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About FDL Skin Spa & School of Esthetics

The FDL Skin Spa & School of Esthetics was created due to a need for good instructors that will teach you the core elements of being an Esthetician. The FDL Skin Spa & School of Esthetics was developed to be a gateway to the Esthetics industry. The FDL Skin Spa & School of Esthetics is here to guide you into being the best Esthetician you can be. Congratulations on embarking on this exciting journey into Esthetics.

What are you excited about?
Holistic
Medical
Advanced Esthetics
Microdermabrasion
Chemical Peels
Microneedling
Acupressure
Lymphatic
Lashes
Waxing
Make up
Skin Care
Body Treatment
LED Light Therapy
(You may need some additional education to provide the services listed above.)

About the Instructors/Owners
Kristina Sullivan is a Licensed Esthetician and Licensed Esthetician Instructor. She has been an entrepreneur for 20 years and currently owns and operates FDL Skin Spa & School of Esthetics.

Mission Statement
Comprehensive education, personalized care, and industry excellence creating skilled and compassionate Estheticians.


Sincerely,
Kristina Sullivan

Admissions
Aren’t you excited to get started?
1. Submit an Enrollment Application 
2. Submit a Copy of your High School Transcripts and Diploma with Graduations/HSED/GED Date.
3. Submit a non-refundable application Fee of $25. 
4. Submit a Copy of your Driver’s License or State ID CARD 
5. SUBMIT A Copy of your Social Security Card 
6. Write a  Short letter of intent to the FDL Skin spa & school of Esthetics about “Why you want to be an Esthetician?”

We will view your letter, interview you and determine eligibility. Applicants must have a High school or Other school GPA higher than a 2.0. Information must be submitted in English or translated to English by an outside agency. Applicants must submit all the required information above before enrolling for class. Applicants who are eligible or ineligible will be notified.

Orientation, Transfer, and Re-entry Students

Orientation
All students must attend an orientation session prior to class start date.

Transfer Students
The student may credit transferable hours but in order to be acknowledged they must go through a practical and written testing. Submit steps 1-5 for Admissions. (See Admissions for steps.) Cost of the testing is $150 and must be paid at the time of evaluation. If the test performed does not meet an 75% or better, additional class time may be needed. Tuition for transfer students will be prorated with the school based on the number of hours needed. Students will need to provide supplies and models for testing if required. Transfer Students must provide transcripts with grades and hours of the time completed before the evaluation.

Re-entry Students
Students who have dropped out of school or that have been terminated from school may re-apply for re-entry. Prior financial obligations must be fulfilled before finishing coursework. The student must write a letter for re-entry explaining why they are ready to re-apply. If a skill Testing is required, scoring must meet a criteria of 75% or better. Any extra time needed will be prorated with school based on the number of hours needed. Students will need to provide supplies and models for testing if required. 


Esthiology Course
Esthetics training consists of 450 clocked/recorded hours. The subjects below will be covered in theory and practical hours and taught in English.

Subjects 
Copied from Cos 5.04 Aestheticians license syllabus. A syllabus for the aestheticians license is shown below. https://docs.legis.wisonsin.gov/code/admin_code/cos/5.pdf

	Subject
	Theory Hours
	Practical Hours 

	I.Introduction Law and Code, BookkeepingBusiness Management, History, and Ethics
	26
	.

	II.Safety, Sanitation and Sterilization
	30
	20

	III.Anatomy and Physiology 
	30
	

	IV.Chemistry, Treatments and Process
	24
	

	V.Treatment-Product and Techniques
	32
	96

	VI.Electricity, Machines and Equipment
	12
	20

	VII.Makeup and color Analysis
	12
	20

	VIII.Individual Student Needs and Electives (Hours may include structured visits conducted by the school outside of the classroom at one or more cosmetology or aesthetics establishments.) (Additional courses added: Chemical peels Certification, Microdermabrasion Certification and Acne and Extractions 101)
	65
	50

	Total Hour
	229
	221


Graduation Requirements and Grading 
To Graduate from the FDL Skin Spa & School of Esthetics this is Required:
1. Complete the 229 Classroom hours and 221 Clinical/Lab hours for the 450 hour course.
2. Complete any testing for esthetics or any other classes and/or projects with a grade point average of 75% or more.
3. Satisfy completely any financial obligation required to the school 30 days before the Completion date of schooling or if required before class/classes as required.
4. Complete school requirements for time,financial obligations, or any quota required.
5. Pass the final exam or the Wisconsin’s Esthiology Practitioner's License Exam Requirements
6. Upin Graduation, students will receive a Diploma from FDL Skin spa & school of Esthetics for completing the Esthiology course. Students are required to graduate from the program in order to be eligible to receive their state license. You may take the licensing exam prior to graduation date.

Photo Release and Testimonials: FDL Skin spa & school of Esthetics reserves the right to reproduce and publish any photos taken of students during their enrollment, as well as any written testimonials for marketing and/or promotional purposes related to the school and/or business related information to any consumer. 

Tuition and Fees
Registration Fee 
A registration Fee of $500 is required to hold your place at the time of enrollment. The registration fee is nonrefundable 

450 Hour Esthiology Program Tuition Fee Breakdown 
Application Fee:										$25
Registration Fee:									          $475
(including Testbook )
Tuition:										         $8,500
Total Program Cost:								         $9,000

Timelike for Fees Due:
Application Fee (due to apply and nonrefundable) 					$25
Registration Fee (due at enrollment and nonrefundable)				$475
(Registration Fee Due 30 days prior to first day of class)
Due on or before the first day 							           $500


Overtime Hours
If hours are not completed before completion date to meet the curriculum requirements for graduation. Additional hours past completion date charge is $20.00 Hour for each additional hour. If the student does not pass the Mock State board Exam overtime hours may be required.

Class Start Dates
Class starts dates and completion dates are specified per student. See class start date on Esthetician Enrollment Contract for your complete information. Class start dates are subject to change. Price of tuition subject to change.

Refund Policy 
The FDL Skin Spa & School of Esthetics refund policy is based on the guidelines of the State of Wisconsin Department of Safety and Professional Services, Administrative Code for Barbering and Cosmetology. The Registration Fee of $475 and the application Fee of $25 is nonrefundable. An Additional early withdrawal fee of $150 applies to all refunds.

Full Refund 
A full refund of money paid down on price of tuition minus the Registration Fee of $475 and Application Fee of $25 Plus an additional early withdrawal fee of $150 applies to all refunds, shall be made under enrollment contract if:
· You decide to cancel school enrollment by mailing or writing notice to: FDL Skin Spa & School of Esthetics 525 E Division St Fond du Lac, WI 54935, Within 3 business days of signing the enrollment contract. The postmark on the written notification will decide the cancellation date of the contract.
· You were accepted for class enrollment but you were unqualified for entrance. 
· If any written or oral misrepresentations were made by

Partial Refund 
If you cancel, are dismissed from the school, or withdraw prior to the first day of class, monies paid down on the price of tuition minus the Registration Fee of $475 and Application Fee $25 Shall be refunded. An additional early withdrawal fee of $150 applies to all refunds. For all students whose enrollment ends on or after your first day of class and prior to your graduation. 
· In compliance with federal, state and accrediting commission regulations, a refund will be performed within 30 days of your termination date. You are required to repay any financial institution you owe money to and any unpaid balance ro charges due because of the days/accrued while you were enrolled.
· You will be charged depending on the percentage of your enrollment time. This is the number of days in class time elapsed to complete the course of instruction.
· You will be refunded minus the percentage of your enrollment time, minus price of tuition paid, minus the Registration Fee $475 and Application Fee $25. An additional early withdrawal fee of $150 applies to all refunds.

· Percentage of enrollment time charges:
	Greater than
	Less than or equal to:
	Percentage of total cost charged 

	0%
	5%
	20%

	5%
	10%
	30%

	10%
	15%
	40%

	15%
	25%
	45%

	25%
	50%
	70%

	50%
	100%
	100%


· Students will be notified in writing of the calculation of refund results. All unpaid fees due to the school must be paid in full within 30 days after the refund result calculation letter is sent. 
· Students kits are students to keep or sell on their own.
· If the school decides to permanently close ro no longer offers any enrollment, the students will be given a prorated refund. If this occurs you should contact the following to make a claim: West Bend Mutual Insurance Company: BIN 432, milwaukee, WI 53288-0432
· If the scheduled course is canceled after signing the enrollment contract, and before the start date, the student will receive a full refund of all money given at this point and an enrollment option for next course or option to enroll in future classes. 

Student Policies
Rules and Student Code of Conduct 
The primary responsibility is to provide you with a safe and healthy learning environment. As a student you are learning to exude high standards of professionalism which you will use as you move into a professional work environment. Learning to be an excellent employee begins here.

We do reserve the right to change behaviors not suitable to the work force or discipline for behaviors unsuitable to a staff member or client. Failure to cooperate can cause:
1. Verbal 
2. Written 
3. 3 Written or verbal may cause Suspension from school services or classes and accrue additional time and/or charges.
4. 2 Suspension from school may lead to permanent suspension with no refund of money.

Time Cards
We must write down and track our time in school. Accurately recording information is crucial to our learning process.

Missing Class
Being in every class is very important in our industry and is part of professionalism. If you are absent more than 3 school days without proper notice and excused by the teacher you will be terminated from the program.

Arriving Late 
Being on time is important in our industry and is a part of professionalism. If you arrive late you may receive a verbal or written warning. Failure to arrive on time more than 3 times may result in a suspension or being expelled from the school. If you are late please call, email, or test the school of the situation 
If you arrive 8 or more minutes late, clock the time to the next 15 minute increment.

Leaving Early
To leave early you must communicate with the instructor and explain why you need to leave. If a school client is scheduled you may have to assist with finding a schedule adjustment.

Lunch/ Breaks 
Lunch breaks are specified by the instructor on times and length. Typically they are 30 minutes. If you are late returning from lunch please follow the protocol of Arriving late.
Breaks are established by the instructor depending on the flow of the studies or clients for the day. Typically breaks are 15 minutes long with one in the morning and one in the afternoon. Breaks may not be taken during short class schedules or if leaving early for the day.

Duties 
All students may be assigned duties for cleaning up or setting up for the treatments when we see clients. Some duties may be sanitation, cleaning, emptying garbage, dusting, sweeping,etc. Please know this is to keep the establishment sanitary and also to comply with The State of Wisconsin’s Safety, Sanitation and Sterilization codes.

Safety 
All students and instructors are required to take action to keep everyone safe. Please clean up or consider any safety issues for our clients or other students. We are all required to keep eachother safe.

Accidents of school Grounds
Any accidents that occur must be reported to the instructor.

Parking/ Transportation
FDL Skin Spa & School of Esthetics does have parking but does not provide transportation. Students shall park where instructed.

Personal Property
FDL Skin Spa & School of Esthetics is NOT responsible for loss, theft, or destruction of a student’s property or students supplies. Please keep your items close to you and label if necessary.

Personal Electronic Devices 
FDL Skin Spa & School of Esthetics prefers the use of personal electronic devices, cellular devices, tablets or smartphones to remain silent and in your belongings. If the device becomes a distraction or goes on during class or services you may be asked to place it in your car. No phones are allowed in treatment areas. 

Meetings 
All school meetings may be held randomly. They will be posted in advance.

Drugs, Alcohol and Weapons
Alcohol or other drugs are not allowed on FDL Skin Spa & School of Esthetics premises or any school in the State of Wisconsin. Any student having possession or under the influence of drugs or alcohol while on school premises will be terminated immediately Concealed or any type of weapon are not allowed on school premises. Possession of a weapon will result in immediate termination. 

School Closing
FDL Skin Spa & school of Esthetics rarely closes. In the event of a school closing students will be notified. If you will be late or absent due to inclement weather, you must call the school as soon as possible. It is likely FDL Skin Spa & School of Esthetics will replicate what the FDL Public School system in regards to closing due to inclement weather.

Holidays
FDL Skin Spa & School of Esthetics is in operation for 12 months a year and classes are held on a continuous time frame. The school closes for the following holidays: New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Eve, and Christmas Day. Any additional holidays will be announced to the entire school.

Early Dismissals or planned dismissals
FDL Skin Spa & School of Esthetics reserves the right to schedule early dismissals as needed. The entire school will be notified of any change in schedules in advance..

Complaints or Suggestions- See Complaints form Pg.18
Any complaints can be addressed to the instructor by written letter or verbally. All complaints will be addressed fairly and openly with the owner of the FDL Skin Spa & School of Esthetics.

Emergency Situations Policy (Fire, Bomb Threat, Tornado or any type of Threat)
In the actual event of an emergency, the school will immediately call 911 for local police/fire assistance. If an emergency occurs, students and staff and clients will:
1. Evacuate the building immediately in a safe and orderly manner.
2. Assist any clients that need help.
3. Walk to the parking lot next door
4. Do not try to get your personal belongings/items. Get out of the building 
5. Do not try and re-enter the building until police/fire/staff/instructor have given clearance to do so.
6. In the event of a fire drill, please follow evacuation procedures in a calm and orderly fashion.
7. In the event of a tornado. The storage room is the designated room in the lower lever in the event of a tornado siren or drill.

Harassment Policy 
The FDL Skin Spa & School of Esthetics believes that every student or employee has the right to an educational and work environment free of harassment. Any student that reports a harassment claim will not be subject to reprisals for that report. A student found to have acted in a violation of this harassment policy will be subjected to disciplinary action, which can and will include written warning, suspension or termination from the school.
The harassment policy includes any unwelcome sexual advances, requests for sexual favors, any sexually motivated contact or other verbal or physical contact or communication. Any sexually offensive jokes, cartoons, or remarks, etc. that have offensive material or content will not be tolerated in this environment. Any harassment must be reported immediately to the instructor or owner as a written complaint. The report will remain confidential, however an investigation may require communication of the harassment complaint to others in order to communicate any disciplinary action.

Student Standards and Dress Code 
FDL Skin Spa & School of Esthetics had certain standards to prepare you to be the best and help you to be ready to start your career as an Esthetician.
School and clinic Floor: 
1. Be ready to participate in both class studies and in clinic hours with a positive mental attitude. 
2. Be alert and ready for your day with a clear head.
3. Water is permitted in the school and clinic floor if kept discreet.
4. No chewing gum during clinic services.
5. Refrain from use of cellphones during school hours.
6. No personal phone calls unless emergency 
7. No texting during school hours 
8. Students are expected to call in if you will be late or absent. 
9. Students must maintain a professional appearance and maintain good personal hygiene.
10. During clinic hours business black scrubs and black or dark colored shoes are required. No jeans unless otherwise stated. Closed toed shoes. Dress comfortably. (you may have to go home and change if clothes are not functionable for the clinic floor.)
11. Tennis shoes in black or a dark color may be worn. All shoes must be kept clean.
12. Jeans and casual attire are permitted only during classroom hours.
13. Jewelry- Please no rings, bracelets or watches during clinic floor hours. No noisy jewelry.
14. No jeans, sweatshirts, sweatpants, windpants, athletic plants, baseball hats, hats with visors, tube tops, halter tops, midriff tops, or revealing tops with navels or cleavage showing on the clinic floor. No logo T-shirts or shirts with writing, unless it is industry specific on the clinic floor. No beachwear, flip flops or thin slide shoes on the clinic floor.
15. Female students are encouraged to wear minimal amounts of makeup.
16. Please wear hair in a professional manner. If hair is longer than shoulder length, it should be worn up.
17. No clothes with stains or excessive animal hair.
18. This is a non-smoking, drug- free environment.
19. All services are graded by the instructor and recorded to receive credit. 
20. Please use soft voices on the clinic floor and be mindful of other student’s services.
21. Students shall be respectful and refrain from arguing with a client, student or staff while on clinic floor or during classroom hours.
22. Be ready to accept services that are assigned to you. Students shall not refuse to serve a client.
23. Student property, such as a bag or purse must be set aside in designated areas.
24. Students shall not perform another student’s services unless directed to do so by the instructor. 
25. Students shall only sell retail to clients that are offered by the school.
26. Students may be assigned other duties such as laundry, reception, customer service, cleaning, or retailing.
27. Students may only use products supplied by the school to be used on clients having services at the school
28. Students may “trade” but not during school hours and only if approved by the instructor/school. Please utilize your own products or kit unless approved by the instructor.
29. Students must be physically able to do clinic services on clients and to be in attendance to receive school hours for the day.
30. Students on the clinic floor not seeing clients are encouraged to read Esthetician related books, study textbooks, and prepare for the written exam.
31. Students must maintain a 90% productivity rate while on the clinic floor.
32. Students are responsible for their own work area/clinic area which includes sanitation. Periodic sanitation checks will occur to ensure safety and cleanliness.

The school is not responsible in any way for accidents and/or injuries that occur due to wearing inappropriate footwear or not wearing socks or nylons.
The school may change, alter, or revise any policy, rule or procedure at its own discretion without advance notice. Any changes to school rules will be posted.

Enrollment Termination 

· Destruction of school property.
· Theft of school,client,student or staff property.
· Use or consumption of drugs or alcohol on school property, during school, or prior to school including in designated parking areas.
· Threatening physical violence or use of violence on school property to client, student or staff member.
· Refusing to follow teacher/staff instructions, refusing to service or to see a client.
· Failure to have/maintain a 75% GPA.
· Failure to maintain a 90% attendance.
· Missed 3 days of class
· Tardy to 30 or more classes 
· Being argumentative, disrespectful,abusive or using foul language to a client, student or staff member.
· Recording fraudulent information.
· Failure to exhibit in a professional manner.
· Committing harassment.
· Leaving school without teacher/staff knowledge. 
· Cheating on studies, tests or exams.
· Forging any school documents.
· Terminated students are not allowed to return to school property.

Access to Student Records
FDL Skin Spa & School of Esthetics guarantees currently enrolled students (or in the case of a dependent minor, their parent or guardian) the right to view their records. Student records may be viewed by appointment only and user supervision of a staff member.

No portion of a file may be removed or reported without the permission of a school owner. Student records are the property of FDL Skin Spa & School of Esthetics, and therefore, reviewing and/or removing any documentation from a student file without permission may result in immediate termination of current enrollment status.

Student Information Release Policy
FDL Skin Spa & School of Esthetics requires written authorization from a student or graduate to release academic, attendance, enrollment status, financial and/or any information to agencies, prospective employers, or any other party seeking information about a student. We are in compliance with the Family Educational Rights and Policy Act (FERPA). Any information pertaining to a student’s record will be released only with the written permission of the student, with the following exceptions; internal reviews including but not limited to student records audit, compliance reviews, accreditation process or financial audit, or any other specific exception permitted by FERPA. Access to any and all student records is provided as a required for any accreditation process initiated by FDL Skin Spa & School of Esthetics or by the National Accrediting Commission of Career Arts and Sciences, or in response to a directive of that commission.

Grade Transcripts Fee
If you wish to obtain a copy of your transcripts, please submit a signed written request along with a transcript fee of $25. An official transcript of grades will only be released to students who have satisfied all financial obligations with the school. Please allow 5 business days for processing. Payment of transcript fee must be in cash or check.

Tuition 
Tuition is to be paid in full on or before the first day of class.


Federal Financial Aid 
At this time we do not have federal financial aid programs available.

Other Types of Funding Ideas
Home Equity Loans
Credit Card
Personal Loans 
Department of Vocational Rehabilitation (DVR)
Veterans Affairs (VA)
Bureau of Indian Affairs (BIA)
Grants and Scholarships

Rights and Responsibilities 
Only you the student have the right to your financial aid records unless you give the schools written permission to discuss or provide written information to a party other than yourself. The maximum amount of time to complete the course is based on the contract for completion of the Esthetics course and will vary per contract.

Academic Evaluations
Students must maintain a 75% or better GPA. GPA is cumulative, but you must have a 75% or better on the final written exam and practical exams. (IF any funding, grant or student is dependent on a higher GPA such as 80% or better, you must maintain that GPA)
100-93% Excellent 
92-85% Very Good
84-75% Satisfactory
74% or below- Improvement needed

Satisfactory Academic Progress Policy 
Satisfactory Academic Progress Policy is applied consistently to all students enrolled.

Evaluation Periods
The school evaluates students for Satisfactory Academic Progress as follows below:
Esthetics at 250 scheduled hours. Transfer students will be evaluated at the midpoint of the contracted hours or at established evaluation periods.

Attendance Progress Evaluations
Students are required to attend a minimum of 80% of the hours possible based on the applicable attendance schedule in order to be considered maintaining satisfactory attendance. Evaluations are conducted at the end of evaluation periods to determine if the student has meant minimum requirements for attendance.

Maximum Time Frame
The maximum course time frame which shall not exceed 125% of the course length allowed for students to complete each course at a satisfactory academic progress. 
Esthetics course time frame is determined in (Esthetician) Enrollment Contract.

Probation
Students that fail to meet the minimum requirements for attendance and academic progress will be given a written warning period and given ways to improve the improvement Needed status.Students that are failing to make satisfactory progress after the warning period may be put on probation under the following guidelines:
· The school develops an academic plan, which will ensure the student will meet the standards for academics by the allocated time frame.
· The school determines after the next payment period is reached will be able to meet the guidelines.

Completing Make-up Tests or Assignments
If the student is absent for a scheduled written exam or practical exam, the student must coordinate with the instructor to schedule another practical exam if necessary. Please see rules on Graduation Requirements and Grading and Mock State Board Exam. The student must complete testing before being eligible to progress to the next level of their education. All the tests, assignments and chapters must be completed.

Leave of Absence
If the student’s education enrollment period is temporarily postponed due to a leave of absence, the student will pick up with the next class session where they left off, unless other arrangements are made with the school. A leave of absence must be in writing and resumed time frame must be approved by the school and based on class size.

 Appleals
If the student is not making above improvement needed academic progress, the student may appeal the status within 15 days. Reasons for appeal:
· Death of a family member or relative
· Student has an illness or injury
· Other circumstances as approved by the school
Steps to file an appeal:
· An appeal must be in writing and signed by the student.
· The appeal must express why or explain the circumstances of the improvement needed for academic status.
· If illness is a factor, please include a letter from your doctor
· A copy of the death notice or obituary 
· Please explain what has changed about the situation that will allow the student to achieve above the improvement needed status.
All appeals will be reviewed , approved, and reported within 30 days. The appeal document and decision documents will be retained in the student’s file.

Non-Credit or Additional Courses
 There are no refunds for additional courses. If a student fails to show up or complete a class it is non-refundable 

Student Services 

Housing 
FDL Skin Spa & School of Esthetics does not offer housing or assistance in obtaining housing.

Gainful Employment 
View information on job placement rate for this profession at 
https://www.onetonline.org/link/summary/39-5094.00

Childcare
FDL Skin Spa & School of Esthetics does not operate a childcare service. The student must seek reliable childcare 

Placement 
FDL Skin Spa & School of Esthetics cannot guarantee placement of its graduates. The FDL Skin Spa & School of Esthetics will provide assistance in seeking employment with business networking.

State Licensing

State of Wisconsin Department of Safety and Professional Services
P.O. Box 8935
Madison, WI 53798
877-617-1565

FDL Skin spa & school of Esthetics is approved and licensed by the Wisconsin Barber or Cosmetology Examining board, Department of Safety and Professional Services, 1400 E. Washington Ave, Madison WI 53702.


______________________________________________________________________
Complaints Form 
(Please detach and hand into School Instructor)

Date:______________

Students Name:____________________________________________


Problem: ______________________________________________________________________

______________________________________________________________________

______________________________________________________________________


How Problem will be addressed: (Filled out by staff)
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________





Staff Signature:__________________________________ Date:_________________
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