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Our Mission 
 

To educate, to empower and to promote gainful employment through 
superior training techniques. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3 

 

School History 
 
On June 12, 2009, Sharp Edgez Barber Institute became the first minority 
owned and operated barbering school licensed by the New York State 
Education Department in Rochester, New York. Within three years of its 
inception, Sharp Edgez became nationally accredited by the Commission of the 
Council on Occupational Education. Sharp Edgez gained vocational service 
approvals through the New York State Education Departments Office of Adult 
Career and Continuing Education Services (Formally VESID, Office of Vocational 
and Educational Services for Individuals with Disabilities), The New York State 
Division of Veterans’ Affairs, Bureau of Veterans Education, and many counties 
in the Western New York State Department of Labor Vocational Education 
Department. On February 21, 2017, Sharp Edgez opened its second location in 
Buffalo, New York location. Since 2009, we are proud to still be the only school 
in Western New York that exclusively specializes in Barbering. 
 
Our students and staff take pride in servicing our communities by offering 
discounted clinic services including haircuts, shampoo services, facial massages, 
hot towel treatments, shaving services and more. The students and staff of 
Sharp Edgez also, reached out to individuals in need from various communities 
and not-for-profit agencies around the area to provide these services and to 
further our educational goals. We are proud of the community relationships 
that we have cultivated and we will continue to strive to make a great impact in 
our communities.  
 
The Sharp Edgez teaching methodology is deeply rooted with an emphasis on 
contemporary urban haircutting and styling. In addition, Sharp Edgez also uses 
diverse teaching methods to guide its students through its comprehensive 
curriculum. In an ever-changing environment, we are dedicated to remaining 
the leader in tonsorial education and new hair fashion. 
 
To students new to haircutting, Sharp Edgez would like to thank you for 
choosing us to begin your barbering career. For those with haircutting 
experience, we would like to thank you for choosing us to continue your 
educational journey in this exciting field. We look forward to guiding you 
through this life changing journey. Whether you are looking to become a 
master barber, barbershop owner, or platform artist, always remember, “If you 
are not willing to learn, no one can help you. If you are determined to learn, no 
one can stop you” (Zig Ziglar).  
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School Philosophy 
 
To our students, we strive for superiority in our instructional delivery. We have 
been, and will remain dedicated to the preparation of our students for their 
careers in the barbering industry. Through the Sharp Edgez method of 
individual instruction and our consistent teachers training, our aim is to provide 
our students with only quality education. 
 
We emphasize and promote creativity in professional barbering. In today's 
competitive and fascinating world of barbering, students need to develop the 
ability to compete and excel. 
 
Our primary goal is to produce a professional barber, proficient in all modern 
methods and professional techniques necessary to compete in this exciting 
field. We do not use erroneous, deceptive, or misleading practices of any kind. 
 

Admission Requirements 
 
Sharp Edgez admits students who: 
1. Are 17 years of age or older 
2. High School Graduates (including GED certification) or 
3. Have passed an independently administered test approved by the U.S. 

Department of Education. This test calculates your “Ability to Benefit (ATB)” 
from the training you will receive. Students enrolling on an ATB basis do not 
qualify for Title IV financial aid. 

 
Admission Procedures 

 
Prospective students should contact the school by phone or email 
(admissions@sharpedgez.com) to schedule an appointment with admissions. 
During your appointment you will be asked to furnish a copy of your ID, High 
School Diploma (or transcripts), G.E.D., or proof of passing the “Wonderlic 
Ability to Benefit test”, which is given on premises by an independent test 
administrator. All students must tour the school before enrolling.  
 

Wonderlic Ability to Benefit Test Passing Requirements 
 

1. Entrance into the school requires a score of 200 Verbal and 210 Quantitive. 
 
If all requirements are met, and the school accepts the student's application, 
the student must enter into an enrollment agreement with the school by 
signing an Enrollment Agreement form before commencing their program. 

 
Transfer Policy 



5 

 

 
The school will credit the student up to 70 % of hours obtained in an accredited 
Barber Course. Certified documentation from the previous school will be 
needed in order to take advantage of this. An “official copy of the transcript” 
must be furnished by the student to the school. It must contain hours earned 
and grades received for their previous course. Only grades with a minimum 
passing average of 76% will be accepted. 
 
The school shall give written and practical tests to verify the students’ ability. 
The school shall ultimately determine the number of hours granted to the 
student.  
 

Class Schedule 
 
Theory classes are held once a day consisting of classroom work, 
demonstrations, lectures, along with audio and visual aids. The period after 
class is spent working in our modern clinics on live models, under the 
supervision of licensed instructors. An instructor is on duty at all times.  
 

Academic School Calendar 
 
The school is closed on the following legal holidays: 
 
New Years Day, Memorial Day, Veteran's Day, Martin Luther King Day, 
Independence Day, Thanksgiving Break, Presidents Day, Labor Day, Columbus 
Day, Christmas Break. New classes begin on the first or third Monday of every 
other month. New classes typically begin in the following months: 
January  
March 
May 
July 
September 
November 
Class dates are subject to change based on unforeseen circumstances. 
 
In case of closing due to inclement weather, students should watch the school 
closing bulletin on the major TV news networks for the school decision to open 
or close.  

School Objectives 
 

It is the objective of Sharp Edgez to provide the training necessary to prepare 
the student with the skills required to successfully graduate, and secure and 
retain employment in the field of their choice. In order to achieve this objective 
the school does the following:  
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1. Maintains a highly skilled and qualified teaching staff. 
2. Provides the student with a comprehensive curriculum with emphasis on 

current techniques utilized in the profession. 
3. Teaches the value of professionalism in the barbering field, including high 

standards of workmanship and personal conduct. 
4. Conducts its business in an ethical and educational atmosphere that is a 

credit to the barbering industry. 
5. Completion of the barbering program qualifies the student to take the 

New York State Licensing Examination. 
 

Educational Objectives 
 

Sharp Edgez has specific educational objectives for each student being the 
successful completion of the students program of study within the allotted 
time frame.  
 
Sharp Edgez will provide the student with specific skills necessary to pass the 
New York State Licensure Examination and to be gainfully employed in their 
profession.   

Placement Service 
 

Sharp Edgez staff is always available to its graduates for placement advising. 
The school cannot guarantee, by law, that a graduate will secure employment. 
However, the school has an on-going placement service. 
 
Job placement assistance is arranged by: 
1. Personal referrals by school faculty to potential employees. 
 
2. Personal interviews between potential employers and students who have 

completed their course. 
 

Absentee Policy 
 

Students are expected to attend all classes and to report on time. 
The school should be notified if the student is late or absent from classes. 
An acceptable excuse for absence from school must be in written statement 
from a physician, court appointment, or death in the immediate family etc. If a 
student’s illness is due to an infectious, contagious disease or condition that is 
harmful to others, please report this to the Director. All students are expected 
to arrive and leave on time for all class sessions. 
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Tardiness 
 
1. Instructors take and record attendance daily therefore it is important for 

all students to arrive and punch in and out daily, and on time. 
2. Tardiness will reduce the amount of clock hours and will cause the student 

to have to make up hours after his/her scheduled graduation date. To 
make up hours after your scheduled graduation date there is a fee of 
$10.00 per hour. Therefore, it is in the student's best interest to be on time 
daily and stay on schedule. 

Leave of Absence Policy 
 
A Leave of Absence (LOA) is a temporary interruption in a student’s program of 
study and refers to a specific time period when a student is not in attendance.  
LOA’s are granted in multiples of thirty (30) days - (30, 60, 90, 120, 150, 180 
days). Multiple LOA’s may be granted in any 12 month period with a minimum 
increment of thirty (30) days. An approved LOA has no effect on the 
Satisfactory Academic Progress. If a student was deemed maintaining 
Satisfactory Academic Progress prior to LOA or withdrawal of training, upon 
his/her return, the student is deemed in good standing and may continue the 
program of study from the point of interruption. LOA time frame does not 
involve any additional charges from Sharp Edgez. The total number of days 
allowed for a Leave of Absence may not exceed 180 days in a 12 month period. 
Students on approved LOA need to be aware that said LOA may affect financial 
aid, therefore, before final consideration is given to grant the requested LOA—
a Financial Aid Advisor will meet with the student and provide information 
regarding the following: 
 

 loan obligations 

 possible revisions in his/her aid package 

 deferment options 

 notification to lending institutions 

 deferments may be canceled 

 if a veteran—benefits may be affected 

 grace periods exhausted 

 consequences of not returning to Sharp Edgez  at the expiration of the 
LOA 

 etc. 
 
For students receiving Title IV funds, all Guidelines below must be adhered to 
or student will be considered withdrawn. Students who have been granted a 
LOA will be considered withdrawn if he/she does not return to school at the 
end of the LOA.  In said case, the student should be informed that the date 
he/she began the LOA is the last day of attendance for the purpose of 
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calculating the Return of Title IV funds. Should withdrawal result, a student’s 
grace period for a Title IV program loan might be exhausted. LOA’s should be 
submitted to the school in advance unless prevented by unforeseen 
circumstances. 
 
A Leave of Absence may be submitted if the request meets the following: 
 

 Illness of the student or immediate family member 

 Death in the immediate family 

 Incarceration  

 Military 
 
LOA’s must be submitted in writing, signed and dated with reasons for request 
explained in full. To request full one hundred eighty (180) day Leave of 
Absence, complete documentation and certain conditions will be needed to 
support said request … ie:  jury duty, military reasons including National Guard 
requirements, circumstances meeting criteria covered under FMLA (Family & 
Medical Leave Act of 1993). LOA’s are not guaranteed. It will be determined by 
school administration whether or not your LOA is approved or denied  
 

Termination Policy 
 

A student may terminate their enrollment with the school at any time in 
accordance with the school's minimum cancellation and settlement policy. The 
school may terminate the enrollment agreement under the following 
conditions: 
 
1. Infractions of the school's rules and regulations 
2. Failure to attend for 3 calendar days 
3. Not maintaining satisfactory academic progress 
4. Failure to return from a leave of absence on the scheduled date 
5. Students failure to meet their financial obligations to the school 
 
Students who are dropped or withdraw from the Barbering program cannot 
receive any documents if any balance is owed to the school ex: records, 
transcripts, certificates, etc. 
 
Definition of Clock Hours 
Whenever mentioned in this brochure, one hour of scheduled time is equal to 
50 minutes of actual instruction. 
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Financial Aid 
Department of Labor/ROCHESTERWORKS! 
The Department of Labor in Rochester is located at 255 North Goodman St., 
Rochester, NY 14607, call 585.258.3500 or on the web at 
www.rochesterworks.org 
 
The Department of Labor in Buffalo, NY is located at 290 Main Street, Buffalo, 
NY 14202, and their phone number is 716-851-2750. 
 
ACCES 
To be eligible for ACCES services, an individual must have a physical, mental, 
emotional, or learning disability that interferes with their ability to work. There 
must also be a reasonable chance that the individual will become gainfully 
employed if he/she receives rehabilitation services.  Eligibility for services is 
determined by a review of the individual's medical records, and in some cases, 
by new medical and vocational evaluations. To contact ACCES-VR’s Rochester 
Office visit 109 S. Union Street, Rochester, New York 14607, call 585.238.2900 
or on the web at www.acces.nysed.gov/vr/rochester/contact.htm 
 
VA 
We are approved by the New York State Divisions of Veterans Affairs for the 
training of veterans and others who may qualify.  For more information, please 
visit the departments’ website at www.gibill.va.gov or call 518-474-7606 or you 
can write to: NYS Division of Veterans Affairs, 2 Empire State Plaza, 17

th
 Floor, 

Albany, NY 12223. Qualified individuals who wish to utilize this resource must 
submit the required military forms to the schools SCO in the Financial Aid 
Office. The schools SCO will then complete the required VA documents so 
payment may be processed for the student’s education. Veterans, active duty 
service members, reservists and spouses and dependants may qualify for VA 
educational assistance. If you believe that you qualify for these benefits check 
with the Department of Veterans Affairs to see if you qualify. Eligible students 
my still qualify for Federal Financial Aid if their educational costs are not fully 
covered by the VA. Please contact the Financial Aid office for more information 
about our funding resource options. 
 
The Seneca Nation Education Department  
The Seneca Nation Education Department of both Allegany and Cattaraugus 
Territories provides services which support the learning process as a means of 
obtaining individual and collective satisfaction, with respect for self and others, 
and a pride in Seneca and Native heritage. The Seneca Nation provides learning 
opportunities to help challenge each individual to achieve their life's goals 
Seneca Nation applicants MUST, 1. Be an enrolled member of the Seneca 
Nation of Indians, 2. Comply with all rules and regulations that accompany 

http://www.rochesterworks.org/
tel:+1-716-851-2750
http://www.acces.nysed.gov/vr/rochester/contact.htm
http://www.gibill.va.gov/
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funding sources. And 3. Be enrolled and attending a Certificate granting 
program at an accredited institute. 
 
Tuition Financing Company (TFC), 
Students who would like to make out-of-pocket payments towards their tuition 
can do so through TFC. Please contact your financial aid representative for 
more information. 
 

Graduation Requirements 
To successfully complete the school programs, the student must complete the 
following criteria: 1. All academic, practical and attendance criteria. 2. When all 
tuition fees are paid in full. 3. When the student completes the above 
requirements, he/she will be awarded a Certificate of Completion. Due to 
COVID-19 class schedules may be longer than advertised. Please note that class 
me be canceled the evening or day of due to unforeseen circumstances.   
 
 

Student Services 
 
Sharp Edgez offers many student advisory services to enable the student to 
complete his/her program successfully. Students may consult with the office or 
their instructors for any academic or personal advising they may require. Out of 
town students who may require assistance with housing, transportation, or 
child care, may access this information by contacting the school director. 
Students will automatically be advised by the school if the student is at risk of 
being placed on probation because of lack of academic progress. 
Students may request or be recommended by school personnel for personal 
advising regarding emotional, family and/or drug and alcohol issues. Students 
will be referred to the appropriate agencies by the school. 
 

Student Complaint/Grievance Procedure 
 
Sharp Edgez has an established procedure for addressing student complaints. A 
copy of the General Complaint Form is available at the school and may be 
obtained by contacting the school's director. At any time during school hours 
students may approach a member of the instructional or management staff 
with his/her concerns or complaints. All concerns and complaints must be 
submitted in writing and signed by the student. Anonymously signed 
complaints will not be accepted. The school would appreciate the opportunity 
to adequately address the students concerns before the student contacts any 
of the agencies listed below. If the student feels that the school has not 
addressed a concern or complaint adequately, they may consider contacting 
the following agency listed below verbally or in writing. 
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Please direct all inquiries to: 
New York State Education Department 
116 West 32nd Street, 5th Floor 
New York, New York 10001 
Attention: Bureau of Proprietary School Supervision  
(212) 643-4760  
http://www.acces.nysed.gov/bpss/ 
 
Council on Occupational Education 
7840 Roswell Road, Bldg 300 
Suite 325 
Atlanta, GA 30350 
(770) 396-3898 
www.council.org 
 

Minimum Cancellation and Settlement Policy 
 

Termination by the Student 
 
If the student wishes to terminate this agreement the student should inform 
the school director in writing of the termination. Which will become effective 
on the day such writing is postmarked or hand delivered to the school or the 
expiration date of an approved Leave of Absence, which ever comes first. The 
school will make refunds to all programs and the student within 30 days of the 
date of termination. 
 

Termination by the School 
 
Sharp Edgez will consider terminating a student due to: 
 

A. Lack of satisfactory progress (attendance or academic) 
B. Not attending for 3 consecutive calendar days  
C. Returning late from a leave of absence 
D. Any other reason stated in this catalog or in the enrollment agreement 

 
The school will make refunds to all programs and the student within 30 days of 
the date of determination by the school that the student ceased attending. 
 
In case of prolonged illness or accident, death in the family, or other 
circumstances that make it impractical to complete the program, the school 
shall make a settlement according to the enrollment agreement. 
 

http://www.council.org/
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Pursuant to Section 5002 of the Education Law the student should notify the 
director in writing of their intention to withdraw from the school. Failure to do 
so may delay a student tuition refund. 
 

SATISFACTORY PROGRESS POLICY 
 

It is our policy to ensure that all students continue their program with good 
academic progress. To ensure satisfactory progress, student records are 
checked at multiple points throughout their program. For the Barber Course, 
students are advised as to their progress at 150 hours, 300 hours, 450 hours 
and at 600 hours. Veterans who do not have a 76% average by their 450

th
 hour 

evaluation will be terminated.  All students enrolled must maintain a minimum 
cumulative grade point average of 76% based on cumulative scores for all 
written and practical criteria administered during their program. Students must 
attend 85% of their total contracted hours (including make-up hours) from the 
first day of attendance to the end of the evaluation period. For veterans this 
will be by the 450

th
 hour of the program if you are not at 85% of the total 

contracted hours you will be terminated. The maximum time frame necessary 
to complete a student’s program must not exceed 150% of the students 
scheduled hours. 
 

FINANCIAL AID WARNING 
 
Students who do not meet either or both of the above criteria will be placed on 
financial aid warning until the next evaluation period. During this time students 
will be considered to be making satisfactory progress and deemed eligible to 
receive Title IV funds. During the financial aid warning period students are 
eligible, if applicable, to receive financial aid funds. At the next evaluation 
period the student's attendance and GPA will be reviewed. 
 

APPEALS PROCESS/PROBATION PROCESS 
 

This appeals process applies to Title IV students. A student may appeal a 
determination of unsatisfactory progress. The appeal must be in writing and 
include an explanation of the circumstances that caused the students 
unsatisfactory progress, as well as what changed in the students situation that 
would result in the improvement of progress. The school will then consider the 
appeal and either deny the students appeal and place the student on Financial 
Aid warning or accept the students appeal and allow the student to continue 
his/her program uninterrupted.  The school will provide notice to the student 
in writing concerning the result of the students appeal. If the student has not 
been able to remediate his/her attendance and/or academic progress to 
minimum acceptable levels, the student will be determined as not making 
satisfactory progress and deemed ineligible for Title IV assistance.  If at the end 
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of the next evaluation period the student has not been able to remediate 
his/her attendance and/or academic progress to minimum acceptable levels by 
the end of their probationary period, they must be dismissed at the end of that 
probationary period. Students who are placed on Financial Aid Probation for an 
evaluation period and do not meet minimum acceptable levels by the end of 
that probationary period will lose all federal aid until such time that the 
student re-establishes satisfactory progress. Students may re-establish 
satisfactory progress by meeting minimum attendance and academic 
standards. Any student suspended from Financial Aid assistance may be 
dismissed from the program. Return of funds to Title IV (R2T4) is calculated 
based on aid that the student was disbursed or was eligible to be disbursed for 
that payment period. 

 
RE-ENROLLMENT AFTER DISMISSAL 

 
Any student dismissed from the program for these reasons are eligible to re-
enroll on a new enrollment agreement in order to complete their course 
requirements. When a student re-enrolls the student shall be placed in the 
instructional program at the point commensurate with the skill level retained 
by the student at the time of his or her return.  An oral evaluation designed to 
measure the student's level of retention in the course will be given at the time 
of the students’ re-enrollment. Returning students who re-enroll on a new 
enrollment agreement begin a new attendance percentage record.  

 
Grading System 

 
The schools grading system is based on the A, B, C system and is used for all 
written and practical examinations. 
95 to 100 - Excellent = A 
85 to 94 - Good = B 
76 to 84 - Satisfactory = C 
75 and below – Failed = F 
A 76% grade point average must be maintained by all students. 

 
Make-Up Work 

 
Students are responsible for all class work missed due to absence or tardiness. 
Class notes and class work missed must be obtained from fellow students.  All 
hours and examinations missed because of absence or tardiness must be made 
up in order to complete the program successfully and receive their Certificate 
of Completion. An incomplete grade will be considered a failure when a 
student fails to make up or retake a missed or failed scheduled exam within 30 
days after his/her monthly review. The failed grade or a grade of "0" will be 
applied towards his cumulative average. 
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Overtime Charges 
 
Any missed hours beyond the maximum allowed will be charged to the student 
at the rate of $10.00 per hour. 
 

Make-Up Hours 
 
Sharp Edgez offers students the opportunity to make-up hours outside of their 
contracted schedule. Students may not attend classes for more than 40.5 hours 
per week for full-time students and 28 hours for Part-time students. Dates and 
availability for makeup hours may vary due to the weather and class 
availability (Any questions in regards to class availability can be explained by 
the school agent). In order for proper time keeping and attendance record 
keeping, the student must notify the school in writing of their intention to 
make up hours on a specific date. The signup sheet and rules for makeup hours 
is located at the receptionist desk.  
 

Make-up Hours Rules 
 

 If a student takes a time slot and for whatever reason is absent or more 

than 30 minutes tardy they will be given a strike. After 3 strikes you will no 

longer be able to sign up for make-up hours for an entire week. 

 Students making up hours must always follow the instructions of the 

instructor on staff 

 Students will be asked to sign in at the front desk when they enter the 

building and clock in using the palm scanner 

 Students making up hours must be working on the material that was 

missed during their normal schedule 

 Students are expected to work in designated areas (break room, computer 

area or open classroom) 

 Make up hour students can service appointment only clients (no 

exceptions) 

 Event time are not available for make-up hours during the part time class 

 Students should not be signed in until their scheduled time 

 No Signing up in advance, students must wait until the day of to sign up for 

makeup hours 

 Students must be present to sign up for makeup hours 

All students are allowed a maximum of 3 unexcused absences with no penalty. 
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SEBI Student Expectations 
 
1. Students are expected to be in class by 9:15 am for attendance. 
2. Students are expected to keep their cellphones on vibrate.  If you need to 

take a call, please be respectful and step outside of the clinic or classroom. 
3. Students are expected to enter and exit from the rear of the building.  

Students who arrive after 9:30 am will have to enter from the front due to 
the rear gate being locked. (ROCHESTER ONLY) 

4. Students are expected and it is their responsibility to clock in when you 
first enter the building and to clock out when you leave for the day. 

5. Students are expected to be respectful to staff, classmates and clients.  
They are expected to conduct themselves in a professional manner at all 
times. 

6. Students are expected to be prepared for the day.  You must have your 
school issued tools and barber jacket in your possession to receive credit. 
Students without these items will be asked to clock out to get their 
equipment.  If your instructor gives you permission to use the loaner kit or 
barber jacket, you will have to sign it out with your ID and a fee of $5 will 
be implemented as well.  The loaner kit cannot be used consecutively.  

7. Students must be maintaining 85 % or above SAP in order to receive their 
toolkit.  For receipt of toolkits student must have the following: 130 hours 
and complete 30days and at or above 85% SAP 

8. Students are expected to arrive back from breaks or lunch on time, 
students who are late will be clocked out. 

9. Students are expected to get permission from their instructor to provide 
haircutting services on another student.   If the student provides 
haircutting services without permission, it will not be the instructor’s 
responsibility to fix the haircut. 

 
Students are expected to follow the following Dress Code guidelines: 

A. Students are expected to dress as a representation of good grooming. 
B. School issued jackets are to be worn at all times, jackets are to be fully 
zipped. 
C. Students are expected to use the school issued black barber jacket and 
cape (no other capes & jackets allowed). 
D. No sagging clothing and no excessively large holes in clothing. Shorts 
and skirts should be at mid thigh length. 
E.  Students must obey rules of personal hygiene, sanitation and personal 
conduct; such as, no body order, no bad breath, and hands must be 
washed after using the restroom.  
F. Open toed sandals, flip-flops or heels are not to be worn for hygienic 
and safety reasons. 
G. Tank top shirts can not be worn without a barber jacket on and 
sunglasses are not permitted. 
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H. No excessive or restrictive jewelry of any kind. Necklaces should be kept 
inside barber jackets (please see Milady book Chapt. 4, pg. 82). 
 

Students are expected to follow the following Code of Conduct guidelines: 
A. Profanity, cursing, slang or rude stories are strictly prohibited. 
B. Sexual harassment in any form is prohibited. Any unwanted sexual 

advances or obscene remarks of any kind will not be tolerated.  
C.  Weapons of any kind (including pocket knives) are strictly prohibited. 
 

SEBI Building Rules 
 
1. The school is not responsible for lost, stolen or damaged property.  
2. Students are not allowed to leave belongings unattended throughout the 

night (including classroom desks and clinic stations.  Some lockers may be 
made available on a first come basis for use. 

3. No excessively loud music while outside on breaks/lunch (this includes 
from your car in the parking lot). 

4. No sitting on tables, no feet up on tables, chairs or walls. 
5. No sleeping in the clinics during breaks/lunch. 
6. All clinic chairs must remain in an upright position unless doing a 

procedure that requires it to be reclined. 
7. No food allowed in the clinics, drinks may be permitted as long as they 

have a closed lid. 
8. No hanging out in the break room. The use of the break room is for 

scheduled lunch and break times only. 
9. All customers and guest must enter from the front building entrance only.  
10. Waiting area space is for customers and guest use only. 
11. Cigarette smoking should be done 15ft. away in the designated rear 

smoking area. 
12. Students are not allowed to loiter in the front and/or side of the building.  
13. No soliciting of any kind in or on school property (including parking lot). 
14. When crossing the street students must cross using the designated cross 

walk (ROCHESTER ONLY). 
15. Music with the use of headphones can be used while doing personal 

theory work only, No personal speakers or music can be played from your 
phones. No headphone use while in the clinic. 

16. No hoods of any kind can be worn while in the building. 
17. No cell phone use while in the clinic during instructional time (usage of 

phones is limited to the break room and in classroom during appropriate 
times). 
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SEBI Clinic/Classroom/Make up hours Expectations 
 

 Faculty reserves the right to tell students the day to day activities and work 
that needs to get done…When, Where and How to work. 

 Instruction and haircutting training is delivered by the Instructor.  Students 
should not give negative feedback to classmates. 

 Talking to one another while working on customers is a distraction and 
should be limited, unless it is pertaining to the haircut. 

 The floor and station must be cleaned before/after servicing a client …No 
Exceptions 

 Students should not touch or borrow any other students or staff member’s 
tools and equipment. 

 No movies and/or TV shows should be played from Clinic or Classroom 
TV’s.  School equipment (including computers) should be used for SEBI 
educational purposes only. 

 Students who leave the building for the day without having a student 
request form and with out an approved excuse, WILL NOT be approved to 
stay during the evening class when available.   

 Instructor must sign off /approve students request to make up hours.  
Students at or above 100% attendance cannot stay for night class. 

 Full Time students may not exceed more than 40.5 hours total per week 
and Part Time may not exceed 28 hours total.    

 When making up hours, full participation is expected including coming 
prepared with books, barber jacket and tools. 

 Students making up hours must remain in the building during their time.  It 
is your responsibility to sign in out at the appropriate time.  Failure to do 
so could result in your time not being accepted. 

 Students will be given only 2 weeks from the day/time of absents to 
submit excused documentation.  Any documentation that is not submitted 
within this timeframe will not be accepted. 

 If you have accumulated overtime fees, the final amount will be 
determined once a student reaches his/her scheduled 600 hour check 
point. 

 
State Licensing Applications 

Apprentice license 
 
Your apprentice application must be obtained while you’re a current student 
and will not be granted after graduation.  All tuition/registration/ tool kit fees 
must be paid in full prior to the application being submitted.  Students are 
responsible for obtaining their physical and all fees associated with licensing 
which is an out of pocket expense paid to NYS. 
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Licensing 30 day rule  
 
If you do not have any overtime fees, you will have 30 days upon completion of 
the program to sign up for your state board.  If you acquire overtime fees, you 
will be given a 30 day grace period to set up a payment plan.  Upon completion 
of payments you will be able to sign up for your state board. If any assistance is 
requested by the school after 30 days since graduation, there will be a school 
processing fee of $40 (any student on a payment plan is subject to the school 
processing fee). 

 
Suspension and Termination  

 
Suspended or terminated students must immediately leave the school and the 
building premises (including the parking lot); and can no longer come back until 
given notice by the school Director. A student may be suspended or terminated 
depending on the situation for any of the following reasons: 
 
A. Being threatening, aggressive, disrespectful, or creating a disturbance to any 
client, student or employee of Sharp Edgez Barber Institute. 
 
B. Possession or being under the influence of alcohol or drugs on school 
property (including parking lot) or during any off site school activity.  If you 
smell like marijuana you will be asked to clock out and go home for the day. 
C. Non-payment of tuition and fees. 
D. Lack of academic progress as outlined in the school's progress policy. 
E. Discriminating or bullying against someone on the basis of sex, race, color, 
religion, national origin, sexual orientation, or physical, mental, emotional, or 
learning disability. 
F. Failure to comply with any rules and/or expectations outlined above or in the 
school catalog. 

Drug Policy, Hazing, Campus Security 
 
Sharp Edgez prohibits the unlawful possession, manufacturing, use or 
distribution of illicit drugs and alcohol by students and employees on its 
property and at any school activity. Any violation of this policy can result in 
expulsion or termination of students and employees. Law enforcement 
authorities will be notified where a violation of the law has occurred.  All 
further information pertaining to statistics on “The Campus Security Act – Clery 
Act” or our “Drug and Alcohol Abuse Policy” may be obtained on the schools 
website at www.sharpedgezbarberinstitute.com click on “Financial Aid”, or at 
the school's director’s office. Hazing of any kind is prohibited.  
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Student Disclosure Pamphlet 
 
Schools are required to give this disclosure pamphlet to individuals interested 
in enrolling in their school.  
What You Should Know about Licensed Private Schools and Registered Business 
Schools in New York State  
What is the purpose of this pamphlet?  
All prospective and enrolled students in a non-degree granting proprietary 
school are required to receive this pamphlet. This pamphlet provides an 
overview of student’s rights with regard to filing a complaint against a school 
and accessing the tuition reimbursement fund if they are a victim of certain 
violations by the school.  
Trade schools which are licensed by the New York State Education Department 
and business schools which are registered by this Department are required to 
meet very specific standards under the Education Law and Commissioner's 
Regulations. These standards are designed to help insure the educational 
appropriateness of the programs which schools offer. It is important for you to 
realize that the New York State Education Department's Bureau of Proprietary 
School Supervision closely monitors and regulates all non-degree granting 
proprietary schools. The schools are required to have their teachers meet 
standards in order to be licensed by the Department. Schools are also required 
to have their curriculum approved by the New York State Education 
Department every three years, thereby helping to insure that all curriculum 
offered in the schools are educationally sound.  
In addition, staff members of the Bureau of Proprietary School Supervision are 
often in the school buildings monitoring the educational programs being 
offered. The New York State Education Department's Bureau of Proprietary 
School Supervision wishes you success in your continued efforts to obtain the 
necessary skill training in order to secure meaningful employment. In addition, 
Bureau staff will continue to work with all the schools to help insure that a 
quality educational program is provided to you.  
Who can file a complaint?  
If you are or were a student or an employee of a Licensed Private or Registered 
Business School in the State of New York and you believe that the school or 
anyone representing the school has acted unlawfully, you have the right to file 
a complaint with the New York State Education Department.  
What can a student or employee complain about?  
You may make complaints about the conduct of the school, advertising, 
standards and methods of instruction, equipment, facilities, qualifications of 
teaching and management personnel, enrollment agreement, methods of 
collecting tuition and other charges, school license or registration, school and 
student records, and private school agents.  
How can a complaint be filed by a student or employee?  
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You should try to resolve your complaint directly with the school unless you 
believe that the school would penalize you for your complaint. Use the school's 
internal grievance procedure or discuss your problems with teachers, 
department heads, or the school director. We suggest that you do so in writing 
and that you keep copies of all correspondence to the school. However, the 
school cannot require you to do this before you file a complaint with the New 
York State Education Department. If you do file a complaint with the 
Department, please advise the Bureau of any action that you have taken to 
attempt to resolve your complaint.  
The steps you must take to file a complaint with the New York State Education 
Department are:  
1. Write to the New York State Education Department at 116 West 32nd Street, 
5th Floor, New York, New York 10001, or telephone the Department at (212) 
643-4760, requesting an interview for the purpose of filing a written complaint. 
Bring all relevant documents with you to the interview, including an enrollment 
agreement, financial aid application, transcripts, etc. An investigator from the 
Department will meet with you and go through your complaint in detail.  
2. If you cannot come for an interview, send a letter or call the office to request 
a complaint form. You must complete and sign this form and mail it to the 
office. Please include with it copies of all relevant documents. You should keep 
the originals. You must file a complaint within two years after the alleged illegal 
conduct took place. The Bureau cannot investigate any complaint made more 
than two years after the date of the occurrence. 
3. The investigator will attempt to resolve the complaint as quickly as possible 
and may contact you in the future with follow-up questions. You should 
provide all information requested as quickly as possible; delay may affect the 
investigation of your complaint. When appropriate, the investigator will try to 
negotiate with the school informally. If the Department determines that 
violations of law have been committed and the school fails to take satisfactory 
and appropriate action then the Department may proceed with formal 
disciplinary charges.  
What is the Tuition Reimbursement Fund?  
The Tuition Reimbursement Fund is designed to protect the financial interest of 
students attending proprietary schools. If a school closes while you are in 
attendance, prior to the completion of your educational program, then you 
may be eligible for a refund of all tuition expenses which you have paid. If you 
drop out of school prior to completion and you file a complaint against the 
school with the State Education Department, you may be eligible to receive a 
tuition refund if the State Education Department is able to provide factual 
support that your complaint is valid and to determine that there was a violation 
of Education Law or the Commissioner's Regulations as specified in Section 
126.17 of the Commissioner's Regulations. To file a claim to the Tuition 
Reimbursement Fund, you must first file a complaint with the State Education 
Department at the address included in this pamphlet. The staff of the State 



21 

 

Education Department will assist you in the preparation of a tuition 
reimbursement form (a sample of this form should have been provided to you 
upon enrollment).  
What is the tuition refund and cancellation policy?  
All schools must have a tuition refund and cancellation policy for each program 
included in the catalog and in the student enrollment agreement.  
Read and understand the school's policy regarding tuition refund and 
cancellation before you sign the enrollment agreement. If you do not 
understand it, or are confused by the school's explanation, get help before you 
sign. You may ask for assistance from the Department at the address included 
in this pamphlet.  
What should students know about "private school agents?" 
Agents are employed by schools for the purpose of recruiting or enrolling 
students in the school; they are not school counselors. Private school agents 
cannot require a student to pay a placement or referral fee. Each school agent 
must be licensed by the New York State Education Department, must have an 
Agent identification card and must be a salaried employee of the school. School 
agents who cannot show an Agent Identification Card are breaking the law if 
they try to interest students in enrolling in a particular school or group of 
schools. The name(s) of the agent(s) who enrolled a student must appear on 
that student's enrollment agreement. Therefore, you should write down the 
name of the agent who talked to you. Each student will be required to confirm 
the name(s) of the agent(s) when signing the enrollment agreement. A full 
refund shall be made to any student recruited by an unlicensed private school 
agent or even by a licensed agent if there is evidence that the agent made 
fraudulent or improper claims. To find out if you are eligible to receive a 
refund, you must follow the complaint procedures included in this page. 
What should students know about "grants and guaranteed student loans"?  
A grant is awarded to a student based on income eligibility, and it does not 
need to be repaid (for example, New York State Tuition Assistance Program 
(TAP) grants or Pell grants provided by the federal government).  
Guaranteed student loans are low interest loans provided under the Federal 
Guaranteed Student Loan Program. The decision to apply for such a loan is 
yours-the school cannot require that you apply for a loan. You should 
understand that if you pay school tuition with money loaned to you from a 
lender you are responsible for repaying the loan in full, with interest, in 
accordance with the terms of the loan agreement. A failure to repay the loan 
can hurt your credit rating and result in legal action against you. Even if you fail 
to complete your educational program, you are still responsible for repaying all 
of the money loaned to you.  
It is your right to select a lender for a guaranteed student loan. The school 
cannot require you to apply to a particular lender or lending institution. 
However, the school can recommend a lender, but if it does, the school must 
also provide you with a statement about your right and ability to obtain a loan 
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from another lender and the insurance premiums charged on these loans. Read 
and understand all the information and applications for financial aid grants and 
loans before signing.  
Where can students file a complaint, file a claim to the tuition reimbursement 
fund, or get additional information? 
Contact the New York State Education Department at: 
New York State Education Department 
116 West 32

nd
 Street, 5

th
 Floor  

New York, New York 10001 
Attention: Bureau of Proprietary School Supervision 
(212) 643-4760 
 
This pamphlet is provided to you by the New York State Education Department 
(NYSED). The NYSED regulates the operation of Licensed Private Schools and 
Registered Business Schools/Computer Training Facilities. As described in 
§5001. Licensed Private Schools and Registered Business Schools / Computer 
Training Facilities, Article 101 - Private Trade And Correspondence Schools. All 
student permanent records shall be maintained for a period of twenty years. 
 

 
Clinic Area and Theory Classrooms 

 
Clinic Area: Our clinic areas consist of hairstyling chairs, mirrors, sinks, 
haircutting stations and shampooing areas. It is adequately lighted and fully air 
conditioned and heated with a central cooling and heating system. Theory 
Classrooms: These rooms were planned for the students comfort. They consist 
of work stations, instructors’ desk and various audio and video aids. Our clinic 
and classroom areas have been approved for safety by the City Planning board. 
It is adequately lighted with easy to read safety exits. It is handicapped 
accessible. 
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Barber Course 
 
The objective of the Barber Course is to train students in all aspects of the 
barbering profession. The student will acquire skills in haircutting, hair styling, 
tapering, trimming of the beard and mustaches, men’s hairpieces, scalp 
treatments, facials, shampooing, honing and stropping, shop management and 
state licensing laws.  
 
Upon completion of the Barber Course curriculum and full payment is received 
for the program certificate will be issued to the student and he/she will be 
eligible to take the New York State Board Exam. After successfully passing the 
New York State Board Exam, the student will be issued a barber license.  
 
Students who complete their program and pass the New York State Board 
Exam will be qualified to pursue a variety of opportunities in the professional 
barber styling field. All students must complete the 600 hours of training within 
the contracted dates or they will be dismissed from the program. 
 

Program Starting Dates 
 
The Barber Course runs consecutively throughout the year. New classes begin 
on the first and third Monday and of each month. 
 

Full-time Class Schedule: 
Monday through Friday 9am – 4:30pm 

Hours per week 32.5, number of weeks 19 
 

Part-time Class Schedule: 
Hours per week 20, Number of weeks 30 

Monday through Friday 
5:30pm to 9:30pm 
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Barber Course Program Class Schedule 
 

Program Curriculum (600 
Hours) Theory Training Course 
Unit 

Theory Skill Total hours 

Orientation Introduction 4 0 4 

The History Of Barbering 4 0 4 

Professional Image 2 2 4 

Infection Control: Principals 
And Practices 

20 4 24 

Implements, Tools And 
Equipment 

8 16 24 

Anatomy And Physiology 12 4 16 

Skin Structure, Disorders And 
Diseases 

4 4 8 

Prop. And Disorders Of The 
Hair And Scalp 

4 4 8 

Treatment Of Hair And Scalp 4 12 16 

Facial Massage And Treatments 6 20 26 

Shaving And Facial Hair Design 12 66 78 

Haircutting And Styling 80 256 336 

Men’s Hair Replacement 8 24 32 

Barbershop Management 4 4 8 

Job Search 4 4 8 

State Board Prep. Licensing 
Laws 

2 2 4 

Total Instructional Hours 178 422 600 
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Tuition 
 

 Barber Course Tuition 
 

Tuition and payment schedules for the 600 hour Barber Course: 
 

 Non-Refundable Registration Fee: $100.00 

 Books: $227.00 

 Tool kit Fee: $773.00  

 Tuition: $9,000.00 

 Total Costs $10,100.00 
 

Full-time student payment schedule: 
 

 $2,000.00  for registration, books and tool kit (includes $900.00 initial 
tuition payment) and 

 $506.25 per week for 16 weeks or  

 Four payments of $2025.00  
 

Part-time students are required to pay: 
 

 $2,000.00 for registration, books and tool kit (includes $900.00 initial 
tuition payment) and 

 $324.00 per week for 25 weeks or 

 Five payments of $1620.00 
 

 
Make up time that is needed for an absence that is scheduled after the 
expected graduation date will be considered make up hours. A charge of 
$10.00 per hour for make-up hours will be charged in addition after the 
contract end date.  
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Staff 
 

Rochester 
Ahmon Bryant 
School Director 

School Agent 
Barber Instructor 

 
Tomeika Bryant 

Financial Aid Director 
 

Christopher Diamond 
Barber Instructor 

Director 
Financial Aid 

 
 
 
 

Buffalo 
Tomeika Bryant 
School Director 

School Agent 
 

Ahmon Bryant 
School Director 

Financial Aid 
Instructor 

School Agent 
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Refund Policy 
 

The termination date for refunds computation purposes is the last day of actual 
attendance. Charges will be based on "scheduled hours." Scheduled hours is 
the number of clock hours a student should have completed based on 
contracted number of hours per week (from actual start date to last day of 
attendance, less school holidays and closings). 
 
If you terminate this agreement within seven (7) business days of signing the 
contract you will receive a refund of all monies paid to the school less the non-
refundable $100.00 registration fee/enrollment agreement/contract fee, 
provided that you have not commenced the program. Any student not 
accepted into Sharp Edgez will be refunded all monies paid. 
 
All money due to a student that withdraws unofficially from the institute shall 
be refunded within 30 days of a determination by the school that the student 
has withdrawn without notifying the institution. 14 Day Rule:  Good 
attendance is one of the keys to success as a student’s vocational program. As 
of 02/04/2011, the U.S. Dept. of Education released its “14 Day Rule”.  This rule 
states that the termination process will occur after the student has not been in 
attendance for fourteen (14) consecutive days.  
A student who cancels within 7 days of signing the enrollment agreement but 
before instruction begins receives all monies returned with the exception of 
the non-refundable registration fee. Thereafter, a student will be liable for: 

1. the non-refundable registration fee plus 
2. the cost of any textbooks or supplies accepted plus 
3. tuition liability as of the student's last date of physical attendance. 

Tuition liability is divided by the number of quarters in the program. 
Total tuition liability is limited to the quarter during which the student 
withdrew or was terminated, and any previous quarters completed.  

First Quarter 
If termination occurs school may keep: 
Prior to or during the first week 0% 
During the second week 25% 
During the third week 50% 
During the fourth week 75% 
After the fourth week 100% 
Subsequent Quarters 
During the first week 25% 
During the second week 50% 
During the third week 75% 
After the third week 100% 
Amount returned to the student: 

 

Barber Course   
$4500.00 
$3037.50  
$2025.00  
$1012.50  
$0.00  
 
$3037.50 
$2025.00  
$1012.50 
$0.00 
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The student refund may be more than that stated above if the accrediting 
agency refund policy results in a greater refund. 
 
Pursuant to Section 5002 of the Education Law the student should notify the 
director in writing of their intention to withdraw from the school. Failure to do 
so may delay a student tuition refund. 
 
Students on approved LOA need to be aware that said LOA may affect financial 
aid, therefore, before final consideration is given to grant the requested LOA—
a Financial Aid Advisor will meet with the student and provide information 
regarding the following: 

 

 loan obligations 

 possible revisions in his/her Title IV aid package 

 deferment options 

 notification to lending institutions 

 deferments may be canceled 

 if a veteran—benefits may be affected 

 grace periods exhausted 

 consequences of not returning to Sharp Edgez  at the expiration of 
the LOA 

 etc. 
 

For students receiving Title IV funds, all Guidelines below must be adhered to 
or student will be considered withdrawn. Students who have been granted a 
LOA will be considered withdrawn if he/she does not return to school at the 
end of the LOA.  In said case, the student will be informed that the date he/she 
began the LOA is the last day of attendance for the purpose of calculating the 
Return of Title IV funds. Should withdrawal result, a student’s grace period for 
a Title IV program loan might be exhausted. 
 
Additional Funds:  No funds, under any circumstances are refunded until tuition 
accounts are paid in full.  By signing the Student Estimated Financial Aid Award 
Notice, students authorize the school to credit their tuition & fees account with 
personal and/or financial aid funds until account is paid in full.  Account credit 

balances will only be retained by the school, in a separate account, to cover any 
additional expenses that might incur during the duration of enrollment if a 

student/parent has signed the “Credit Balance Hold Authorization Form”. All 
credit balances held are refunded upon graduation to the student with a check 

written for the amount of the credit. If a “Credit Balance Hold Authorization  
Form” is not signed by the student/parent credit balance will be refunded to 
the student with a check written for the amount of the credit within 14 days. 
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Enrollment, Completion and Placement Rate  
 

Sharp Edgez  
July 1, 2018 – June 30, 2020 
 

Program Name: Barber Course CIP Code: 12.0402 

Program Enrollment 2018 – 2019 2019 – 2020 

Program Completion Rate In This 

School  
  

Enrolled 74 114 

Graduates 46 75 

Non-completers 27 19 

Continuing Students 24 20 

Completion Rate 62.00% 80.00% 

Placement of Program 

Completers In this school  

Number of graduates 46 75 

Percent of graduates who are:     

Employed Related Field 92.00% 75.00% 

Employed Slightly Related Field 0 0 

Employed Unrelated Field 1.00% 20.00% 

In Military 0 1.00% 

Seeking Employment 5.00% 2.00% 

Pursuing Additional Education 0 1.00% 

Unavailable for Employment 0 1.00% 

Status Unknown 1.00% 0 
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Return of Title IV Funds (R2T4) Policy 

 
If a student (parent/guardian in the case of a student under legal age) cancels 
his/her contract, the cancellation date will be determined by the postmark on 
written notification or the date said information is delivered to the school’s 
Financial Aid Director/Owner in person.  Should any aid be disbursed prior to 
the start of class, all funds will be returned in full to the appropriate agency. 
 
The Financial Aid Department administers the Return to Title IV Funds 
Calculation (R2T4).  A student withdrawal can include those students who 
officially or unofficially withdraw.  Examples would be 1) a student who did not 
return from an approved or unapproved Leave of Absence, 2) those who were 
terminated from enrollment. 3) those who withdrew from the program and 
notified the school, 4) the school was notified by a second party due to 
circumstances beyond the student’s control.  All R2T4 calculations are based on 
the students last date of attendance as provided by the students attendance 
records.  The R2T4 determines the amount of aid that was earned.  The R2T4 is 
based on the payment period.  After the student has completed 60% of the 
payment period, no refund is due.  The R2T4 is completed for all withdrawals to 
determine if the student is approved for a post withdrawal disbursement. 
 
The calculation for the percent of completion of the payment period is as 
follows: 
School will determine the actual date the student started the payment period 
and the last date of attendance and will figure the scheduled clock hours within 
that period of time.  The number of clock hours the student was schedule to 
complete within that payment period is divided by the total number of clock 
hours in that payment period to determine percent completed.  Days a student 
was on a Leave of Absence are not included in this calculation.  Students who 
owe an overpayment of Pell grants as a result of withdrawal from the program, 
initially will retain their eligibility for Title IV funding for forty five (45) days of 
the earlier of 1) date the school sends the student notification of the over 
award 2) the date the school was required to notify the student of 
overpayment.  Within thirty (30) days of determining that the student’s 
withdrawal created a repayment of all or part of the Pell Grant, the school must 
notify the student that she/he must repay the overpayment or make 
satisfactory arrangements to repay.  The student will be notified of 
overpayment of Title IV funds and that the students eligibility for additional 
Title IV aid will cease if the student fails to take a positive action by the forty 
fifth (45

th
) day following notification from the school.  The student will have the 

options of paying the overpayment in full or arranging a repayment agreement 
with the Department of Education.  If the student fails to take action to repay 
during the forty five (45) days allotted, the school will report this to the 
National Student Loan Data System (NSLDS). 
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Any student who withdraws officially or unofficially will be made aware of the 
possible consequences of withdrawing.  For financial aid students, repayment 
on Federal Loans begins 6 months from their last date of attendance.  Students 
who took a full 180 day Leave of Absence (LOA) and who did not return from 
the LOA will go into immediate repayment. 
 
The R2T4 does not dictate the schools refund policy and is not based on the 
student’s education charges, only the scheduled time within the payment 
period in which the student drops.  This policy is separate from the schools 
Institutional Refund Policy.  All students who utilize Title IV funding will have 
the R2T4 calculation completed prior to calculating the Institutional Refund 
Policy.  A student may owe funds for unpaid charges to the school to cover 
education charges.  If the school is required to return federal funds, the school 
will return Federal Aid disbursed that was credited to the student’s account for 
the payment period in which the student withdrew.  The school will refund any 
unearned Title IV aid due within forty five (45) days of the date of 
determination, which is no later than fourteen (14) days from the last date of 
attendance.   
 
Title IV Refunds are allocated in the following order: 

1. Unsubsidized Direct Stafford Loans 
2. Subsidized Direct Stafford Loans 
3. Direct PLUS Loans 
4. Federal Pell Grants for which a return of funds is required 

 
 If the school is allowed a post withdrawal disbursement, the school will advise 
the student or parent they have fourteen (14) calendar days from the date the 
school sent notification to accept a post withdrawal disbursement.  A student 
who qualifies for a post withdrawal disbursement must meet the current award 
year requirements and time frames for late disbursements.  A post withdrawal 
for Pell Grants of which the student is awarded will be disbursed within forty 
five (45) days of the date the school determined the student withdrew.  Post 
withdrawal loan funds a student accepts will be made within one-hundred and 
eighty (180) days from the date the school determined the student withdrew.   
 
If the schools Institutional Refund Calculation indicates the student still owes 
the school, the debt to the school must be paid in full before the release of 
transcripts or completion certificate.   
 
 
The schools responsibility in regard to the Return to Title IV funds are as 
follows: 
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 To provide students with the information contained in the R2T4 
Policy. 

 Identifying student who have withdrawn and will be affected by 
the R2T4 Policy. 

 Return all unearned Title IV Funds in compliance with The 
Department of Education requirements. 
 

The student’s responsibilities in regard to the Return to Title IV funds are as 
follows: 

 Return unearned Title IV Funds that were disbursed to the 
student where in the student was deemed ineligible, based on the 
R2T4 calculation. 

 When possible, the student should notify the school in writing of 
official withdrawal. 

 If the student cancels their decision to withdraw, the student 
must notify the school in writing within three business days of the 
date of the original withdrawal. 

 All requests to withdraw or cancel a request to withdraw must be 
delivered to the schools financial aid office. 

 Student borrowers of the Direct Stafford Loans are required to 
attend or complete online an Exit Interview before leaving school.   
 

Addendum: VA Pending Payment Compliance 
 
In accordance with Title 38 US Code 3679 subsection (e), this school adopts the 
following additional provisions for any students using U.S. Department of 
Veterans Affairs (VA) Post 9/11 G.I. Bill

®
 (Ch. 33) or Vocational Rehabilitation 

and Employment (Ch. 31) benefits, while payment to the institution is pending 
from the VA.  This school will not: 

 Prevent nor delay the student’s enrollment; 

 Assess a late penalty fee to the student; 

 Require the student to secure alternative or additional funding; 

 Deny the student access to any resources available to other students 

who have satisfied their tuition and fee bills to the institution, 

including but not limited to access to classes, libraries, or other 

institutional facilities. 

However, to qualify for this provision, such students may be required to: 

 Produce the Certificate of Eligibility by the first day of class; 

 Provide written request to be certified; 

 Provide additional information needed to properly certify the 

enrollment as described in other institutional policies.   


