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About
Mission Statement 

Nova Esthetics Training is dedicated to providing each student with an esthetics education that will prepare them for 
the real world. We want students to be knowledgeable about esthetics techniques, safety protocols and have what's 
necessary to work professionally and ethically in the beauty industry.

Nova Esthetics Training's main objective is ensuring future estheticians can combine their education with 
professionalism in the workplace and the community, giving them the fundamental knowledge and techniques 
needed to grow in the beauty industry.

Vision Statement 

Nova Esthetics Training aspires to revolutionize the beauty school environment by offering an intimate and 
customized education. Nova Esthetics Training's vision is focused on one area, to create estheticians with a 
sustainable career in the beauty industry. We aim to achieve this by:
 

• Creating an energized, motivated, and positive environment for students, staff, and spa clients.
• Create successes by introducing business practices into the students' education by regularly coaching and 

setting goals with the students. 
• To enhance the clients' spa experience and create an environment where the students welcome their clients 

for years to come. The success of our graduates measures our accomplishment.

History
Nova Esthetics Training opened in 2007 with one program, one laser, and a 10' x12' classroom for hands-on 
instruction. Though we weren't the largest school for laser training, we were one of the very few, and our curriculum 
was every bit as competitive. Our program continued to grow and went international as we conducted onsite 
training for companies in Europe and Canada. 

In 2015, we decided to expand into an esthetics school offering basic and master esthetics programs because our 
Commonwealth’s need for esthetics training, education, and licensure are endless. The Bureau of Labor Statistics 
predicted the esthetics field to grow by 40% by 2022!  We are excited for our future and our students and look 
forward to many more years of continued excellence and integrity in professional education and training. 

Licensed By Licensing & Approval Disclosure Statement

Board for Barbers and Cosmetology Department of 
Professional and Occupational Regulation 
9960 Maryland Drive, Suite 400 
Richmond, Virginia 23233-1485 
Phone: 804-367-8590 
Fax: 866-245-9693 
www.dpor.virginia.gov 

Nova Esthetics Training is a private institution granted 
licensing approval from the Department of Professional 
and Occupational Regulation. The Board for Barbers 
and Cosmetology’s approval to operate means 
compliance with minimum state standards and does not 
imply any endorsement or recommendation by the 
State or the Board.

Memberships & Affiliations 
Nova Esthetics Training is a US Member of the Better Business Bureau (BBB) and partners with Stafford County 
Schools, TFC Tuition Finance, Dermalogica, MUD Makeup, NoVa DaySpa, and Rejuvalase Medspa.
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School Information
Facility
Nova Esthetics Training is 2000 square feet of dynamic educational space, including administration space, retail 
area, clinic floors, private wax room, dispensary, storage, laundry, and student break area. We believe that a clean 
and modern facility is conducive to learning.

Equipment
Nova Esthetics Training is committed to training students with the current curriculum, and Nova Esthetics Training 
owns all of its training equipment, including:

Nova Esthetics Training is a classroom with an anesthetics lab furnished with modern esthetics equipment to 
include facial beds, trolleys, esthetics tools, professional skincare products, and esthetic machines. Everything 
needed to perform the functions of an esthetician is available to the student to ensure their success. We provide 
Students with clinic supplies, textbooks, and online learning access (CIMA, Mindbody, and Classe365) in addition to 
classroom equipment that is necessary to complete each course. Students are responsible for providing a laptop 
and school uniform. Supplies and equipment are incorporated tuition.

Nova Esthetics Training is not responsible for repairing or replacing student textbooks and supplies; broken or 
missing items must be replaced at the student’s expense. If a student needs additional supplies for their kit, they 
must replace them on their own to complete their clinics, program, and prepare for state boards. 

Class Sizes
Nova Esthetics Training can accommodate up to 14 
students per course. Should the maximum number of 
students occupy a course, prospective students must 
wait until the next available start date. Nova Esthetics 
Training will not begin a new course with less than six 
students enrolled.

Curriculum
Nova Esthetics Training follows the guidelines specified 
by the Virginia State Board of Cosmetology. NoVa 
Esthetics training utilizes multiple resources, including 
Milady's textbooks, Milady's CIMA, and other materials.

Technology Requirements
The Esthetics and Wax Technician programs include an 
online component, Milady’s MindTap or CIMA. This 
resource is included as an additional study tool. 
MindTap and CIMA have an Ebook version of the 
textbook, practice tests, flashcards, note-taking options, 
and more. These programs can be accessed on a 
personal computer or tablet. 

Classroom Resources
Reference books, textbooks, and esthetic magazines 
are available in the classroom for student use. These 
books are to remain on school property.  A refrigerator 
and microwave are available for student use, but it is 
their responsibility to keep those appliances clean.

Lab and Clinic Requirements
Students must complete the practical performances in the school clinic. Students are required to complete practical 
performances under the supervision of an instructor. 

Student clinics are an integral part of the school’s curriculum. Students will learn first-hand what it’s like to work in a 
spa-like environment providing newly learned services to the public while gaining valuable work experience before 
graduation. Students will learn essential communication, professionalism, and time management skills. All students 
must participate and perform their assigned clinic appointments. Additionally, All students must model themselves 
during class demonstrations and clinics. 
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Licensure Training
Fundamental Esthetics (Hybrid)

Course Description
This course provides an education, which results in a student who has the necessary skills to become a Licensed 
Esthetician in the State of Virginia and subsequently enter the job market at an entry-level position. To take the 
Virginia State Board License Exam, a student must graduate from a 600-hour program approved by the State 
Board of Cosmetology. The length of our 600-hour approved program is 30 weeks. Please note that the program 
tuition does NOT include the State’s Practical and Theory License Exam fees, which are required to be passed by 
the graduate before being employable in the field.

Course Objectives
The goal of Nova Esthetics Training is to teach, develop, and graduate students to be professionals in the Art and 
Sciences of Esthetics and to prepare students to successfully pass the Virginia Board of Cosmetology Esthetician  
Examination. Students who successfully pass the Nova Esthetics Training Fundamental Esthetics Training course 
will be granted a Diploma and will be prepared for successful employment in the Esthetics profession.

Distance Learning Requirements
Students in our hybrid programs must complete online course requirements. Course assignments, homework, or 
any other required work, will be assigned by the instructor. These assignments will be done at home and completed 
by the due dates provided. Online assignments are to be completed at home or while clocked out.

Course Outline

First Trimester

Esthetics Foundations
School Policies & Curriculum
Life Skills
Your Professional Image
Communicating for Success
The Healthy Professional 

Esthetic Science and Theory
State Laws & Regulations
Infection Control 
Chemistry & Chemical Safety
Electricity & Electrical Safety 
Blood Exposure/Contact

Skin Foundations
Career Opportunities & History of Esthetics 
Anatomy and Physiology
Physiology and Histology of the Skin
Disorders and Diseases of the Skin
Skin Analysis
Skin Care Products

Second Trimester

Esthetics I
The Treatment Room
Facial Treatments
Facial Massage
Facial Devices and Technology 
State Board Practical Prep
State Board Prep

Esthetics Clinic I
Student Clinics

Third Trimester

Esthetics II
Hair Removal Makeup Essentials 
Advanced Topics
Body Treatments
Mock Board Practical & Theory 

Business Skills & Marketing
Career Planning
On the Job 
The Beauty Business 

Esthetics Clinic II
Supervised Student Clinic
Misc Instruction
Exit Interview 

The minimum combined total clock hours of 600 include the technical instruction phases and the opportunity for the 
student to acquire the necessary skills through practical methods developed under the supervision of the school's 
instructors. When warranted, 20 hours may be utilized to correct individual student deficiencies.
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Practical Performance Requirements

Supervised student clinics will begin after the correlating module is complete.

Student Kits
Student kits must be with the student daily. This kit is for educational purposes; if the student is without their kit and 
is needed for class, they will be asked to leave for the day. Nova Esthetics Training has calculated the amount of 
product available in the student kit; there is enough product to last through your education. Suppose the student 
chooses to use the products at home. In that case, the student is responsible for replenishing the products, so they 
are available for their education and services are required to perform and receive. 

The student kits include:

Students will use your kits to practice themselves, models, and other students. Kits are used during theory 
education and on each other or friends and family (students receive same-day services for free, friends and family 
receive a 10% discount). Students will not use kits during supervised student clinics on paying clients. You may be 
using your kit randomly throughout the program; please make sure it is brought to class every day. If you do not 
have your kit, you will be requested to leave for the day, resulting in an absence or tardiness. 
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Licensure Training
Advanced Esthetics (Hybrid)

Course Description
This course provides a program of education, which results in a student who has the necessary skills to become a 
Licensed Master Esthetician in the State of Virginia and subsequently enter the job market. The length of our 600-
hour approved program is 30 weeks. The program tuition does NOT include the fees of the State’s Practical and 
Theory License Exam, which are required to be passed by the graduate before being employable in the field.

Course Objectives
The goal of Nova Esthetics Training is to teach, develop, and graduate students to be professionals in the Art and 
Sciences of Esthetics and to prepare students to successfully pass the Virginia Board of Cosmetology Masters 
Esthetician Examination. Students who successfully pass the Nova Esthetics Training Advanced Esthetics Training 
course will be granted a Diploma and will be prepared for successful employment in the Esthetics profession.

Distance Learning Requirements
Students in our hybrid programs must complete online course requirements. Course assignments, homework, or 
any other required work, will be assigned by the instructor. These assignments will be done at home and completed 
by the due dates provided. Online assignments are to be completed at home or while clocked out.

Course Outline

First Trimester

Intro to Advanced Esthetics 
Foundations 
School Policies & Curriculum
Infection Control 
Advanced Business Financial Skills

Advanced Anatomy & 
Physiology
State Laws & Regulations
Marketing
Advanced History of the Cell
Hormones
Muscles & Nerves
The Cardiovascular and Lymphatic 
System
Chemistry and Biochemistry
Anatomy and Physiology
Wellness Management 
Skin Disorders
Skin Typing and Aging 
Skin Products
Pharmacology for Estheticians
Advanced Skin Care Massage

Lymphatic Drainage
 Introduction to lymphatic drainage
Tissues and organs of the lymphatic system
Functions of the lymphatic system
Immunity
Etiology of edema
Indications and contraindications for lymphatic 
drainage
Lymphatic drainage manipulations and 
movements
Face and neck treatment sequence
Lymphatic drainage on the trunk and upper 
extremities
Lymphatic drainage on the trunk and lower 
extremities
Cellulite
Using lymphatic drainage with other treatments
Machine-aided lymphatic drainage

Second Trimester

Advanced Skin Care
Laser, Light Energy and Radio-frequency 
Advanced Facial Devices
Advanced Hair Removal
Advanced Makeup
Advanced Spa Treatments
Complementary Wellness Therapies
Ayurveda Theory & Treatments

Advanced Skin Care and Procedures
Microdermabrasion Lab
Advanced Facial Techniques
Chemical Peel Demos and Labs
Working in a Medical Setting
Medical Terminology
Medical Intervention
Plastic Surgery Procedures
The Estheticians Role in Pre- and Post - Medical Treatments
State Board Theory Prep
State Board Practical Prep
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Third Trimester

Esthetics Clinic II
Supervised Student Clinic
Exit Interview 

The minimum combined total clock hours of 600 include the technical instruction phases and the opportunity for the student to acquire 
the necessary skills through practical methods developed under the supervision of the school's instructors. When warranted, 20 hours 
may be utilized to correct individual student deficiencies.
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Advanced Esthetics
Practical Performance Requirements

Supervised student clinics will begin after the correlating module is complete.

Student Kits

Student kits must be with the student daily. This kit is for educational purposes; if the student is without their kit and 
is needed for class, they will be asked to leave for the day. Nova Esthetics Training has calculated the amount of 
product available in the student kit; there is enough product to last through your education. Suppose the student 
chooses to use the products at home. In that case, the student is responsible for replenishing the products, so they 
are available for their education and services are required to perform and receive. 

The student kits include:

• Digital Textbooks (Milady) 
• Online Learning Platform Access
• Black Tote Bag

• Professional Skin Care Student Kit
• The Complete Guide to Lymph Drainage 

Massage
• Virginia State Board Kit

Nova Esthetics Training provides Mannequin heads in class; they’re available to rent/buy to Master’s students. 

Students will use your kits to practice themselves, models, and other students. Kits are used during theory 
education and on each other or friends and family (students receive same-day services for free, friends and family 
receive a 10% discount). Students will not use kits during supervised student clinics on paying clients. You may be 
using your kit randomly throughout the program; please make sure it is brought to class every day. If you do not 
have your kit, you will be requested to leave for the day, resulting in an absence or tardiness.
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Licensure Training
Wax Technician (Hybrid)

Course Description

This course provides a program of education, which results in a student who has the necessary skills to become a 
Licensed Wax Technician in the State of Virginia and subsequently enter the job market. To take the Virginia State 
Board Wax Technician License Exam, students must graduate from a 115-hour program approved by the State 
Board of Cosmetology. The length of our 115-hour approved program is ten weeks. Please note that the program 
tuition does NOT include the State’s Practical and Theory License Exam fees, which are required to be passed by 
the graduate before being employable in the field.

Course Objectives

The goal of Nova Esthetics Training is to teach, develop, and graduate students to be professionals in the Art and 
Sciences of wax removal and to prepare students to successfully pass the Virginia Board of Cosmetology Wax 
Technician Examination. Students who successfully pass the Nova Esthetics Wax Technician Training course will 
be granted a Diploma and will be prepared for successful employment as a Wax Technician.

Distance Learning Requirements

Students in our hybrid programs must complete online course requirements. Course assignments, homework, or 
any other required work, will be assigned by the instructor. These assignments will be done at home and completed 
by the due dates provided. Online assignments are to be completed at home or while clocked out. 

Course Outline

Orientation, State Laws & Regulations: 25 Hours 
Salon Management:  25 Hours

Anatomies and Physiology of the Skin: 25 Hours
Waxing Procedures and Treatments: 40 Hours 

The minimum combined total clock hours of 115, include the technical instruction phases and opportunity for the 
student to acquire the necessary skills through practical methods developed under the supervision of the school's 
instructors.

Course assignments, projects, homework, or other required work, will be assigned by the instructor during class. It 
may be required to complete tasks and projects outside of students’ clocked hours. Students must submit 
assignments by the due dates provided by the instructor.

10



Nova Esthetics Training |3.24.23 Student: [Classe365.First Name] [Classe365.Last Name] 

Practical Performance Requirements

Supervised student clinics will begin after the correlating module is complete.

Arms
Back
Bikini

Eyebrows

4
2
6
12

Underarm
Chest
Facial (chin, lip, cheek)
Leg 

2
1
6
3

Student Kits

Student kits must be with the student daily. This kit is for educational purposes. If the student is without their kit, and 
it is needed for learning, they will be asked to leave for the day. Nova Esthetics Training has calculated the amount 
of product available in the student kit; there is enough product to last through your education. Suppose the student 
chooses to use the products at home. In that case, the student is responsible for replenishing the products, so they 
are available for their education and services are required to perform and receive. 

The student kit includes:

• Milady's CIMA Online Course 
• Black Tote Bag 

• Gigi Student Wax Kit
• Virginia State Board Kit 

Students will use your kits to practice themselves, models, and other students. Kits are used during theory 
education and on each other or friends and family (students receive same-day services for free, friends and family 
receive a 10% discount). Students will not use kits during supervised student clinics on paying clients.
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Certificate Workshops
Advanced Wax Class

Class Description

This certificate training class covers tactical instructions and critical skills to wax the most requested body parts. In 
addition, class participants will:  

• Learn advanced positioning, stretching, and application techniques that will enable you to perform the 
ultimate Brazilian wax;

• Learn how to understand what to look for to avoid complications;
• Watch a full treatment from start to finish with plenty of opportunities to ask questions, and then practice on 

multiple models under the guidance of our experienced trainer; and
• Learn various options to promote your services to increase new clientele and retention rates.

Students can easily add certificate training classes to their tuition financing. (Financing Fees may apply)
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Admissions
Entrance Requirements 

All students are required to submit, at a minimum, a High School Diploma or GED Certificate, a VA State ID, or a 
Social Security card to be eligible to attend Nova Esthetics Training. Students must complete an application for 
admission and submit it with a $100 non-refundable application fee to be considered for enrollment.Enrollment in 
any course is not considered firm until we receive a minimum course deposit of $500. The course deposit is non-
refundable should a student withdraw from the program.
Please note that students must be at least 18 years of age to be admitted to the state board. Therefore, students 
will not be enrolled in any program that requires a state licensing exam until it is determined they will be at least 18 
by the time they graduate from the program.

Re-Admission

Nova Esthetics Training reserves its right to refuse readmission to any student who has withdrawn and requests 
readmission. Re-entering students will be charged at the current tuition rates for newly entering students. Amounts 
paid during their first enrollment period will be credited to this account. The registration fee is not applied if the 
student re-enters within twelve months of the withdrawal; however, a re-entry fee of $100.00 is c. Any outstanding 
tuition must be paid in full before consideration for re-enrollment.

Transfer of Credits

Nova Esthetics Training is not accepting transfer credits at this time. 

Non-Discrimination

Nova Esthetics Training is committed to the principle of equal employment and educational opportunities for all. Per 
Title 45, Pt A6 of the Code of Federal Regulations, Nova Esthetics Training does not permit discrimination based on 
race, color, religion, sex, national origin, sexual orientation, age, or handicap in the administration of any 
educational programs or activity, including participation in, or receiving the benefits or, admission to or employment 
in such programs or activities. 
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Financing
Financial Aid 

Nova Esthetics Training currently does not offer Financial Aid, Scholarships or Grants. 

Payment Options

Cash, Check, Credit, or Debit Card

TFC Tuition Financing

Nova Esthetics Training recognizes that there may be certain situations in which our students cannot pay in full for 
their tuition and are unable to use credit or secure a loan. We have partnered with TFC Tuition to provide payment 
options for students. 

TFC Credit Corporation Loan options 
• No minimum credit score requirement
• Low-interest rates as low as 2%
• Up to 7 months repayment
• No prepayment penalty
• Review account status and make payments online
• Bilingual customer service representatives 
• 

See financing brochure attachment for additional details. 

Graduation Dues

Dues are $45 per student and cover student caps, gowns, tassels, and additional graduation expenses. Dues must 
be paid no later than 30 days before the student’s graduation ceremony. Students who fail to do so may 
attend their graduation ceremony but cannot walk or bring guests.
 
Please see our Student Coordinator/Manager for an updated list of fees

• Tutoring
• Make-up & Incomplete Fees

Financial Responsibility

Students are required to meet all their financial responsibilities promptly. A delinquent student in their financial 
obligations to Nova Esthetics Training will not be allowed to graduate, receive any official school transcripts, grades, 
or attendance reports until all financial obligations are satisfied. Complete tuition charges are in the student catalog. 
Tuition is due at the beginning of the program. Tuition and fees are subject to change, and students who choose to 
pay monthly will need to sign a tuition installment agreement and be subject to monthly charges.

Schedule Changes

There will be a $150.00 Fee for all schedule request changes made by the student on or after their start date. This 
Fee must be paid in cash or credit card before the request can be submitted for review. Payment of the fee does 
not guarantee approval of the change request. Students must choose from a currently offered schedule. Schedule 
changes can adversely affect students’ finance agreements or monthly payment plans; students will be responsible 
for increased monthly payments. 
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Over Agreement 

Each SOP evaluation will determine if the student is on track to graduate by the contract end date with perfect 
attendance or if they will be going over the agreement. Students are notified that all over contract amounts ($7.00 
per hr for Esthetician and Wax Technician) must be paid in full the day the student goes over the agreement. 
Students will not be allowed to come to school until they have paid for their extended agreement in full or have an 
approved payment plan. If 14 calendar days have elapsed and the student has not paid for their extended 
agreement or signed a promissory note for an approved payment plan, they will be dismissed from the course.

Cancellation and Refund Policy

The student has the right to cancel the enrollment agreement and obtain a refund of charges paid through 
attendance at the first class session (first day of classes), or the third calendar day after enrollment (three calendar 
days from the date when enrollment agreement was signed), whichever is later. The notice of cancellation shall be 
in writing and submitted directly to the Admin; a withdrawal may be initiated by the student’s written notice or by the 
institution due to the student’s academics or conduct, including, but not necessarily limited to the student’s lack of 
attendance.

Refund Policy

After the cancellation period, the training center provides a pro-rata refund of any amount paid for institutional 
charges to students who have completed 60 percent or less of the period of attendance. Once more than 60 
percent of the enrollment period in the entire course has elapsed (including absences), there will be no refund to 
the student. Students who completed less hours than they were scheduled to attend as of their last day of 
attendance will be billed based on the scheduled hours they could have attended as of that date. If the student 
attended more than their scheduled hours on their last day of attendance, they would be billed based on their actual 
hours. A registration fee of $100 is a non-refundable item. Any bank or merchant fees associated with any financial 
transactions will be deducted from the total refund amount. Supplies issued and received by the student would not 
be returnable. Once received by the student, it will belong to the student and will represent a liability to the student. 
If a student cancels the agreement, the school will refund any money paid, less any deduction for the registration 
fee and equipment received. The refund policy described above will apply if students withdraw from school after the 
cancellation period. If the amount paid is more than the amount owed for the time attended, then a refund will be 
made within 45 days of the official withdrawal date. See the refunds section below. If the amount owed is more than 
the amount already paid, then students will have to arrange to pay that balance. The official withdrawal date 
depends on the student’s notification or the school’s determination.

Determination of Withdrawal

The withdrawal date shall be the last date of recorded attendance. The student would be determined to have 
withdrawn from school on the earliest of: 

The date the school terminates your enrollment due to academic failure or for violation of its rules and policies stated in the 
catalog.

The date a student fails to attend classes for a two-week period and fails to inform the school that they are not withdrawing.

The date the student failed to return as scheduled from an approved leave of absence. The withdrawal date shall be the last 
date of recorded attendance. The date of the determination of withdrawal will be the scheduled date of return from LOA.
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Refunds

If any refunds are due, they will be made as soon as possible but not later than 45 days from the determination of 
the withdrawal date. All refunds will be less any transactions fees originally paid, this amount will not be returned to 
the buyer.

Course Cancellation

If a course is canceled after a student’s enrollment and before instruction in the course has begun, the school shall 
choose at its option to:
1) Provide a full refund of all money paid; or 
2) Provide for completion of the course at schools in the neighborhood.

School Closure

If the school closes after a student’s enrollment and before instruction in the course has begun, the school shall at 
its option: 
1) Provide a full refund of all money paid; or 
2) Provide for completion of the course at schools in the neighborhood. In the event of extenuating circumstances 
such as student injury, prolonged illness or death, or other circumstances that prohibit completion of the program of 
study, the Owner/Founder will determine a reasonable and fair settlement to the student and the Institute.

Legal and Collection Fees

Any legal action or arbitration between the parties arising out of this Agreement, the school, if it prevails, shall be 
entitled to recover its reasonable attorney fees in addition to any relief to which it may be entitled. Also, the school 
shall be entitled to recover any attorney or collection agency fees and interest associated with the collection of 
delinquent accounts of the student. 
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Attendance Policy
If you are sick, going to be absent, or more than 15 minutes late, you must complete the "Attendance Form" 
available through the Classe365 portal by the start of class. Absences must go through the front desk 
administration team, DO NOT contact your instructor or another student.
 
Attendance is imperative for completing all programs and is required to hold a job in the industry. Students are 
presumed to recognize their responsibility for regular class attendance. Nova Esthetics Training only allows 
absences of up to 10% of the required program hours if the absences are excused or explained. To remain 
enrolled, students must stay in good standing for both Academics and Attendance. The minimum requirements are:
 

• Academics: Students must achieve a minimum Total Cumulative Grade Point Average (CGPA) of 75% at 
the end of each month to remain in good standing. The Total CGPA includes Theory (exams) and Practical 
(hands-on) skills.

 
• Attendance: Students must achieve a minimum cumulative attendance average of 90% at the end of each 

month. Attendance is calculated as completed hours divided by scheduled hours. Excused absences (doctor 
visits, prearranged absences, etc.) are still missed hours for the purpose of calculating attendance.

 
If a student does not make 75% CGPA in academics or 90% attendance average in any given month, they will be 
placed on 1st warning for the next month. If the student fails to return to 75% or 90% cumulative by the end of their 
1st warning, they are placed on 2nd warning. Only two consecutive warning periods are allowed.

Student must achieve a minimum of 90% for attendance and 75% academically to return to good standing. If in the 
2nd warning month they do not return to good standing by raising their cumulative attendance average to 90% or 
CGPA to 75% or higher, the student will be terminated.
 
Excused Absence

An excused absence is due to illness, doctor's appointment, leave of absence, serious illness, or death of a family 
member. Students must go to the instructor to plan and execute hours that will be missed and request make-up 
work.
 
Unexcused Absences
 
An absence in which the student is out of school that does not qualify as excused or explained is unexcused. The 
student will be required to make up time or missed work if necessary.
 
Explained: An explained absence is (not an absence due to illness, doctor's appointment, serious illness, or death 
of a family member) when the student is out of school with the instructor's prior knowledge and approval. Students 
will be required to get assignments for classes to be missed and an assignment form completed before leaving the 
school. The assignments will be due on the day the student returns to school. Failure to follow this policy will result 
in the absence being recorded as an unexcused absence. Leave of absences fall under excused absences.
 
Excessive Absences 

A student who has more than 10% of unexcused absences will be required to repeat the course at the cost of the 
course or make up insufficient hours at the instructor's discretion for a fee of $25 per hour. An unexcused absence 
of 5 or more days will result in dismissal from the Esthetics program except for a leave of absence.
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Tardiness

Tardy students will be deducted the time missed from the course's hours. Information and work missed during 
tardiness must be made up by the student. 

Covid-19 Related Illness

In an effort to reduce the spread of the Covid19 virus, Nova Esthetics Training is implementing various protocols 
suggested for colleges and universities. Students who experience Covid19 symptoms should not attempt to attend 
class until 24 hours after symptoms subside. Students who miss class due to Covid19 must contact the school 
immediately, before class if possible but within 24 hours of the class meeting to discuss makeup options if they are 
available. Students will be required to submit a doctor’s note and/or Covid19 test. Students should ensure that all 
absences are used wisely in case they become ill and need to miss class. Students who contract Covid19 with 
documentation will be given make-up assignments; however, students are still responsible for making up any hours 
missed during their absences. Individual circumstances will be reviewed on a case-by-case basis by the school 
director. Students with an illness or injury that restricts their ability to perform services and duties assigned by the 
instructor will be sent home. 

Leave of Absence

One leave of absence may be granted to a student for emergencies only (i.e., critical care). Leave of absence may 
be given to a student with satisfactory attendance (80%), and the student's financial ledger must be up to date. The 
Leave of Absence is dated from the last day of attendance for the student. A student may not exceed 60 calendar 
days during 12 months. Additionally, the length of the LOA does NOT alter or lengthen the original Enrollment 
Agreement completion date unless authorized by the Director. A leave of absence is conditional on the following 
procedure for a leave of absence to be granted.
 

• If special circumstances arise, a student may request, in writing, a leave of absence, which should include 
the date the student anticipates the leave to begin and end. 

• If the amount of leave needed exceeds the hours required in the students' current course, the student may 
arrange to repeat the course(s) when the course is offered again at no additional charge. 

• Though no additional charges apply, students on a payment plan must continue to pay their tuition as 
scheduled during their LOA. 

 
Withdrawal Information 

A student choosing to withdraw from the school after the commencement of classes must provide a written notice to 
the school's Director. The notice must include the expected last date of attendance and must be signed and dated 
by the student.  If special circumstances arise, a student may request, in writing, a leave of absence, which should 
include the date the student anticipates the leave beginning and ending. The withdrawal date will be when the 
student is expected to return to class from a leave of absence but fails to do so. A student will be determined to be 
withdrawn from the institution if the student misses seven consecutive instructional days and all days are 
unexcused. Failing grades indicate an unofficial withdrawal.
 
Terminations and Suspensions 

Nova Esthetics Training practices a three-strikes rule. Students demonstrating inappropriate behavior for a first 
offense will receive a written warning to be added to their student file. Second offenses will result in another written 
warning, and the student will be dismissed for the rest of the class day with a loss of hours. Third offenses will result 
in dismissal from the program.            
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Academic Requirements
Standards of Progress 

The minimum attendance standard to maintain satisfactory progress is 90%. Unless the enrollment agreement is 
otherwise revised, the student will attend a minimum of 54 hours per month to meet this standard. If the student 
does not meet the minimum attendance percentage, the student is placed on attendance probation for one month. 
If the student’s attendance does meet the standard at the end of probation, the student is taken off probation. If the 
student’s attendance does not meet the standard at the end of the probationary period, the student will be 
withdrawn from the program.

Grading System

The grading scale for Nova Esthetics Training is in the table below. The minimum passing grade for a course is 
75%. The minimum passing grade for a test is 75%. A student who fails a course will be placed on academic 
probation for one month until grades improve. Academic probation includes an instructor conference and additional 
work if needed. Should a student fail to meet the minimum passing grade after academic probation is complete, the 
student may be recommended for dismissal from the program. The final grade for the entire program must be 75% 
or higher. A student who is struggling with their course may request tutoring. 

Grading

Grades are given for homework, tests, online distance learning, and other assignments. A course grade is given at 
the end of each course as an average of homework and test grades. A midterm evaluation of a student’s progress 
will be given when the student completes half of the program at approximately 300 hours.

Grades consists of the following:

Attendance                         15%
Exams                                 35%
Assignments & Quizzes     15%

Chapter Labs                      15%
Participation/Practicals        20% 
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Late Assignment Policy 

An assignment is late if an assignment was due while a student was absent or if the work was not submitted on the 
due date given. A student who turns in an assignment when they return while providing written documentation of an 
extenuating circumstance for the absence will not have a 10% grade penalty. If the student does not submit the 
assignment on the day they return, the student, regardless of whether the absence was excused or not, will be 
considered having a late assignment. Therefore, the student must complete the assignment within seven days, and 
a reduction of 10% will be applied. Late assignments not received within seven days of the due date or students 
return date will not be accepted and will receive a “0” for the assignment/exam.

Make-up Exam Policy 

Students can make up exams within seven days of their return to school if absent or from the date, the exam was 
given if not prepared. A student who has an excused absence can make up the exam without penalty if taken within 
seven days of their return and with appropriate written documentation provided within seven days. If a student does 
not take the exam within seven days of their return, they will receive a “0” for the exam. If, however, the student 
does not have an excused absence, they must take the exam within seven days and will have a grade penalty of 
10%. Exams not taken within seven days of a student's return date will not be accepted and will receive a “0” for the 
exam. Make-up exams do not have to, and often are not, delivered in the same format provided to the other 
students who took the exam at the scheduled time. 

Supervised Student Clinic

Student clinics are an integral part of the school’s curriculum. Students will learn first-hand what it’s like to work in a 
spa-like environment providing newly learned services to the public while gaining valuable work experience before 
graduation. Students will learn essential communication, professionalism, and time management skills. ALL 
students must participate and perform their assigned clinic appointments. Additionally, students must model 
themselves during class demonstrations and clinics.

Students must clean, sanitize, and prep their workstations, rooms, dishes, equipment, and implements used in 
class. Cleaning may entail sweeping, vacuuming, mopping, dusting, cleaning the bathroom, and taking out trash 
and laundry. Additionally, students must clean the school once a week as a group. All students must follow cleaning 
and sanitation procedures as outlined by the state and our school.

Field Trips

Students may attend field trips throughout their program; they are community and spa industry-related. Field trip 
waivers will be completed before the field trip. Any student who refuses to complete the release will not attend the 
industry outing. Students may not wear jeans on field trips. Business casual attire, name badge, and Nova 
Esthetics Training name tag must be worn. Wearing inappropriate clothing or displaying inappropriate behavior will 
result in the student being sent home, written up, counseled, or suspended. Dismissal from the school may be the 
result of such action. Students will be assigned an assignment related to the field trip for points. If a student does 
not attend the field trip, the student will be given a grade of 0 for the assignment. 

Cheating and Plagiarism

Nova Esthetics Training will not condone academic cheating or plagiarism in any form. Faculty are expected to 
uphold and support the highest academic standards in this matter. Instructors should be diligent in reducing 
potential opportunities for academic cheating and plagiarism. 

• Cheating is defined as obtaining or attempting to obtain, or aiding another to obtain credit for work, or any 
improvement in performance evaluation, by any dishonest or deceptive means. Cheating includes, but is not 
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limited to: lying; copying from another's test or examination; discussion at any time of answers or questions 
on a quiz or test unless such meeting is authorized explicitly by the instructor; taking or receiving copies of 
an exam without the permission of the instructor; using or displaying notes, "cheat sheets," or other 
information devices inappropriate to the prescribed test conditions; allowing someone other than the 
officially enrolled student to represent same. 

• Plagiarism is defined as the act of using the ideas or work of another person or persons as if they were 
one's own without giving proper credit to the source. Any student found cheating or plagiarizing will 
automatically be dismissed from the program.
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Distance Learning 
Expectations and Etiquette

The online distance learning standards and etiquette listed herein are expected of every student during online 
classes. Instructors reserve the right to dismiss students from online courses who do not meet these standards. 
Instructors may use private chat with any student who does not comply with the online class etiquette standards as 
a reminder of required online class protocols.

1. All students are expected to be logged on and ready for class at the scheduled start time. Instructors will 
validate your participation through regular monitoring and documenting online class attendance.

2. Student knowledge and performance of online content will be assessed through onsite testing, written and 
hands-on, every 10% of scheduled program hours. Instructors will also monitor student participation during 
online class discussions, Q&A, online polling, electronic quizzes, etc. Your instructor may call on you to 
ensure your participation and interaction with others are substantive.

3. As outlined in the students should be in the dress code. All students should wear their uniforms in addition to 
all other dress codes and hygiene requirements.

4. Students must appear on camera during the entire distance learning class if requested by the instructor. 
They have been communicated with the instructor and approved in advance, and said circumstances allow 
for regular verbal interaction as assurance for class participation. Instructors reserve the right to waive this 
requirement if unexpected technical issues or extenuating circumstances occur. Students not visible online 
will be considered absent.

5. Distance education will not be utilized as a method of delivery of clinical instruction in which the student is to 
perform practical applications on a live model and clients. Unless otherwise requested, cameras should be 
focused on the student’s face during class. The instructor may ask that the student reposition the camera to 
focus on the students’ hands and mannequin head when introducing new hands-on techniques.

6. Microphones/audio should remain on mute throughout the class except when asking questions or 
contributing to class discussion. This will help to prevent background sound pollution and prevent 
reverberation of sound.

7. We encourage interactive learning and class discussion. Please raise your hand or simply unmute yourself 
and offer discussion points or ask questions.

8. Students should attend online classes in a location where they can focus their attention on what they are 
learning and a minimal distraction to the said student and others attending the online course. Instructors 
reserve the right to dismiss you from class if you are driving, riding in a car, or in a location where there are 
many distractions.

9. Short breaks will be given so that students may use the bathroom, have a snack, and get up and move. We 
ask that you remain on camera during scheduled class time unless necessary.

10. Students participating in online education shall not invite any third party not currently enrolled in said 
student’s program nor share class codes or intellectual property of Nova Esthetics Training with any third 
party. Unauthorized audio or videotaping online classes is strictly prohibited.

11. Upon completing all curriculum requirements, the student must pass a comprehensive Academic and 
Practical final exam to include any applicable competencies required by the State licensure agency before 
graduation from the program.

12. Academic achievement earned via distance education may not be accepted for reciprocity or eligible for 
licensure in other states. If you plan to become licensed in another state, know your state’s requirements in 
advance. Please reach out to a school administrator if you have questions.

13. Student transcripts or documents identifying student progress (official or unofficial) list academic attainment 
received via distance education.

14. Students who elect to enroll in a distance education/onsite hybrid blended learning program may have 
limited options making up missed hours via asynchronous distance education assignments and projects. 
The school will provide specific instructions for completing these assignments. The school will not credit 
asynchronous distance education hours unless completed and submitted as directed.
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15. 
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Graduation Requirements
Students must attend the state board review class and pass an exit exam to graduate from Nova Esthetics 
Training. Esthetic Students must complete the required clock hours and may not sit for the exit exam until all 
classwork and assignments have been completed. To graduate, students must complete the designated work 
assignments for their course. If the student has completed the required hours, passed the final examinations 
with a 75% grade or better. After satisfying all financial obligations to the school, the student will be considered a 
graduate and receive a certificate from Nova Esthetics Training. All financial obligations must be in good 
standing before sitting for the school exit exam. 

Nova Esthetics Training takes pride in our students’ successes, including graduations. Graduation ceremonies 
are held every four months on the 4th Thursday of that month. Graduation ceremonies include all instructors and 
students who have completed clock hours and have yet to walk. Our students’ completion of coursework may be 
months ahead of their “walk” date. Therefore, many of our students test and receive licensure before their 
ceremony. Qualifying students are provided graduation invitations and are allowed up to 4 guests outside of their 
immediate household. 
 
Transcripts 

Once all graduation requirements are fulfilled (see Graduation requirements), the student will receive one 
transcript without charge. Additional transcripts are provided for a fee of $15.00 each. In the event of withdrawal 
or termination, all financial obligations to the school must be completed before any transcript information will be 
released.

Licensing Requirements for Virginia

Esthetician programs are approved by the Virginia State Board; graduates are required to take and pass a 
theory and practical exam to receive a state license. The student’s responsibility is to complete the PSI exam 
application and pay for each exam. Nova Esthetics Training will assist the graduate in filling out the examination 
paperwork.

Graduate Placement Assistance

Nova Esthetics Training does not offer career advising or placement services. However, we post job openings 
for our graduates on social media when businesses contact us. Additionally, we are happy to write a letter of 
recommendation for those students who met or exceeded all expectations during our class and in clinics. 
Assistance assembling a resume is also available by request. 
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Code of Conduct
Conduct is expected to be such that class progress is not interrupted. Misconduct of any nature that interrupts the 
learning atmosphere will not be tolerated, and the student may be suspended or terminated from the program. The 
forms of misconduct listed below are considered to conflict with the school’s educational goals and may lead to the 
student’s immediate termination or suspension from the program. Students may be suspended from school for the 
alleged misconduct while investigating the circumstances. Students will be notified by phone or written 
correspondence about the investigation’s determination. A student wanting to appeal the decision must do so in 
writing to the Course Director (see grievance policy).

1. Theft, or purposeful damage or destruction of School property, that of a fellow student, staff member, or 
client.

2. Committing a crime, such as but not limited to theft, from another business while identified as a Nova 
Esthetics Training Student in any way. Such as wearing a school uniform or badge.

3. Using offensive language or making discriminatory statements while on school premises or in writing via 
social media, text or email etc.

4. Any type of destruction or vandalism to the property of the school, fellow students or staff members.
5. Leaving the building without clocking out.
6. Leaving class or clinic floor without permission from the Instructor.
7. Leaving early without informing the school administration 
8. Physical or verbal abuse of any person on or off school premises. This includes written threats or malice 

towards another student, staff member of Nova Esthetics Training via text messaging, or other type of social 
media.

9. Intentional disruptions or obstruction of teaching, administration, or other school activities.
10. Engaging in behavior that may lead to harm of a student, staff or client; including but not limited to ignoring 

instructor / staff instructions, school policies, procedures or state board regulations which could lead to 
health and safety violations.

11. Leaving a client in the middle of a service without permission from the clinic floor supervisor.
12. Possession, use or distribution of any nature of illegal drugs, drug paraphernalia, or alcoholic beverages on 

the school premises or while in school uniform off of school premises.
13. Suspicion of any student being under the influence of alcohol, illegal drugs, or prescription medication that 

may alter the student’s ability to perform their regular duties while on school premises or in school uniform.
14. Posting inappropriate pictures or other media which is determined to be in conflict with the school’s policies 

and educational goals.
15. Any form of cheating or dishonesty. This includes students who violate time clock policies, cheating on 

exams or operations.
16. Knowingly making false allegations against a student or staff member.
17. Failure to comply with the directions of institutional officials acting in the performance of their duties.
18. Clocking in or remaining on school premises when the student has been told by staff to clock out and go 

home or not to clock back in until given permission by the Administrator or other members of staff.
19. A Student who does not leave the school grounds when told to do so by the staff will be subject to 

immediate withdrawal from the course. The police may be called to escort students from the grounds.
20. Fraternizing with Nova Esthetics Training staff at any time while still enrolled in school.
21. Refusal to meet the student’s financial obligations.
22. Soliciting uninvolved parties to interfere or influence Management, staff or students in the making of 

decisions on impending complaints or problems.
23. The posting of signs, stickers, bills, publications, notices, and solicitations (other than pre- approved 

activities) in or around the school without the written consent of the owner.
24. Selling merchandise on school premises without the written consent of the owner.
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Rules and Regulations 
Clocking in/out

• A student may not leave the building without first notifying the Administration. Students must clock out to 
leave the building for any reason.

• A student may not sign another student in or out for ANY reason.
• Students can be given hours only for applied effort in class and must perform clinic floor services.
• Also, theory classes must be attended as designated. Failure to do so may result in a student being clocked 

out for the day or suspension from the school (at the discretion of the instructor).

Classroom and Clinic Floor Conduct

• Eating is permitted in the student lounge, only bottled water is allowed on the clinic floor.
• Unnecessary conversation is disturbing to others and is not permitted in class. Any students causing discord 

or disruption or engaging in constant talking during classroom instruction may be subject to suspension.
• It is the policy of Nova Esthetics Training and the Virginia State Board of Barbering & Cosmetology for all 

students to maintain a clean and properly labeled and sanitized station and equipment. Each student is also 
required to do an assigned clean up.

• Visitors are not allowed in classrooms, clinic floors, or lounges.
• Cell phones are not allowed to be in use in the following restricted areas, classrooms, bathrooms, or on the 

clinic floor. All cell phones and other electronic communication devices must be on vibrate or off during 
school hours. Students may use them only on break time in the student lounge or outside of the school. Any 
student found using their Cell Phone in a restricted area (as stated above) will be written up and asked to 
turn in their phone to the supervising instructor until the student clocks out for the day or the student may be 
clocked out and sent home immediately upon the discretion of the campus director or supervisor. 

• In some instances cell phones may be allowed by the Instructor for the purpose of learning and education. 
Do not use cell phones without receiving permission from the classroom, clinic floor Instructor.

• We encourage our students to take before and after pictures of their work for the purposes of building a 
business portfolio. Inappropriate pictures will not be allowed or tolerated and may result in suspension or 
termination from the program.

• Video and/or pictures taken or voice recordings of anyone on school grounds without their permission is a 
violation of privacy. Students must receive permission PRIOR to taking any video, pictures or recordings in 
the school by the Supervising Instructor. Violation may result in suspension or termination from the program.

• The practical training obtained by working on clients is essential for your success. Therefore, all clinic floor 
assignments will be made by the instructional staff. Refusing to do an assignment could result in suspension 
or termination from the program.

• Personal service is a privilege and is limited to hours and days assigned by the instructor. Any student 
receiving personal service must always have the permission of their immediate instructor or school 
administration. Violation may result in Suspension or possible termination from the program.

• Students may be allowed to wear earbuds to listen to music at the discretion of the staff. They may not be 
worn during lecture, exams, or while performing clinic services on a patron.

• Nova Esthetics Training is not responsible for any personal items that are stolen or lost on school premises.
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Withdrawal for Misconduct

A student withdrawn from school for misconduct may not be eligible for re-enrollment into any course of instruction 
being offered by Nova Esthetics Training. All final decisions will be determined by the Director. 

Time Clock Protocols

Hours are important, and we want to make sure that students are getting the proper credit for all their hard work. 
Students must be responsible for clocking correctly so they don’t lose time. The following is a list of occurrences 
which could result in a loss of time: If students, 

• Do not clock in when they arrive: they could lose the time until you do remember to clock in.
• Do not clock out for lunch: they could only receive a maximum of ½ credit for the day.
• Do not clock in from lunch: you could only receive a maximum of ½ credit for the day.
• Do not clock out to go home: you could only receive a maximum of ½ credit for the day. Leaving school at 

any time without clocking out is grounds for termination from the program.
• Having another student sign you in or out is grounds for termination for both students involved.
• Students who do not clock in and out for lunch breaks will have a minimum of 1 hour deducted from their 

time. Habitual infractions are subject to suspension and/or loss of hours.

Dress Code

THE TRAINING CENTER HAS THE RIGHT TO SEND STUDENTS HOME WITHOUT PRIOR WRITE UPS FOR 
UNIFORM VIOLATIONS. Our Primary mission in this school is that you become successful in the field you are 
trained. Part of your training is to teach you to create a good self-image; one that makes a good representation of 
you and the salon in which you work. We invite you to become part of our education and training experience by 
adhering to our dress code uniform policies. 

Nova Esthetics Training shirts and scrub pants only. Shoes must be closed toe and heel and cover the top of the 
foot. They must have a hard-non-skid sole such as Tennis shoes. All shoes can have a heel no greater than 2 ½”.

Pants
Dark Black scrub pants only. Absolutely no jeans, leggings, jeggings, sweats, yoga or other light-weight material. 
Pant legs must extend below the ankle. No capris or shorts allowed.

Shirts 
No clothing that has rips, stains, or frayed hemlines will be allowed. Only a long-sleeved black t-shirt or black 
thermal may be worn under your scrubs. No other colors allowed and no prints

Shoes
Shoes must be closed toe and heel and cover the top of the foot. They must have a hard non-skid sole such as 
Tennis shoes. Absolutely no flip-flops, sandals, ballet style slippers, toms or open toe or heel.

Hair & Jewelry
Jewelry should not be excessive. Facial jewelry will be monitored by the Supervising Instructor. They will determine 
if it is excessive and determine if the student must remove the jewelry and/or be sent home. Hair must always be 
clean and neat 

Student Badge
All students are issued a student badge upon starting school. The badge is a part of your required uniform and 
must be worn daily. Replacement badges must be purchased from Administration. The cost is $3.00.
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Professional Dress & Spirit Dress Guidelines

Shoes are the same requirement as when in uniform. Flip flops, sandals, high heels over 2½” are not allowed at 
any time. No spaghetti straps, strapless, or sleeveless blouses or shirts. Underarms should never be exposed. All 
jewelry guidelines are the same in uniform or professional dress.  Finger nails must be active length (no more than 
2 cm past the nail bed) and manicured with clear or neutral polish. No ripped, torn or stained clothing. No shorts. No 
skirts or dresses shorter than the knee. No excessive skin exposure. No clothing with offensive writing. No hats or 
bandannas unless prior approval is received for religious or medical related reasons. Occasionally, Nova Esthetics 
Training will have days when the Dress Code expectations may be adjusted to meet the expectations of the event. 
On these occasions the Administration will provide the expectations of those exceptions to our Dress Code.

Dismissal Policy

A student may be dismissed for any following: 
• Failure to abide by any policy contained in this Student Handbook.
• Cheating, stealing or vandalizing.
• Unprofessional conduct. 

Refusal to abide by any of the rules and regulations can be grounds for write-up or dismissal depending on the 
severity. Nova Esthetics Training reserves the right to escalate through the warning process if the infraction is 
warranted. 

Nova Esthetics Training Rules & Regulations are monitored regularly and may be revised. These changes will likely 
take place in our policy meetings held during our summer and winter breaks. If changes are made, announcements 
will be made via email. Copies can also be provided at students' request or by finding updated revisions on our 
website.
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Complaints & Disputes

Students may contact the school director, Margaret Mclntyre maggie@nvlet.com, or schedule a time to meet with 
her through the front desk. Please,  see the grievance policy on the following pages if you have a grievance.

Grievance Policy

If a student has a grievance that cannot be resolved to their satisfaction with the student's immediate instructor, the 
student must make their grievance known to the Campus Director. 

Grievances can only be submitted by the student involved. If the grievance is still not resolved after allowing for a 
reasonable amount of time for correction and the student wishes to register a formal complaint, please complete the 
grievance form or submit a detailed letter describing the following within 60 days of the event:

1) Describe in detail the problem and person(s) involved
2) Date of the occurrence 
3) Name of the staff member you previously brought this grievance to 
4) Date you brought it to their attention 
5) How did you want the problem to be rectified 
6) What was done by the staff to rectify the problem 
7) Why do you feel the problem was not rectified to your satisfaction
8) What suggestions do you have for a resolution

Send via email to Margaret McIntyre maggie@nvlet.com 

1.  All grievances must be submitted in writing. 
2. Once the written grievance is received, it will be reviewed and investigated. A determination will be made at 

the discretion of management whether or not a meeting will be granted to the student, or if further 
investigation or review is needed.

3. If the student has been dropped from the program, they may appeal the decision in writing to the Campus 
Director within seven business days.

4. All grievances/appeals will be responded to either verbally or in writing within 30 days by school personnel.
5. Please monitor the email address used to submit your complaint. A response or request for more information 

will be sent to that address. Failure to respond to requests within ten days will be considered as an 
abandonment of the complaint and will result in the closure of the investigation.

Covid-19 Related Illness

In an effort to reduce the spread of the Covid-19 virus, Nova Esthetics Training is implementing various protocols 
suggested for colleges and universities by the Centers for Disease Control and Prevention. Students who 
experience Covid-19 symptoms should not attempt to attend class until 24 hours after symptoms subside. Students 
who miss class due to Covid-19 must contact the school immediately, before class if possible but within 24 hours of 
the class meeting to discuss makeup options if they are available. Students will be required to submit a doctor’s 
note and/or Covid-19 test. Students should ensure that all absences are used wisely in case they become ill and 
need to miss class. Students who contract Covid-19 with documentation will be given make-up assignments; 
however, students are still responsible for making up any hours missed during their absences. Individual 
circumstances will be reviewed on a case-by-case basis by the school director. Students with an illness or injury 
that restricts their ability to perform services and duties assigned by the instructor will be sent home. Nova Esthetics 
Training policy is “if you are too sick to work on clients, credits or perform class work then you are not well enough 
to attend school. Students who have a temperature will be sent home immediately. Students must participate in 
open clinics; students who refuse to participate in clinics will be sent home unexcused and may be asked to leave 
the program. 
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Security and Safety
Fire or Impending Danger

1. All students and staff evacuate the building by moving to the nearest exit. 
2. All evacuated persons must report to the bottom parking (away from the building to allow ambulances and or 
fire trucks easy access to the main entrance) 
3. The supervisor on duty must call 911. 
4. The supervisor must take roll to account for all staff and students. 
5. The school director must be called immediately to be apprised of the situation.

Violent Acts by a Group or Individual

The senior person closest to the scene will notify the school director or supervisor on duty. The supervisor on 
duty is to direct bystanders away from the immediate area and call the police (911).

Severe Weather Warning 

1. If a power outage occurs in extreme cold/hot weather: 
2. Staff and instructors will ensure that all windows and doors are closed to prevent heat loss in cold 

weather and that all doors and windows are open to allow for ventilation in hot weather.
3. If the indoor temperature drops below 60 degrees F. or goes above 88 degrees F., notify the school 

director immediately for additional instructions.

Weather and School Closure 

Unless students are otherwise notified, our school follows the federal government’s closing procedures for 
inclement weather. Please make the necessary preparations to get to class on time. Absences for weather are 
unexcused. You may also refer to Nova Esthetics Training’s Facebook for updates on future closings or the 
student classroom portal.
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Course Schedules
Fundamental Esthetics (HYBRID)

30 weeks  | Minimum of 20 credit hours per week 

Day Course              Monday & Tuesday                 9:00 a.m. - 4:00 p.m.  
Night Course            Monday - Wednesday             5:00 p.m. - 10:00 p.m.

Advanced Esthetics (Hybrid)

30 weeks  | Minimum of 20 credit hours per week 

Day Course              Wednesday - Friday                 9:30 a.m. - 4:30 p.m.  

Wax Technician (HYBRID)

10 weeks  | Minimum of 12 credit hours per week 

Part Time                 Thursday                                   5:00 p.m. - 10:00 p.m.  

Dates are subject to change. It is the student’s responsibility to provide all required paperwork and documentation 
requested for enrollment and financing documents if applicable prior to the start date. 
Missing or incomplete documentation may cause a delay or inability to start school. 

Holidays
New Year’s Day: January 1, 2024 
Memorial Day Weekend: May 29, 2023
Summer Break: July 3 - 8, 2023
Labor Day Weekend: September 4, 2023
Thanksgiving Break: November 20 - 25, 2023  
Winter Break/Christmas: December 18 - 31, 2023

Staff Directory
Faculty and administration may be met within a class during lunch, before or after class, or as agreed between 
students and staff. Additionally, students may email instructors and administrators at any time using the faculty’s 
contact information.

Owner and Founder: Margaret McIntyre                                    maggie@nvlet.com 
Student Coordinator: Nacole Williams                                       nacole@nvlet.com 
Licensed Instructor of Master Esthetics: Angel Daily             adaily@nvlet.com    
Licensed Instructor of Master Esthetics: Hannah Hedberg    hhedberg@nvlet.com   
Licensed Esthetics Instructor: Ivana Pond Fletch-Rodick          ifletcher@nvlet.com 
Licensed Esthetics Instructor: Mryaim "Mimi: Abed                   mabed@nvlet.com 
Licensed Esthetics Instructor: Kaelie Haynie                             khaynie@nvlet.com 
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Student Acknowledgment 
Acceptance of Policies and Procedures

I [Classe365.First Name] [Classe365.Last Name], certify that a representative from the NoVa Esthetics 
Training has reviewed the Policies and Procedures, Satisfactory Academic Progress Policy, Attendance 
Policy, Evacuation Procedures, Campus Safety Report, Nova Esthetics Training’s Right to Privacy and 
Access Policies, and amended policies and procedures related specifically to distance learning and Covid19. 

I was given the opportunity to have my questions and/or concerns addressed. By affixing my signature below, 
I fully understand the NoVa Esthetics Training Program Policies and Procedures revised 12/30/2021 and 
related printed materials and agree to abide by said regulations, policies, and procedures. 

I have received, read and understand the policies outlined in the student handbook and hereby acknowledge 
that I received the Nova Esthetics Training student handbook and understand and accept the policies 
contained within. 

I understand my responsibilities and duties as a student, as well as financially, and accept them with full 
understanding and ownership. I will do my best to represent my school and work to maintain a professional 
attitude and excellence as a student as well as support my fellow classmates in their efforts to do the same.

Student Name: [Classe365.First Name] [Classe365.Last Name] 

Signature:  ____________________________  

         Date:

 This handbook will be updated on a regular basis to remain compliant with these laws. School rules and 
regulations are subject to updates and changes at any time. A copy of the latest version of the handbook is 
available online at www.nvlet.com and administration offices.
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