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Personnel Policies & Procedures 

WELCOME AND INTRODUCTION TO SOUTHEASTERN ESTHETICS INSTITUTE  

This employee handbook is designed to assist new employees as they make the transition into their positions at Southeastern 

Esthetics Institute. The handbook contains information about many processes at Southeastern Esthetics Institute and we hope it will 

be a useful reference tool for you throughout your career. 

This Handbook is not meant to be the only source of information on all of SEEI’s policies and procedures. If you have a question 

that is not answered in the Handbook, or if you would like more details about a subject covered in the following pages, please talk 

with your supervisor. 

THE FUTURE OF ESTHETICS EDUCATION 

The desire for anti-aging and advanced skin care services has increased at an incredible rate over the past decade and has a bright 
future. The demand has created a strong need for highly trained professionals focused on clinical and advanced esthetics services. 
Medical spas & esthetics practices have become commonplace, and the fusion of beauty and medicine has provided a number of 
safe and effective solutions to many common esthetics needs. The use of advanced technology creates a specific and often 
significant enhancement to the client’s physical appearance and self-image. Southeastern Esthetics Institute has created a 
curriculum that is centered on the FUTURE of esthetics education by focusing on the in-depth studies of clinical esthetics, through 
an intense focus of skincare from a cellular perspective. Our small classes allow individual attention to each student. The main 
objective of the highly trained and experienced staff and faculty at SEEI is to assist each student in realizing their full potential in the 
clinical esthetics industry, allowing them to achieve their educational goals - and create a career and life they love.  

SEEI MISSION STATEMENT 

Our mission is simple : to produce top-quality, Licensed Estheticians with exceptional knowledge of the skin from a scientific and 
clinical level - in order to obtain gainful employment and make a different in the lives of their clients.  

SEEI GOVERNING PRINCIPLES 

Southeastern Esthetics Institute supports its mission statement by adhering to the following Governing Principles: 

Maintain facilities that are clean, modern & well-equipped 

Employ experienced, licensed & dynamic instructors 

Ensure students have access to state-of-the-art equipment, products and methodologies 

Regularly review & update the curriculum to ensure that SEEI provides the most up-to-date and progressive education for its 
students 

Maintain a student-operated, on-campus Student Spa Clinic that provides the public with access to the most advanced spa services 
in a modern, beautiful facility 

Offer on-going access to post-graduate Continuing Education Courses through our facility 

Commit to extensive marketing campaigns to support client traffic through the Student Spa Clinic 

Maintain an open environment that allows students access to all faculty members at all times 

Maintain relationships with industry experts through our Institutional Advisory Board 

Ensure that students are well-prepared for state board examinations by offering well-organized, detailed instruction and on-going 
mock testing 
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Provide extensive support services for students such as : Financial Assistance, Resume & Interview Skills Activities, and Career 
Placement 

SEEI FACILITIES 

Out of sheer passion for skin care, and by way of advanced knowledge in the medical spa industry, Southeastern Esthetics Institute 
was found. Because of a serious lack in advanced education for Estheticians and the changing trends in the industry, our owner, 
Courtney G. Freeman, observed a niche that needed to be filled. Students will experience a level of teaching style and hands-on 
training that is unmatched in South Carolina. Students will come to class excited to learn - and leave class wanting to learn more!  

Our modern learning facility is located in downtown Columbia, South Carolina in the exquisite social district, The Vista, at 823 
Gervais Street Suite 120, Columbia SC 29201. SEEI is a licensed institution under the South Carolina LLR Board of Cosmetology, 
located at 101 Centerview Drive, Columbia SC 29201.  

LLR Board of Cosmetology Facility License No. 1190 

EQUIPMENT 

As part of its guiding principles, Southeastern Esthetics Institute is committed to training students with cutting-edge technology. 
SEEI owns all of its training equipment, including:  

State-of-the-Art HydraFacial MD System 

Microdermabrasion Machines 

LED Light Therapy Shield 

Magnifying Lamps 

Esthetics Treatment Tables 

Waxing & Hair Removal Equipment 

Airbrush Tanning Equipment 

Hot Towel Cabinets 

Woods Lamps 

SPA & TRAINING CENTER 

Our modern learning facility is located in downtown Columbia, South Carolina in the exquisite social district, The Vista, at 823 
Gervais Street Suite 120, Columbia SC 29201. SEEI is a licensed institution under the South Carolina LLR Board of Cosmetology, 
located at 101 Centerview Drive, Columbia SC 29201.  

LLR Board of Cosmetology Facility License No. 1190 

EMPLOYEE TRAINING & MEDIA TRAINING 

All employees of Southeastern Esthetics Institute will undergo a complete training of their job duties described within their official job 
descriptions within the first two days as an employee within the institution. Employees will undergo complete media training within all 
classrooms, in order to operate all technical infrastructure properly and safely.  

A complete training on Orientation procedures for students, along with a complete training on the Student Catalog & Facility Guide 
will be made possible for each employee as an onboarding procedure.  
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CAREER OPPORTUNITIES & PROMOTION 

Southeastern Esthetics Institute is strongly committed to its policy of equal employment opportunity and affirmative action. 

Employment and advancement are based on merit and ability without regard to race, color, creed, sex, sexual orientation, disability, 

age, national origin or status as a disabled or Vietnam-era veteran.  

Job Vacancy Announcements 

SEEI employees may apply for positions available and posted through the employee email bulletins and communications sectors. 

Opportunities for position changes and advancement often occur when new positions are established as a result of reorganization, 

added program responsibilities or when an employee vacates a position. Each Job Vacancy Announcement identifies an "area of 

consideration" which specifies whether or not applications may be received from all sources or limited to SEEI employees only.  

Current employees interested in applying for SEEI positions must submit an updated resume and a brief statement referencing the 

job vacancy announcement number and job title, to the Human Resources Department at info@seestheticsinstitute.com 

A promotion is the change of an employee to:  

(1) a position at a higher level within the same job classification system and pay schedule; or 

(2) a position with a higher rate of basic pay in a different job classification system and pay schedule. A promotion is always a 

change to a higher grade and should not be confused with periodic within grade increases, quality step increases, or merit salary 

increases which provide salary increases within the scheduled step rates of the grade. 

COMPUTER SECURITY AWARENESS 

Every employee who uses an SEEI computer has responsibilities that are described within this handbook and listed below. 

Use SEEI computers carefully, appropriately, and responsibly. As a general rule, use SEEI computers only for SEEI related work. 

Do not copy software in violation of copyright law or software licensing agreements. 

Do not hack or attempt to use computing resources for which you do not have authorization. 

Protect your password(s), change them as required, and do not share accounts. 

Scan new software for computer viruses before executing it. 

Protect sensitive data (e.g. personal, financial) according to the procedures established for the system that processes it. Protect the 

data regardless of the media (floppy disks, hard disks, or paper). 

Back up data when it changes, in order to provide the basis for recovering from a virus or a physical disaster. 

Electronic mail is a common form of communication within the network of Southeastern Esthetics Institute. Many legal and ethical 

questions need to be settled as a result of this technology. Policies include: 

Do not send harassing, obscene, fraudulent, or defamatory E-mail. 

E-mail is not confidential like a letter sent through the U.S. Post Office. Although E-mail will ordinarily be treated as confidential, 

confidentiality is not guaranteed. There are instances where system administrators will need to access messages for system 

maintenance purposes. System administrators are authorized to take any action needed to protect their systems. Illegal activity will 

be investigated under the auspices of the Inspector General. E-mail is not like a telephone conversation. A mail message can 

become part of the official record, particularly when such messages are saved (messages are automatically saved by a backup 
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program on a daily basis in many mail systems). Use caution in sending E-mail pertaining to issues that may become (legally) 

controversial.  

Many SEEI computers are connected to the Internet. The internet is an electronic highway that allows users to access computers 

throughout the world. Our membership on this network is a privilege that is dependent on adherence to ethical and acceptable use 

policies which your system administrator should make available to you. 

Misuse of computer resources includes, but is not limited to physical misuse, unauthorized access, improper use, illegal use, 

interfering with others, improper experimentation, and improper alteration of system files. Some examples follow. Note that 

examples from any category may be illegal, not just those specifically cited as illegal. 

Modifying or removing computer equipment, software, or peripherals without proper authorization. 

Accessing computers, computer software, computer data, or networks without authorization, whether or not SEEI owns these 

resources. 

Taking advantage of another user's naivete or negligence to gain access to any computer account, data, software, or file. This 

includes examining, copying, renaming, changing, or deleting files belonging to someone else without the owner's permission; and 

actions such as using the terminal of someone who has failed to log off. 

Using computer resources for a purpose other than the purpose for which they were intended or authorized. 

Any use that would be considered defamatory or obscene. 

Participating in activities that promote computer crime or misuse, including but not limited to posting passwords, account numbers, 

credit card numbers, and system vulnerabilities on bulletin boards. 

Writing or executing programs to bypass security mechanisms, steal passwords or data, or "crack" passwords. 

Violating any software licensing or copyright. 

Copying or redistributing copyrighted computer software, data, or reports without proper, recorded authorization. 

Reproduction of copyrighted software documentation, except as explicitly permitted by the copyright holder. 

Any use that violates Federal, state, or local laws or regulations. 

Harassing or threatening other users or interfering with their access to SEEI computing facilities. 

Sending fraudulent mail or breaking into another user's electronic mailbox. 

Encroaching on others' use of computing resources (e.g., tying up a multi-user computer with game playing, sending frivolous or 

excessive messages, attempting to crash or tie up a computer). 

Disclosing or removing proprietary or sensitive information, software, printed output, or magnetic media without the explicit 

permission of the owner. 

Reading another user's data or programs on a display screen, as printed output, or via electronic means (e.g., electronically 

eavesdropping or intercepting data transmissions) without the owner's explicit permission. 

Testing the security mechanism of another computer. 
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Creating, offering, or releasing malicious or destructive programs such as viruses, worms, logic bombs, and Trojan horse programs. 

Any use that might compromise the security mechanisms of another SEEI computer. 

Unauthorized modification of accounting system files or audit trails to alter or delete records of use.  

Unauthorized modification of system files to change user privileges or passwords.  

Modification of system files to intentionally cause the system to crash.  

Investigating Computer Misuse  

The system administrator can take immediate action if necessary to protect the integrity of the system when he or she suspects 

computer fraud or abuse.  

Note: Monitoring of electronic transmissions, or logging them for subsequent investigation, is not permitted unless all users 

(authorized and unauthorized) are warned of this possibility in advance.  

Investigation of possible computer abuse is justified if either the Computation Facility System Security Officer or the Computation 

Facility System Administrator:  

Is an eyewitness to a computing abuse,  

or  

Observes an unusual degradation of service or other aberrant behavior on the system, network, or server and has evidence that 

implicates the user as the source of the problem,  

or  

Receives a complaint of computing abuse or degradation of service and has evidence that leads to a user's computing activity as 

the probable source of the problem or abuse.  

Penalties may include the restriction or loss of computing privilege and other disciplinary actions. Any actions taken by 

the SEEI do not preclude enforcement of Federal, state, or local laws, which may result in additional penalties. 

GRIEVANCES 

Southeastern Esthetics Institute grievance procedures have been established for the consideration and resolution of specific matters 

of employee concern. Should you have a complaint, you should first discuss it informally with your supervisor.  

Should employees have a formal complaint, the individual must fill out a formal Grievance & Employee Complaint Document within 
the administrative office of Southeastern Esthetics Institute. The institution promises to provide exceptional feedback and support 
when dealing with grievances. Employee should expect to receive a written formal reply, with enclosed methods and standards of 
resolution of complaint, within ten (10) business days of the initial complaint.  

Any grievances that have not been properly dealt with through the administrative team are welcome to send all grievances and 
responses to the Council on Occupational Education at 78840 Roswell Road, Building 300, Suite 325, Atlanta, Georgia 30350. 
Students may additionally contact by phone at 1-800-917-2081.  

 

 

tel:(800)%20917-2081


8 
 

INCLEMENT WEATHER POLICY 

 In the event of storms or other emergencies, SEEI employees will be notified as to operations status via email. All employees are 

strongly encouraged to read and follow email alerts several times throughout the workday.  

Should a storm or other emergency develop during regular working hours, the SEEI director and/or administrator will also announce 

any early dismissal by sending an SEEI-wide email. 

OFFICIAL PERSONNEL FOLDER 

The Human Resources Department maintains all of your personnel records and actions in your electronic Official Personnel Folder 

with the ADP Payroll System, along with a paper file within the administrative office. The Official Personnel Folder is a major 

repository of information that documents your qualifications and career as a Southeastern Esthetics Institute employee. 

Your folder is available for viewing during the regular director’s office hours of 8:00am-3:00pm.  

CODE OF PROFESSIONAL CONDUCT 

Southeastern Esthetics Institute requires all employees to conduct themselves with the highest regard of professionalism. Respect 
for all individuals – including students and all administrators - is paramount. Employees must display a positive attitude in all 
classroom activities and settings within the facility. Any behavior that counteracts these policies is subject to review. Southeastern 
Esthetics Institute holds the right to terminate an employee if the institution finds the employee to be in violation of any of the 
following: 

- Providing false information to any institutional official or faculty member 

- Forgery, alteration or misuse of any documents or records 

- Disruptive activity that causes the obstruction of teaching, learning, research, administration, conduct, or infringement upon the 
rights of others 

- Failure to comply with the directions and regulations of the institution under the South Carolina LLR rules & regulations for the 
esthetics curriculum 

- Drug use of any kind and/or smoking around the institution 

- Theft of any kind, including seizing, receiving, or concealing property with knowledge that it has been stolen 

- Damage to, or destruction of, property or actions that have the potential for such damage or destruction 

- Actions which result in physical harm, have the potential for physical harming of another person, which creates conditions that 
pose a risk of physical harm 

- Harassment : Conduct that creates or attempts to create an intimidating, hostile, or offensive environment for another person - 
such as other students, instructors, or administrators 

- The use of weapons, firearms, or explosives - or the use or display of any object deemed dangerous by the administration 

- Sexual Harassment : Unwelcome verbal or physical conduct that is considered pervasive and objectively offensive by instructional 
administration  

DRESS CODE 

It is required that employees of Southeastern Esthetics Institute wear proper attire for all classroom and/or clinic work in the school 
setting at all times. Instructors, administrators, and all staff members are required to wear professional attire at all times, with shorts 
and skirts not being shorter than three inches above the knee. Jeans are not allowed. Long-sleeve lab coats or scrub jackets are 



9 
 

allowed in the color of either black or white. Hair and makeup are also required to be in good taste, along with minimal jewelry. If 
employees fail to comply with the dress code listed above, the individual may be sent home. 

SAFETY HAZARDS & PHYSICAL DEMANDS 

Keep in mind that there are physical demands associated with the profession that each prospective employee must be ware of 
before enrolling. By following safety precautions and proper ergonomics, you can contribute to the health, welfare, and safety of 
clients and employees in the workplace. The school provides First Aid Kits, sharps containers, proper cleaning & disinfection 
products, UV sanitizers for all implements, hand sanitizing units in all bathrooms, dispensary, and clinic areas ; as well as 
quaternary ammonium compounds solutions for metal implements. Southeastern Esthetics Institute complies with all safety & 
infection control regulations put into place by the SC LLR Board of Cosmetology. All safety & infection control guidelines are posted 
daily on the Dispensary Bulletin Board & students will sign and date during each new enrollment period.  

OSHA REQUIREMENTS 

In compliance with the US Department of Labor : Occupational Safety & Health Administration requirements, the school advises its 
students and staff of the chemicals used in cosmetology/related training. A complete file containing MSDS for the chemicals used is 
available in the Dispensary. The school endeavors to facilitate a safe environment for all staff and students by teaching proper 
usage of equipment, tools, and products. The school does not assume responsibility for injuries resulting from improper or unsafe 
use of equipment, tools, and products.  

SATISFACTORY PROGRESS REPORT / EMPLOYEE EVALUATIONS 

Employees receive mandatory progress reports and evaluations at different points during their career at Southeastern Esthetics 
Institute, with no less than twice annually. All data collected and reviewed by faculty and employee in question are then kept in hard 
copy format within the official personnel file.  

DISCIPLINARY ACTION 

Southeastern Esthetics Institute upholds the right to suspend an employee temporarily or permanently, through official 
documentation. These documents are detailed as to the matters that led up to the suspension or permanent decision and are 
recorded within the official personnel file. The document is then notarized by a certified official and delivered to the employee. 
Employees are not allowed on the premises after a suspension or termination - and any trespassing after a suspension or 
termination has been delivered is not permitted.  

EVACUATION PLAN 

All occupants should proceed to the nearest available exit in an orderly, calm manner.  

Leave all personal belongings behind.  

Assist the elderly, handicapped, and children to the nearest exit.  

Do not attempt to contain fire. Evacuate immediately and leave containment to the trained professionals.  

Once safety outside, meet at the Washington Street Parking Garage, where all students and employees park their vehicles. 

Instructors will take a count to ensure no one is still inside. 

The Administrator will call fire officials or delegate it to one person. 

Stay calm and help calm others. The school is a non-smoking facility. Students and employees at no time should have an open 
flame within or near the school premises.  

CAMPUS PARKING 

Employees are obligated to obtain a parking pass from the Washington Street Parking Garage, two blocks behind the SEEI facility, 
for the duration of their time as an employee at Southeastern Esthetics Institute. Parking passes are obtained for the employee and 
paid for by Southeastern Esthetics Institute.  
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Contact information for the Washington Street Parking Garage Office is as follows: Washington Street Parking Garage Office, 820 
Washington Street, Columbia SC 29201. Office Hours: Monday-Friday 8:30am-5:00pm (803)545-4015.  

EMPLOYEE JOB DESCRIPTIONS 

Licensed Esthetics Instructors – Job Description Requirements 

The instructor teaches in disciplined areas in which he or she has specific training and competence. As such, the instructor is 
expected to plan, organize, and teach in a manner that encourages esthetics and professional development in harmony with the 
institution’s doctrinal position, mission, and values. He or she also promotes and directs successful student learning in keeping with 
the learning-centered values and goals of the institution.  

Prepares class sessions and assignments to help students grasp course content and how it integrates with overall student learning 
outcomes for the course. 

Teaches courses according to Southeastern Esthetics Institute descriptions and in accordance with defined course standards and 
outcomes.  

Creates a learning environment that encourages student involvement and participation. 

Documents students’ attendance, participation, and academic progress by giving and grading assignments, projects, quizzes and/or 
examinations that lead to a final grade. 

Submits course grades to the MSP System immediately after grading exams. Grades are to be given back to students within 24 
hours of the examination test dates listed on the Course Calendar.  

Is accessible to students outside the classroom via email, providing ample periods of time for counseling and mentoring students in 
matters related to academic success, life goals, and professional development.  

When called upon, functions as an official academic advisor, counseling students about course, academic sequences, and program 
selections.  

Maintains and disseminates current information pertaining to services available to students throughout the school.  

When developing and administering tests, all assignments and hand-outs are thoroughly submitted to administration via email or in 
person for proper approval for use during course lessons. 

Participates and contributes to curriculum development by planning, developing, and evaluating new and existing courses and 
curriculum.  

Participates in the development and implementation of academic policies, guiding principles, objectives, and functions in 
accordance with the philosophy of the school.  

Participates in faculty meetings and staff meetings (monthly), serves on committees, and participates in other activities outside of 
school hours, if need be.  

Is familiar with and maintains behavior and actions consistent with school policies. 

Continues professional development and growth according to personal needs and certification requirements. 

Performs other responsibilities requested by supervisor.  

Maintains a true example of a competent leader in the community.  

Represents the school positively to prospective students and supporters.  

Administrator – Job Description Requirements  

tel:(803)%20545-4015
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Main Responsibilities 

o Quality: Provide the highest quality courteous and positive interaction with clients and students – and welcome all visitors 
with a sincere smile and treat each client as our valued guest. Always acknowledge the presence of a client, show the 
person that you are aware of their presence. Enquire about their requirements, asking pertinent questions to define the 
client’s needs. Eating and drinking at the front desk is not permitted ; doing so will detract from the image of the individual 
and that of Southeastern Esthetics Institute.  

o Telephone Protocol: A telephone call is the first point of contact potential guests have with us. Efficient and effective 
communication with potential guests is of utmost importance. Team member shall aim to answer incoming calls within 
three rings, greeting clients in a warm, pleasant, and courteous manner while answering inquiries, scheduling 
appointments and when calling to confirm client appointments. 

o Computer Systems: Learn and become proficient on the computer system – including but not limited to: MindBody & 
MSP.  

o Policies & Procedures: Be fully versed in our policies and procedures and adhere to them for staffing, client handling, 
opening and closing, refunds and returns, and other financial aspects. Please refer to the most current Student Catalog & 
Facility Guide when answering all questions to students and advising in any way. 

o Financial Responsibilities: Collect payments through the MindBody system for all student clinic appointments and/or 
continuing education/certification courses effectively – while collecting all data from clients and students for proper record 
keeping. All tuition payments for the Esthetics Licensing Program will be run through the primary Administrative Team and 
through our tuition accounting software.  

o Uniform: Excellent appearance and uniform should be in line with the following standards – comfortable, close-toed 
shoes; black slacks; OR black scrubs and scrub jacket.  

o Record Keeping: All records, clients’ names, student information, email addresses, and telephone numbers, etc. are the 
property of Southeastern Esthetics Institute and must be treated with the greatest care and confidentiality.  

o Inventory & Supplies: Assist in the maintaining of proper inventory and supplies needed, by way of communication with 
teachers and administrative team. Individual must create relationships with vendors and create an organization chart to 
maintain order and organization for the institution.  

o Team Participation: As a team member, you are expected to arrive to work well rested and alert and be punctual at all 
times. It is expected that the individual in this position thinks ahead to specific activities, courses, or happenings that they 
may be expected to facilitate or assist in – in order to help the team function as a whole. 

Duties and Responsibilities – Financial Aid Department 

1. Analyzes and evaluates financial viability of students and families, and provides advice and counsel regarding available 

financial aid opportunities, eligibility requirements, and the application process. 

2. Reviews and assesses eligibility of applications for financial aid; exercises professional judgment to determine whether 

adjustments should be made. 

3. Reviews for accuracy and provides signature approval/disapproval of loan applications, promissory notes, and other financial 

documents. 

4. Conducts orientations, and entrance and exit interviews, in accordance with university, state, federal, and other agency 

guidelines. 

5. Responds to inquiries and researches and resolves problems related to transactions handled by the unit; serves as liaison with 

other constituencies in the resolution of day-to-day administrative and operational issues. 

6. Provide information, in person, on the telephone, and through electronic Chat, to students, prospective students, and families 

regarding student financial aid, admissions, account balance, and registration status. 

7. Serves as liaison with state, federal, tribal, and other agencies; keeps abreast of student assistance opportunities and program 

regulations. 

8. Oversees the collection, management, and reporting of data in accordance with the objectives of the position; participates in 

the development and implementation of data management systems and procedures, as appropriate. 

9. Implements, coordinates, and oversees one or more specific administrative programs and/or service areas, as assigned. 

10. Trains and serves as an operational resource to other staff and/or students, as appropriate; may supervise student employees 

or lower-level staff. 

11. Conducts workshops and/or presentations to students, parents, and/or other interested parties on financial aid policy and 

procedural issues. 
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12. Participates in committee readings for scholarship selection and academic progress appeals. 

13. Provides academic advisement and crisis intervention referrals; arranges for tutorial support, as necessary. 

14. Performs miscellaneous job-related duties as assigned. 

 

Knowledge, Skills and Abilities Required 

• Strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in a 

diverse community. 

• Ability to communicate effectively, both orally and in writing. 

• Skill in the use of personal computers and related software applications. 

• Ability to verify and assess student eligibility for financial aid. 

• Ability to analyze and solve problems. 

• Interviewing skills. 

• Ability to make evaluative judgments. 

• Ability to investigate and analyze information and draw conclusions. 

• Ability to supervise and train employees, to include organizing, prioritizing, and scheduling work assignments. 

• Organizing and coordinating skills. 

• Knowledge of federal and state laws, regulations, and policies concerning the provision of financial aid to students. 

• Knowledge of financial aid policies, procedures, and eligibility requirements. 

• Knowledge of data management systems and processes. 

• Ability to develop and present educational programs and/or workshops. 

• Knowledge of the policies and eligibility requirements of a range of federal, state, and agency scholarship programs for tertiary 

students. 

• Ability to communicate effectively verbally, in writing, and over the telephone. 

Employee Performance Evaluations 

Topics pertaining to employee performance evaluations from all positions pertain to the following items and are conducted at least 
once annually: 

Day-to-day work, skills, and knowledge 

Managerial skills and communication skills 

Interpersonal skills, attendance, and punctuality 

Dependability and goal setting abilities 

INSTITUTIONAL WRITTEN PLANS 

Institutional Placement Services Plan  

SEEI prides itself on offering extensive and personalized job placement opportunities, resume-building, and interview prep to its 

students & graduates. Southeastern Esthetics Institute graduates are employed at day spas, medical spas, resort/hotel spas, cruise 

ship spas, cosmetology & esthetics schools, product companies, dermatology & plastic surgery centers, wellness centers, and 
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more. SEEI networks with employers and creates life-long relationships with business owners, product representatives, esthetics 

entrepreneurs, and industry professionals. 

Purpose: The purpose of this plan is to ensure that proper procedures are in place and followed to assure that placement services 

are both systematic and continuous. All students will be assisted with job placement. This will be achieved with guidance and 

assistance from the Chief Administrative Officer, Administrator, and Licensed Instructors.  

Objective: To assist every student to attain training related employment. However, no guarantee of placement will be implied and 

there will be no charge to the student for such services. The person responsible for this plan is the Chief Administrative Officer.  

Procedure:  

Students are able to view consistently updated job postings through our password-protected job postings portal through the 

Southeastern Esthetics Institute website. Password is available through the administrative office upon request - in addition to being 

give to each student during Orientation Day - and is only available for use by SEEI students & alumni.  

The administrative office of SEEI provides resume creation support upon request, in addition to beautifully written Letters of 

Recommendation tailored to each student’s character traits & qualities, written by our institutional owner. Southeastern Esthetics 

Institute maintains a list of employers, contact names, and contact phone numbers of all employers in the South Carolina area, in 

addition to the surrounding states of Georgia and North Carolina. Southeastern Esthetics Institute is happy to assist students with 

job placement in other states, and even internationally.  

Students must request a personal meeting with the Chief Administrative Officer or Administrator of the institution, in order to take 

advantage of additional, personalized placement advisement. Professional letters of recommendation from the employers of our 

alumni are available upon request and line the walls of our administrative office. We are extremely proud of the relationships and 

contacts we’ve made, in order to assist our students in achieving the best careers possible, right out of school.  

Throughout the Esthetics Licensure Course, the Chief Administrative Officer will maintain monthly documentation of student 

interactions and progress: such as student placement activities, counseling, advice, support and coaching related to job search and 

placement. This documentation must include referral to specific agencies where students are directed to apply, which interviews 

were held and the results of this activity, documenting who, what, where, when and outcome. 

Upon employment, the Chief Administrative Officer or Administrator will verify the job placement information for accuracy and 

completeness with the employer. (Verification must include the full name of the employee verifying the employment, position held by 

the verifying employee, date verification took place and telephone number) A copy of this data is located within the official Student 

Placement Roster.  

The Chief Administrative Officer will ensure that all employment activities as outlined above are taking place, that documentation of 

all activities is complete and that all employment is verified once a student has attained employment. The Administrator will be 

available to support the Chief Administrative Officer in all placement activities in an effort to obtain employment for all students prior 

to graduation.  

Following program completion, the Chief Administrative Officer is responsible of ensuring that placement activities continue by 

assigning an Administrator or Licensed Instructor to contact each graduate on a monthly basis if they are employed - to offer 

continued support, update information and assist the new graduate in adjusting to the workplace.  

For graduates who are not employed by graduation, contact is maintained by the Licensed Instructor or Administrator to offer job 

search assistance, encouragement, guidance, coaching, etc. until employment is obtained. Notes must reflect specifically where 

and when applications were submitted and interviews took place as well as additional contacts and referrals that were given.  

Person Responsible: Chief Administrative Officer  

Evaluation: Monthly analysis of student placement via student file notations and through the consistently applied and updated 

Student Placement Roster is reviewed during staff meetings between the Chief Administrative Officer, Administrator, and Licensed 

Esthetics Instructors. 

Responsibility: The Chief Administrative Officer & Administrator are responsible for all placement and follow-up activities, including 

coordination and communication with faculty, employers, students, and the Institutional Advisory Committee. SEEI administrators 

maintain student resumes, the electronic Job Board, and enters and evaluates reporting of placement and follow-up data. SEEI 

administrators coordinate placement services between faculty, students, and industry businesses by meeting on a regular basis. In 

addition, the administrators discuss employment opportunities, notification of students available for employment, and provides 

guidance to students who are looking for employment. The collection of placement and follow-up data is a collective effort between 

students (both graduates and non-graduates), faculty, employers of graduates, and Southeastern Esthetics Institute staff members. 

The evaluations and resulting reports provide valuable information that can be used to improve quality in each program as well as 

student outcomes.  
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Follow-Up Continued: By reviewing the placement statistics on a monthly basis, the Chief   Administrative Officer will ensure that 

procedures for improvement, if needed, are implemented and are improving statistics in order to meet the school’s expected 

outcomes.  

This plan is annually reviewed and revised by the school’s Institutional Advisory Committee and faculty. The Chief Administrative 

Officer evaluates all data on an annual basis and presents findings to all instructional personnel and administrative staff. It is 

available to all staff on the  

school’s server. Instructors share this plan with their students as they cover employability and job placement activities. The 

management team uses feedback from students and staff when reviewing and revising this plan. All plans are publicly posted on the 

institutional website for all to peruse. 

Media Services Plan 

Southeastern Esthetics Institute evaluates and implements a variety of media to support the learning and educational methods and 

modes within it modern learning facility for the purposes of advancing its students towards ‘esthetics excellence’.  

Purpose: The purpose of this plan is to ensure the presence of appropriate learning resources essential for the achievement of the 

objectives for the Esthetics Licensure Course and that the learning resources are readily available and used by students and faculty. 

The Chief Administrative Officer will be responsible for this plan.  

Objective: To ensure that media learning resources and equipment support students and faculty.  

Scope & Availability of Services: The institution provides its students with available media through personal textbooks from its 

applied curriculum, personal exam review booklets from it applied curriculum for the purposes of appropriate state board exam prep, 

reference books within it media center, periodical usage within the classroom from industry trade magazines, manuals from vendors 

utilized within the student clinic, internet access, and student access to tablet computing devices within its media center for use 

during all classroom activities when appropriate. Students must sign in and out all educational materials on the Media Center 

documentation sheets within the administrative office at Southeastern Esthetics Institute. Instructors must supervise the removal of 

materials from the Media Center by all students.  

Current & Relevant Educational Materials: The institution provides its students with the most updated version of the Advanced 

Esthetics Curriculum and all other relevant learning materials containing modern and advanced esthetics content. Students at 

Southeastern Esthetics Institute deserve the most modern and updated information available, which sets them apart as industry 

experts in their field. 

Media Services Coordinator & Roles/Responsibilities: The Chief Administrative Officer and Administrator are responsible for 

media services. Other administrative staff that may be appointed are also responsible for maintaining media services and making 

certain media is available to students upon request or need. Instructors employed by the institution are required to maintain the 

efficacy of all educational materials removed from the media center for classroom usage. The maintenance of all technical 

educational materials or textbook-based media are to be reported to the administrative office as needed, for immediate 

replacement.  

Orientation for User Groups: Students are taken through a complete Orientation Program during the first day of their class time at 

Southeastern Esthetics Institute, which includes orientation for all media services. This orientation includes: proper signing in and 

out of all educational materials from the Media Center, the supervision of removal and submission of educational  materials by the 

instructional staff to the Media Center, the inventory of media resources available within the institution, and the capacity of usage of 

all media resources. 

Facilities & Technical Infrastructure: Southeastern Esthetics Institute provides proper facilities for all educational activities and 

provides appropriate technical infrastructure related to wireless internet access, in addition to wireless interfacing with Apple 

products - specifically  

Apple TV. SEEI provides students and faculty with wireless internet at all times, along with the appropriate passwords and codes 

that are available to students during the Orientation Program.  

Procedure:  

Inventory Lists will be maintained and available to faculty and students. A variety of current and relevant educational materials 

include: Inventory includes CD/DVDs, videos, books, articles, and periodicals. Recommendations from all staff and faculty regarding 

new materials to be obtained will be solicited annually. These recommendations will then be evaluated by the Chief Administrative 

Officer and Advisory Committee as to necessity, feasibility, long range use, and maintenance requirements. A final list will then be 

developed for material procurement via rental, loan, purchase, or donation. The Administrator upgrades all other inventory lists at 

least annually.  

Information on media services and learning resources are made available to both faculty and students through the Student Catalog 

and Employee Manual - as well as in the Media Center during the regular office hours of Monday-Friday 8:30am-3:30pm.  
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Orientation for faculty is the responsibility of the Chief Administrative Officer and Administrator. The Licensed Esthetics Instructors 

incorporate orientation to learning resources within the Orientation Day of each new start date of the Esthetics Licensure Course. 

The Administrator is responsible to orient staff to media services.  

In the event that any materials or equipment are in disrepair, a timely report should be made to the Chief Administrative Officer or 

Administrator; they will immediately arrange for repair or replacement.  

Each classroom is equipped with an Ipad, Monitor, Apple TV, and wireless internet access through Time Warner Cable/Spectrum. 

The annual budget for the school accommodates support for media services including equipment and materials. 

Annual Budgetary Support: The institution provides an appropriate line item for budgetary support in reference to media 

resources, in order to maintain consistent maintenance opportunities when necessary for tech-based education materials - as well 

as the purchasing of new items when needed.  

Annual Evaluation of Efficacy: The Institutional & Occupational Advisory Committee at Southeastern Esthetics Institute is 

committed to the success of each student within the Esthetics Licensure Course. Twice per year, the committee meets and 

discusses all aspects of the institution, which includes media resources available to students for a modern, effective learning 

experience. Annual reports on all of these items are applied to the COE Annual Report, evaluated by the Commission of the Council 

of Occupational Education.  

Evaluation: The effectiveness of media services and utilization is reviewed and accomplished through Advisory Committee 

Meetings, staff meetings, and student surveys. Evaluations are reviewed and summarized by the Chief Administrative Officer. 

Needed improvements are  

reviewed by the Chief Administrative Officer and used to modify and improve media services annually. Input is received from the 

advisory council and progress of plan is evaluated and approved by the Advisory Committee.  

Feedback: Southeastern Esthetics Institute appreciates and utilizes input from both students and employees. The Chief 

Administrative Officer and Administrator review summaries of evaluations and reviews/revises plans, policies, and procedures as 

warranted. Current plans are posted on the institutional website and within the Employee Handbook. Policies and procedures are 

also reviewed annually and serve as a method of evaluation, input and feedback. 

Student Personnel Services 

Southeastern Esthetics Institute Student Services Program and Mission  

Student Services is an integral part of the institution’s Esthetics Licensure Course, with a commitment to individual uniqueness, 

through an understanding of multicultural diversity.  Student Services addresses the personal, social, educational and career needs 

of all students.  

Student Services includes a Chief Administrative Officer, Administrator, and Licensed Esthetics Instructor – who work collectively 

with students and graduates regarding placement services and counseling.  

SEEI prides itself on offering extensive and personalized job placement opportunities, resume-building, and interview prep to its 

students & graduates. Southeastern Esthetics Institute graduates are employed at day spas, medical spas, resort/hotel spas, cruise 

ship spas, cosmetology & esthetics schools, product companies, dermatology & plastic surgery centers, wellness centers, and 

more. SEEI networks with employers and creates life-long relationships with business owners, product representatives, esthetics 

entrepreneurs, and industry professionals.  

Purpose: The purpose of this plan is to ensure that proper procedures are in place and followed to assure that personnel services 

are both systematic and continuous. All students will be assisted with job placement and counseling. This will be achieved with 

guidance and assistance from the Chief Administrative Officer, Administrator, and Licensed Instructors.  

Objective: To assist every student to attain training related employment. However, no guarantee of placement will be implied and 

there will be no charge to the student for such services. The person responsible for this plan is the Chief Administrative Officer. 

Procedure: Students are able to view consistently updated job postings through our password-protected job postings portal through 

the Southeastern Esthetics Institute website. Password is available through the administrative office upon request - in addition to 

being give to each student during Orientation Day - and is only available for use by SEEI students & alumni. The administrative 

office of SEEI provides resume creation support upon request, in addition to beautifully written Letters of Recommendation tailored 

to each student’s character traits & qualities, written by our institutional owner. Southeastern Esthetics Institute maintains a list of 

employers, contact names, and contact phone numbers of all employers in the South Carolina area, in addition to the surrounding 

states of Georgia and North Carolina. Southeastern Esthetics Institute is happy to assist students with job placement in other states, 

and even internationally. Students must request a personal meeting with the Chief Administrative Officer or Administrator of the 

institution, in order to take advantage of additional, personalized placement advisement. Professional letters of recommendation 

from the employers of our alumni are available upon request and line the walls of our administrative office. We are extremely proud 

of the relationships and contacts we’ve made, in order to assist our students in achieving the best careers possible, right out of 

school. Throughout the Esthetics Licensure Course, the Chief Administrative Officer will maintain monthly documentation of student 
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interactions and progress: such as student placement activities, counseling, advice, support and coaching related to job search and 

placement. This documentation must include referral to specific agencies where students are directed to apply, which interviews 

were held and the results of this activity, documenting who, what, where, when and outcome. 

Upon employment, the Chief Administrative Officer or Administrator will verify the job placement information for accuracy and 

completeness with the employer. (Verification must include the full name of the employee verifying the employment, position held by 

the verifying employee, date verification took place and telephone number) A copy of this data is located within the official Student 

Placement Roster. The Chief Administrative Officer will ensure that all employment activities as outlined above are taking place, that 

documentation of all activities is complete and that all employment is verified once a student has attained employment. The 

Administrator will be available to support the Chief Administrative Officer in all placement activities in an effort to obtain employment 

for all students prior to graduation. Following program completion, the Chief Administrative Officer is responsible of ensuring that 

placement activities continue by assigning an Administrator or Licensed Instructor to contact each graduate on a monthly basis if 

they are employed - to offer continued support, update information and assist the new graduate in adjusting to the workplace. For 

graduates who are not employed by graduation, contact is maintained by the Licensed Instructor or Administrator to offer job search 

assistance, encouragement, guidance, coaching, etc. until employment is obtained. Notes must reflect specifically where and when 

applications were submitted and interviews took place as well as additional contacts and referrals that were given.  

Person Responsible: Chief Administrative Officer 

 Evaluation: Monthly analysis of student placement via student file notations and through the consistently applied and updated 

Student Placement Roster is reviewed during staff meetings between the Chief Administrative Officer, Administrator, and Licensed 

Esthetics Instructors. Responsibility: The Chief Administrative Officer & Administrator are responsible for all placement and follow-

up activities, including coordination and communication with faculty, employers, students, and the Institutional Advisory Committee. 

SEEI administrators maintain student resumes, the electronic Job Board, and enters and evaluates reporting of placement and 

follow-up data. SEEI administrators coordinate placement services between faculty, students, and industry businesses by meeting 

on a regular basis. In addition, the administrators discuss employment opportunities, notification of students available for 

employment, and provides guidance to students who are looking for employment. The collection of placement and follow-up data is 

a collective effort between students (both graduates and non-graduates), faculty, employers of graduates, and Southeastern 

Esthetics Institute staff members. The evaluations and resulting reports provide valuable information that can be used to improve 

quality in each program as well as student outcomes. 

Follow-Up Continued: By reviewing the placement statistics on a monthly basis, the Chief   Administrative Officer will ensure that 

procedures for improvement, if needed, are implemented and are improving statistics in order to meet the school’s expected 

outcomes. This plan is annually reviewed and revised by the school’s Institutional Advisory Committee and faculty. The Chief 

Administrative Officer evaluates all data on an annual basis and presents findings to all instructional personnel and administrative 

staff. It is available to all staff on the school’s server. Instructors share this plan with their students as they cover employability and 

job placement activities. The management team uses feedback from students and staff when reviewing and revising this plan. All 

plans are publicly posted on the institutional website for all to peruse. 

Placement & Follow-Up Plan  

Purpose: The purpose of this plan is to ensure that proper procedures are in place and followed to assure that placement follow-up 

services are both systematic and continuous for one year following exit from Southeastern Esthetics Institute. All students will be 

assisted with job placement and job retention. This will be achieved with guidance and assistance from their Licensed Esthetics 

Instructors, Administrator, and Chief Administrative Officer. However, no guarantee of placement will be implied and there will be no 

charge to the student for such services. The person responsible for coordination of all follow-up activities is the Administrator and 

Chief Administrative Officer.  

Objective: To assist every student to attain a training-related placement and follow up during the first year post training.  

Procedure:  

Following training completion from the Esthetics Licensure Course, the Licensed Esthetics Instructors, Administrator, and Chief 

Administrative Officer continue the placement process by contacting each graduate quarterly if they are employed and contacting 

the employer periodically to update information and assist the new graduate in adjusting to the workplace. For graduates not 

employed by graduation, intensive job search assistance continues until employment is obtained.  

Students are able to view consistently updated job postings through our password-protected job postings portal through the 

Southeastern Esthetics Institute website. Password is available through the administrative office upon request - in addition to being 

given to each student during Orientation Day - and is only available for use by SEEI students & alumni.  

The administrative office of SEEI provides resume creation support upon request, in addition to beautifully written Letters of 

Recommendation tailored to each student’s character traits & qualities, written by our institutional owner. Southeastern Esthetics 

Institute maintains a list of employers, contact names, and contact phone numbers of all employers in the South Carolina area, in 

addition to the surrounding states of Georgia and North Carolina. Southeastern Esthetics Institute is happy to assist students with 

job placement in other states, and even internationally.  
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Students must request a personal meeting with the Chief Administrative Officer or Administrator of the institution, in order to take 

advantage of additional, personalized placement advisement. Professional letters of recommendation from the employers of our 

alumni are available upon request and line the walls of our administrative office. We are extremely proud of the relationships and 

contacts we’ve made, in order to assist our students in achieving the best careers possible, right out of school.  

Throughout the Esthetics Licensure Course, the Chief Administrative Officer will maintain monthly documentation of student 

interactions and progress: such as student placement activities, counseling, advice, support and coaching related to job search and 

placement. This documentation must include referral to specific agencies where students are directed to apply, which interviews 

were held and the results of this activity, documenting who, what, where, when and outcome. 

For students who successfully complete training at Southeastern Esthetics Institute, as jobs are attained, the Administrator will 

document such within the Student Placement Roster. 

Person Responsible: Administrator and Chief Administrative Officer  

Evaluation: The Chief Administrative Officer, Administrator, and Licensed Esthetics Instructors collect Alumni Surveys and 

Employer Liaison Surveys from graduates of Southeastern Esthetics Institute and from the employers of SEEI graduates. These 

surveys focus on program effectiveness for various modes of delivery and relevant job requirements.  

The Administrator will receive monthly employment verification and survey information from all graduates and their employers. The 

Administrator will then report this information at monthly staff meetings and all Advisory Committee meetings to the Chief 

Administrative Officer, Licensed Esthetics Instructors and evaluate the information in an effort to continually improve the quality of 

the Esthetics Licensure Course. Analysis and improvement plans will be initiated as needed.  

Follow-Up: The Administrator will bring a summary of all data to the attention of the Chief Administrative Officer on a regular basis. 

The Administrator will update the Student Placement Roster as often as possible, with visits to employer facilities happening once 

per month to back up all data received, within a 30 mile radius of the institution.  

By reviewing the placement statistics and results of alumni and employer surveys on a monthly basis, the Chief Administrative 

Officer and all employees of Southeastern Esthetics Institute will ensure that the Esthetics Licensure Course is meeting the needs of 

its students and graduates, in order to improve expected outcomes for years to come.  

The Chief Administrative Officer summarizes all data for the twice annual Advisory Committee meetings. Additionally, the Chief 

Administrative Officer utilizes this data in both counseling instructors and for staff evaluation and improvement to the Esthetics 

Licensure Course from all angles.  

This plan is annually reviewed and revised by the Advisory Committee of Southeastern Esthetics Institute. It is available to all staff 

and faculty within the Employee Handbook. Instructors share this plan with their students as they cover employability and job 

placement activities. The Chief Administrative Officer and Administrator uses feedback from students and staff when regularly 

reviewing this plan. All plans are publicly posted on the institutional website. 

Plan for Operation and Maintenance of All Physical Facilities & Technical Infrastructure  
 
Purpose: The purpose of this plan is to develop and maintain a long-term plan for facility/campus improvements and the technical 
infrastructure of the facility to verify the presence and adequate maintenance of physical/technical resources appropriate and 
essential for the achievement of the Esthetics Licensure Course objectives. The Chief Administrative Officer is responsible for this 
written plan.  
 
Objective: To ensure the physical location and technical infrastructure is maintained to provide safety and educational needs of the 
students, faculty, staff and visitors. 
 
Procedure: 

1. Chief Administrative Officer, Administrator, and Licensed Esthetics Instructors assess facility and campus needs as well 
as the technical needs of the campus to meet the long-range needs and objectives of the Esthetics Licensure Course 
offered and provide for the needs of students, faculty, administrative staff and visitors. 

2. Input is sought from students, staff and faculty. These suggestions are given to the Chief Administrative Officer and 
Administrator for evaluation and determination for implementation. 

3. Safety inspection is coordinated by the Administrator for review and evaluation within Institutional Advisory Committee 
Meetings for the purpose of implementation and improvement.  

4. The Chief Administrative Officer offers annual input to the landlord’s long-range building improvement plans. 
 
Evaluation: 
Student, staff and faculty input is considered and evaluated by the management team with annual reviews of policy and 
procedures done by the Advisory Committee and the Chief Administrative Officer. The Chief Administrative Officer and 
Administrator evaluate all data on a regular basis and presents findings to all instructional personnel and administrative 
staff at Advisory Committee meetings twice annually, along with any regular staff meetings as needed. Appropriate 
improvements are made each year to accommodate immediate and long-term needs. 
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Feedback: 
The Advisory Committee continually evaluates the facility, the technical infrastructure, and the campus at its twice annual 
meetings. It actively seeks input for previously implemented items and future implementation needs via faculty, staff and 
student suggestions, meetings and inquiry emails. All plans are publicly posted on the institutional website and within the 
Employee Handbook at all times.  

Plan for Physical Facilities & Technical Infrastructure  
 
Purpose: The purpose of this plan is to develop and maintain a long-term plan for facility/campus improvements and the technical 
infrastructure of the facility to verify the presence and adequate maintenance of physical/technical resources appropriate and 
essential for the achievement of the Esthetics Licensure Course objectives. The Chief Administrative Officer is responsible for this 
written plan.  
 
Objective: To ensure the physical location and technical infrastructure is maintained to provide safety and educational needs of the 
students, faculty, staff and visitors. 
 
Procedure: 

5. Chief Administrative Officer, Administrator, and Licensed Esthetics Instructors assess facility and campus needs as well 
as the technical needs of the campus to meet the long-range needs and objectives of the Esthetics Licensure Course 
offered and provide for the needs of students, faculty, administrative staff and visitors. 

6. Input is sought from students, staff and faculty. These suggestions are given to the Chief Administrative Officer and 
Administrator for evaluation and determination for implementation. 

7. Safety inspection is coordinated by the Administrator for review and evaluation within Institutional Advisory Committee 
Meetings for the purpose of implementation and improvement.  

8. The Chief Administrative Officer offers annual input to the landlord’s long-range building improvement plans. 

FACILITIES 

Goal: Southeastern Esthetics Institute will create a physical environment that improves the efficacy of student outcomes while 
meeting the goals of this strategic plan - and providing students with the modern learning facility they deserve, for constant 
inspiration and stimulation for the enhancement of their educational experience. 

STRATEGIES 
FOR ACHIEVING 
OBJECTIVES 

EVALUATIVE 
MEASURE 

RESPONSIBILITY START END COMPLETE ONGOING 

Expand and 
enhance 
Southeastern 
Esthetics 
Institute’s facilities 
within the current 
campus footprint in 
order to provide 
needed additional 
space- in addition 
to media supplies 
needed within this 
new addition. 

Implemented a 
new classroom 
within the 
Dupree Building 
on Gervais 
Street, within a 
few steps from 
the existing 
campus – to 
provide our 
institution with 
the additional 
space needed to 
effectively 
implement and 
operate its 
program. 

Chief 
Administrative 
Officer 

November 
2016 

January 
2017 

✓   

Assess specific or 
additional facility 
needs during all 
institutional 
advisory 
committee 
meetings. 

Implement and 
plan consistent 
functionality 
improvements or 
suggestions for 
the facilities at 
advisory 
committee 
meetings, along 
with accepting 
involvement from 
institutional 
faculty. 

Chief 
Administrative 
Officer, 
Administrator, 
Advisory 
Committee 
Licensed Esthetics 
Instructors 

September 
2016 

June 
2018 

 ✓  
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Ensure expansion 
and renovation 
planning is 
consistent with 
ADA (Americans 
with Disabilities 
Act) guidelines and 
a commitment to 
creating — to the 
greatest degree 
achievable — an 
environmentally 
responsible and 
sustainable facility. 

Planning and 
implementation 
take place in 
which standards 
and compliance 
are taken into 
high regard, not 
to take away 
from the modern 
learning facility 
SEEI prides itself 
on providing. 

Chief 
Administrative 
Officer  

November 
2016 

January 
2017 

✓   

 

Evaluation: 
Student, staff and faculty input is considered and evaluated by the management team with annual reviews of policy and procedures 
done by the Advisory Committee and the Chief Administrative Officer. The Chief Administrative Officer and Administrator evaluate 
all data on a regular basis and presents findings to all instructional personnel and administrative staff at Advisory Committee 
meetings twice annually, along with any regular staff meetings as needed. Appropriate improvements are made each year to 
accommodate immediate and long-term needs. 
 
Feedback: 
The Advisory Committee continually evaluates the facility, the technical infrastructure, and the campus at its twice annual meetings. 
It actively seeks input for previously implemented items and future implementation needs via faculty, staff and student suggestions, 
meetings and inquiry emails. All plans are publicly posted on the institutional website and within the Employee Handbook at all 
times.  

Plan to Ensure Privacy, Safety & Security of Data within the Technical Infrastructure  

Purpose: The purpose of this plan is to assure that the institution’s technical infrastructure provides for the privacy, safety of 

students, faculty, administrative staff, and visitors. The Chief Administrative Officer and Administrator are responsible for the 

technical infrastructure’s continued privacy, safety of students, faculty, administrative staff and visitors. The Chief Administrative 

Officer will utilize the service of contract help as needed.  

Objective: To assure that Southeastern Esthetics Institute’s technical infrastructure provides for the privacy, safety, and security of 

data contained within it.  

Procedure: On a daily basis, the institution’s server is reviewed for errors and corrected, as well as updated as required. Any 

problems regarding the institution’s technical infrastructure noted by staff or faculty are immediately brought to the attention of the 

Chief Administrative Officer and Administrator, with repairs made as requested and as necessary.   

All faculty members and staff receive an Employee Handbook, which specifically acknowledges and lists computer crimes and 

violations of the school’s internet and technology usage policies, as well as the Southeastern Esthetics Institute’s personnel policies. 

All faculty members are to sign the Acknowledgment of Receipt, at the end of the handbook received during employment 

orientation, stating that they understand these specific matters and rulings of the institute.   

All systems utilized within Southeastern Esthetics Institute are cloud-based, internet software – which are completely backed up 

daily.   

All computers belonging to Southeastern Esthetics Institute automatically filter all blacklisted or potentially infected sites.  

Every SEEI-owned computer runs Microsoft Antivirus software which is redundant.  

SEEI has a contractual agreement with MyStudentsProgress and MindBody for the online appointment booking of student clinics, 

grades and attendance records, and all student file back-up. Students/staff must verify access with secured user ID and passwords 

in order to log into any of these programs.   

The Administrator maintains open communication with the Chief Administrative Officer daily as to the status of the school’s technical 

infrastructure. If a breach of safety or security to any students, faculty or staff is found to have occurred, the breach will be corrected 

immediately and all parties included in such breach will be notified immediately.  

Evaluation: Student/Faculty evaluation of IT Infrastructure is summarized bi-annually at the Advisory Committee Meetings and may 

be discussed during intermittent employee/staff meetings. Suggestions for upgrading are reviewed by the Chief Administrative 

Officer and the Administrator and implemented as appropriate. Input is received from Advisory Committee and the progress of this 
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plan is evaluated and approved at biannual meetings. The Chief Administrative Officer evaluates all data and presents findings to all 

instructional personnel and administrative staff at regular staff meetings.   

  

Feedback: Southeastern Esthetics Institute appreciates and utilizes input from students, employees, and advisors. The Chief 

Administrative Officer and Administrator reviews summaries of evaluations and reviews/revises plans, policies, and procedures as 

warranted. Policies and procedures are continually updated as it is considered a work in progress. All plans are publicly posted on 

the institutional website and within the Southeastern Esthetics Institute Employee Handbook.   

Work-Based Activities Plan for Student Clinic 

Purpose: This plan is written to specify the objectives, experiences, competencies and evaluations that are required for student 

clinical experiences. The Chief Administrative Officer is responsible for the Work-Based Activities Plan for Student Clinics.  

Objective: To ensure that all clinical services performed by students are properly supervised by Licensed Instructors at all times, 

protect both the students and the clients within the institution, and enhance the student learning objectives of the Esthetics 

Licensure Course.  

Student Clinic Schedule: Wednesday-Friday 9am-3pm | Saturdays 9am-5pm (when open for Make-Up Hours). Hours are always 

subject to change. 

Scheduling Requirements of Student Clinic:  

- Students must arrive 15-20 minutes prior to their first appointment to set up their treatment table, prepare towels & implements, 

etc. Students that are not available for spa appointments at least five (5) minutes before the scheduled time will be sent home with 

no further hours to be obtained for the day. 

- Student schedules will be assigned prior to beginning on the clinic floor. The student calendar will be available online through 

MindBody. Students will have access to their own private usernames & passwords to access their schedule from the facility 

computers and/or their personal smart phones or tablets. Students will want to download the MindBody Express App on their 

device, to gain instant access to appointment bookings. Students may suggest clients download the MindBody Connect App on their 

smartphones for easy online booking.  

- All schedule change requests must be submitted in advance to the administrator through an official “Time Off Request”. 24-hours 

notice must be given.  

- SEEI staff may dictate student schedules at any time. Students may be denied requested schedule due to the scheduling needs of 

the spa clinic.  

Student Clinic Rules & Policies:  

In order to maintain a professional standard on the clinic floor, the following standards will be observed:  

- Any student who is disrespectful or abusive to a client will be subject to disciplinary action.  

- Students are required to complete all services for which they are scheduled.  

- Client consent forms must be completed and signed for all services, and placed in alphabetical order in the client file cabinet in the 

student clinic area.  

- Students are responsible for ensuring a clean and stocked treatment area.  

- Students are responsible to acquire needed supplies from the dispensary room, unless there is a designated student on 

dispensary duty.  

- Students must maintain a quiet voice while working in the clinic area.  

- Students may not congregate at the reception desk while waiting for the next client - or lounging in and/or around the seating area 

for clients.  

- Students may not move supplies or rearrange cupboards or drawers without direct interaction from clinic instructors.  

- All clients must be checked out by the guest services individual on duty.  

- Students must clean and restock rooms to “tour-ready” condition immediately after they have left their guest.  



21 
 

- Students are required to handle & implement all cleaning, mopping, laundering, disinfection & sanitation required in and around the 

school at the end of each school day - with a positive attitude. Cleaning duties are dispersed in a fair manner between all students 

by instructors on staff - and will be charted on the dispensary bulletin board.  

Procedures & Protocols:  

Skin Rejuvenation | 60 Minutes  

o Clients choose Aromatherapy Blend of Choice: Lavender, Citrus, Lemongrass (Allow the guest to breathe in at the beginning of 

their service + integrate into massage services – excluding the facial massage) 

o Double Cleanse + Eye Makeup Removal  

o Mechanical Exfoliation during 2nd Cleanse o Neck/Chest/Shoulder Massage (5-7 Minutes)  

o Extractions (10 Minutes) OR Facial Massage (10 Minutes)  

o Mask Application  (Leave during Arm + Hand Massage then remove)  

o Arm + Hand Massage (10 Minutes)  

o Serum  

o Sunscreen 

 

Stem Cell Facial Infusion | 60 Minutes  

o Double Cleanse with Max Stem Cell Facial Cleanser  

o Mechanical Scrub during the 2nd Cleanse 

 o Neck/Chest/Shoulder Massage (5-7 Minutes)  

o Peel Degreasing Prep Solution  

o Ormedic Lift Solution + Add 1 dropper of 25% Stem Cell Facial Enhancer (Massage solution for 1-3 Minutes | Leave on for total of 

5-7 minutes). Remove.  

o Extractions (if needed)  

o Max Stem Cell Masque Application  (Leave during Arm + Hand Massage then remove)  

o Arm + Hand Massage (10 Minutes)  

o Stem Cell Serum + Stem Cell Crème  

o Sunscreen 

 

Microdermabrasion Facial | 60 Minutes  

o Clients choose Aromatherapy Blend of Choice: Lavender, Citrus, Lemongrass (Allow the guest to breathe in at the beginning of 

their service + integrate into massage services – excluding the facial massage)  

o Double Cleanse + Eye Makeup Removal  

o Mechanical Exfoliation during 2nd Cleanse o Neck/Chest/Shoulder Massage (5-7 Minutes)  

o Microdermabrasion (10-15 Minutes)  

o Toner  

o Extractions (if needed)  

o Toner  

o Mask Application (Leave during Arm + Hand Massage then remove)0  
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o Arm + Hand Massage (10 Minutes)  

o Serum  

o Sunscreen  

 

Lumi Facials | 60 Minutes  

o Clients choose Aromatherapy Blend of Choice: Lavender, Citrus, Lemongrass (Allow the guest to breathe in at the beginning of 

their service + integrate into massage services – excluding the facial massage)  

o Double Cleanse + Eye Makeup Removal  

o Mechanical Exfoliation during 2nd Cleanse  

o Neck/Chest/Shoulder Massage (5-7 Minutes)  

o Superficial Chemical Peel of Choice  

o Extractions (10 Minutes) OR Facial Massage (10 Minutes)  

o LED Light Therapy (Leave during Arm + Hand Massage then remove)  

o Arm + Hand Massage (10 Minutes)  

o Serum 

 o Sunscreen 

 

Double Exfoliation Facial | 60 Minutes  

o Clients choose Aromatherapy Blend of Choice: Lavender, Citrus, Lemongrass (Allow the guest to breathe in at the beginning of 

their service + integrate into massage services – excluding the facial massage) 

o Double Cleanse + Eye Makeup Removal 

o Neck/Chest/Shoulder Massage (5-7 Minutes)  

o Microdermabrasion (10-15 Minutes) o Superficial Chemical Peel of Choice  

o Extractions (if needed)  

o Toner  

o Mask Application (Leave during Arm + Hand Massage then remove) o Arm + Hand Massage (10 Minutes)  

o Serum  

o Sunscreen  

 

Medium-Depth Chemical Peel | 60 Minutes  

o Clients choose Aromatherapy Blend of Choice: Lavender, Citrus, Lemongrass (Allow the guest to breathe in at the beginning of 

their service + integrate into massage services – excluding the facial massage)  

o Double Cleanse + Eye Makeup Removal  

o Mechanical Exfoliation during 2nd Cleanse o Neck/Chest/Shoulder Massage (5-7 Minutes)  

o Medium-Depth Chemical Peel of Choice o Extractions (10 Minutes) OR Facial Massage (10 Minutes)  

o Mask Application (Leave during Arm + Hand Massage then remove)  

o Arm + Hand Massage (10 Minutes)  
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o Serum  

o Sunscreen 

 

Back Rejuvenation | 60 Minutes  

o Clients choose Aromatherapy Blend of Choice: Lavender, Citrus, Lemongrass (Allow the guest to breathe in at the beginning of 

their service + integrate into massage services – excluding the facial massage)  

o Double Cleanse of Back Area (Use of hot towels during all steps)  

o Mechanical Exfoliation during 2nd Cleanse  

o Neck/Chest/Shoulder Massage (5-7 Minutes)  

o Extractions (10 Minutes) OR Back Massage (10 Minutes)  

o Mask Application  (Leave during Arm + Hand Massage then remove)  

o Arm + Hand Massage (10 Minutes)  

o Serum  

o Sunscreen 

 

Aromatherapy Body Scrub | 60 Minutes  

o Begin with client lying face down 

o Clients choose Aromatherapy Blend of Choice: Lavender, Citrus, Lemongrass (Allow the guest to breathe in at the beginning of 

their service + integrate throughout body scrub.  

o ** Use hot towels during all product removal + drape accordingly **  

o Secure hair out of the way with a towel and/or disposable head wrap  

o Apply new set of gloves  

o Back Area – Massage in scrub product, remove with hot towel  

o Left Leg + Foot – Massage in scrub product, remove with hot towel  

o Right Leg + Foot – Massage in scrub product, remove with hot towel  

o Remove gloves. Apply hydrating massage cream to treated areas.  

o Turn the client over, using appropriate draping techniques  

o Apply new set of gloves  

o Neck, Chest + Shoulders – Massage in scrub product, remove with hot towel 

o Left Arm + Hand – Massage in scrub product, remove with hot towel  

o Right Arm + Hand – Massage in scrub product, remove with hot towel  

o Front Left Leg – Massage in scrub product, remove with hot towel  

o Front Right Leg – Massage in scrub product, remove with hot towel  

o Remove gloves. Apply hydrating massage cream to treated areas.  

 

Airbrush Tanning | 25 Minutes  

o Lay down towel under the client’s feet  
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o Have client undress to their area of comfort + apply blending cream application to hands/elbows/ knees/feet  

o Double application of airbrush tanning solution  

o Apply to face last  

o Light application on hands/elbows/knees/feet (feather off)  

o Allow client to dry for 10-15 minutes  

o Shower out the airbrush tanning stall, mop the floor, and sanitize the area + airbrush tanning machine 

Evaluation: Clinical and observational site evaluations are completed by the Licensed Esthetics Instructor assigned to the clinic 

floor, specifically on the Clinic Floor Requirements Document. This data is utilized by the Chief Administrative Officer when 

evaluating the effectiveness of the experiences and readiness of the student for graduation. This plan is reviewed annually and 

revised as needed. It is available to all faculty and students on the institutional website, as well as located within the Employment 

Manual for SEEI employees.  

The Chief Administrative Officer and Advisory Committee uses feedback from students, staff and the committee members when 

reviewing and revising the plan. Input is received from employers at the Advisory Meeting and progress of the plan is evaluated and 

approved by the Chief Administrative Officer.  

Feedback: Faculty, students, and Advisory Committee offer continued input. The Chief Administrative Officer reviews these 

evaluations and revises plans as warranted. All efforts are made to discuss concerns with the facility should they develop. This plan 

is reviewed annually and revised as needed. It is available to all faculty and students on the institutional website, as well as located 

within the Employment Manual for SEEI employees. 

Health & Safety Plan 

Purpose: 
 
This plan is to ensure the health and safety of the institution’s employees and guests. The Chief Administrative Officer is responsible 
for this plan.  
 
Objective: To assure preventative health and safety measures are in place for all Southeastern Esthetics Institute constituents. 
 
Procedure: 

1. All employees are oriented and updated regarding policies, procedures and plans of Southeastern Esthetics Institute - 
which include the Health and Safety Policies and Procedures relating to the health and safety of employees and guests.  

2. Orientation includes review and familiarity of policies, procedures and plans including incident investigation and reporting 
protocols. All employees are to report incidents directly to the Administrator and/or Chief Administrative Officer through 
the Southeastern Esthetics Institute email system. All incidents involving employees and guests within our facility during 
Student Clinics will be kept on file and reviewed by the Advisory Committee. All incidents will be dealt with immediately 
and with the utmost care and concern.  

3. There is a Safety Hazards and Physical Demands section included in the SEEI Employee Handbook for employee use – 
and to guide daily safe practices as well as additional policies. 

4. Evacuation/Safety/Security Procedures are reviewed with all classes during orientation – as well as with new hire 
employee orientations. Random drills are held throughout the year and are evaluated. A safety committee of students, 
staff and faculty will be formed if and when a trend or pattern emerges. 

35–20. Sanitary and Safety Rules for Salons and Schools. 

(A) Enforcement. 

(1) The holder or holders of a salon license or a school license, and the person in charge of any 

such salon or school, shall be liable for implementing and maintaining the sanitary rules in such 

salon or school individually and jointly with all persons in or employed by or working in or on the 
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premises of such salon or school. All licensed cosmetologists, instructors, nail technicians and 

estheticians shall be held individually liable for implementation and maintenance of the sanitary 

rules applicable to them. 

(2) To assure compliance with the laws and regulations governing the operations of salons and 

schools, the authorized representatives shall have access to the premises of any salon or school, at 

any time that the instruction or practice of cosmetology is being conducted. 

(3) Refusal to permit, or interference with, an inspection constitutes a cause for disciplinary action. 

(4) A licensee’s failure to observe all rules and regulations on sanitation and to maintain adequate 

precautionary measures for the public’s protection and safety is cause for disciplinary action up to 

revocation of license. Failure to display, in full public view, all licenses applicable to the salon or 

school and the persons therein engaged in the practice of cosmetology as well as the sanitary rules 

and regulations and the sanitary rating given to said salon or school, is sufficient cause for revocation 

of licenses. 

(5) A salon’s or school’s failure to receive a passing inspection is sufficient cause for disciplinary 

action up to revocation of license, if not corrected by the next inspection. Thirty days thereafter the 

board may schedule a show cause hearing in accordance with the provisions as established by the 

statutes regulating cosmetology. 

(B) Rules. 

(1) Every salon and school must occupy a separate building, or part of a building which is suitable 

to render adequate sanitary services to the public, wherein cosmetology may be taught or practiced. 

Salons, schools, and barber shops must be separated from each other by a solid wall from the floor to 

the ceiling. Salons and schools must also be separated by solid walls and separate entrances. 

(2) Salons and schools shall comply with all state and local building, plumbing and electrical codes. 

(3) Salons and schools shall comply with all relevant federal/state workplace safety laws. 

(4) The use of a salon or school as living, dining or sleeping quarters is prohibited. 

(C) Residential Salons. 

(1) Residential salons must maintain a separate entrance for clients, which entrance shall not open 
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from the living, dining or sleeping quarters, and all doors previously opening into such quarters 

must be permanently sealed. 

(2) No portion of the salon may be used as a portion of a private residence. 

(3) Entrances must permit patrons to enter salon directly without requiring passage through any 

portion of the residence. 

(4) Separate toilet facilities for patrons must be provided apart from the living quarters. 

(D) Physical Facilities of Salons and Schools. 

(1) Cleanliness and Repair. Each salon and school must keep the floors, walls, woodwork, 

ceilings, furniture, furnishings, and fixtures clean and in good repair. 

(2) Water Supply. Each salon and school must provide a supply of hot and cold running water. 

(3) Toilet Facilities. Each salon and school must provide toilet and hand washing facilities 

consisting of at least one commode and one lavatory in good working order, with hot and cold 

running water, soap and individual towels. These facilities must be separate and apart from living, 

dining or sleeping quarters. Restrooms may not be used for storage. 

(4) Drinking Water. Each salon and school must supply potable drinking water. 

(E) Animals in Salons and Schools. 

No person may bring any animal into, permit any animal to be brought into, or permit any animal 

other than a service animal for the disabled to remain in, a salon or school. 

(F) Infectious Disease. 

(1) Licensees must not permit any person afflicted with an infestation of parasites or with an 

infectious or communicable disease which may be transmitted during the performance of the acts of 

cosmetology or any of its branches, to work or train in a salon or in a school. 

(2) No salon or school may knowingly require or permit a student or person licensed by the 

Board of Cosmetology to work upon a person known to suffer from any infectious or communicable 

disease which may be transmitted during the performance of the acts of cosmetology or any of its 

branches. 

(3) No salon or school may require or allow a student or licensee of the Board of Cosmetology to 
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perform any service on a patron with a known infestation of parasites. 

(G) Personal Cleanliness. 

(1) Person and Wearing Apparel. The person and the uniform or attire worn by an individual 

serving a patron must be clean and appropriate at all times. 

(2) Washing Hands. Every person performing cosmetological services in a salon or school must 

thoroughly wash his or her hands with soap and water or any equally effective cleansing solution 

before serving each patron. 

(H) Instruments and Supplies. 

(1) Licensees and students must dispose of all supplies or instruments which come in direct 

contact with a patron and cannot be disinfected (for example, cotton pads, emery boards used on the 

natural nail, and neck strips) in a waste receptacle immediately after their use. 

(I) Disinfecting Nonelectrical Instruments and Equipment. 

(1) Before use upon a patron, all non-electrical instruments with a sharp point or edge which may 

on occasion pierce the skin and draw blood (scissors, razors, tweezers, cuticle nippers, nail technician 

scissors, etc.) and all non-electrical instruments without sharp points or edges (combs, brushes, 

rollers) and all instruments and accessories used in all branches of cosmetology, including nail 

technology, must be disinfected in the following manner: 

(a) clean with soap (or detergent) and water, and then 

(b) totally immerse implements with an EPA-registered hospital level disinfectant with demonstrated 

bactericidal, fungicidal, pseudomonacidal and virucidal or tuberculocidal activity used 

according to manufacturer’s instructions. 

(2) All disinfected instruments must be stored in a clean, covered place. 

(3) The disinfectant solutions specified in subdivision (1) : 

(a) shall remain covered at all times; 

(b) shall be changed at least once per week or whenever visibly cloudy or dirty; and 

(c) shall be of sufficient size to accommodate all instruments. 

(4) All nondisinfected instruments (those that have been used on a patron or soiled in any 
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manner) must be placed in a properly labeled receptacle. 

(J) Disinfecting Electrical Instruments. 

(1) Licensees and students must disinfect clippers, vibrators, and other electrical instruments prior 

to each use by: 

(a) first removing all foreign matter; and 

(b) disinfecting with EPA-registered hospital level disinfectant with demonstrated bactericidal, 

fungicidal, pseudomonacidal and virucidal or tuberculocidal activity used according to manufacturer’s 

instructions. 

(2) All disinfected electrical instruments shall be stored in a clean, covered place. 

(K) Liquids, Creams, Powders and Other Cosmetic Preparations. 

(1) Storage. All liquids, creams and other cosmetic preparations must be kept in properly labeled 

clean and closed containers. Powders may be kept in a clean shaker. 

(2) Removal from Container. When only a portion of a cosmetic preparation is to be used on a 

patron, licensees and students shall remove it from the container in such a way as not to contaminate 

the remaining portion. 

(L) Headrests, Shampoo Bowls, and Treatment Tables. 

(1) Licensees and students must cover the headrest of chairs with a clean towel or paper sheet for 

each patron. 

(2) Shampoo trays and bowls must be cleansed with soap and water or other detergent after each 

shampoo and kept in good repair and in a sanitary condition at all times. 

(3) Licensees and students must cover treatment tables with a clean sheet of examination paper 

for each patron. 

(M) Towels. 

(1) Used Towels to Be Discarded. After a towel has been used once, it must be deposited in a 

closed receptacle, and shall not be used again until properly laundered and sanitized. 

(2) Methods of Laundering. Used towels must be laundered either by regular commercial 

laundering or by a noncommercial laundering process which includes immersion in water at 140 
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degrees F for not less than fifteen (15) minutes during the washing or rinsing operation. 

(3) Storage. All clean towels must be stored in a closed cabinet. 

(N) Bottles and Containers. 

Licensees and students must distinctly and correctly label all bottles and containers in use in a school 

or salon to disclose their contents. All bottles containing poisonous substances shall be additionally and 

distinctly marked as such. 

(O) Neck Strips. 

Licensees and students must use sanitary neck strips or towels to keep the protective covering from 

coming in direct contact with a patron’s neck. 

 
Evaluation: 
 
Guest, student, and staff input is considered and evaluated when annual reviews of policy and procedures are undertaken by 
the Administrator, Chief Administrative Officer, and the Advisory Committee. These individuals review incident report situations 
as they happen for corrective measures, and annually reviews for trends and patterns that necessitate corrective action. The 
Chief Administrative Officer evaluates all data on an annual basis and presents findings to all instructional personnel and 
administrative staff at staff meetings throughout the year.  
 
Feedback: 
 
Southeastern Esthetics Institute appreciates and utilizes input from both students, guests, and employees. The Advisory 
Committee, along with the Chief Administrative Officer and Administrator, review summaries of evaluations and reviews/revises 
plans, policies and procedures as warranted. Employee policies and procedures are continually updated as they are 
considered a work in progress. Current plans are posted on the institutional website as well as within the Employee Handbook 
at all times.  

Plan to Ensure Privacy, Safety & Security of Data within the Technical Infrastructure  

  

Purpose: The purpose of this plan is to assure that the institution’s technical infrastructure provides for the privacy, safety of 

students, faculty, administrative staff, and visitors. The Chief Administrative Officer and Administrator are responsible for the 

technical infrastructure’s continued privacy, safety of students, faculty, administrative staff and visitors. The Chief Administrative 

Officer will utilize the service of contract help as needed.  

  

Objective: To assure that Southeastern Esthetics Institute’s technical infrastructure provides for the privacy, safety, and security of 

data contained within it.  

  

Procedure: On a daily basis, the institution’s server is reviewed for errors and corrected, as well as updated as required. Any 

problems regarding the institution’s technical infrastructure noted by staff or faculty are immediately brought to the attention of the 

Chief Administrative Officer and Administrator, with repairs made as requested and as necessary.   

  

All faculty members and staff receive an Employee Handbook, which specifically acknowledges and lists computer crimes and 

violations of the school’s internet and technology usage policies, as well as the  

Southeastern Esthetics Institute’s personnel policies. All faculty members are to sign the  

Acknowledgment of Receipt, at the end of the handbook received during employment orientation, stating that they understand these 

specific matters and rulings of the institute.   

All systems utilized within Southeastern Esthetics Institute are cloud-based, internet software – which are completely backed up 

daily.   

All computers belonging to Southeastern Esthetics Institute automatically filter all blacklisted or potentially infected sites.  

  

Every SEEI-owned computer runs Microsoft Antivirus software which is redundant.  
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SEEI has a contractual agreement with MyStudentsProgress and MindBody for the online appointment booking of student clinics, 

grades and attendance records, and all student file back-up. Students/staff must verify access with secured user ID and passwords 

in order to log into any of these programs.   

  

The Administrator maintains open communication with the Chief Administrative Officer daily as to the status of the school’s technical 

infrastructure. If a breach of safety or security to any students, faculty or staff is found to have occurred, the breach will be corrected 

immediately and all parties included in such breach will be notified immediately.  

  

Evaluation:  

  

Student/Faculty evaluation of IT Infrastructure is summarized bi-annually at the Advisory Committee Meetings and may be 

discussed during intermittent employee/staff meetings. Suggestions for upgrading are reviewed by the Chief Administrative Officer 

and the Administrator and implemented as appropriate. Input is received from Advisory Committee and the progress of this plan is 

evaluated and approved at biannual meetings. The Chief Administrative Officer evaluates all data and presents findings to all 

instructional personnel and administrative staff at regular staff meetings.   

  

Feedback:  

  

Southeastern Esthetics Institute appreciates and utilizes input from students, employees, and advisors. The Chief Administrative 

Officer and Administrator reviews summaries of evaluations and reviews/revises plans, policies, and procedures as warranted. 

Policies and procedures are continually updated as it is considered a work in progress. All plans are publicly posted on the 

institutional website and within the Southeastern Esthetics Institute Employee Handbook.   
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ACKNOWLEDGEMENT & RECEIPT 

I have received my copy of the Southeastern Esthetics Institute EMPLOYEE MANUAL. 

The handbook describes the important information about Southeastern Esthetics Institute and that I should consult with the 
administrative team regarding any questions not answered in the handbook. I have entered into my relationship as an employee 
with Southeastern Esthetics Institute voluntarily and acknowledge all of the rules and regulations put into place at Southeastern 
Esthetics Institute, and my promises as an employee and leader within the institution. Accordingly, either I or Southeastern Esthetics 
Institute can terminate the relationship at will, with or without cause, at any time, so long as there is not violation of applicable 
federal or state law.  

This manual and the policies and procedures contained herein supersede any and all prior practices, oral or written representations, 
or statements regarding the terms and conditions of the student experience at Southeastern Esthetics Institute. By distributing this 
handbook, Southeastern Esthetics Institute expressly revokes any and all previous policies and procedures which are inconsistent 
with those contained herein. 

I understand that any and all policies and procedures may be changed at any time by Southeastern Esthetics Institute. All such 
changes will be communicated through official notices, and I understand that revised information may supersede, modify, or 
eliminate existing policies. Only the administrative team of Southeastern Esthetics Institute has the ability to adopt any revisions to 
the policies in this handbook. 

I have received the handbook, and I understand that it is my responsibility to read and comply with the policies contained in this 
handbook and any revisions made to it. 

 

 

__________________________________________ 

Employee Signature 

 

__________________________________________ 

Employee’s Name (Print) 

 

__________________________ 

Today’s Date 
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