationships and respect the need to deliver worthy service for
value received.

Perform thorough client consultations and hair analysis.

Demonstrate proficiency in various haircutting techniques.

Exhibit expertise in thermal styling, wet styling, and dry styling.

Apply hair color theory and demonstrate proficiency in hair coloring techniques.
Perform chemical texture services, including perms and relaxers.

Adhere to safety and sanitation standards.

Apply knowledge of hair care products and their applications.

Understand basic business practices relevant to the salon industry

EMPLOYMENT: OCCUPATIONAL INFORMATION NETWORK: O*Net is the nation’s primary source for occupational information
and a tool to search potential career options and obtain valuable information about numerous occupations. You may visit O*Net at
http://www.onetonline.org/crosswalk / and enter the CIP (Classification of Instructional Programs) code listed above under
“education” for more information related to the program.

ON-TIME COMPLETION RATE: This program was offered in 2023 (100%] of cosmetologist graduates completed
their program.

Occupation: Cosmetologist Program. (sb)

Salon Stylist, Hair Color Specialist, Texture Specialist, Salon Owner/Manager, Freelance


http://www.onetonline.org/crosswalk
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Stylist, Makeup Artist, Editorial Stylist, Platform Artist, Product Sales Representative,
Cosmetology Instructor, and EducatorCareer

COST FOR COSMETOLOGIST NOTE: ZORGANICS Institute does not offer on-campus housing.The

total cost of attendance which includes expenses outside of tuition and fees.

Tuition: $23826.00 (26a)

Materials & supplies and lab fees: $7325.00 (26b)
Books: $800.00 (26b)

Orientation Fee: $300.00 (26c¢)

Application Fee: $100.00 (26c)

Processing Fee: $78.00 (26¢)

Enroliment Fee: $150.00 (26c)

TOTAL: $32,579.00

COSMETOLOGIST - CAMPUS Course breakdown of State Required Hours

CURRICULUM:The curriculum is aligned with the Milady Standard Cosmetology (14th edition) textbook
and covers the following key areas: (8f)

(a) Theory of the practice of cosmetology including business practices and basic human anatomy and
physiology;

(b) At least 100 hours of skills in the application of manicuring and pedicuring services;

(c) At least 100 hours of skills in the application of esthetics services;

(d) Shampooing including draping, brushing, scalp manipulations, conditioning and rinsing;

(e) Scalp and hair analysis;

(f) Hair cutting and trimming including scissors, razor, thinning shears and clippers;

(g) Hair styling including wet, dry and thermal styling, braiding and styling aids;

(h) Cutting and trimming of facial hair including beard and mustache design and eyebrow, ear and nose
hair trimming;

(i) Artificial hair;

(j) Permanent waving including sectioning, wrapping, pre perm test curl, solution application, processing
test curl, neutralizing and removal of chemicals;

(k) Chemical relaxing including sectioning, strand test, relaxer application, and removal of chemicals;

() Hair coloring and bleaching including predisposition test and strand test, and measurement, mixing,
application and removal of chemicals;

(m) Cleaning and disinfecting of individual work stations, individual equipment and tools and proper use
and storage of linens;

(n) Diseases and disorders of the scalp, hair, skin and nails;

(o) Safety including proper use and storage of chemicals, implements and electrical appliances;

(p) First aid as it relates to cosmetology; and

(q) Not all training may be on mannequins.
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COSMETOLOGIST - CAMPUS Course — Breakdown by subjects and hours on campus

(8e)

SUBJECT: Theory Hours Practical Hours Total hours
Esthetics - 100 HOURS

Facials 225 20 42.5
Temporary Hair Removal 15 25 17.5
Skin Structure, Diseases & Disorders 20 0 20
Make up 10 10 20
Manicuring - 100 HOURS

Manicuring 8.25 28 36.25
Pedicuring 8.25 40 48.25
Nail Structure, Diseases & Disorders 15.5 0 15.5
Hair Care - 1400 HOURS

Orientation 6 0 6
Shampooing/ conditioning 15 15 30
Properties of Hair/Scalp Structure & Analysis 15 15 30
Scalp/Hair Diseases & Disorders 10 0 10
Hair Cutting 25 225 250
Anatomy & Physiology 30 0 30
Cut/Trim Facial Hair 3 20 23
Principles of hair design 20 0 20
Thermal Style 20 105 125
Wet Style 20 140 160
Dry Style 3 137 140
Style Aids 12 0 12
Artificial Hair/ wig and addition 10 47 57
Safety, Sanitation & First Aid 16 120 136
Laws and Regulations 10 0 10
Hair Coloring /Bleach 20 125 145
Permanent Waving 30 80 110
Chemical texture services Relaxing, 25 18 43
Business Practices 20 0 20
Infection Control 15 0 15
Chemistry 8 0 8
Electricity 8 0 8
State Board Prep 2 10 12
Grand Total Hours 442.5 1157.5 1600
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ESTHETICIAN (8a)

CIP CODE: 12.0409 SOC CODE: 39-5094.00 Certificate Program Clock Hours: 750: 30 hours
per week: Length-6.25 month/25 weeks. (9)

DESCRIPTION (8c)

The Zorganics Institute Esthetician program provides 750 hours of state-required instruction, designed to
prepare students for careers as professional estheticians. Students will learn and practice a variety of
techniques on mannequins, models, and customers, developing the speed, accuracy, and diversity of
skills required in a semi-medical and advanced skin care environment. Training begins on mannequins in
Phase 1 and progresses to practical training on live models.

PROGRAM OBJECTIVES: (8d)

To equip students with the skills and knowledge necessary to excel in entry-level esthetician
positions and to perform all esthetic services typically offered in the profession, adhering to
industry standards.

Upon completion of the program, graduates will be able to:

Project a positive attitude, personal integrity, and self-confidence.

Practice proper grooming, poise, and effective communication skills.

Understand employer/employee relationships and deliver quality service.

Perform thorough client consultations and skin analysis.

Perform advanced analytical and manipulative skills related to esthetics.

Apply theory, technical information, and related knowledge to ensure sound judgments and
procedures.

Train students and graduates in skincare, facials, makeup application, and waxing.
Understand a wide variety of knowledge areas in the field, including semi-medical esthetics.
Adapt to new trends and tools within the esthetics field.

Adhere to safety and sanitation standards.

Apply knowledge of skin care products and their applications.

Understand basic business practices relevant to the salon industry.

ON-TIME COMPLETION RATE:This program was offered in the year 2023 (100%] of Esthetician graduates completed
their program.

EMPLOYMENT: OCCUPATIONAL INFORMATION NETWORK: O*Net is the nation’s primary source for occupational information
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and a tool to search potential career options and obtain valuable information about numerous occupations. You may visit O*Net at
http://www.onetonline.org/crosswalk and enter the CIP (Classification of Instructional Programs) code listed above under “education”
for more information related to the program.

OCCUPATION: Skincare Specialist in a Salon or Spa, Medical Aesthetician,Waxing Specialist, Makeup Artist, Lash
and Brow Artist, Product Sales Representative, Freelance or Mobile Esthetician, Salon or Spa Owner/Manager,
Esthetics Instructor or Educator (8b)

COST FOR ESTHETICIAN: The costs listed below are total cost of attendance which includes expenses outside of
tuition and fees.

Tuition:$13,893.00 (26a)

Materials & supplies and lab fees: $3504.72 (26b)
Books: $800.00 (26b)

Orientation Fee: $300.00 (26c)

Application Fee: $100.00 (26c)

Processing Fee: $78.00 (26c¢)

Enrollment Fee: $150.00 (26¢c)

TOTAL: $18,825.72

ESTHETICIAN - CAMPUS Course breakdown of State Required Hours

CURRICULUM:
The curriculum is aligned with the Milady Standard Esthetics (14th edition) textbook and covers the
following key areas (8f)

Theory in the practice of esthetics services, business practices and basic human anatomy and
physiology (750 hours):

(a) Care of the skin compresses, massage, facials, wraps, masks, exfoliation, use of electrical or
mechanical appliances or chemical compounds;

(b) Temporary removal of superfluous hair of the skin by means including tweezing, waxing, tape,
chemicals, lotions, creams, sugaring, threading, mechanical or electrical apparatus and appliances;

(c) Cleaning and disinfecting of individual work stations, individual equipment and tools and proper use
and storage of linens;

(d) Diseases and disorders of the skin;

(e) Safety including proper use and storage of chemicals, implements and electrical appliances;

(f) First aid as it relates to esthetics; and

(g9) Not all training may be on mannequins

ESTHETICIAN - CAMPUS Course — Breakdown by subjects and hours on campus__(8¢))

SUBJECT: Theory Hours Practical Hours Total Hours
Orientation 6 0 6
Career Opportunities and History of Esthetics 3 0 3
Anatomy and Physiology 15 0 15
Physiology and histology of the Skin 17 0 17
Disorders and Diseases of the Skin 10 0 10
Skin Analysis 29 34 63
Skin Care Products: Chemistry, Ingredients and 15 0 15

10
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Selection

Manual and Machine Facials 108 215 323
Hair Removal 16 70 86
Makeup Essentials 5 10 15
Advanced Topics and Treatments 5 0 5
Body Treatments 5 28 33
Sanitation 15 40 55
First Aid 2 5 7
Infection Control 3 0 3
Chemistry & Chemical Safety 11 0 11
Electricity & Electrical Safety 11 0 11
Safety 20 5 25
Business Practices 10 20 30
State Board Preparation 2 10 12
Grand Total Hours 313 437 750

MASTER ESTHETICIAN (8a)

CIP CODE: 12.0404 SOC CODE: 39-5094 - Certificate Program- Total Clock Hours: 1200: 30
hours per week: Length-10 months/40 weeks (9)

DESCRIPTION (8c)

The Zorganics® Institute Master Esthetician program provides 1200 hours of state-required instruction,
designed to prepare students for advanced careers as professional Master Estheticians. Students will
learn and practice a variety of advanced techniques on mannequins, models, and customers, developing
the speed, accuracy, and diversity of skills required in a semi-medical and advanced skincare
environment. Training begins on mannequins in Phase 1 and progresses to practical training on live
models.

PROGRAM OBJECTIVES: (8d)

To equip students with the advanced skills and knowledge necessary to excel in entry-level Master
Esthetician positions and to perform all advanced esthetic services typically offered in the profession,
including medical esthetics procedures and advanced treatment modalities.

Upon completion of the program, graduates will be able to:

Project a positive attitude, personal integrity, and self-confidence.

Practice proper grooming, poise, and effective communication skills.

Understand employer/employee relationships and deliver quality service.

Perform advanced skin analysis and client consultations.

Perform advanced analytical and manipulative skills related to esthetics.

Apply theory, technical information, and related knowledge to ensure sound judgments and
procedures.

e Train students and graduates in advanced skincare, facials, makeup application, and waxing.

11
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e Demonstrate proficiency in advanced treatment modalities, including lasers, IPL, radiofrequency,
and chemical exfoliation.
Understand and perform procedures in a medical esthetics setting.
Understand a wide variety of advanced knowledge areas in the field, including semi-medical
esthetics.

e Adapt to new trends and tools within the Master esthetician field.

ON-TIME COMPLETION RATE: This program was offered in the year 2024 (100%] of Master Esthetician graduates
completed their program.

EMPLOYMENT: OCCUPATIONAL INFORMATION NETWORK: O*Net is the nation’s primary source for occupational information
and a tool to search potential career options and obtain valuable information about numerous occupations. You may visit O*Net at
http://www.onetonline.orag/crosswalk and enter the CIP (Classification of Instructional Programs) code listed above under “education”
for more information related to the program.

OCCUPATION: (8b)

Master Estheticians

Medical spa directors/managers.
Spa owners.

Physician assistants

Clinical Esthetician

Laser Technician

Medical Aesthetician

Aesthetic Educator/Trainer
Cosmetic Product Developer/Consultant
Aesthetic Practice Manager
Oncology Esthetician

Aesthetic Consultant

COST FOR MASTER ESTHETICIAN: The total cost of attendance which includes expenses outside of tuition and fees.

Tuition:$20202.60 (26a)

Materials & Supplies and lab fees : $5200.00 (26b)
Books: $800.00 (26b)

Orientation Fee: $300.00 (26¢c)

Application Fee: $100.00 (26c)

Processing Fee: $78.00 (26¢c)

Enroliment Fee: $150.00 (26¢c)

Total Fees: $26,830.60

MASTER ESTHETICIAN - CAMPUS Course breakdown of State Required
Hours

CURRICULUM: This master esthetician course will train students in advanced skincare with an emphasis on
facials, makeup application, and waxing. It will also provide instruction and master-level training in advanced
techniques. Lectures, demonstrations, and lab work will be conducted using a combination of live models and

12
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mannequins. The Master Esthetician course covers various theoretical and practical aspects of advanced skin care

and beauty, including techniques needed in semi-medical and other advanced skilled environments. Zorganics

Institute updates course content and teaching methods to reflect new industry trends. (8f)

Theory in the practice of master esthetician, business practices, and basic human anatomy and
physiology including all of subsection (4) of this section and the following:(1200 hours):

(a) Care of the skin compresses, massage, facials, wraps, masks, exfoliation, use of electrical or
mechanical appliances or chemical compounds;

(b) Temporary removal of superfluous hair of the skin by means including tweezing, waxing, tape,
chemicals, lotions, creams, sugaring, threading, mechanical or electrical apparatus and appliances;

(c) Cleaning and disinfecting of individual work stations, individual equipment and tools and proper use
and storage of linens;

(d) Diseases and disorders of the skin;

e) Safety including proper use and storage of chemicals, implements and electrical appliances;

(
(f) First aid as it relates to esthetics; and
(g) Not all training may be on mannequins.
(

I') Laser, light frequency, radio frequency, ultrasound, and plasma practices;

(J) Medium depth chemical peels;

K) Advanced client assessment, documentation, and indications/contraindications;

(L) Pretreatment and post-treatment procedures;

M) Lymphatic drainage and advanced facial massage;

(
(N) Advanced diseases and disorders of the skin; and
(

)) Advanced theories; alternative, touch, and spa body treatments.

MASTER ESTHETICIAN- CAMPUS Course— Breakdown by subject and hours on
campus (8e)

SUBJECT: Theory Hours Practical Hours Total
Hours
Orientation 6 0 6
Changes in Esthetics 5 0 5
Infection Control 13 27 40
Advanced Histology of The Cell and The Skin 37 0 37
Hormones 10 0 10
Anatomy and Physiology: Muscles and Nerves 20 0 20
Anatomy and Physiology: The Cardiovascular 20 0 20
and Lymphatic Systems
Chemistry and Biochemistry 25 0 25
Laser, Light Energy and Radiofrequency 15 25 40
Therapy
Advanced Skin Disorders: Skin in Distress 37 20 57
Skin Typing and Aging Analysis 5 105 110
Skin Care Products: Chemistry, Ingredients, 20 30 50
and Selection
Botanicals and Aromatherapy 8 15 23
Ingredients and Products for Skin Issues 10 20 30
Pharmacology for Estheticians 30 0 30
Advanced Facial Techniques 20 25 45
Advanced Skin Care Massage 10 15 25
Advanced Facial Devices 30 50 80
Advanced Hair Removal 15 80 95
Advanced Makeup 15 30 45
Spa Treatments 13 37 50
Complementary Wellness Therapies 5 10 15

13
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Ayurveda Theory and Treatments 34 51 85
Working In a Medical Setting 20 20 40
Medical Terminology 30 10 40
Medical Intervention 30 10 40
Plastic Surgery Procedures 30 0 30
The Esthetician’s Role in Pre- and Post- 20 15 35
Medical Treatments

Financial Business Skills 27 15 10
Marketing 5 5 10
The Healthy Professional 5 0 5
Career Planning 10 5 15
Grand Total Hours 580 620 1200

MANICURIST (8a)

CIP CODE: 12.0410 SOC CODE: 39-5094.00 Certificate Program. Total Clock Hours: 600: 30
hours per week. Length-5 months/20 Weeks. (9)

DESCRIPTION (8c)

The Manicurist program at Zorganics® Institute provides students with the comprehensive training and
practical skills necessary to excel in the nail care industry. Using the latest edition of the Milady textbook,
students will learn a wide range of techniques, including manicures, pedicures, nail enhancements, and
nail art.Our curriculum emphasizes sanitation, client consultation, and professional ethics, ensuring that
graduates are well-prepared for successful careers in salons, spas, and other nail care settings. This
program focuses on developing both technical proficiency and creative expression, empowering students
to provide exceptional nail care services.

PROGRAM OBJECTIVES: (8d)

To equip students with the skills and knowledge necessary to excel in entry-level esthetician
positions and to perform all esthetic services typically offered in the profession, adhering to
industry standards.

Upon completion of the program, graduates will be able to:

e Apply theory, technical information, and related knowledge to ensure sound judgments and
procedures in nail care.

Adhere to safety and sanitation standards in a nail care setting.

Perform professional manicures and pedicures using various techniques.

Apply and maintain artificial nail enhancements, such as acrylics, gels, and wraps.

Create nail art designs using various techniques and embellishments.

Conduct thorough client consultations to understand needs and preferences.

Apply knowledge of nail anatomy and physiology to provide safe and effective services.
Understand product knowledge relevant to the nail care industry.

Understand basic business practices relevant to the salon industry.

ON-TIME COMPLETION RATE: This program was offered in the year 2023 (100%] of manicurist graduates completed
their program.

14
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EMPLOYMENT: OCCUPATIONAL INFORMATION NETWORK: O*Net is the nation’s primary source for occupational information
and a tool to search potential career options and obtain valuable information about numerous occupations. You may visit O*Net at
http://www.onetonline.org/crosswalk and enter the CIP (Classification of Instructional Programs) code listed above under “education”
for more information related to the program.

STANDARD OCCUPATIONAL CLASSIFICATIONS: A Standard Occupational Classification or SOC code is a number that
represents an occupational classification which links a particular area of study or educational program to a list of occupations.

OCCUPATION: (8b)

Nail Technician in a Salon or Spa
Mobile Manicurist

Nail Art Specialist

Educator or Instructor

Product Representative

Medical Manicurist

Freelance Manicurist for Photoshoots or Events
Salon or Spa Manager

Salon or Spa Owner

COST FOR MANICURIST: The total cost of attendance which includes expenses outside of tuition and
fees.

Tuition: $8574.50 (26a)

Materials & Supplies & lab fees: $2925.00 (26b)
Books: $800.00 (26b)

Orientation Fee: $300.00 (26c)

Application Fee: $100.00 (26c¢)

Processing Fee: $78.00 (26¢c)

Enroliment Fee: $150.00 (26c)

Total Cost = $12,927.50

MANICURIST - CAMPUS Course breakdown of State Required Hours

CURRICULUM:
The curriculum is aligned with the Milady Standard Esthetics (14th edition) textbook and covers the
following key areas (8f)

PROGRAM LENGTH:600 hours. Intended time to complete the Manicurist program attending
full time is 5 months.

e (a) Theory in the practice of manicuring and pedicuring services, business practices and
basic human anatomy and physiology;

e (b) Artificial nails including silk, linen, fiberglass, acrylic, gel, powder, extensions and
sculpting, preparation, application, finish and removal;

e (c) Cleaning, shaping and polishing of nails of the hands and feet and treatment of
cuticles;

e (d) Cleaning and disinfecting of individual work station, individual equipment and tools
and proper use and storage of linens;
(e) Diseases and disorders of the nails of the hands and feet;
(f) Safety including proper use and storage of chemicals, implements and electrical
appliances;
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e (g) First aid as it relates to manicuring and pedicuring; and
e (h) Not all training may be on mannequins.

MANICURIST- CAMPUS Course — Breakdown by Subject and required hours (8¢)

SUBJECT: Theory Hours Practical Hours Total
Hours
Orientation 6 0 6
History and Career Opportunities 5 0 5
General Anatomy and Physiology 24 0 24
Skin Structure, Disorders and Diseases 20 0 20
Nail Structure, Disorders and Diseases 20 0 20
Nail Product Chemistry 10 0 10
Manicuring 10 45 55
Pedicuring 10 50 60
Electric Filing 0 45 45
Nail Tips and Forms 5 50 55
Nail Resin Systems 10 40 50
Monomer Liquid and Polymer Powder Nail 5 50 55
Enhancements
Gel Nail Enhancements 5 45 50
Nail Art 5 25 30
Life Skills 5 0 5
Professional Image 5 0 5
Communicating For Success S 0
The Healthy Professional 3 0 3
Infection Control 10 10 20
Chemistry & Chemical Safety 10 10 20
Electricity & Electrical Safety 10 10 20
Career Planning 10 0 10
On the Job 10 0 10
The Beauty Business 5 0 5
State Board Preparation 2 10 12
Grand Total Hours 210 390 600
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Orientation Process at Zorganics Institute

Zorganics Institute is committed to ensuring that every student is well-prepared for their
educational journey. To achieve this, we provide a comprehensive orientation program for all new
students, conducted on or before the first day of school. To cover information for each of its
programs, which provides an overview of the program, its objectives, and the curriculum. It also
includes information on Zorganics Institute's policies and procedures. The catalog states that
orientation is provided to students and the cost of the orientation is $300.

Admission Requirements and Procedures: (5)

o Age:
o Students must be at least 16 years of age to apply to most programs.
o Zorganics Institute requires all applicants to provide proof of high school
graduation or receipt of a GED or its equivalent.
o Acceptable Proof of High School Completion:

m Alegible copy of a high school diploma from a public or private high
school with date.

m Alegible copy of a transcript from a public or private high school showing
graduation/completion with date.

m For homeschooled students, a copy of a diploma or transcripts showing
graduation/completion with date.

» Documentation indicating successful completion of the equivalent of 12th
grade (GED).

m for students who graduated high school or the equivalent in a foreign
country, the documentation must be provided in English or translated and
notarized by a third-party service.

»  Homeschooled students must provide a homeschool credential recognized
by the state of Washington as equivalent to a high school diploma.

m GED or HISET certificate.

m An academic transcript of a student who has successfully completed at
least a two-year program that is acceptable for full credit towards a
bachelor’s degree.

m For associate degree programs: A high school transcript indicating the
student excelled in high school, and the student must satisfy Zorganics®
Institute’s written policy for admitting such students prior to the first day
of class.
o ldentification:
o Students must provide a copy of government-issued photo identification.
e IPEDs Questionnaire:
o All applicants must complete the IPEDs questionnaire. This form is available during
the online application process.
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e Letters of Recommendation:

While not mandatory, letters of recommendation from teachers, employers, or
community leaders are encouraged and may strengthen your application.

Detailed Summary of Policy for Admitting Secondary Students (Non-Training Agreement):

Policy for High School Student Enroliment

Zorganics Institute recognizes the potential for qualified secondary students (those
still enrolled in high school and not participating through a formal training
agreement) to begin exploring career pathways early. Therefore, Zorganics Institute
may admit a limited number of such students under specific conditions, ensuring that
their participation aligns with their academic standing and career goals.

Admission Requirements for Secondary Students:

1.

State Requirements: Applicants must meet all applicable admission
requirements established by the State of Washington for secondary students
seeking enrollment in post-secondary programs. The Zorganics Institute
Admissions Department will verify these requirements on an individual basis.

High School Permission: A formal letter of permission from the applicant's
high school principal or a designated school official is required. This letter
should confirm the student's good academic standing and express the high
school's support for their enrollment at Zorganics Institute.

Pre-Enrollment Evaluation: All secondary student applicants must successfully
complete a pre-enrollment evaluation administered by Zorganics Institute.
This evaluation is designed to assess the student's maturity, career aptitude,
and readiness to benefit from the chosen program of study. The evaluation
process may include interviews, assessments, or other methods deemed
appropriate by the Admissions Committee for the specific program.

Enrollment Limitation: The total number of secondary students admitted
under this policy will not exceed ten percent (10%) of Zorganics Institute's

total enrolled student population at any given time. The Admissions
Department will carefully monitor enrollment numbers to ensure compliance

with this limitation.

Students interested in enrolling at Zorganics Institute while still attending high
school (and who are not part of a formal training agreement) should contact the
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Admissions Department for detailed information on the application process and
specific requirements

Application Procedures:

e Online Application:

o Prospective students can complete the online application form available at:

https://student.zorganicsinstitute.edu/apply-now.
e Document Submission:

o All required documents (proof of education, identification) must be uploaded

through the online application portal.
e Financial Plan Letter:

o Applicants must submit a letter outlining their financial plan, detailing how they

intend to pay for their education.
e Application Fee:

o An application fee of $100, a processing fee of $78, and an Enrollment Fee of $150

are required and can be paid through the online portal.
e Admissions Contact:

o For any admissions-related questions, please contact the Admissions Office at:

info@zorganicsinstitute.edu or 360-318-6411.
o Nondiscriminatory Policy:

o Zorganics Institute admits students of any sex, race, color, religion, or national
and ethnic origin to all the rights, privileges, programs, and activities generally
accorded or made available to students at Zorganics Institute. It does not
discriminate on the basis of sex, race, color, religion, or national and ethnic origin
in administration of its educational policies, admissions policies, scholarship and
loan programs, and athletic and other school-administered programs.

Additional Notes:

e Required application documents include a government-issued photo ID, proof of high
school completion,Social security card and the IPEDs questionnaire.

e Application deadlines are one week prior to the start of each program. Please contact the
Admissions Department for specific program start dates.

o The review process involves verifying the validity of high school completion. Notification is
done by phone, in person, or email.

Schedule a Tour: We encourage prospective students to visit our campus and experience our
learning environment firsthand. To schedule a tour, please contact our admissions office at:

o (360) 318-6411
e info@zorganicsinstitute.edu

e www.zorganicsinstitute.edu/book-online
e 410 West Bakerview Road Suite 112 Bellingham, Wa. 98226.
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Tours are typically conducted Thursdays and Fridays at 8:15am -10am: We look forward to showing you
what our school has to offer.

Verification of High School Completion and ldentit

Verification of High School Completion:

o Zorganics Institute will verify the validity of a student's high school completion if
there is reason to believe that the high school diploma is not valid or was not
obtained from an entity that provides secondary school education.

o The admissions and/or operations department may review the following about the
documenting institution:

m State licensing or regional/national accreditation.

» Availability of information via Zorganics Institute's website.

m Actions by the federal Trade Commission or other authorities.
» Other information indicating the validity of Zorganics Institute.

o Ifthe admissions department determines that the documentation of graduation
from high school or equivalency is not valid or that the documenting institution is
not legitimate, the applicant's application will be declined. The applicant will be
notified by phone, in person, or by email. The decision will be final, and an appeal
will not be an option in this case.

EVALUATION OF IDENTITY
Zorganics® Institute will take the following steps to verify:

1.

By receiving documentation from the secondary school that confirms the validity of the
Student’s diploma,

By confirming with or receiving documentation from the relevant department or agency in
the state in which the secondary school is located that the secondary school is
recognized as a provider of secondary school education

Other Acceptable documentation that is recognized equivalent to a high school diploma include
the following:

a)

b)
c)

d)

In the case a prospective student was homeschooled, that said student must provide a
homeschool credential recognized by the state of WASHINGTON as equivalent to a high
school diploma.

GED or HISET certificate.

An academic transcript of a student who has successfully completed at least a two-year
program that is acceptable for full credit towards a bachelor’s degree; or

For associate degree Programs: For a student who enrolls in a program that leads to an
associate degree or its equivalent in lieu of completing high school, a high school
transcript must be presented indicating that the student excelled in high school and the
student must satisfy the ZORGANICS INSTITUTE’S written policy for admitting such
students prior to the first day of class.
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Zorganics® Institute accepts Ability-to-Benefit students

Definition: A student who is beyond the age of compulsory education, lacks a high school
education or its equivalent, and has the ability to benefit from the education or training offered
at an institution

A) In order to be admitted on the basis of his or her ability to benefit, a student shall

1.

complete either:

prior to admission, complete an Ability To Benefit test (Accuplacer) from Zorganics
Institute that measures the applicant's aptitude to successfully complete the program with
a score of 76% of higher for the course to which he or she has applied, or for courses
and/or programs of 600 hours or more, after enrollment, satisfactorily complete 225 clock
hours, as applicable.

Students must complete a personal interview with an admissions representative.
Candidates are asked questions about goals and expected outcomes of study. This
interview is typically conducted during a visit and/or tour of Zorganics Institute or may be
completed by telephone in extenuating circumstances.

A completed application must be submitted and approved prior to acceptance. Upon
acceptance, the student must provide a complete and signed enrollment agreement
contract and designated monetary deposit to confirm attendance.

A valid Alien Registration card is required for all eligible non-citizens. Prospective students
awaiting receipt of a valid Alien Registration card should refrain from scheduling an
appointment for an interview until the Alien Registration card is received. We cannot
admit students without this documentation.

International students may apply for and must obtain an M-1 Visa to attend school. Obtaining a
vocational student Visa (M-1) takes approximately 4-8 weeks. Students should file their application
well in advance. Contact the U.S. Department of State to obtain the information needed to file for a
student Visa. Applicants must demonstrate that they meet M-1 Visa requirements including having a
residence abroad with no immediate intention of abandoning that residence; intend to depart the
United States upon completion of the course of study; and possess sufficient funds to pursue the
Proposed course of study. ZORGANICS INSTITUTE registers all international students with SEVIS and the
U.S. Department of Homeland Security.

The foreign high school diploma must be translated into English.

If attending under a training agreement with a government agency, i.e. U.S. Veterans
Administration, WA Rehabilitation Commission, or WA Department WORKFORCE and
Training, the student must meet the admissions requirements set out in the training
agreement and/or applicable state licensing or certification regulations.

Students must possess a minimum proficiency in the English language including the ability
to read, write, and speak.

All programs are taught using English and all educational and other materials pertaining
to Zorganics Institute are written in English.

Disability Services

Zorganics Institute is committed to providing reasonable accommodations to students
with disabilities.
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o Students requesting accommodations should contact the administration office to discuss
their needs and provide appropriate documentation.

Transfer of Credit Policy )

Recognition of Prior Trainin

Zorganics Institute recognizes that some prospective students may have completed prior training
or gained experience in related fields. To ensure that all students meet the required competencies
for licensure and success in their chosen careers, the following policy outlines the process for
evaluating and recognizing prior training.

Eligibility:

e Prior training or experience must be from a recognized and reputable institution or
source.

e The content of the prior training must align with the curriculum and learning objectives of
the program at Zorganics Institute.

e All prior training evaluations are subject to Washington State regulatory requirements.

Evaluation Process:

1. Documentation:
o Applicants must provide official transcripts or records from their previous training.
o Detailed course descriptions or syllabi may be required.
o Applicants may be asked to provide documentation of practical experience.
2. Competency Assessment: (26f)
o Zorganics Institute may conduct practical demonstrations or written assessments
to evaluate the applicant's skills and knowledge.
o The evaluation will focus on determining if the applicant has met the required
competencies for specific program modules.
3. Evaluation Responsibility:
o The Director of Education, or a designated faculty member, is responsible for
evaluating prior training.
o All evaluations are subject to review by Zorganics Institute's administration.

Recognition of Hours:

e Based on the evaluation, Zorganics Institute may recognize a portion of the applicant's
prior training hours.

e The number of recognized hours will be determined by the alignment of the prior training
with the Zorganics Institute curriculum and the applicant's demonstrated competency.

e Zorganics Institute requires that students complete at least 50% of the course hours at
Zorganics Institute to ensure students are thoroughly trained in Zorganics Institutes
specific
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e methods.

e Recognition of prior training hours will not exempt students from any required state
licensing examinations.

e Zorganics Institute follows all Washington state regulations concerning the recognition of
prior training hours.

Documentation and Record Keeping:

e All evaluations and decisions regarding recognition of prior training will be documented
and maintained in the student's academic record.

Appeals Process:

e Students who disagree with the evaluation of their prior training may submit a written
appeal to Zorganics Institute's administration.

e The appeal must include detailed information supporting the student's request for
reconsideration.

Important Notes:

e This policy is subject to change in accordance with state regulations and Zorganics
Institute's institutional policies.

e Prospective students with prior training are encouraged to contact the Admissions
Department for further information and guidance.

GRADUATION REQUIREMENTS  (11)

To graduate and receive a certificate from ZORGANICS Institute, the following are required: (12)
-Complete a minimum of the documented hours for the contracted course of study as required by
the State of Washington and/or ZORGANICS Institute, whichever is higher.

-Complete all examinations, both written and practical and complete all assignments as outlined
in the course description.

-Achieve a minimum cumulative average of 76% in practical and in theory.

-Fulfill all financial obligations to the Institute as stipulated in the enrollment agreement
(contract), payment schedules, and addendums and/or as outlined by satisfactory payment
agreement.

Upon graduation, a Graduate Survey will be distributed. All students are required to complete the
Graduate Survey. It is the student’s responsibility to ensure that all of his or her exams,
curriculum, and other assignments are completed and to ensure that his or her financial
obligations have been met prior to the completion of hours and exams. Failure to comply with
payment agreement will deem the student in default and subject to all reasonable collection

charges and/or attorney fees.
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EMPLOYMENT ASSISTANCE (14

Zorganics Institute is committed to equipping its graduates for successful careers.
Professionalism is a mandatory component of the curriculum across all programs and
is factored into student grades, ensuring that graduates understand and practice
professional standards.

The institution also provides personalized assistance with resume development and
guidance on interview preparation techniques. Students can schedule an appointment
for this support by contacting the Institute Director, Frida Emalange. For students with
entrepreneurial aspirations, the Institute Director also offers guidance and support in
developing business plans.

Furthermore, the institute actively supports job search skills by maintaining a section on
its website listing local job openings at salons and spas, providing immediate job
search resources. The institute does not guarantee employment.

Grading and Testing Procedures (8g)

Test Grades:

e All theory tests, practical exams, and homework assignments are graded on a 100%
scale.
e Students may retake theory tests up to three times.
o The highest grade recorded for retaken tests is 76%, even if a higher percentage
is earned.
o If a student fails a theory test after three attempts, the highest non-passing grade
will be recorded.
o If a student passes a test on the first attempt, a higher grade may not be entered
unless the chapter is re-taught in theory class at a later date prior to that
student’s graduation.

Makeup Tests:

e Students may make up missed tests within 30 calendar days of the original test date for
unscheduled absences.
Failure to take the makeup test within 30 days may result in a grade of "0" for the test.
Exceptions may be made for students on approved leaves of absence.
Tests cannot be taken in advance of a leave of absence or scheduled absence.
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e In the event a student fails Zorganics Institute’s final examination, portions of the
examination failed may be retaken after a required 7-day waiting period. A
reexamination fee of $30.00 for each written or practical exam retake will be charged.

e Once all criteria have been met, the student will need to submit to the Institute Director
or Instructor a high-quality, typed, 250 (minimum) word essay describing how the topic of
the missed chapter will relate to them in the Salon/Spa/ Med Spa/ Barber Shop.

Homework:

e Homework assignments contribute 10% to the overall test grade.
e Homework is due on the day of the original test.

Final Exams:

e Students must complete all theory subject tests before taking the final exam.
A $30.00 fee will be charged for students who miss their scheduled final exam.
A $30.00 fee will be charged for retaking the final exam.

Transition from Phase 1 to Phase 2:

e Students must pass all practical and written exams to transition from Phase 1 to Phase

2.

e Students who fail the exams may be required to complete additional training or return to
Phase 1.

e Students who fail Phase 1 exams after a second attempt may be recommended for
termination.

e All theory subject tests must be completed prior to taking the Phase 1 written exam.
Requirement Sheets:

e Requirement sheets must be completed and signed by an instructor daily.
e Incomplete or unsigned requirement sheets may result in completed requirements not
being counted.

Completion of Assignments:

Students are assigned project sheets to enhance practical skills.

Students must complete all requirement sheets, project sheets, and portfolio projects
100 clock hours prior to program completion.

Failure to complete these assignments may result in suspension or termination.
Over-contract fees may apply.

Name Tags:

e Students must wear the designated Zorganics® Institute name tag and uniform at all
times.
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Educators and administration have the discretion to determine appropriate attire.
Students with medical or religious needs for dress code alterations must seek approval
from the Institute Representative.

Zorganics Institute Academic Calendar 2025-2026 (15)

Program Start Dates

April 3, 2025

May 22,,2025
June 5, 2025
August 7, 2025
August 22, 2025
September 12,2025
October 2, 2025
December 4, 2025
February 5, 2026
April 2, 2026

June 4, 2026
August 6, 2026
September 6,2026
October 1, 2026
December 3, 2026

Holidays and School Closures:

Teacher Training Days: May 13 - 18, 2025

Memorial Day: May 26, 2025

Independence Day: July 4, 2025

Labor Day: September 1, 2025

Thanksgiving Week: November 24 - November 28, 2025
Winter Break: December 23, 2025 - January 10, 2026
Martin Luther King Jr. Day: January 19, 2026
Presidents' Day: February 16, 2026

Teacher Training Days: May 13 - 18, 2026

Memorial Day: May 25, 2026

Independence Day: July 3, 2026

Labor Day: September 7, 2026

Thanksgiving Week: November 23 - November 27, 2026
Spring Break one week in April 16-19

Important Notes:

Application deadlines are one week prior to each program start date.

Please contact the Admissions Department for specific program schedules and registration
information.

Please check with Zorganics Institute for any make up days due to unforeseen closures.
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Clock-Hour Program Completion

Completion of clock-hour programs is based on the attainment of the required number of clock
hours and the successful completion of all program competencies. While individual completion
dates vary depending on the student's pace of progression, students will be provided with a
projected completion date upon enrollment. This projected date is an estimate, and the actual
completion date may be earlier or later depending on individual progress

Faculty and Staff (25)

Zorganics Institute is committed to providing students with a high-quality education through the
expertise and dedication of its faculty and staff.

Administration

e Frida Emalange - Founder/Institute Director/VA School Certifying Official

o Licensed Instructor/Master Esthetician/Cosmetologist/Manicurist

o Salon/Spa Owner/Skin and Hair Care Product Manufacturer/501(c)(3) Foundation
(Cancer Services/Scholarships)

o Frida Emalange is the visionary founder and dedicated Institute Director of
Zorganics Institute. With a passion for education and a wealth of experience in the
beauty and wellness industry, fFrida is committed to providing students with the
highest quality training and support.

o Frida's extensive credentials include being a Licensed Instructor, Master
Esthetician, Cosmetologist, and Manicurist. Her practical experience extends
beyond the classroom, as she is also a successful Salon/Spa Owner and a Skin and
Hair Care Product Manufacturer. This unique combination of teaching expertise
and real-world experience allows her to provide students with invaluable insights
into the industry.

o Driven by a desire to give back to her community, Frida has also established a
501(0)(3) Foundation, which provides cancer services and scholarships. This
reflects her commitment to making a positive impact on the lives of others.

o As the VA School Certifying Official, Frida is dedicated to assisting veterans in
utilizing their educational benefits. Her commitment to excellence and her passion
for empowering students make her an exceptional leader and mentor.

o Contact: (360) 746-9609, fFinance@zorganicsinstitute.edu

e Andraya Boykiw - Financial Aid Officer/Admissions

o Andraya Boykiw plays a crucial role in supporting students throughout their
educational journey at Zorganics Institute. As the Financial Aid Officer and
Admissions representative, Andraya provides essential guidance and assistance to
prospective and current students.

o  With a compassionate and detail-oriented approach, Andraya helps students
navigate the complexities of financial aid, ensuring they have access to the
resources they need to achieve their academic goals. She is dedicated to

27



Zorganics Institute Catalog 2025

simplifying the admissions process, making it as seamless and stress-free as
possible for applicants.

o Andraya's commitment to student success extends beyond administrative tasks. She
is a valuable resource for students, providing personalized support and answering
their questions with patience and understanding. Her dedication to fostering a
positive and supportive environment makes her an integral part of the Zorganics
Institute team.

Faculty

e Jila Melak - Licensed Instructor/Master Esthetician/Cosmetologist/Salon Owner

o Jila Melak brings a wealth of hands-on experience and a passion for the beauty
industry to her role as a Licensed Instructor at Zorganics Institute. With a diverse
skill set encompassing Master Esthetician and Cosmetology, Jila provides students
with comprehensive training and practical insights.

o As a seasoned Salon Owner, Jila understands the intricacies of running a successful
business and the importance of staying current with industry trends. Her ability to
bridge the gap between theoretical knowledge and real-world application makes
her an invaluable asset to the students at Zorganics Institute.

o Jila's dedication to her students is evident in her personalized approach to
teaching and her commitment to fostering a supportive learning environment. She
empowers her students to develop their skills, build confidence, and pursue their
career aspirations with passion and professionalism.

Career Services Policy

Zorganics Institute is committed to assisting students and graduates in their career development
and job placement. The Career Services Department provides a range of resources and support to
help students achieve their professional goals.

Services Offered:

e Career Counseling:
o Individualized career advising to help students identify their career interests and
goals.
o Assistance with resume and cover letter preparation.
o Interview preparation and mock interviews.

o Job search strategies and techniques.
e Job Placement Assistance:

o Maintaining a database of job openings and opportunities.
o Networking events and employer presentations.
o Referrals to potential employers.

o Assistance with job applications and follow-up.
e Professional Development Workshops:

o Workshops on topics such as professional image, communication skills, and
workplace etiquette.
o Guest speakers from the industry.
e Portfolio Development:
o Guidance on creating professional portfolios to showcase skills and
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accomplishments.
e Alumni Network:
o Connecting graduates with alumni for networking and mentorship opportunities.

Eligibility:
o All enrolled students and graduates of Zorganics® Institute are eligible for career services.
Responsibilities:

e Students are responsible for actively participating in career services activities and
utilizing the resources provided.

e Students are expected to maintain a professional attitude and appearance during job
search activities.

Limitations:

o While Zorganics® Institute provides job placement assistance, it cannot guarantee job

placement.
o The availability of specific services may vary depending on industry trends and employer
needs.
Confidentiality:

o All career services interactions will be treated with confidentiality.
Policy Compliance:
o All students are expected to comply with this career services policy.

This policy aims to provide students with the necessary tools and support to succeed in their
chosen careers.

Employer Connections:

Zorganics Institute maintains strong connections with a network of employers in the beauty and
wellness industry. A list of potential employers can be found on the career page of our website:

https:/[www.zorganicsinstitute.edu/career-opportunities
Student Ratio and Policy

Zorganics Institute is committed to providing a high-quality learning environment with
personalized attention for each student.

Instructor Qualifications and Credentials:

Zorganics Institute employs instructors and substitutes who hold teaching and licensing
credentials that comply with all applicable state requirements.

In addition to these credentials, instructors for the Master Esthetician program must also possess
a minimum of one (1) year of professional experience in the field of esthetics.
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Instructor-Student Ratio:

Zorganics Institute maintains an instructor-student ratio of 20:1. This ratio will not exceed a
maximum of 20 students per 1 instructor. These low instructor-student ratios ensure personalized
attention and individualized instruction for each student.

Instructor Training and Development:

Instructors receive a copy of Zorganics Institute catalog and handbook to ensure
familiarity with curriculum, policies, and procedures.

Instructors attend annual staff meetings to discuss topics relevant to Zorganics Institute’s
mission and educational objectives.

Each instructor is required to complete 12 hours of continuing education annually after
the first year of employment, including a minimum of 4 hours in teaching methodology. A
year of employment is measured on a rolling 12-month basis (meaning from the
employee's start date). This commitment to ongoing professional development ensures
that our instructors are equipped with the latest knowledge and techniques, providing
students with a cutting-edge education.

Instructor evaluations are conducted annually, assessing teaching preparation and
effectiveness.

Instructor Licensing number -Frida Emalange. 4527  )ila Melak -4429

Current Program Ratios:

VA Students must take all programs on campus. This requirement is in accordance with VA
regulations for approved programs.

Currently, Zorganics Institute is suitable to provide this instructor-student ratio per
program.

o Cosmetologist: 1 instructor per 12 students
o Esthetician: 1 instructor per 8 students
o Master Esthetician: 1 instructor per 6 students

o Manicurist: 1 instructor per 6 students

The low numbers of students in each program ensures that each student receives a
comprehensive education.

Record Retention and Accessibility:

All records are maintained for 50 years. Students may request transcripts and academic records
by emailing Zorganics Institute at info@zorganicsinstitute.edu. Zorganics Institute is committed to
providing accessible information and support to all students.

Financial Aid Information (23)
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Zorganics Institute is committed to making education accessible and affordable. We offer a
variety of financial aid options to assist students in achieving their educational goals.

Types of Financial Aid:

o Federal Student Aid:
o Pell Grants: Need-based grants that do not have to be repaid.
o Direct Subsidized Loans: Loans for undergraduate students with financial need. The
U.S. Department of Education pays the interest on a subsidized loan during
in-school, grace, and deferment periods.
o Direct Unsubsidized Loans: Loans for undergraduate and graduate students that
are not based on financial need. Interest accrues from the time the loan is

disbursed.
e Scholarships and Grants:

o Zorganics Institute offers scholarships and grants to eligible students. Information
about specific scholarship and grant opportunities can be obtained by contacting
the Financial Aid Office.

o State grants may be available. Students are encouraged to research state grant

opportunities within their state of residence.
e Veterans' Benefits:

o Zorganics Institute is approved to provide training to eligible veterans. Veterans
are encouraged to contact the VA and Zorganics Institute certifying official for
more information.

Eligibility Requirements:

o General eligibility for federal student aid requires students to:
o Bea U.S. citizen or eligible non-citizen.
Have a valid Social Security number and 1D
Be enrolled or accepted for enroliment in an eligible program.

Maintain Satisfactory Academic Progress (SAP).

Complete a FAFSA form.

Meet other specific requirements as defined by the U.S. Department of
Education.

e Specific scholarship and grant eligibility will vary. Contact the Financial Aid office.

o O O O O ©°

Application Process for Federal Student Aid:

o The Free Application for federal Student Aid (FAFSA) is available online at studentaid.gov.

e Students should complete the FAFSA as early as possible, as funding may be limited and
some aid is first come first serve.

e Students are encouraged to keep copies of all financial aid paperwork.

Financial Aid Office:
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e fFor assistance with financial aid, please contact Andraya Boykiw, Financial Aid
Officer/Admissions.

e Email: info@zorganicsinstitute.edu

e Students may schedule appointments via email.

Financial Aid Policies:

Satisfactory Academic Progress (SAP):

o Students must maintain SAP to remain eligible for financial aid. SAP is evaluated at
the end of each payment period and includes both qualitative (GPA) and
quantitative (completion rate) measures. The specifics of the SAP policy can be
obtained from the financial aid office.

Return to Title IV (R2T4):

o If a student withdraws from school before completing a payment period, Zorganics
Institute is required to calculate the amount of federal student aid that must be
returned to the U.S. Department of Education. The R2T4 calculation is based on the
percentage of the payment period that the student completed.

Admission Requirements:

o Meeting admission requirements is a prerequisite for financial aid eligibility.
Refunds:

o Please see the refund policy section of this catalog.

Student Support Services

Zorganics Institute is committed to supporting students' academic and personal success. We offer
a range of support services to enhance the student experience.

Counseling and Advisement Services: Zorganics Institute recognizes that students may experience
personal, academic, or career-related challenges during their studies. To ensure students have
access to confidential support from multiple staff members, students can schedule confidential
counseling and advisement sessions with either of the following designated contacts:

e frida Emalange, Institute Director
Jila Melak, Designated Instructor

These sessions are available to address academic stress, personal concerns, career guidance, and
other questions. For students requiring specialized mental health support, the Institute can
provide referrals to licensed professionals in the local area.

Disability Services: Zorganics Institute is committed to providing equal access to education for all
students. We are dedicated to accommodating students with disabilities to ensure their full
participation in our programs. Students with disabilities are encouraged to contact Andraya
Boykiw, Financial Aid Officer/Admissions, to discuss their individual needs. We will work
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collaboratively to provide reasonable accommodations, such as extended testing time, accessible
learning materials, or other necessary suppotrt.

Tutoring or Academic Support:

Zorganics Institute offers academic support to students who may need extra assistance to succeed
in their studies. Instructors are available for individual tutoring sessions to review course
materials, provide extra practice, or address specific learning challenges. Students can schedule
tutoring sessions by contacting their instructors directly or by emailing
info@zorganicsinstitute.edu. We also provide access to online resources and study guides to
supplement classroom learning.

Library Resources

Zorganics Institute is committed to providing students with the resources they need to succeed in
their studies. While we maintain a small collection of physical books for student check-out, we
primarily focus on providing access to a wide range of online and practical learning resources,
including those from Milady.

Milady Resources:

e Milady Textbooks and Workbooks:

o Students have access to the comprehensive Milady textbooks and workbooks

relevant to their specific programs of study.
e Milady Online Resources:

o Zorganics Institute provides access to Milady's online learning platforms, including
MiladyPro, which offer interactive tutorials, practice quizzes, videos, and other
digital resources.

e Milady Exam Preparation Materials:

o Students can utilize Milady's exam preparation materials, including practice exams

and study guides.

Practical Skills Resources:

e DVD Collection:
O Zorganics Institute maintains a collection of instructional DVDs covering practical
skills and techniques.

Equipment and Technology:

e DVD Players:
o DVD players are available on site for students to utilize the DVD collection.
o Computers and Internet Access:
o Students can bring their laptops, internet access is available for students to
conduct research and access online resources.
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Accessing Resources:

e Students can inquire about accessing Milady resources, online resources, and DVDs by
contacting their instructors or the institute's administration.

Online Resources:

e Professional Associations:
o Professional Beauty Association (PBA): https://www.probeauty.org/
o Cosmetologists Chicago: https://cosmetologistschicago.org/
o National Association of Barber Boards of America (NABBA): https://[www.nabba.org/
o Associated Skin Care Professionals (ASCP): https://www.ascpskincare.com/

o American Massage Therapy Association (AMTA): https://[www.amtamassage.org/
Associated Bodywork & Massage Professionals (ABMP): https://[www.abmp.com/
. lndustry-Specaﬁc Websites:
o Students are encouraged to explore these and other reputable industry websites
for the latest trends, techniques, and product information.
e Online Learning Platforms:
o Access to online tutorials and educational videos related to cosmetology, esthetics,
manicurist , and other programs offered at Zorganics Institute.
o Digital Publications:
o Access to digital magazines and journals related to the beauty and wellness
industry.

Tips for Finding Housing: (21)

o Start Your Search Early: Bellingham is a popular area, and housing can be competitive.
Begin your search well in advance of your program start date.
e Consider Location: Think about proximity to Zorganics Institute, public transportation,
and other amenities.
e Budget Wisely: Create a budget that includes rent, utilities, and other housing-related
expenses.
e Roommate Options: Consider finding a roommate to share costs. Online platforms and
local community boards can be helpful resources.
e Visit in Person: If possible, visit potential housing options in person to assess their
condition and location.
e Beware of Scams: Be cautious of online rental scams. Never send money before seeing a
property in person.
e Local resources: The Bellingham regional chamber of commerce, and the city of
Bellingham website, can also be helpful.
e Western Washington University WWU) Off-Campus Housing:
o While not specifically for Zorganics Institute students, WWU often lists off-campus
housing options that may be available to the general public.
https://offcampusliving.wwu.edu/
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e Cost of Housing:
o The cost of housing in Bellingham varies depending on the type of accommodation
and location. Generally, expect to pay between $1,000 and $2,000+ per month for
a one-bedroom apartment. Sharing accommodations with roommates can
significantly reduce costs.

Important Note:

e Zorganics Institute does not endorse or guarantee the quality of any housing options
listed. Students are responsible for conducting their own due diligence.

Safety and Security Policy

Zorganics Institute is committed to providing a safe and secure learning environment for all
students, faculty, and staff.

Emergency Procedures:

o fFire Evacuation:
o Inthe event of a fire alarm, students and staff will immediately evacuate the
building via the nearest marked exit.
o The designated assembly point is by the front desk in the hallway.

o To report a fire, immediately activate the nearest fire alarm and call 911.
e Medical Emergencies:

o For medical emergencies, immediately notify an instructor or staff member.
o First aid kits are located in the student clinic.

o In case of a severe medical emergency, call 911 immediately.
o Severe Weather:

o Bellingham, WA, may experience occasional severe weather. In the event of an
earthquake or other severe weather warning, students and staff will follow the
instructions of instructors and seek shelter in designated safe areas within the
building.

e Lockdown Procedures:

o Inthe event of a lockdown, students and staff will follow the instructions of
instructors and seek shelter in designated safe areas within the building.

o Doors will be locked, lights turned off, and everyone will remain quiet and out of
Sight.

e Reporting Accidents:

o All accidents or injuries, no matter how minor, must be reported to an instructor

or staff member immediately.
o Emergency Contact Information:

o In case of an emergency, call 911.

o For non-emergency assistance, contact the Bellingham Police Department at (360)
778-8800.
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Security Measures:

o Building Access:
o The building is accessible during school hours.
o After hours, access is restricted to authorized personnel.
o Students are expected to be aware of their surroundings.
e Reporting Suspicious Activity:
o Students are encouraged to report any suspicious activity or individuals to an

instructor or staff member immediately.
e Lost and Found:
o Lost and found items should be turned in to the front desk.

Attendance Policy

Zorganics Institute is committed to providing students with the necessary clock hours required
for licensure. Therefore, regular attendance is essential for successful completion of your
program.

Clock-Hour Requirements:

e Students are required to complete the clock hours specified for their chosen program, as
outlined in the "Program Descriptions" section of this catalog.
e Attendance is recorded daily, documenting both theory and practical hours.

Absence Procedures: (24b)

o Students must notify Zorganics Institute of any absence as soon as possible.
e Documentation may be required for excused absences, such as a doctor's note for illness.

Tardiness: (24a)

e Students are expected to arrive on time for all scheduled classes and appointments.
e Tardiness will be recorded and may result in disciplinary action.

Make-Up Time: (24¢)

e Students are responsible for making up any missed clock hours.

e Students requiring additional time beyond the maximum time frame (132% of the course
length) will be charged $30.00 per clock hour to make up additional absent hours.

e Make-up time must be scheduled with an instructor and completed within a reasonable
timeframe.

Consequences of Excessive Absences:
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e Excessive absences may result in academic warnings, probation, or termination from the
program.
e Students who fail to meet the required clock hours will not be eligible for graduation.

Attendance Records:

e Attendance records are maintained by Zorganics Institute and are available for student
review.

Additional Notes:

o Transferred students, accepted hours are assumed to be both attempted and completed
for the purposes of determining maximum timeframe.
e This policy is subject to change. Students will be notified of any changes to the attendance

policy.

Termination Policy (24e)

Students may be terminated from their program for any of the following reasons:

Failure to Maintain Satisfactory Academic Progress (SAP): Termination may occur if a student fails
to maintain Satisfactory Academic Progress as defined by the school's policy, including a failure
to complete all required assignments, project sheets, or portfolio projects by the designated
deadline. Excessive Absences: A student who is absent for fourteen (14) consecutive days without
prior notice or official documentation will be automatically withdrawn from the program. Willful
Misconduct: Any behavior deemed to be willful misconduct by the Institute Director, including a
failure to adhere to the Zorganics Institute's Code of Conduct, may result in immediate
termination. Non-compliance: Failure to comply with the rules and policies outlined in the student
handbook and enrollment agreement may lead to termination. An administrative fee, not to
exceed $150, may be assessed upon termination. Any applicable over-contract fees will be
applied. Once a student begins classes, books and uniforms become the property of the student
and are non-refundable. Product charges will be prorated as applicable.

Academic Honesty Policy (24f)

Zorganics Institute is committed to maintaining a high standard of academic integrity. Students
are expected to conduct themselves honestly and ethically in all academic endeavors.

Definition of Academic Dishonesty:

Plagiarism: Presenting the words, ideas, or work of another as one's own without proper
attribution.
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Fabrication: Inventing or falsifying information or data.

Facilitation: Assisting another student in an act of academic dishonesty.

Unauthorized Collaboration: Working with others on assignments when it is not permitted.
Misrepresentation: Falsifying academic records or credentials.

Cheating: Using or attempting to use unauthorized materials or assistance in any academic
exercise.

Consequences of Academic Dishonesty:

Any student found to have committed an act of academic dishonesty will be subject to
disciplinary action, which may include:

e Afailing grade on the assignment or examination.
e Afailing grade in the course.

e Academic probation.

e Suspension from the program.

e Expulsion from Zorganics Institute.

Reporting Academic Dishonesty:

Students and faculty are encouraged to report any suspected instances of academic dishonesty to
the institute director.

Appeal Process:

Students who believe they have been wrongly accused of academic dishonesty have the right to
appeal the decision. The appeal process will be outlined in the student handbook.

Prevention:

Zorganics Institute is committed to educating students about academic honesty and preventing
academic dishonesty. Faculty will provide clear guidelines for assignments and examinations
and will address any questions students may have about academic integrity.

This policy aims to create a culture of academic honesty and ensure that all students are held to
the highest ethical standards.

Student Conduct Policy (24d)

Zorganics Institute is committed to providing a safe and respectful learning environment for all
students, faculty, and staff. Students are expected to conduct themselves in a manner that
reflects positively on the institute and contributes to a productive learning experience.

General Expectations:
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Students are expected to:

Treat all members of the Zorganics® Institute community with respect and courtesy.
Attend classes and appointments on time and prepared to learn.

Adhere to the institute's policies and procedures.

Maintain a clean and professional appearance.

Respect the institute's property and equipment.

Refrain from any behavior that disrupts the learning environment.

Prohibited Conduct:
The following behaviors are prohibited:

Harassment or discrimination of any kind.

Violence or threats of violence.

Theft or damage to property.

Use of drugs or alcohol on campus.

Possession of weapons on campus.

Disruptive or disorderly conduct.

Violation of the Academic Honesty Policy.

Failure to comply with reasonable requests from faculty or staff.

Consequences of Misconduct:

Students who violate the Student Conduct Policy will be subject to disciplinary action, which
may include:

Verbal or written warning.
Probation.

Suspension.

Expulsion.

Reporting Misconduct:

Students and faculty are encouraged to report any suspected instances of misconduct to the
institute director.

Due Process:

Students accused of misconduct will be given the opportunity to explain their actions and will be
treated fairly and impartially.

Appeal Process:

Students who believe they have been wrongly accused of misconduct have the right to appeal
the decision. The appeal process will be outlined in the student handbook.
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This policy aims to promote a positive and respectful learning environment for all members of
the Zorganics® Institute community.

Grievance Policy

Nothing in this policy prevents the student from contacting the department of licensing at any
time with concern or complaint.

Zorganics Institute is committed to providing a fair and equitable process for students to address
any concerns or complaints they may have. This policy outlines the steps students should follow
to file a grievance.

Definition of a Grievance: A grievance is a formal complaint by a student regarding any aspect
of their educational experience at Zorganics® Institute, including but not limited to:

e Academic matters (e.g., grades, instruction).

e Administrative matters (e.g., policies, procedures).
e Student conduct issues.

e Discrimination or harassment.

Grievance Process:

1. Informal Resolution:

o Students are encouraged to first attempt to resolve their concerns informally by
discussing them with the individual involved (e.g., instructor, staff member).

o If the issue is not resolved informally, students may proceed to the formal
grievance process.

2. Formal Grievance - Initial Filing:

o Toinitiate a formal grievance, students must submit a written complaint to the
Student Services Coordinator within 10 business days of the incident or issue.

o The written grievance must include:

m The student's name and contact information.
m A detailed description of the grievance, including dates, times, and names
of individuals involved.
m Any supporting documentation.
m The desired resolution.
3. Investigation and Decision:

o The Student Services Coordinator will conduct a timely and impartial
investigation. This may include interviewing relevant parties and reviewing
documentation.

The institute director will review the findings of the investigation.
The institute director will issue a written decision to the student within [Specify
time frame, e.g., 10 business days] of receiving the investigation findings.
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o The decision will include the findings of the investigation and any actions to be
taken.
4. Appeal:
o If the student is not satisfied with the decision, they may appeal within 5 business
days of receiving the written decision.
o The appeal must be in writing and be submitted to the School Owner or an
impartial third-party committee designated by the School Owner.
o The appeal body will review the grievance and all relevant documentation, and
then issue a final, binding decision.
5. Confidentiality:
o All grievances will be handled with confidentiality, to the extent permitted by law.

Refund Policy

Institutional Refund Policy (13)

Zorganics Institute is committed to providing a fair and transparent refund policy for students
who withdraw or are terminated from their program. This policy outlines the procedures and
calculations for tuition refunds.

a) If a student is not accepted by the school, the student shall be entitled to a refund of all
monies paid except for the Application Fee of $100.00.

b) A student or legal guardian cancels the contract and demands their money back in
writing within three (3) business days of signing the enrollment agreement, regardless of

whether the student has actually started training. All monies collected by school are
refunded, except for the non-refundable Application fee of $100.00.

¢) If a student cancels the contract after three (3) business days of signing but prior to
entering classes, the student is entitled to a refund of all monies paid to the school less
the following non-refundable fees: Application Fee: $100.00, Enrollment Fee: $150.00.

Refund Calculation:

All refunds shall be based on scheduled class hours, not hours attended. Refunds will be
calculated based on the student’s last date of attendance and the total program cost.

Cancellation Prior to Entering Class
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e Applicant Not Accepted: If an applicant is not accepted into a program, all money paid by
the applicant will be refunded except for the non-refundable Application Fee of $100.00.

e Cancellation Within 3 Days: If an applicant cancels their enrollment within three (3)
business days of signing the enrollment agreement, all money paid will be refunded,
except for the non-refundable Application Fee of $100.00.

e Cancellation After 3 Days but Prior to Entering Class: If an applicant cancels their
enrollment more than three (3) business days after signing the enrollment agreement but
prior to the start of classes, all money paid will be refunded, except for the
non-refundable Application Fee of $100.00.

Withdrawal After Entering Class

If a student withdraws or is terminated after entering classes, the tuition refund will be calculated
on a pro-rata basis for the number of clock hours completed.

e Refund Calculation: Refunds will be based on the student’s last date of attendance and will
be calculated using the following factors: tuition paid and clock hours completed.

e Books and Materials: The cost of books, materials, and supplies become the property of
the student upon receipt and are non-refundable. The student will receive a credit for any
non-disbursed portion of these items.

e Administrative Fee: An administrative fee of $150.00 will be charged should a student
withdraw or be terminated prior to graduation.

Special Circumstances

e Program Cancellation: If a school cancels a course and/or program and ceases to offer
instruction after students have enrolled and instruction has begun, the school shall at its
option:

o Provide a pro rata refund for all students transferring to another institution.
o Provide completion of the course and/or program.

o Participate in a Teach-Out Agreement.

o Provide a full refund of all monies paid.

e School Closure: If Zorganics closes permanently and ceases to offer instruction after a
student has enrolled and instruction has begun, the school will provide a pro rata refund
of tuition or participate in a Teach-Out Agreement.

e Major lllness: In the case of a major illness or other life-altering circumstance, Zorganics
may make a settlement that is reasonable and fair to both the student and the school.

Refund Timeline

Any monies due to the student shall be refunded within thirty (30) days from the withdrawal date.
If a student has received Title IV funding, the refund will be allocated in the order required by
federal regulations.

Enrollment Time

Enroliment time is defined as the time scheduled between the actual starting date of the
student’s last day of physical attendance in school. Any monies due the applicant or student
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shall be refunded within thirty (30) days from the withdrawal date, or in the case of a leave of
absence, the earlier of the documented date of scheduled return or the date the student notifies
the institution that they will not be returning.

Withdrawal Procedures:

e Students who wish to withdraw from their program must submit a written notice of
withdrawal to the institute director.
The effective date of withdrawal will be the date the written notice is received.
Failure to provide written notice may result in a delay or denial of a refund.

Unofficial Withdrawals:
(i) Clock Hour Programs:

e "For programs measured in clock hours, a student who ceases to attend classes without
providing a written notice of withdrawal to the school director will be considered to have
unofficially withdrawn. The school will monitor clock hour attendance records to
determine the student's last date of attendance. For the purpose of calculating refunds,
the student's last date of attendance will be used as the withdrawal date. Attendance will
be monitored at least every thirty (30) calendar days."

e Failure to provide written notice may result in a delay or denial of a refund.

Refund Schedule:

e The following schedule details the percentage of tuition and other instructional charges
that Zorganics® Institute may retain based on the percentage of scheduled enroliment
time at notice of cancellation compared to the total time of the course:

Percentage of scheduled enrollment

time at notice of cancellation Percentage of tuition and other
compared to total time of course: instructional charges which the Institute

may retain:

0.1% - 4.9% 20% of tuition Retained

5% -9.9% 30% of tuition Retained

10% - 14.9% 40% of tuition Retained

15% - 24.9% 45% of tuition Retained

25% - 49.9% 70% of tuition Retained
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50%- or over 100% of tuition Retained

WITHDRAWAL DEFINITION
For the purpose of determining a refund, a student is deemed to have withdrawn from a course of
instruction when any of the following occur:

i) the student notifies Zorganics Institute of withdrawal or of the date of withdrawal,
whichever is later;
i) Zorganics Institute withdraws enrollment as provided in the Enrollment Agreement;
iii) after fourteen consecutive calendar days of unexcused absence;
iv) the student is expelled for behavior outlined in this catalog;
v) the student does not return from leave of absence or notifies Zorganics Institute that
he or she will not be returning from leave of absence.

Attendance is monitored on a regular basis. Review for withdrawal due to lack of attendance
occurs at least once every calendar month.

Students requesting to withdraw from enrollment should do so in writing or in person. The date of
withdrawal will be determined by the postmark or date of presentation to the Institute Director.
Students who withdraw from enrollment prior to program completion may pay an additional
$150 administration [/ withdrawal fee.

Any student withdrawing from ZORGANICS Institute must remove all of their Material and supplies
and personal items from the institute premises, including items in their locker. ZORGANICS Institute
will not be responsible for any items left on premise and reserves the right to dispose of any
items, both material and supplies and personal items, left for more than 10 days.

Any unpaid tuition or fee balance remains upon withdrawal, official transcripts may not be
released

A student who wishes to re-enroll after withdrawal, that student may be required to re-apply. Any

student re-entering a program will enter at the same Satisfactory Academic Progress status at

which they withdrew. Accrued hours expire after three years. (7)

1. Ifan applicant is not accepted by Zorganics Institute, the student is entitled to a full refund of
all monies.

2. The school must refund all money paid if the applicant cancels within five business days
(excluding Sundays and holidays) after the day the contract is signed or an initial payment is
made, as long as the applicant has not begun training

3. The school may retain an established orientation fee equal to ten percent of the total tuition
cost, or three hundred dollars, whichever is less, if the applicant cancels after the fifth business
day after signing the contract or making an initial payment.

4. If training is terminated after the student enters classes, Zorganics Institute may retain the
orientation fee established under (3) of this subsection, plus a percentage of the total tuition as
described in the following table:

5. When calculating refunds, the official date of a student’s termination is the last day of recorded
attendance:
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(@) When Zorganics Institute receives notice of the student’s intention to discontinue the training
program; or,

(b) When the student is terminated for a violation of a published school policy which provides for
termination; o,

() When a student, without notice, fails to attend classes for thirty calendar days.

e Refunds will be issued to the student or the appropriate agency, as applicable.
Exceptions:

o Death of a Student: In the unfortunate event of a student's death during their enrollment
period, Zorganics® Institute will provide a full refund of all tuition and fees paid for the
current enrollment period. Any outstanding loan balances will be handled according to
the terms of the loan agreements.

Policy Changes:
o This refund policy is subject to change. Students will be notified of any changes.
The institution's collection procedures are guided by the following ethical principles:

Treating all students with respect and dignity.

Providing clear and accurate information about outstanding debts.
Avoiding harassment or unfair pressure tactics.

Adhering to all applicable laws and regulations regarding debt collection

Federal Return of Title IV funds Policy (R2T4

The Zorganics® Institute participates in the Title IV federal financial aid programs (Title V). The
Return of Title IV (R2T4) policy and formula are used by the Zorganics® Institute to determine the
amount of Title IV funds that must be returned if the student withdraws from the Zorganics®
Institute.

The R2T4 formula is applicable when the student withdraws at any point during a payment
period.

The requirements for returning Title IV funds under the R2T4 formula are different from
Zorganics® Institute's refund policy. The R2T4 formula determines the amount of unearned Title IV
funds that must be returned when a student withdraws. In contrast, the refund policy determines
how much tuition a student owes after a student withdraws.

Therefore, it is possible that the R2T4 policy might result in a return of Title IV funds that
previously paid for tuition and other charges at the Zorganics® Institute.

In turn, the Zorganics® Institute refund policy might result in a student owing funds to the
Zorganics® Institute to cover unpaid institutional charges even though the student withdrew from
the Zorganics® Institute without completing the program. The R2T4 policy is discussed below. The
institutional refund policy is discussed in the previous section of the Enrollment Agreement.
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R2T4 Calculation:

The R2T4 formula applies if the student received or could have received federal Title IV financial
assistance during the payment period in which the student withdrew based on applicable
eligibility criteria (e.g., Pell Grants, Direct Subsidized Loans, Direct Unsubsidized Loans, or Direct
PLUS Loans).

The percentage of Title IV aid earned is equal to the percentage of the payment period that was
completed as of the student's withdrawal date. For clock-hour programs, a student earns the
percentage of scheduled clock hours up to the date of withdrawal divided by the number of
scheduled clock hours in the payment period.

In other words, if a student completes 30 percent of the scheduled clock hours, the student will
earn 30 percent of the assistance the student originally received or was eligible to receive. Once a
student completes 60 percent or more of the scheduled clock hours in the payment period, the
student is considered to have earned 100% of the assistance for the payment period

The amount to be returned as unearned is calculated by subtracting the amount of Title IV
assistance earned from the amount of Title IV aid that was or could have been disbursed as of the
withdrawal date.

If a student does not start or begin attendance at the Zorganics® Institute or start or begin
attendance in a payment period at the Zorganics® Institute, the R2T4 formula does not apply but
the Zorganics® Institute must return any Title IV funds disbursed on the student's account ledger
for the applicable payment period

Title IV Funds Returned by the Zorganics® Institute:

If a student receives (or the Zorganics® Institute or parent receives on the student's behalf) excess
Title IV funds that must be returned, the Zorganics® Institute must return all or a portion of the
excess funds equal to the lesser of:

o The institutional charges multiplied by the unearned percentage of the student's Title [V
funds; or
[}

e The entire amount of excess Title IV funds.
The school must return its share in the following order:

Unsubsidized Direct Loan
Subsidized Direct Loan
Direct PLUS Loan (Parent)
Federal Pell Grant
Federal SEOG

Returns must be made no later than 45 days after the date of determination of the student's
withdrawal.

Title IV Funds Returned by the Student:
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If the Zorganics® Institute is not required to return all of the excess Title IV funds, the student may
be required to return the remaining amount. This is determined by subtracting the amount
returned by the Zorganics® Institute from the total amount of unearned Title IV funds to be
returned.

For any Direct Loan funds a student must return, the student (or the parent in the case of PLUS
Loans) will repay the Direct Loan funds in accordance with the terms and conditions of the Master
Promissory Note (MPN). That is, a student will not be required to repay any Direct Loan funds
immediately, but instead, the student will make scheduled payments to the Department of
Education over a period of time.

Any amount of unearned Pell Grant funds that a student must return is called an overpayment.
The maximum amount of Pell Grant overpayment that a student must repay is any amount of the
overpayment that is greater than one-half of the Pell Grant funds the student received or was
scheduled to receive. A student does not have to repay a Pell Grant overpayment if the original
amount of the overpayment is $50 or less. The student must make arrangements with the
Zorganics® Institute or the Department of Education to return the unearned Pell Grant funds or
lose eligibility for the Title IV funds.

Within 30 days of the date of the Zorganics® Institute determination that the student withdrew,
the Zorganics® Institute will send a written notice to the student advising the student that he/she
owes a Title IV overpayment as a result of the student's withdrawal. If the student is not able to
pay the overpayment within 45 days of the date of the notice, the student may enter into a
repayment arrangement with the Department of Education. If the student does not pay the
overpayment or make a repayment arrangement, the student will be ineligible for any further
Title IV funds.

Credit Balances:

If a credit balance still exists on the student's account after the Return of Title IV calculation is
completed, the credit balance will be used to pay any grant overpayment that exists based on the
current withdrawal or any remaining institutional charges. Any remaining credit balance will be
paid to the student within 14 days from the date that the Return of Title IV calculation was
performed.

Post Withdrawal Disbursements:

If a student did not receive all of the Title IV funds earned, a student may be due a
post-withdrawal disbursement. If the post-withdrawal disbursement includes Direct Loan funds,
the Zorganics® Institute must obtain the student's or parent's (in the case of PLUS Loans)
permission before it can disburse the Direct Loan funds. A student or parent may choose to
decline some or all of the Direct Loan funds, the student or parent do not incur additional debt.
The Zorganics Institute may automatically use all or a portion of a post-withdrawal disbursement
of grant funds for institutional charges. The Zorganics® Institute needs to obtain permission from
the student to apply Title IV funds for other educationally related expenses.

Post-withdrawal disbursements will be made from Pell Grant funds first if the student is eligible. If
there are current educational costs still due the Zorganics Institute at the time of withdrawal, a
Pell Grant post-withdrawal disbursement will be created to the student's account. Any remaining
Pell funds will be released to the student without the student having to take any action. Any Direct
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Loan funds due in a post-withdrawal disbursement must be offered to the student or parent and
the school must receive the student's authorization before crediting their account. The
authorization is required to be sent to the student within 30 days of the date of Zorganics
Institute determining the student's last date of attendance.

For students who are required to return Title IV aid in addition to the portion of aid the school is
required to return, there is a 50% protection allowance on unearned Title IV student grants only.
Loans would need to be repaid in full.

The requirements for Title IV program funds when a student withdraws are separate from any
refund policy that the Zorganics institute may have. Therefore, the student may still owe funds to
the Zorganics institute to cover unpaid institutional charges. The Zorganics institute may also
charge the student for any Title IV program funds that the Zorganics institute was required to
return.

Financial Aid Information

Overview

Zorganics Institute is approved to participate in federal financial aid programs. Financial aid is
designed to help students pay for their education costs. Funds may come from federal and state
governments, and private lenders. U.S. citizens and eligible non-citizens with demonstrated
financial need may be eligible for financial aid.

Federal Loan Programs

Zorganics Institute participates in the Title IV federal Financial Aid Program, authorized by the
U.S. Department of Education. Eligible students may apply for:

e Federal Pell Grant: A grant that does not have to be repaid (under certain conditions).
o Federal Direct Loans:

o Direct Subsidized Loans: For students with demonstrated financial need. The U.S.
Department of Education pays the interest while the student is in school and
during grace periods.

o Direct Unsubsidized Loans: For students regardless of financial need. Interest
accrues while the student is in school.

o Direct PLUS Loans: For graduate or professional students and parents of
dependent undergraduate students.

Loan Counseling:

o All students borrowing federal Direct Loans are required to complete entrance and exit
counseling.

e Entrance Counseling: Must be completed before loan disbursement to understand loan
terms and responsibilities.

o Exit Counseling: Must be completed upon graduation, leaving school, or dropping below
half-time enrollment to understand repayment options.

e Counseling can be completed online at studentaid.gov.

e Students have the right to:
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o Cancel the loan(s).
o Obtain a copy of the Master Promissory Note.
o Receive notification of loan sale or transfer.

Private Loans
Students may seek private loans from external lenders. Important considerations:

Private loans vary by lender; compare terms carefully.
Private loans are credit-based; a cosigner may be required.
Plan for loan repayment.
Review lender disclosures carefully.
Zorganics Institute does not have a preferred lender list but can offer guidance on
obtaining private loans.
Private loan process:
o Application for Solicitation Disclosure.
o Approval Disclosure (30-day acceptance period).
o Private Education Loan Applicant Self-Certification Form.
o Final Disclosure (3-day cancellation period).

Grants and Scholarships

e Zorganics Institute can provide counseling on obtaining grants and scholarships from
external sources.

e ETPL (Federal Funds through Workforce) Workforce development, tuition and funding
assistance is available for those who are eligible.

Financial Disclosures - Extra instructional charges

o Over-Exit Charges: Students exceeding the enrollment agreement end date will incur
over-exit fees of $30.00 per hour. Appeals are possible in mitigating circumstances.

e All financial aid documentation must be submitted before the student's start date. Late
submissions may result in payment plans.

o Tuition and fees are subject to change.

Methods of Payment (26¢)

Title IV disbursement

State Funding Program disbursements

Cash, check, credit card, money order/cashier’s check
Grants and scholarships

Private loans

Continued Eligibility

e Students must maintain Satisfactory Academic Progress (SAP) to remain eligible for
financial aid.
e Changes in student status may affect aid eligibility.

Verification (26¢)
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The Department of Education may request verification of FAFSA data.
Students must provide requested documentation within 30 days.
Verification may affect aid eligibility.

No additional charges are applied for student identity verification.

Professional Judgment

e The Financial Aid Director may adjust FAFSA data for special circumstances (e.g., income

changes).
e Professional judgment requires documentation and is at the Director's discretion.

e Falsifying financial aid documents is illegal and may result in penalties.
e Zorganics Institute will report suspected fraud to the U.S. Department of Education.

o Tampering with grades and/or clocking infout of another student and/or other time clock
misuse is considered a misrepresentation of information and therefore may be considered

fraud.

Methods of Disbursement

Federal aid is disbursed according to federal regulations and payment periods.

e funds are credited to the student's account.

e Refunds are issued within 14 days.

e Refund checks are valid for 90 days.

e Unclaimed funds are returned to the U.S. Department of Education.
Updates to the FAFSA

e Changes to the FAFSA may affect aid eligibility.
e Consult the Financial Aid Office before making changes.
o Dependency status updates are allowed in certain situations.

Delinquent Tuition

e Students delinquent in payments may be suspended or terminated.
e Delinquent accounts may be sent to collections.
e Balances due at graduation must be paid within 30 days.

General Disclaimers

e Zorganics® Institute makes no guarantee of financial aid awards.
e fFederal regulations are subject to change.
e Contact the Financial Aid Office for current information.

Non-Discrimination Policy (16)

Zorganics Institute is committed to providing a learning and working environment that is free
from discrimination and harassment. The institute does not discriminate on the basis of race,
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color, religion, sex, national origin, age, disability, sexual orientation, gender identity, or any
other protected ' characteristic

Policy Statement:

Zorganics® Institute prohibits discrimination and harassment in all aspects of its operations,
including but not limited to:

Admissions

Academic programs
Employment

Financial aid

Student activities
Housing (if applicable)

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

Prohibited Conduct:
Discrimination and harassment include, but are not limited to:

Verbal or physical harassment.

Discriminatory remarks or jokes.

Exclusion or segregation.

Denial of equal access to programs or services.

Retaliation against individuals who report discrimination or harassment.

Reporting Procedures:

Any individual who believes they have been subjected to discrimination or harassment should
report the incident to the institute director or a designated representative.

Investigation and Resolution:

Zorganics Institute will promptly investigate all reports of discrimination and harassment and
take appropriate action to address any violations of this policy.

Confidentiality:

All reports of discrimination and harassment will be treated with confidentiality, to the extent
permitted by law.

Non-Retaliation:

Zorganics Institute prohibits retaliation against individuals who report discrimination or
harassment.

Equal Opportunity Employer:

Zorganics Institute is an equal opportunity employer.
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This policy ensures that all members of the Zorganics® Institute community are treated with
dignity and respect.

Safety and Health Policies

Zorganics Institute is committed to providing a safe and healthy environment for all students,
faculty, and staff. The institute will take all reasonable steps to prevent accidents and injuries and
to promote the health and well-being of its community.

General Safety Practices:

e Cleanliness and Sanitation:
o Maintain a clean and sanitary environment in all classrooms, clinics, and common
areas.
o Follow proper sanitation procedures for tools, equipment, and workstations.
e Equipment Safety:
o Use all equipment and tools according to the manufacturer's instructions.
o Report any defective or malfunctioning equipment immediately.
o Receive proper training before using any specialized equipment.
e Chemical Safety:
o Store and handle all chemicals according to safety guidelines.
o Use appropriate personal protective equipment (PPE) when handling chemicals.
o Follow proper disposal procedures for chemical waste.
o Fire Safety:
o Familiarize yourself with fire exits and evacuation procedures.
o Report any fire hazards immediately.
o Participate in fire drills as required.
o First Aid and Emergencies:
o First aid kits are available in designated locations.
o Report any injuries or medical emergencies immediately.
o Familiarize yourself with emergency contact information.

Health Policies:

e lllness and Communicable Diseases:
o Students and staff who are ill or have a communicable disease should stay home.
o Report any suspected outbreaks of illness to the institute director.
e Personal Hygiene:
o Maintain good personal hygiene practices.
o Wash hands frequently.
e Hazard Communication:
o The school will provide information and training on potential hazards in the
workplace.
o Safety Data Sheets (SDS) for all chemicals will be readily available.

Reporting Procedures:

e All safety and health concerns should be reported to the institute director or a designated
representative.
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Policy Compliance:

o All students, faculty, and staff are expected to comply with these safety and health
policies.

LEAVE OF ABSENCE POLICY. 1

Z A request for leave of absence must be submitted in writing and must include the specific

reason for the leave of absence and the student’s signature. A reason for “personal” will not be
accepted. The request must be received in advance of the commencement of the leave of absence,
unless:

o Unforeseen circumstances prevent the student from requesting the leave of absence in
advance; and

e The leave of absence is requested within 14 calendar days of the last date of attendance.
In this instance, the first day of the leave of absence will be the first day that the student
was unable to attend school because of the related circumstances.

A student may request a Leave of Absence (LOA) for a maximum of one hundred eighty (180)
calendar days, which must be first approved by the institute director. A student who wishes to
request a LOA must follow the requirements of this policy, or it can not be approved. The
Zorganics® Institute reserves the right to accept or deny any leave of absence request. Leaves of
Absence are intended to be utilized for the purpose of covering extenuating or unforeseen
circumstances beyond the student’s control and therefore, requests due to a desired vacation are
not considered acceptable.

Acceptable circumstances for which an LOA may be granted include but may not be limited to:
Financial or family emergencies, lack of child care, lack of transportation, debilitating injury or
illness, death or serious illness in the student’s family, or other mitigating circumstances as
determined by management.

If enrollment is temporarily interrupted for a leave of absence, the student will return to the
Zorganics® Institute in the same satisfactory academic progress status as prior to the leave of
absence.

A student on an approved leave of absence will not incur any additional charges as a result of
that LOA, and will not be included in the student’s cumulative attendance percentage calculation.
For example if a student was on a leave of absence for 60 days, the contract period and maximum
time frame will be extended for 60 days.

A student returning from leave will return under the same progress under which they left. If a

student does not return from leave of absence, that student will be considered to have withdrawn
from enrollment on their last date of attendance, in accordance with Zorganics® Institute policies.
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Any changes to a student’s contract period caused by a leave of absence will be confirmed by all
necessary parties signing an addendum to the student’s enrollment agreement, detailing the
change in contract period and reason for the change.

A leave of absence requested due to a student’s medically determinable condition will be
approved for up to the maximum allowable number of days (180 calendar days in a 12-month
period), upon receiving a recommendation from a doctor, in accordance with federal regulations
for extenuating circumstances (i.e. pregnancy, surgery, etc.).

A student who is granted a leave of absence that meets the criteria in this policy will not be
considered to have withdrawn from their enrollment, and no refund calculations will be required
at that time.

A leave of absence extends the student contract period and maximum time frame by the same
number of calendar days taken in the leave of absence.

If a leave of absence is granted to a student by Zorganics® Institute prior to receiving a request
which fulfills the guidelines in this policy, the reason for the decision will be documented in the
student’s file, and the required written request will be collected from the student at the closest
available date. In this case, the approved leave of absence will be scheduled to begin on the first
date the student was unable to attend based on the extenuating or unforeseen circumstances
documented.

A personal leave of absence may not be granted to any student who is still in phase 1 or who has
been enrolled for fewer than 30 days. Should a student need to leave school this early in their
education, this student may be required to withdraw. Withdrawn students may apply for
reinstatement at a later date in accordance with Zorganics® Institute policies. If a medical leave
of absence is approved during phase 1, the student may be asked to repeat Phase 1 upon
returning from the leave of absence. Leaves of absence may not be granted to students enrolled in
the Master Esthetician program prior to or during. Due to the nature of the course work, it is
important the students in this program remain on schedule.

Satisfactory Academic Progress (SAP) Policy

Definition of Satisfactory Academic Progress (SAP):

Students must satisfactorily complete a minimum number of hours and weeks (cumulative attendance
percentage) toward their educational goals, must maintain a minimum grade average (cumulative grade
average) based on time increments, and complete their program of study within 132% of the normal time
frame of the program.This school defines its academic year as 900 hours and 26 weeks for all programs.

A student’s SAP in a program is reviewed and evaluated to determine if a student is progressing toward
graduation.

SATISFACTORY ACADEMIC PROGRESS (SAP) POLICY

Satisfactory Academic Progress measures a student’'s progress in academics and attendance.
ZORGANICS INSTITUTE satisfactory Academic Progress (SAP) Policy is consistently applied to all
students enrolled in a specific NACCAS (National Accreditation Commission of Career Arts and Sciences)
approved program and scheduled for a particular category of attendance (part-time, and full- time). The
policy complies with the guidelines established by NACCAS and the federal regulations established by
the U.S. Department of Education as outlined in 34 CER 668.34.

ZORGANICS Institute has specific standards students are expected to achieve to maintain SAP in their
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programs of study and to assure student progress toward graduation within a maximum time frame of
132% as required by NACCAS. This policy outlines the criteria and procedures for the implementation of
objective standards by which all future professionals shall be consistently evaluated to determine if they
are making Satisfactory Academic Progress.

The SAP policy is printed in the school catalog to ensure that all students receive a copy prior to
enrollment. This policy applies to all students enrolled in the Cosmetologist,Esthetician, Manicurist,
Master Esthetician. This includes full-time or part-time students.

A student must maintain SAP in both attendance and academics (theory and practical) for continued
enroliment in this institute. This policy will be applied uniformly for all future professionals regardless of
program, schedule or payment plan. Students receiving funds under any Federal Title IV financial aid
assistance programs or State funding must maintain satisfactory progress in order to continue eligibility
for such funds.

ZORGANICS Institute Satisfactory Academic Progress policies adhere to the regulations defined by the
United States Department of Education, 34 CFR 668.34.

Each student is required to maintain a minimum grade point average of 76% (the “qualitative” average)
and a minimum attendance percentage of 76% (the “quantitative” average). SAP will be calculated for
each evaluation period as listed on the table below.

The qualitative average is the average grade, as a percentage, that the student received for theory and
practical work attempted from the student’s start date to the end of that evaluation period. The
quantitative average (attendance percentage) is calculated by dividing the total number of hours
completed by the student from their start date to the end of that evaluation period by the number of
possible hours that the student could have completed according to their course and schedule. This
applies to all students in all programs and schedules.

An approved leave of absence will suspend the evaluation period until the student returns. The student’s
contract period and maximum time frame will be extended by the same number of days taken in the leave
of absence. A student returning from leave of absence will return to the same progress status at which
they left. Temporary interruptions in education in the form of approved and excused planned time off
lasting 3 days or more, as indicated in the Attendance Policies, may also not impact the evaluation period.

Any student who withdraws from the institute during any evaluation period and then returns later will enter
the institute at the same progress status at which they left.

Satisfactory Progress Report examples:
Example one.
Student ONE has the following grades at 450 hours:
Test 1= 86%
Test 2=79%
Overall Practical Grade: 91%
QUALITATIVE AVERAGE=85%

Student A has the following attendance record at 450 hours:
Hours Attempted=450

Possible Hours=470

QUANTITATIVE AVERAGE (attendance percentage)=96%

This student has achieved satisfactory academic progress. The student is passing until the
next evaluation period.

Example two:

Student TWO has the following grades at 900 hours:
Test 1= 76%
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Test 2= 91%

Overall Practical Percentage: 76%

QUALITATIVE AVERAGE=87%

Student ONE has the following attendance record at 900 hours:
Hours Attempted=900

Possible Hours=1150

QUANTITATIVE AVERAGE ( attendance percentage)=78%

This student has not achieved satisfactory academic progress for the quantitative
average because the student’s attendance percentage is below 76%. The student has
failed SAP until the next evaluation period.

Measurement of Satisfactory Academic Progress:

GRADING: Students are assigned theory study and a minimum number of practical experiences. Theory
is evaluated after each chapter of study. Practical assignments are evaluated as completed. Practical
skills are evaluated according to the text or taught procedures and performance standards established by
the state licensing agency and set forth in the practical skills evaluation criteria. Students must maintain a
cumulative grade average at a minimum of 76% (C grade average) in order to be considered for making
SAP and pass a final written and practical exam to graduate. Students must make up for failed or missed
tests and incomplete assignments.

Grading Scale and Academic Performance: Student academic and practical performance at Zorganics
Institute is formally evaluated and assigned according to the following comprehensive grading scale. A
minimum overall grade of 76% (equivalent to a 'C' grade or higher) is required for satisfactory academic
progress and program completion.

A = 90-100% (Excellent): Demonstrates superior understanding and exceptional mastery of all course
objectives and practical skills.

B = 80-89% (Good): Demonstrates strong understanding and proficient mastery of course objectives and
practical skills.

C = 76-79% (Satisfactory - Meets Minimum Requirements): Demonstrates acceptable understanding and
satisfactory mastery of course objectives and practical skills, meeting the minimum requirements for
academic progress.

D = 60-75% (Unsatisfactory - Below Passing Threshold): Demonstrates insufficient understanding or
mastery; does not meet the minimum academic requirements for satisfactory progress. A grade in this
range will result in failure to meet SAP for the qualitative measure.

F = Below 60% (Failing - Seriously Deficient): Demonstrates severe lack of understanding or mastery;
results in immediate failure to meet SAP for the qualitative measure.

SATISFACTORY ACADEMIC PROGRESS REGARDING ACADEMIC PERFORMANCE

Qualitative factors determine academic performance using grades, and/or work projects completed,
and/or comparable factors measured against the norm. The following factors are measured to determine
academic progress in all ZORGANICS INSTITUTE approved programs:

Written Test Grades
Assigned Project Grades
Workbook assignment
Practical Assessment
Professionalism
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Assigned work will be evaluated and graded according to the following scale:

e 76% and Above Satisfactory
e 75% and below Unsatisfactory

Satisfactory Academic Progress Regarding Attendance

SAP MONITORING PERIODS

Quantitatively, students are evaluated on attendance. A student must maintain an attendance rate no
lower than 76% to be considered making SAP. In the case a negative SAP finding is due to absences
because of mitigating circumstances such as death of a family member, illness, or injury, a student may
appeal ZORGANICS Institute’s decision. If the student prevails upon appeal, the student is placed on
probation.

Evaluation and Determination of Satisfactory Academic Progress

One or two Satisfactory Academic Progress Evaluation Reports are given during the student's respective
program. Satisfactory Academic Progress Reports include the student's cumulative grade average and
rate of attendance. The first evaluation will occur no later than midpoint of the respective programs'
scheduled hours. The second might occur at 3/4 point of the scheduled hours. It is not necessary to do a
SAP at the completion of the program. All evaluations will be completed within seven (7) institute
business days following the evaluation point.

Students who meet minimum requirements are considered to be making Satisfactory Academic Progress
until the next scheduled evaluation. Copies of evaluations are provided to the student if they are not
making the SAP and will also remain on file.

Satisfactory Academic Progress is monitored at the end of each student’s evaluation period, based on the
hours and weeks the student has attempted, as outlined below:

Establishes the total length in cloth hours or competencies and corresponding academic year for each
year course or program offered by Zorganics institute.

Evaluation Periods and Payment periods which coincides with the Dept of Education

Program Total First payment Second payment Third Fourth period/ EP
hours period/ Weeks period/ payment
Evaluation Weeks period / EP
Evaluation

Cosmetologist | 1600 450/ 15 weeks 900 / 30 weeks 1250 /40 | 1600/54 weeks
weeks

Esthetician 750 375/ 12.5 weeks 750 / 25 weeks N/A N/A

Master 1200 450 / 15 weeks 900 / 30 weeks 1200 /40 | N/A

Esthetician weeks

Manicurist 600 300/ 10 weeks 600 / 20 weeks N/A N/A

Course incompletes, repetitions, and Non-credit remedial courses, have no effect upon the ZORGANICS
Institute’s Satisfactory Academic Progress. For transfer students, SAP evaluation periods are based on
scheduled, contracted hours.

SAP OUTCOMES

If a student achieves SAP in both the Qualitative and Quantitative averages, then that student is
considered passing until the next scheduled evaluation. If a student does not achieve SAP in either the
Qualitative and Quantitative average, the student is considered to have failed SAP until the next
scheduled evaluation. SAP evaluation results are delivered to students during the SAP evaluation period
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by the School Director or Assistant Director. The student will be notified of any evaluation that could
impact eligibility for federal aid. Copies are kept in the student’s financial aid file and are available to
students by request.

PASSING
A student who achieves satisfactory academic progress may remain eligible for Title IV financial aid for
that evaluation period.

FAILING

A student who does not achieve the minimum standards is no longer eligible for Title IV, HEA program
funds, if applicable, unless the student is on warning or has prevailed upon appeal of the determination
that has resulted in the status of probation.

Failing SAP, First Time:

A student who fails SAP for the first time will be placed on warning status. Students who receive this
status will continue on this status until their next SAP evaluation period. The student may remain eligible
for Title IV financial aid. A student may re-establish Satisfactory Academic Progress by achieving 76%
grade point average and an 76% attendance average by the next evaluation period. The Institute Director
or Staff will work with students to determine what action must be taken to achieve these goals. Options
may include attending school on unscheduled days to attain additional hours or having additional tutoring
or test-skill assistance.

Failing SAP, Second or Third Time:
Should a student fail SAP for an additional time he or she may be placed on probation or may be
ineligible to receive funding.

WARNING

Students who do not meet the minimum Satisfactory Academic Progress standards during an official
evaluation period shall be placed on warning. During the warning period, a student is considered to be
making satisfactory academic progress and will continue to be eligible for financial options if applicable.
The student will be advised in writing that they are in warning along with the actions that are required to
obtain Satisfactory Academic Progress by the next evaluation period.

If at any time of the next official evaluation period (end of warning period), the student has still not met
both the academic and attendance requirements, he or she may be placed on probation or may be
deemed ineligible to receive funding.

PROBATION

a)Students not making SAP at the point of withdrawal may apply for re-enroliment at ZORGANICS
INSTITUTE and if accepted Students re-entering the institute will re-enter the same progress status as
when they left.

b) The institute evaluates the student’s progress and determines that the student did not make
satisfactory progress during the warning or previous evaluation period; and

c)The student prevails upon appeal of a negative progress determination prior to being placed on
probation; and

d) The institution determines that satisfactory academic progress standards can be met by the end of the
subsequent evaluation period.

This institution evaluates the student’s progress and determines that the student did not make satisfactory
academic progress during the warning or previous evaluation period and the student prevails upon appeal
of a negative progress determination prior to being placed on probation.

This institution develops an academic plan for the student that, if followed, will ensure that the student is
able to meet the institution’s satisfactory academic progress requirements by a specific point within the
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maximum time frame established for the individual student.

Students who fail to meet the minimum Satisfactory Academic Progress after a warning period, may be
placed on probation and considered to be making satisfactory academic progress during the probation
period, providing the student appeals the decision and the appeal is successful.

Satisfactory Academic Progress Regarding:

APPEAL

Students are allowed to appeal a satisfactory academic progress determination
a)Students may re-establish eligibility for financial options( if applicable)
b)The reason for which the student may appeal, such as the death of a relative, an injury or
illness of the student, or other allowable special circumstances.
c)Students must submit documentation regarding why the student failed to make satisfactory
academic progress at the next evaluation and what has changed in the student’s situation.
d) All appeals results are documented in the student's file.

In addition, only students that have the ability to meet the Satisfactory Academic Progress requirements
by the end of the next evaluation period may be placed on probation and also must adhere to an
academic plan implemented by the institution. Students who are on probation and progressing according
to their specific academic plan will be considered making Satisfactory Academic Progress by the next
evaluation. The student will be advised in writing of the actions required to achieve Satisfactory Academic
Progress by the next evaluation.

If at the end of the probation period, the student has NOT met both the attendance and academic
requirements to achieve Satisfactory Academic Progress or by the academic plan implemented, he or she
will be determined as not making Satisfactory Academic Progress and will be deemed ineligible to receive
Title 1V funding.

To appeal a negative progress evaluation, the student should submit a letter to the Institute Director
detailing the circumstances that lead to the negative progress evaluation and what has changed that will
allow the student to achieve a positive progress evaluation by the end of the next evaluation period.
Circumstances could include illness, injury or other medical concern, death or serious illness of a relative,
family or legal concerns, or other special circumstances.

RE-ESTABLISHMENT OF SATISFACTORY ACADEMIC PROGRESS

Phase Requirements

To pass a phase of the course, a student must complete all exams and assignments in said phase as
applicable to the course. The student must also achieve a minimum cumulative grade average in that
phase of at least 76% practical and 76% theory. Failure to pass a phase of the course may result in
termination from the course. All exams and assignments are required to be completed by the end of the
phase in which the exam and assignments are scheduled, as applicable. Failure to make up an exam by
the end of the phase may result in termination due to failure to pass the phase. In case of mitigating
circumstances, a student may request an extension from Institute Management. Documentation is
required and must be submitted with a request for extension typically within 48 hours of notification of
failure.

EXAM MAKE-UP

If a student is absent on the day of an exam (written or practical), he or she should work with the educator
to schedule a make-up exam. Make-up exams should typically be completed within three scheduled
school days of his or her return to class and during times established by his or her educator. In order to
maintain the credibility of the exam, the Institute may use an alternate exam for a make-up attempt. If the
student has provided documentation to Institute administration, which determines the absence to be
considered “valid” due to mitigating circumstances, the make-up exam will be considered a first attempt
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(i.e., the same grading scale and criteria will be used as were used during the original exam sitting).

Should the student fail to provide valid documentation, or should the absence be determined to be
“invalid,” the student will be able to take the exam.

Make-up exams will count toward the student’s cumulative grade average and therefore will impact the
student’s satisfactory progress determination in failure to make up an exam in accordance with the
make-up policy.

STUDENTS EXCEEDING MAXIMUM TIME FRAME
The maximum time frame for completion is 132% of the course length.

The Institute requires a student to progress through the program toward graduation within an established
time frame. Based on the Institute’s requirement for 76% attendance, the maximum time frame during
which students are to complete any course is 132% of the published course length. ZORGANICS Institute
students are monitored and advised monthly regarding their attendance and academic achievements.

A student who reaches the Maximum Time Frame for their program (132% of course length) will be
withdrawn from the program. Students requiring additional time beyond the maximum time frame will be
charged $30.00 per clock hour to make up additional absent hours.

Also the student will not be eligible for any further Title IV.
Transferred students, accepted hours are assumed to be both attempted and completed for the purposes

of determining maximum timeframe. The maximum time frame allowed for students to complete each
course is stated below:

Programs Weeks Maximum time | Scheduled Maximum Time
frame hours scheduled

Cosmetologist Full Time (30 |54 weeks 67.5 weeks 1600 2025
hours/week)
Cosmetologist Part Time (23|92 weeks 115 weeks 2116 2645
hours/week)
Master Esthetician Full Time (30 |40 weeks 50 weeks 1200 1500
hours/week)
Master Esthetician Part Time (23 | 69 weeks 86 weeks 1587 1983
hours/week)
Esthetician FullTime (30 | 25 weeks 55 weeks 750 937
hours/week)
Esthetician Part Time (23 |35 weeks 65 weeks 1012 1265
hours/week)
Manicurist Full Time (23 | 22 weeks 25 weeks 600 750
hours/week)

35 weeks 44 weeks 805 1006
Manicurist Part Time (23
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hours/week)

GRADING PROCEDURES

Students are assigned theory study and a number of practical experiences. Theory is evaluated after
each unit of study. Students must maintain a practical and theory grade average of 76% and pass a final
written and practical exam to be considered graduated.

Practical Grades
Practical skills are evaluated according to text procedures and performance standards established by the
state licensing agency and set forth in the Practical Skills Evaluation Criteria.

Practical exams are graded using a rubric. Each section of the exam is passed or not passed. The overall
grade is determined by dividing the total number of passed sections by the total number of sections. For
example, if there are 10 sections of the test and the student passes 8 sections, the overall test grade will
be 76%.

Services performed in the student clinic or spa will be assigned a pass-or-fail at the time that the service
is performed. In order to earn a pass, the student must

1. Consult with an Educator before beginning the service.

2. Perform the service.

3. Demonstrate proper safety and sanitation (including cleaning up after the service).

4. Consult with the Educator after the service is complete.

There is no partial credit given on practical services. Educators are encouraged to comment on the quality
of the practical work, but the quality of the work is not considered for passing or failing the service.

The student’s overall practical grade for clinic services will be calculated by taking the total number of
passed services out of the total number of services performed. For example, if a student has performed a
total of 100 services and was assigned a pass for 94 and a fail for 6, that student will have a practical
clinic grade of 94%. This in combination with the student’s practical exam grades will equate to the
student’s total practical grade.

TEST GRADES

The theory test, Practical and homework are graded at 100% on a test. Any theory test may be taken up
to three times if the test is not passed on the first attempt. The highest grade that may be recorded on
additional attempts on a test is 76% (passing), even if a higher percentage is earned. If a student does
not pass a test by the third attempt, then the highest non-passing grade may be the grade entered. If a
student passes a theory test on the first attempt, a higher grade may not be entered unless the chapter is
re-taught in theory class at a later date prior to that student’s graduation.

MAKEUP TESTS

Tests may be made up within 30 calendar days if a student has an unscheduled absence at the time a
test is given. If the test is not taken within 30 days of the original test date, the student may receive a “0”
for that test. Exceptions may be made for students who were on an approved leave of absence when a
test was offered. Tests may not be taken in advance of a leave of absence or scheduled absence. In the
event a student fails the school’s final examination, portions of the examination failed may be retaken
after a required 7-day waiting period. A reexamination fee of $30.00 for each written or practical exam
retake will be charged.

Once all criteria have been met, the student will need to submit to the Institute Director or Instructor a
high-quality, typed, 250 (minimum) word essay describing how the topic of the missed chapter will relate
to them in the Salon/Spa/ Med Spa/ Barber Shop.

HOMEWORK
Review questions or other assignments will be worth 10% of any test grade and are due on the day the
original test is given.
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FINAL EXAMS

Prior to taking the final exam, all theory subject tests offered to that point should be completed. All
chapter tests must be completed before the final exam may be taken. A student who does not attend
their scheduled final exam date, a $30.00 fee will be charged. Retaking the test is $30.

TRANSITION FROM PHASE 1 TO PHASE 2

Students are required to complete practical and all written exams in order to transition from Phase 1 to
Phase 2 and perform services on members of the public. If a student is unable to pass these exams, he
or she may be required to complete additional training or return to Phase 1. Should a student be unable
to pass the Phase 1 exams after completing Phase 1 a second time, that student may be recommended
for termination. Prior to taking the Phase 1 written exam, all theory subject tests offered to that point
should be completed.

Family Educational Rights and Privacy Act (FERPA) Policy

Zorganics Institute is committed to protecting the privacy of student education records in
accordance with the Family Educational Rights and Privacy Act (FERPA). This policy outlines the
rights of students and the responsibilities of the institute regarding the confidentiality of student
records.

Student Rights Under FERPA:

1. Right to Inspect and Review: Students have the right to inspect and review their education
records within 45 days of the institute receiving a request for access.

2. Right to Request Amendment: Students have the right to request the amendment of
education records they believe are inaccurate or misleading.

3. Right to Consent to Disclosure: Students have the right to provide written consent before
the institute discloses personally identifiable information from their education records,
except to the extent that FERPA authorizes disclosure without consent.

4. Right to File a Complaint: Students have the right to file a complaint with the U.S.
Department of Education concerning alleged failures by the institute to comply with the
requirements of FERPA.

Definition of Education Records:

e Education records are any records that are directly related to a student and maintained
by the institute or by a party acting on its behalf.

o This includes but is not limited to:
Academic transcripts
Attendance records
Financial aid records
Disciplinary records

O
O
@]
O

Disclosure of Education Records:

o The institute will not disclose personally identifiable information from a student’s
education records without the student’s written consent, except as permitted by FERPA.
e Permitted disclosures without consent may include:
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o To school officials with legitimate educational interests.

To officials of other schools to which a student seeks or intends to enroll.

To authorized representatives of federal, state, or local education authorities.
In connection with financial aid.

To comply with a judicial order or lawfully issued subpoena.

To appropriate parties in a health or safety emergency.

To parents of a student who is a dependent for IRS purposes.

O O O O O O

School Officials and Legitimate Educational Interests:

e Aschool official is a person employed by the institute in an administrative, supervisory,
academic, research, or support staff position; a person or company with whom the
institute has contracted; a person serving on the governing board; or a student serving on
an official committee.

e Aschool official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibilities.

Annual Notification:

o The institute will provide students with annual notification of their FERPA rights.

Policy Compliance:

o All institute employees are expected to comply with this FERPA policy.

Policy Review:

e This policy will be reviewed and updated as needed.

Student Records and Privacy Policy

Zorganics Institute is committed to protecting the privacy of student education records in
accordance with the Family Educational Rights and Privacy Act (FERPA). This policy outlines the
rights of students and the responsibilities of the institute regarding the confidentiality of student
records.

Student Rights Under FERPA:

1. Right to Inspect and Review: Students have the right to inspect and review their education
records within 45 days of the institute receiving a request for access.

2. Right to Request Amendment: Students have the right to request the amendment of
education records they believe are inaccurate or misleading.

3. Right to Consent to Disclosure: Students have the right to provide written consent before
the institute discloses personally identifiable information from their education records,
except to the extent that FERPA authorizes disclosure without consent.

4. Right to File a Complaint: Students have the right to file a complaint with the U.S.
Department of Education concerning alleged failures by the institute to comply with the
requirements of FERPA.
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5. Right of Students to Gain Access to Their Files: Students and/or parents, if a student is a
dependent minor, have the right to have access to, and receive an interpretation of,
student records at the time of review.

Definition of Education Records:

e Education records are any records that are directly related to a student and maintained
by the institute or by a party acting on its behalf.

o This includes but is not limited to:
o Academic transcripts
o Attendance records
o Financial aid records
o Disciplinary records

Disclosure of Education Records: (19)

o The institute will not disclose personally identifiable information from a student’s
education records without the student’s written consent, except as permitted by FERPA.

e Release Form Requirement: If a student wishes information to be released for any reason,
a release form must be signed by the student on each occasion that information is
released. This record will be maintained as long as the student record is active per FERPA
99.32.

e Permitted disclosures without consent may include:

o To school officials with legitimate educational interests.

To officials of other schools to which a student seeks or intends to enroll.

To authorized representatives of federal, state, or local education authorities.

In connection with financial aid.

To comply with a judicial order or lawfully issued subpoena.

To appropriate parties in a health or safety emergency.

o To parents of a student who is a dependent for IRS purposes.

o Dependent Minor Disclosure: If a student is a dependent minor, the Zorganics® Institute

will disclose information to the student’s parents or legal guardian.

O O O O O

Right to Access and Interpretation: (18)

e The Zorganics Institute guarantees the right of a student and/or parents, if a student is a
dependent minor, to have access to and receive an interpretation of student records at the
time of review.

e Students should speak with or call the institute director to schedule an appointment for
this purpose.

Accreditation and Licensing Access:

e Zorganics Institute is required to provide access to student records to the National
Accrediting Commission of Career Arts and Sciences and to other agencies in relation to
school accreditation and licensing.

School Officials and Legitimate Educational Interests:
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e Aschool official is a person employed by the institute in an administrative, supervisory,
academic, research, or support staff position; a person or company with whom the

institute has contracted; a person serving on the governing board; or a student serving on
an official committee.

e Aschool official has a legitimate educational interest if the official needs to review an
education record in order to fulfill his or her professional responsibilities.

Annual Notification:

o The institute will provide students with annual notification of their FERPA rights.

Policy Compliance:

o All institute employees are expected to comply with this Student Records and Privacy
Policy.

Social Media Policy

Zorganics Institute recognizes the importance of social media as a communication tool. This

policy outlines the guidelines for students, faculty, and staff when representing the institute on
social media platforms.

General Guidelines:

e Professionalism:

o Maintain a professional and respectful tone in all social media communications.

o Avoid posting content that is offensive, discriminatory, or defamatory.
e Accuracy:

o Ensure that all information shared on social media is accurate and truthful.
o Do not post confidential or proprietary information.

e Respect for Privacy:
o Respect the privacy of students, faculty, staff, and clients.

o Do not post photos or videos of individuals without their consent.
e Disclaimer:

o When posting personal opinions, clearly state that they do not represent the views
of Zorganics® Institute.

Specific Guidelines:

o Official School Accounts:

o Only authorized personnel may post on official Zorganics® Institute social media
accounts.

o All content must be approved by the institute director or designated
representative.
e Student Conduct:

o Students are responsible for their social media conduct, even when not
representing the institute.

o Avoid posting content that could negatively impact the reputation of the institute
or its students.

e Faculty and Staff Conduct:
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o Faculty and staff are expected to maintain a professional online presence.
o Avoid posting content that could create a conflict of interest or violate the
institute's policies.
o (lient Interactions:
o Do not discuss client information or post client photos without explicit consent.
o Maintain confidentiality and professionalism in all client interactions.

Consequences of Violations:

o Violations of this policy may result in disciplinary action, including but not limited to:
o Removal of content.
o Suspension of social media privileges.
o Disciplinary action as per the student conduct policy.

e Termination of employment.

Policy Compliance:

o All students, faculty, and staff are expected to comply with this social media policy.

nch Break and Sh reak Poli

Zorganics Institute recognizes the importance of providing students with adequate time for breaks
during Zorganics Institute day. This policy outlines the guidelines for lunch breaks and short
breaks.

Lunch Break Schedule:

Students are entitled to a 30-minute lunch break.

Lunch break will be scheduled from 12:00 PM to 12:30 PM.

The exact timing of lunch breaks may vary slightly depending on clinic appointments.
Students may take their lunch break either within the designated school areas, such as the
student lounge or the break room, or outside Zorganics Institute premises.

Short Break Schedule:

o Students are entitled to a 10-minute break every two hours of study time during Zorganics
Institute day.
e The timing of these short breaks will be determined by the instructor or clinic supervisor.

Break Guidelines:

o Students must adhere to the scheduled break times.

e Students are expected to return to class or clinic promptly at the end of their break.
e Students are responsible for cleaning up after themselves in the break areas.

e Students must adhere to Zorganics Institute's smoking policy at all times.

Policy Compliance:
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All students are expected to comply with this lunch break and short break policy.

Student Clinic Services Policy

The student clinic at Zorganics® Institute provides a hands-on learning environment where
students can apply their skills under the supervision of licensed instructors. The following policies
are designed to ensure a professional, safe, and structured clinic experience.

1. Clinic Operations:

Supervision: All clinic services are performed under the direct supervision of licensed
instructors.

Scheduling: Clinic appointments are scheduled according to the institute’s procedures.
Students must adhere to the appointment schedule.

Client Intake: Students must follow the institute’s client intake procedures, including
accurate record-keeping and client consultations.

Professionalism: Students must maintain a professional demeanor at all times, including
appropriate attire, communication, and client interactions.

2. Safety and Sanitation:

Hygiene: Strict adherence to sanitation and hygiene standards is mandatory. Students
must follow all state and local regulations.

Safety: Students must adhere to safety protocols, including the proper handling of tools
and equipment.

Personal Protective Equipment (PPE): Students must use appropriate PPE as required.
Cleanliness: Students are responsible for maintaining a clean and organized workstation.

3. Client Interactions:

Client Assignments: Students are expected to accept client assignments as directed by
instructors. Refusal to accept a client assignment without a valid and documented reason
(e.g., instructor approval, safety concern) will be considered a violation of this policy.
Consequences of Refusal: Unjustified refusal to serve a client may result in disciplinary
action, including but not limited to:

o Verbal warning.

o  Written warning.

o Loss of clinic privileges.

o Academic penalty.

o Suspension or dismissal from the clinic.
Valid Reasons: Valid reasons for refusing a client may include:

o Instructor approval due to educational needs.

o Safety concerns for the student or client.

o Documented client behavior that violates the institute's policies.
Confidentiality: Client confidentiality must be maintained at all times.
Respect: Students must treat all clients with respect and courtesy.
Consultations: Students must conduct thorough consultations with clients before providing
any service.
Client Feedback: Students must be receptive to client feedback and address any concerns
promptly.
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4. Performance Standards:

Quality of Service: Students must strive to provide high-quality services that meet the
institute’s standards.

Time Management: Students must manage their time effectively to ensure that
appointments are completed within the allotted time.

Record Keeping: Students must maintain accurate and complete client records.
Instructor Evaluation: Student performance will be evaluated by instructors based on
established criteria.

5. Disciplinary Actions:

Non-Compliance: failure to comply with clinic policies may result in disciplinary action,
including warnings, suspension, or dismissal from the clinic.

Client Complaints: Client complaints will be thoroughly investigated, and appropriate
action will be taken.

6. Policy Compliance:

All students are expected to comply with this student clinic services policy.

Technology and Internet Use Policy

Zorganics Institute provides technology resources, including computers, internet access, and
software, to support the educational mission of the institute. This policy outlines the guidelines for
using these resources.

Acceptable Use:
e Technology resources are to be used for educational purposes only.
e Use must comply with all applicable laws and regulations.
e Use must not violate the rights of others.
e Use must not disrupt the operation of the institute's technology systems.

Prohibited Activities:

Unauthorized access to or use of technology resources.

Downloading or distributing copyrighted materials without permission.
Engaging in illegal activities, such as hacking or distributing viruses.
Sending harassing or offensive messages.

Using technology resources for commercial purposes without authorization.
Sharing passwords or login credentials.

Installing unauthorized software.

Excessive use of bandwidth or storage.

Any activity that violates the institute's policies or code of conduct.

Monitoring and Privacy:

The institute reserves the right to monitor the use of technology resources.
The institute will make reasonable efforts to protect the privacy of users, but cannot
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guarantee absolute privacy.
e Users should have no expectation of privacy when using institute technology resources.

Security:

e Users are responsible for protecting their login credentials and reporting any security
breaches.
e Users should not attempt to circumvent security measures.

Consequences of Violations:

o Violations of this policy may result in disciplinary action, including suspension or
termination of access to technology resources.
o lllegal activities may be reported to law enforcement.

Policy Compliance:

o All students, faculty, and staff are expected to comply with this technology and internet
use policy.

This policy aims to ensure the responsible and secure use of technology resources at Zorganics®
Institute.

Religious Accommodation:

Zorganics Institute is dedicated to fostering a learning environment that respects the religious
beliefs and practices of all students, in accordance with Washington state law. Reasonable
accommodations will be provided for religious observances that conflict with academic
requirements, unless such accommodations would result in undue hardship, as defined by state
law. Students seeking accommodations must submit a written request to the Institute Director at
least one week in advance, detailing the religious observance, the conflict, and the proposed
accommodation. Requests will be evaluated based on factors including the nature of the
observance, its impact on academic requirements, and the availability of alternative
arrangements. Zorganics Institute prohibits discrimination based on religion, and all requests will
be handled confidentially. For inquiries, please contact the Institute Director."

Drug and Alcohol Policy

Zorganics Institute is committed to providing a safe and healthy learning environment for all
students, faculty, and staff. The use, possession, or distribution of illegal drugs or alcohol on
school property or during school-sponsored activities is strictly prohibited.

Prohibited Conduct:

o lllegal Drugs:

o The use, possession, or distribution of any illegal drugs, including but not limited
to marijuana, cocaine, heroin, and prescription drugs without a valid prescription,
is prohibited.

e Alcohol:

o The possession or consumption of alcohol on school property or during

school-sponsored activities is prohibited.
e Impairment:

o Students, faculty, and staff are prohibited from being under the influence of drugs

or alcohol while on school property or during school-sponsored activities.
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e Paraphernalia:
o The possession of drug paraphernalia is prohibited.

Consequences of Violations:

o Violations of this policy may result in disciplinary action, including but not limited to:
o Suspension.
o Expulsion.
o Referral to law enforcement.
o Referral to a substance abuse program.

Reporting Procedures:

e Any individual who observes or suspects a violation of this policy should report the
incident to the institute director or a designated representative.

Confidentiality:
e Reports of violations will be treated with confidentiality, to the extent permitted by law.
Drug Testing:

e Zorganics Institute reserves the right to conduct drug testing in accordance with
applicable laws and regulations.
e Drug testing may be conducted in situations such as:
o Reasonable suspicion of drug use.
o Post-accident situations.
o As a condition of employment or enrollment.

Policy Compliance:

o All students, faculty, and staff are expected to comply with this drug and alcohol policy.
Resources and Support:

e The school will provide information and resources on substance abuse prevention and
treatment.

e fora list of local substance abuse prevention and treatment resources, please refer to the
"Student Support Services" section of this catalog.

o The institute director or designated representative can provide additional information and
referrals.

Weapons Policy

Zorganics Institute is committed to providing a safe and secure learning environment for all
students, faculty, and staff. The possession, use, or display of weapons on school property or
during school-sponsored activities is strictly prohibited.

Prohibited ltems:
e Firearms (including handguns, rifles, and shotguns)

e Knives (including pocket knives, switchblades, and other bladed instruments)
e Explosives (including fireworks and other incendiary devices)
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e Chemical weapons (including pepper spray and mace)
e Any other object that could be used to inflict harm

Prohibited Locations:

e All school buildings and grounds
e School-sponsored events and activities, regardless of location
e Any vehicle owned or operated by Zorganics Institute

Exceptions:

e Law enforcement officers acting in the performance of their duties.

e Individuals with a valid concealed carry permit, provided that the weapon remains
concealed and in compliance with state and federal laws.

e Individuals authorized by the institute director for educational or instructional purposes
(e.g., theatrical props).

Reporting Procedures:

e Any individual who observes or suspects a violation of this policy should report the
incident to the institute director or a designated representative.

Consequences of Violations:

e Violations of this policy may result in disciplinary action, including but not limited to:
o Suspension.
o Expulsion.
o Referral to law enforcement.

Policy Compliance:
e All students, faculty, and staff are expected to comply with this weapons policy.

This policy aims to ensure a weapon-free environment at Zorganics® Institute.

Emergency Procedures Policy

Zorganics Institute is committed to ensuring the safety of all students, faculty, and staff in the
event of an emergency. This policy outlines the procedures to be followed during various
emergencies.

Types of Emergencies:

Fire

Medical emergency

Severe weather (e.g., earthquake, tornado, flood)
Active shooter/intruder

Hazardous materials spill

Power outage
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e Other emergencies as determined by the institute director
General Procedures:

e Remain Calm: Stay calm and follow instructions from school officials.
e Evacuation:

o Follow designated evacuation routes.

o Proceed to the designated assembly area.

o Do not re-enter the building until authorized.
e Shelter-in-Place:

o Move to a designated safe area.

o Close and lock doors and windows.

o Stay away from windows.

o Remain quiet and still.
e Reporting Emergencies:

o Dial 911 for immediate assistance.

o Report the emergency to the institute director or a designated representative.
o First Aid:

o First aid kits are located in salon spa clinic areas.

o Trained personnel will provide first aid as needed.

Specific Procedures:

o Fire:
o Activate the nearest fire alarm.
o Evacuate the building immediately.
o Do not use elevators.
e Medical Emergency:
o Call 911 or the designated emergency number.
o Provide first aid if trained to do so.
o Notify the institute director.
o Active Shooter/Intruder:
o Run, hide, or fight as a last resort.
o Follow instructions from law enforcement.

Drills and Training:

e Emergency drills will be conducted regularly.
e Training will be provided to students, faculty, and staff on emergency procedures.

Communication:
e Emergency information will be communicated through, intercom, email or text message
Policy Compliance:

o All students, faculty, and staff are expected to comply with this emergency procedures
policy.

Review and Updates:

e This policy will be reviewed and updated annually or as needed.
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Shared Parking and Smoking Poli

Zorganics Institute shares a parking lot with other businesses in the building complex. Students,
faculty, staff, and visitors are expected to adhere to the following guidelines:

Shared Parking Lot Guidelines:

e Respect Designated Spaces:
o Please park only in unmarked or generally available spaces. Do not park in spaces
designated for other businesses or marked as reserved.
o Be mindful of parking duration limits, if posted.
o Accessibility:
o Do not park in designated accessible parking spaces unless you have a valid
disability parking permit.
o Do not block access to entrances, exits, or pedestrian walkways.
e Courtesy:
o Park considerately and avoid taking up multiple spaces.
o Be respectful of other businesses and their customers.
o Liability:
o Zorganics Institute is not responsible for any damage to or loss of vehicles parked
in the shared parking lot. Vehicles are parked at the owner's risk.

Smoking Policy:

e Smoking is strictly prohibited in all areas on or immediately adjacent to Zorganics®
Institute property. This includes, but is not limited to, entrances, exits, and any outdoor
areas near the building.

e This policy applies to all forms of smoking, including cigarettes, cigars, e-cigarettes, and
vaping devices.

e Violations of this policy may result in disciplinary action.

Policy Compliance:

o All students, faculty, staff, and visitors are expected to comply with this shared parking
and smoking policy.

Student Clinic Services Policy

The student clinic at Zorganics® Institute provides a hands-on learning environment where
students can apply their skills under the supervision of licensed instructors. The following policies
are designed to ensure a professional, safe, and structured clinic experience.

1. Clinic Operations:

e Supervision: All clinic services are performed under the direct supervision of licensed
instructors.

e Scheduling: Clinic appointments are scheduled according to the institute’s procedures.
Students must adhere to the appointment schedule.
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Client Intake: Students must follow the institute’s client intake procedures, including
accurate record-keeping and client consultations.

Professionalism: Students must maintain a professional demeanor at all times, including
appropriate attire, communication, and client interactions.

2. Safety and Sanitation:

Hygiene: Strict adherence to sanitation and hygiene standards is mandatory. Students
must follow all state and local regulations.

Safety: Students must adhere to safety protocols, including the proper handling of tools
and equipment.

Personal Protective Equipment (PPE): Students must use appropriate PPE as required.
Cleanliness: Students are responsible for maintaining a clean and organized workstation.

3. Client Interactions:

Client Assignments: Students are expected to accept client assignments as directed by
instructors. Refusal to accept a client assignment without a valid and documented reason
(e.g., instructor approval, safety concern) will be considered a violation of this policy.
Consequences of Refusal: Unjustified refusal to serve a client may result in disciplinary
action, including but not limited to:

o Verbal warning.

o  Written warning.

o Loss of clinic privileges.

o Academic penalty.

o Suspension or dismissal from the clinic.
Valid Reasons: Valid reasons for refusing a client may include:

o Instructor approval due to educational needs.

o Safety concerns for the student or client.

o Documented client behavior that violates the institute's policies.
Confidentiality: Client confidentiality must be maintained at all times.
Respect: Students must treat all clients with respect and courtesy.
Consultations: Students must conduct thorough consultations with clients before providing
any service.
Client Feedback: Students must be receptive to client feedback and address any concerns
promptly.

4. Performance Standards:

Quality of Service: Students must strive to provide high-quality services that meet the
institute’s standards.

Time Management: Students must manage their time effectively to ensure that
appointments are completed within the allotted time.

Record Keeping: Students must maintain accurate and complete client records.
Instructor Evaluation: Student performance will be evaluated by instructors based on
established criteria.

5. Disciplinary Actions:

Non-Compliance: Failure to comply with clinic policies may result in disciplinary action,
including warnings, suspension, or dismissal from the clinic.
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Client Complaints: Client complaints will be thoroughly investigated, and appropriate
action will be taken.

6. Policy Compliance:

All students are expected to comply with this student clinic services policy.

Clinic Floor Policy

The clinic floor at Zorganics® Institute is a professional learning environment. The following
policies are designed to ensure a positive and productive experience for students, clients, and
instructors.

1. Professional Conduct:

Attire: Students must wear the designated clinic uniform and maintain a professional
appearance.

Communication: Students must communicate respectfully with clients, instructors, and
fellow students.

Punctuality: Students must arrive on time for clinic assignments and appointments.
Language: Students must use professional and appropriate language at all times.
Personal Devices: The use of personal electronic devices is restricted during clinic hours.

2. Client Management:

Client Greeting: Students must greet clients promptly and professionally.

Consultations: Students must conduct thorough consultations before providing any
service.

Service Delivery: Students must provide services according to the institute's standards and
procedures.

Client Feedback: Students must be receptive to client feedback and address any concerns
promptly.

Client Release: Students must ensure that clients are satisfied with their services before
releasing them.

3. Safety and Sanitation:

Hygiene: Students must adhere to strict sanitation and hygiene standards.

Equipment Handling: Students must handle equipment and tools safely and responsibly.
Cleanliness: Students are responsible for maintaining a clean and organized workstation.
Waste Disposal: Students must dispose of waste materials properly.

Emergency Procedures: Students must be familiar with and follow emergency procedures.

4. Workstation Management:

Organization: Students must keep their workstations organized and stocked with
necessary supplies.

Inventory: Students must report any missing or damaged supplies or equipment.
Cleanup: Students must clean and sanitize their workstations after each client.
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5. Instructor Supervision:

e Guidance: Students must follow the instructions and guidance of their instructors.

o Feedback: Students must be receptive to instructor feedback and use it to improve their
skills.

e Assistance: Students must seek assistance from instructors when needed.

6. Policy Compliance:
e All students are expected to comply with this clinic floor policy

Teach-Out Policy

Zorganics Institute is committed to ensuring that students have the opportunity to complete their
educational programs, even in the event of school closure or program discontinuation. This
Teach-Out Policy outlines the procedures that will be followed to assist students in completing
their education.

Purpose:

The purpose of this policy is to provide a clear and transparent plan for students in the event that
Zorganics® Institute ceases operations or discontinues a program before all enrolled students
have completed their studies.

Triggers for Teach-Out:
A teach-out plan may be implemented in the following circumstances:

e School closure.
Discontinuation of a specific program.

e Loss of accreditation or licensure that prevents Zorganics Institute from continuing to
operate.

e Any other event that prevents Zorganics Institute from fulfilling its educational
obligations.

Teach-Out Plan Components:

1. Notification:
o Students will be notified in writing as soon as possible about Zorganics Institute
closure or program discontinuation.
o Notifications will include information about the teach-out plan and available
options.
2. Teach-Out Agreement:
o Zorganics Institute will make reasonable efforts to enter into teach-out agreements
with other accredited institutions offering similar programs.
o These agreements will allow students to transfer their credits and complete their
education at the partner institution.
3. Student Options:
o Students will be provided with options to:
» Complete their program at a partner institution.
m Receive a prorated refund of tuition and fees.
= Obtain copies of their academic records.
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4. Record Retention:
o Zorganics Institute will ensure the safe and secure retention of student records in
accordance with state and federal regulations.
5. Financial Aid:
o The institute will work with financial aid providers to ensure that students receive
appropriate refunds or transfers of financial aid funds.
6. Licensing and Accreditation:
o The institute will notify all relevant licensing and accrediting agencies of Zorganics
Institute closure or program discontinuation.
7. Communication:
o The institute will maintain open communication with students, faculty, and staff
throughout the teach-out process.

Implementation:

o The institute director or a designated representative will be responsible for implementing
the teach-out plan.

Substance Abuse Prevention and Treatment Resources (Bellingham, WA)

Zorganics Institute is committed to supporting the well-being of our students, faculty, and staff. If
you or someone you know is struggling with substance abuse or experiencing a mental health
crisis, please reach out to the following resources:

Local Resources:

e North Sound Behavioral Health Administrative Services Organization (NSBHASO):
o Coordinates behavioral health services in the North Sound region, including
substance abuse treatment.

Website: https://www.nsbhaso.org/
Phone: 1-800-684-3555

o O O

O
e Whatcom County Health Department - Behavioral Health:
o Provides a range of behavioral health services, including substance abuse
prevention and treatment.
o Website: https://whatcomcounty.us/333/Behavioral-Health
o Phone: (360) 778-6000
e Sea Mar Behavioral Health Bellingham:
o Provides outpatient behavioral health services, including substance use disorder
treatment.

O
o Website: https://www.seamar.org/whatcom-behavioral-health.html
o Phone: (360) 676-6177

e Alcoholics Anonymous (AA) - Whatcom County:
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o Provides support and resources for individuals struggling with alcohol addiction.

O
o Website: http://www.whatcomaa.org/
o Phone: (360) 734-7880
e N.A. Narcotics Anonymous - Bellingham:
o Provides support and resources for individuals struggling with drug addiction.
o To find local meeting information, please search online.
e NAMI Whatcom (National Alliance on Mental lliness):
o Provides support, education, and advocacy for individuals and families affected
by mental illness, which often co-occurs with substance abuse.

o Website: https://namiwhatcom.org/
o Phone: (360) 671-4950

Local Crisis Hotlines and Mental Health Emergency Services:

e Crisis Text Line:
o Provides free, 24/7 support via text message.
o Text HOME to 741741
e 24-Hour Crisis Line:
o 1-800-584-3578
e Whatcom County Crisis Services:
o whatcomcounty.us/333/Behavioral-Health
o (360) 778-6000

National Resources:

e SAMHSA National Helpline:

o A confidential, free, 24/7, 365-day-a-year treatment referral and information
service (in English and Spanish) for individuals and families facing mental and/or
substance use disorders.

o Phone: 1-800-662-HELP (4357)

Additional Support:

e The institute director or a designated representative can provide additional information
and referrals.

Important Notes:

e All information provided is confidential.
e These resources are for informational purposes and do not constitute endorsements.
e Please contact the resources directly for specific information and assistance.

General Fees (26a)(26b)
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The following tables provide a detailed breakdown of tuition and fees for our programs. Table 1
outlines the program-specific costs, while Table 2 lists the general fees applicable to all

students.
Program
Tuition Amount Material and Books Total Program
Supplies (including Costs
lab fee
Cosmetologist
$23,826 $7,325 $800 $31,951
Esthetician
$13,893 $3,506 $800 $18,199
Master $20,202.60 $5,200 $800 $26,203
Esthetician
Manicurist $8,574 $2,925 $800 $12,299

The following tables provide a detailed breakdown of other fees associated with the programs. Table 1
outlines the program-specific costs, while Table 2 lists the general fees applicable to all students.

(260(26d)

Fee Type Amount

$100
Application Fee

$78
Processing Fee

$150
Enroliment Fee

$300
Orientation Fee
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$150
Returned Check Fee

$10
Retake Test Fee

$250
Transfer from Another School Fee

$25
Tuition Late Fees

$150
Change Program Fee

$30
Retake Exam Fee

$30 / hour
Over Exit Fee

State Board Exam Fees: Please note that state board examination fees are paid to DL Roope and not
included in the tuition or additional fees listed here. These fees must be paid directly to the state during
the examination registration process.

Payment Options

Payment in Full:
o Students who pay their tuition and fees in full at the time of enroliment will receive a 10%
discount.
Payment Plans:
o The school offers flexible payment plans, allowing students to pay tuition in installments.
o The number of installments and payment amount will vary depending on the program
length.
o A down payment of 35% or more of the total tuition is required.
Details of payment plans, including the number of installments and payment schedule,
can be obtained from the admissions or financial aid office.
Financial Aid:
The school participates in federal financial aid programs.
Eligible students can apply for financial aid to assist with tuition and fees.
For information on the types of financial aid available, please visit: Types of Financial Aid
Information on financial aid eligibility and application procedures is available from the
financial aid office.
Scholarships and Grants:

o O O o©°
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o The school offers a variety of scholarships to qualified students.
o For information on scholarships and grants, please visit: Scholarships and Grants
o Information on available scholarships and application requirements can be obtained from
the admissions office.
e Third-Party Funding:
o Students may use funding from third-party sources, such as vocational rehabilitation
programs or employer tuition reimbursement.

Policy on how often tuition is increased

Zorganics Institute will conduct an annual review of tuition rates, considering factors like educational
costs, inflation, regulatory changes, and Department of Education (DOE) guidelines. Students will receive
written notification of any increases at least 30 days prior to the effective date, with explanations for the
adjustments. Existing students, those who have already enrolled in a program, will not have
their tuition rates increased. New tuition rates will apply to newly enrolled students. We may
make exceptions for unforeseen circumstances or mandated changes. We are committed to
transparency, and all current tuition amounts will be updated and listed on the Institute's website
and in the student catalog. This policy will be updated as needed to comply with regulations

Licensing Requirements in Washington State:

Graduates of the programs offered at Zorganics Institute are required to obtain a professional
license from the Washington State Department of Licensing (DOL) to practice in Washington
State. Licensure requires successful completion of the program, meeting the state's minimum
required training hours, and passing both a written and a practical examination administered by
D.L. Roope. Applicants for licensure must be at least 17 years of age and are responsible for
submitting a licensing application and paying the required licensing fees to the Washington
State Department of Licensing (DOL). Separate fees will be payable directly to D.L. Roope for
the licensing examinations. Please note that licensing requirements and fees are subject to
change, and students are encouraged to visit the Washington State Department of Licensing
website (www.dol.wa.gov) for the most current information. Zorganics Institute does not hold
any additional required programmatic accreditation beyond our institutional accreditation with
NACCAS for this program.

The administration of Zorganics® Institute of Beauty and Wellness has made every
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effort to ensure the accuracy of the information presented in this catalog. While policies
and procedures may be subject to change, this catalog represents the most current
information available as of March 12, 2025."

Signed: Zus _Date. :March 12, 2025
Frida Emalange

This school is licensed chapter 18:16 RCW. inquiries, concerns, or complaint regarding
this school can be made to the Department of Licensing, P>0> BOX 9026, Olympia, WA.
98507-9026
(360)664-6626. Or. DOLBpdComplaints@dol.wa.gov

This School is licensed under chapter 28C10 RCW. Inquiries, concerns or complaints regarding this
school can be made to the workforce Board 128 10th Avenue S. W. Olympia. Washington, 98501
360.709.4600 email workforce@wtb.wa.gov.
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