


















































































































































A leave of absence does not impact Satisfactory Academic Progress. A leave of absence extends the student’s
contract period and maximum time frame by the same number of days taken in the leave of absence. During a
leave of absence, no new aid will be awarded to a student and Direct Loan funds cannot be disbursed. No
additional charges will be assessed as a result of the leave of absence.

Students that fail to return and are considered withdrawn, may have exhausted all or a portion of their grace
period and repayment of Direct Loans may begin immediately. It is important that students considering a leave
of absence meet with and Education Finance Advisor to discuss the impact on their individual student loans.

CLASS SCHEDULE
Milan Institute holds classes each Monday through Saturday, with days and times varying for each program.
Milan Institute also recognizes legal holidays. Milan Institute informs students when classes and holiday
schedules vary (see the insert in the back of the catalog). Students may be required to attend class for additional
hours or days when a holiday falls on a scheduled class day. Classroom instruction consists of 50-minute
periods. Evening and Saturday classes are available for some programs. Please contact the admissions
department for specific information.

EXTERNSHIP DISCLOSURE
The courses offered at Milan Institute require an externship (work experience) as part of the graduation
requirement. The externship must be completed prior to receiving the Certificate of Completion for the program.
Externship hours are completed at extern sites off campus. It is, therefore, the student’s responsibility to secure
his/her own transportation to and from the extern site. It is also the student’s responsibility to pay any costs
associated with his/her transportation to and from the extern site.

STUDENT WITHDRAWAL BY SCHOOL
Student withdrawal by the school will result from unsatisfactory grades, poor attendance, failure to achieve the
appropriate proficiency and skill levels within the prescribed time period, use of controlled substances on
campus, conduct detrimental to the school, failure to comply with financial aid regulations or non-observance of
other student regulations and conduct policies.
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ACADEMIC INFORMATION — COSMETOLOGY-RELATED PROGRAMS

AN INVESTMENT IN BEAUTY PAYS
If you are interested in pursuing a career in Cosmetology, this field might be a suitable choice. The dynamic
and ever-evolving beauty industry can present professional and financial opportunities. The current trend of
women seeking a well-rounded appearance and an increasing number of men engaging in salon services,
such as style cuts, perms, manicures, and color services, contributes to the demand for beauty professionals.
The work of cosmetologists is both challenging and rewarding, potentially influencing your income.
Cosmetologists have the potential to set their own work schedule, making the income possibilities in your
control. Additionally, there is potential for career growth, with opportunities to advance into management roles
or even salon ownership, offering a sense of pride that small business owners enjoy.

The choice of a lifetime career is one of the most important decisions you will ever make. To find out more about
a career in cosmetology, how to become a part of this exciting profession and other information about Amarillo
College of Hairdressing, Inc., please read this catalog carefully.

ORIENTATION
New students are required to attend an orientation prior to the class start date. This meeting is to welcome new

students and introduce them to the school's policies and procedures. During orientation, many topics are
discussed, including school rules, regulations, financial aid questions, state board exams, grading, attendance,
theory classes, clinic floor work, satisfactory progress, and project completions. Students are also given the
opportunity to meet instructors, school staff, and other students and to ask questions about their training
programs.

ENROLLMENT TIME
Enroliment time is defined as the time elapsed between the actual starting date and the date of the student's

last day of physical attendance in school.

FACULTY
Milan Institute staff members are experienced instructors. In addition to meeting the educational requirements

for licensing, each instructor has been trained in the contemporary methods of hairstyling and techniques of hair
design. A list of our faculty members can be found in the catalog insert.

FORMAT

The clock hour education is provided through a sequential set of learning steps which address specific tasks
necessary for state board preparation, graduation, and job entry level skills. Clinic equipment, implements and
products are comparable to those used in the industry. Each student will receive instruction that relates to the
performance of useful, creative, and productive career oriented activities. The programs are presented through
well-developed lesson plans, which reflect current educational methods. Subjects are presented by means of
lecture, demonstration, and student participation. Audio-visual aids, guest speakers, field trips, and other related
learning methods are used in the programs.

PROGRAM MEASUREMENT
An academic year is equivalent to 900 clock hours and is a minimum of 26 weeks or 36 quarter credits and is a
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minimum of 30 weeks in length. One quarter credit unit is equal to twenty-five clock hours. Each program is
defined by its individual academic requirements, which are listed in the course description section of this catalog.

EQUIPMENT
All of Milan Institute’s students work with equipment applicable to the competencies required of their program
such as; facial chairs, various facial machines, and other equipment commonly found in salons and other
locations where these services are performed. Classroom computers, LCD projector and screen and marker
boards are also utilized.

EXPENDABLE SUPPLIES

The school furnishes all expendable supplies used by the student for training. The student must purchase all
supplies from the school that are for personal use.

SATISFACTORY ACADEMIC PROGRESS POLICY

Satisfactory Academic Progress (“SAP”) is a requirement for all Milan Institute students. Students receiving
funds under any Federal Title IV financial aid assistance programs must maintain satisfactory academic progress
in order to continue eligibility for such funds. Progress is measured in terms of both attendance and course work.
The SAP policy is provided to students prior to enroliment.

All students are evaluated for Satisfactory Academic Progress at the end of the first payment period or midpoint
of the program or academic year, and at the end of the program or academic year. An academic year in a clock
hour program is a minimum of 900 clock hours AND 26 weeks. A week is considered any seven-day period from
Sunday through Saturday in which at least one schedule class day occurs.

Clock Hour Program

The student’s academic progress is evaluated at the point the student is scheduled to complete the required
clock hours for that payment period. Students must maintain (1) an accumulative grade point average of 2.0,
and (2) an attendance rate of 67% of the scheduled hours.

To successfully complete a program, the student must complete 100% of the program requirements within no
more than 150% of the program length, measured in scheduled hours.

Students who meet the minimum requirements for attendance and academic performance are considered to be
making satisfactory progress until the next scheduled evaluation.

If a student is granted credit for previous training or experience, the granted courses will not be assigned a letter
grade but will be recorded with a grade of “pass,” which will not count towards the student’s grade point average
calculation and will not affect the grade point average element of satisfactory academic progress. Transfer hours
are included as completed hours for purposes of measuring rate of progress.

Transfer hours are accepted toward completion of a student’s program as both hours attempted and hours
completed for the purpose of determining when the allowable maximum timeframe has been exhausted. SAP
evaluation periods are based on scheduled contracted hours at the institution.

Grading

To assess the qualitative measure of academic progress, students are assigned theory study and a minimum
number of practical performances. Theory is evaluated after each unit of study. Practical assignments are
evaluated as completed and counted toward course completion ONLY when rated as satisfactory or better. If
the skill does not meet satisfactory requirements, it is not counted and the skill must be repeated. At least two
comprehensive practical skills evaluations will be conducted during the course of study. Practical skills are
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evaluated according to text procedures, performance standards established by the state licensing agency, and
set forth in the practical skills evaluation criteria adopted by the school. Students must maintain a cumulative
grade average of 70% and pass a FINAL academic and skill exam prior to graduation. Students must make up
failed or missed tests and incomplete assignments.

Non-credit Remedial Courses
Non-credit remedial courses have no effect upon the institution’s satisfactory academic progress standards as

no such courses are offered.

Institutional Withdrawal
Withdrawing from the institution has no effect upon the student’s satisfactory academic progress.

The school uses a four —point scale to determine academic standing according to the following grading chart:

Letter Numerical Description Quality
Grade Percentage Points
A 90 — 100% Outstanding 4.0

B 80 - 89% Above Average 3.0

C 70 — 79% Average 2.0

D 60 — 69% Below Average 1.0
Grad N/A Grad N/A

Grad (Grad): A student who successfully completes a Cosmetology related program and meets the
requirements for graduation from that program will receive a grad grade (Grad) for the final grade of the program.

CONSEQUENCES OF FAILURE TO MEET SATISFACTORY ACADEMIC PROGRESS STANDARDS
Financial Aid Warning (FA Warning) — Students who fail to meet minimum requirements for completion or
academic progress are placed on warning and considered to be making satisfactory academic progress during
the warning period. The student will be advised in writing on the actions required to attain satisfactory academic
progress and maintain eligibility for Federal Student Aid by the next evaluation.

Financial Aid Probation (FA Probation) — Students who fail to meet minimum requirements for completion
rate or academic progress after the warning period will be notified of their termination of eligibility for Federal
Student Aid funds. If the student files an appeal of academic progress and prevails, they will be placed on
probation and considered to be making satisfactory academic progress during the probationary period. Students
on financial aid probation remain eligible for Federal Student Aid funds. Students must be placed on an academic
plan and must be able to meet requirements set forth in the academic plan by the end of the probationary
evaluation period. The student will be advised in writing on the actions required to attain satisfactory academic
progress and maintain eligibility for Federal Student Aid by the next evaluation.

Failed FA Probation or Exceeding 150% of the Program Length - Students who fail probation will lose their
eligibility for Federal Student Aid for the program in which they are enrolled. Within 5 business days the Campus
Director will counsel the student and complete a “FA Ineligible Letter” to determine if student will continue their
program on a cash payment plan or be dropped from the program. A signed copy must be emailed to SRC
group. A cash payment plan will need to be in place within 5 business days from the original notification of FA
Ineligible status notification. If not received by the timeline outlined above, the SRC will email a notification to
the COO for final decision to allow an extension or proceed with dropping immediately.

Maximum Timeframe (MTF) — For a program measured in credits, MTF is defined as a period that is no longer
than 150% of the published length of the educational program, as measured in credits. MTF includes all hours
attempted, which include successfully completed credits, transfer credits, withdrawals, and repeated classes.
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For a program measured in clock hours, MTF is defined as a period that is no longer than 150% of the published
length of the educational program, as measured by the number of scheduled clock hours the student is required
to complete and expressed in calendar time.

Quantitative Evaluation - Students are required to complete a minimum of 66.67% of the scheduled clock
hours or financial aid credits required based on the applicable program requirements the to be considered
maintaining satisfactory attendance progress. Evaluations are conducted at the end of each evaluation period
to determine if the student has met the minimum requirements. The completion percentage is determined by
dividing the total clock hours or financial aid credits attended/earned by the total number of clock hours or
financial aid credits scheduled in the evaluation period. At the end of each evaluation period, Milan will determine
if the student has maintained at least 66.67% cumulative completion rate which indicates that, given the same
progression rate, the student will graduate within the maximum time frame [150%] allowed. Transfer clock hours
or financial aid credits and those for which a student received a grade of “W,” “I” or “R” will also be included in
the Quantitative Evaluation.

Qualitative Evaluation - The qualitative element used to determine academic progress is a reasonable system
of grades as determined by assigned academic learning. Students are assigned theory study and a minimum
number of skill assignments as required for course completion. Academic progression is evaluated after each
unit of study. Students must maintain an academic grade average of 2.0 or 70% and pass a final academic and
skill exam prior to graduation. Students must make up failed or missed tests and/or courses. Grades for Transfer
clock hours or financial aid credits and Withdrawal (W), Withdrawal Cancel (WC), Incomplete (INC) will not count
towards Qualitative Evaluation. For Repeat classes, the latest grade will be included in the Qualitative
Evaluation.

Evaluation Periods - Milan shall evaluate academic progress for all students at regular intervals (i.e., end of
each payment period, academic year or program completion as detailed in the Program Overviews). Evaluations
must be performed when a student reaches the scheduled hours of a payment period.

Appeal Procedure

A student who loses aid eligibility due to failure to maintain satisfactory academic progress may appeal the
status. The student must submit a written appeal of the dismissal within one week of the date the school took
action. The appeal should be addressed to the School Director. The reasons for which a student may appeal
include death of a relative, an injury or illness of the student, death in the family, etc. Supporting documentation
must accompany the written appeal. For example, an appeal based on illness of the student should include
applicable medical documentation. After successful appeal, with an academic plan, the student will be placed
on SAP Probation for the following evaluation/payment period. The student must be at satisfactory academic
progress at the end of the probationary period or financial aid eligibility will be terminated.

The student’s appeal must address the following:
e The basis for the appeal — description of the special circumstances and,
e The reason why the student failed to meet the SAP standard(s) and,
e What has changed in the student’s situation so that he or she will now be able to meet SAP standards.

Leave of Absence /| Temporary Interruptions — For students returning from an approved leave of absence,
their contract period and maximum time frame will be extended by the same number of days taken in the leave
of absence. Reasonable provisions will be provided for LOAs or other temporary interruptions, such as
academic advising or review of material when resuming training.

SAP Re-Entry - Students who have violated FA Probation and have been dismissed shall not be readmitted to
the same program if they have exceeded, or may exceed, MTF until they re-establish appropriate SAP standing
(e.g., transfer credits, as appropriate).

Re-enroliment/Re-entrance
Re-enrollment or re-entrance will be approved only after evidence is shown to the director’s satisfaction that

conditions which caused the interruption or unsatisfactory progress have been corrected. Re-entering students
return to the institution in the same progress status as when they left.
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LEAVE OF ABSENCE - Cosmetology Related Programs

Milan Institute permits students to request a leave of absence (LOA) as long as the leave does not exceed a
total of 180 days during any 12-month period, starting from the first day of the first leave, that there is a
reasonable expectation that the student will return, and as long as there are documented, legitimate extenuating
circumstances that require the students to interrupt their education, including pregnancy (including childbirth,
false pregnancy, termination of pregnancy, and recovery therefrom), temporary disability, medical reasons, or
other reasons such that the campus determines that an LOA is in the student’s best interest. A student may take
multiple leaves of absence as long as the total leaves of absence do not exceed 180 days during any 12-month
period.

However, an LOA will not be granted for any of the following reasons:
e The courses that the student needs are not available;
e The courses that the student needs are available, but the student declines to take them;
e An externship/internship site is not available for the student;
e Astudent is unable to pay tuition;
e The student is failing a course(s); or
e To delay the return of unearned federal funds.

Students requesting an LOA must submit a signed and completed Leave of Absence Request Form prior to the
beginning date of the leave. If circumstances of an unusual nature that are not likely to recur prevent the student
from submitting the request in advance, the leave may still be granted, but only if:

e The school documents the unforeseen circumstances and the Education Leader, Dean or Director
determines that these circumstances meet the exception requirements (i.e., “of an unusual nature and
not likely to recur”), for example, if a student were injured in a car accident and needed a few weeks to
recover before returning to the institution, the student would not have been able to request the LOA in
advance, and

e The student submits a signed and completed Leave of Absence Request Form. The beginning date of
the approved LOA would be determined by the institution to be the first date the student was unable to
attend the institution because of the accident.

Students granted an LOA that meets these criteria are not considered to have withdrawn, and no refund
calculation is required at that time.

Re-Admission Following a Leave of Absence

e Upon return from leave, the student will be required to repeat the modules or class, if it had
been interrupted, and receive final grades.

e The student will not be charged any fee for the repeat of any module or class from which the
student took leave or for students returning from a leave of absence.

e The date the student returns to class is normally scheduled for the beginning of a class or
module.

e When a student is enrolled in a modular program, the student may return at any appropriate
module, not only the module from which the student withdrew.

Extension of Leave of Absence
A student on an approved LOA may submit a request to extend the LOA without returning to class. Such a
request may be approved by the Dean, Education Leader or Director provided:
e The student submits a completed LOA Extension Request Form before the end date of the
current leave.
e There is a reasonable expectation the student will return.

Milan Institute - Sparks, NV 1/1/2026 - 12/31/2026 Page 56




e The number of days in the leave as extended, when added to all other approved leaves, does
not exceed 180 calendar days in any twelve (12) month period calculated from the first day of
the student’s first leave.

e Appropriate modules or classes required for completion of the program will be available to the
student on the date of return. If the extension request is approved, the end date of the student’s
current leave will be changed in the official student information system to reflect the new end
date. If the request is denied, the student will be withdrawn and the withdrawal date will be the
student’s last date of attendance (LDA).

Return from a Leave of Absence

A student must return from a LOA on or prior to the scheduled date of return. Students in modular based
programs may return prior to the scheduled return date as long as they return on the first day of any appropriate
module.

Failure to Return from a Leave of Absence

If the student does not return from LOA as defined above, the student will be withdrawn. The withdrawal date
will be the student’s last day of attendance (LDA) for purposes of calculating a refund. A Title IV refund
calculation will be completed using the last date of attendance prior to the start of the LOA.

Possible Effects of Leave of Absence
Students who are contemplating an LOA should be cautioned that one or more of the following factors may
affect the length of time it will take the student to graduate.

e Students returning from a LOA are not guaranteed that the module or class required to maintain
the normal progress in their training program will be available at the time of reentry
e They may have to wait for the appropriate module to be offered
e Financial aid may be affected
e The LOA could also affect the student's:
= Loan repayment terms, including the exhaustion of some or all of the student's grace period
= Rate of progress
=  Maximum time frame for completion
MAKE-UP WORK
Students who do not obtain a satisfactory score are required to re-take the test or another version of the test for
that subject before the end of the month (or within the first five days of the following month) to obtain a satisfactory
or better score. Students who miss a test due to an absence are encouraged to make up the test within the
same month it was missed, but the school acknowledges that the student does have until the course completion
to ensure that all requirements are met. Cumulative theory averages are based on tests taken from the beginning
of the course through the month being evaluated.

Nevada state laws limit students to 10 hours per week of extra classes beyond their program's regularly
scheduled hours (10 makeup hours). Also, students cannot be scheduled for more than 10 hours of classes per
day or 40 hours of classes per week.

GRADUATION REQUIREMENTS

Upon successful completion of the program students may be eligible to sit for the State licensing exam. Students
in all programs must complete all subjects outlined in their designated program with no grade under 75% in any
subject to be eligible for graduation. All students are required to pass the school’s final examination with a grade
of not less than 75% on both practical and written exams prior to graduation. Students who are in good standing
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with their financial obligations to the school will receive their Certificate of Completion and transcript. The student
must also meet the requirements set forth by the Nevada State Board of Cosmetology

LICENSURE EXAMINATION

Examination for licensure shall consist of both a practical and written examination for each of these principles.
The written examination is broken into 2 exams. A written examination provided by the National Interstate
Council of State Boards of Cosmetology (NIC) on comprehensive cosmetology is given as well as a Nevada
State Law examination. Both must be passed with a 75%. The practical portion of the examination is developed
by the Nevada State Board of Cosmetology. This is a pass/fail examination that is equal to a 75% pass rate.

Milan Institute issues the State Board practical exam. A student can reschedule the practical exam without
penalty. The practical exam must be passed before a student can apply at the board for the written exams.
Failure to show for the written exam will forfeit the applicant fees and a re-application must occur.

FAILURE TO PASS LICENSURE EXAMINATION
Failure to appear for an examination, unless approved by the board, shall cause an immediate forfeiture of the
application fee. The practical exam must be passed before a student can apply at the board for the written
exams. Failure to show for the written exam will forfeit the applicant fees and a re-application must occur.

LICENSING REQUIREMENTS
The State of Nevada — State Board of Cosmetology has provided the following guidelines for admission to testing
as they relate to “good moral character” as a precursor for licensure:
1. Anyone with a felony conviction involving a violent crime will not be admitted for testing.
2. Anyone who has not yet completed his/her sentence, parole, and/or probation periods will not be admitted
for testing.

The general requirements for obtaining a license are that all applicants must:
¢ pass the National Examination;
e Pass the Nevada Law Test;
¢ pass the Practical Examination (not applicable for an Instructor license);
¢ pay the required fee; and;
¢ not have committed an act that constitutes a ground for denial of the license.

The following documents are required for testing applications:
1. Driver's license, State ID, passport, or a government-issued photo 1D
2. Social Security Card or ITIN

3. Photo for license (must be passport quality, taken within the past 90 days, and show no hats,
sunglasses, or filters)

4. Name change documents (if applicable)
5. Proof of completion of 10th grade (diploma, transcripts, GED, etc.)
6. Beauty school transcript or student/employer release

Any document not in English must be translated. Staff will no longer accept passports or birth certificates as a
second form of identification; a Social Security Card or ITIN is required.

In addition to the general requirements, an applicant for an Advanced Esthetician or Esthetician license is entitled
to the license if the applicant:

e is at least 18 years of age;
e supplies proof of a high school diploma or;
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e supplies proof of successful completion of the equivalent of 12" grade—Certificate of High School
Equivalency; or;

e passes an approved US Department of Education ability to benefit test, and;

e completes the school’s 900-hour Advanced Esthetician program or completes the 600-hour Esthetician
Program

REFUSAL, REVOCATION OR SUSPENSION OF REGISTRATION OF LICENSE
The board may either refuse to issue or renew, or may suspend or revoke, any registration or license for any
one (1) of the following causes:
(1) Conviction of a felony evidenced by a certified copy of the record of the court of conviction;
(2) Malpractice or in competency;
(3) Continued practice by a person knowingly having an infectious or contagious disease;
(4) Advertising by means of knowingly false or deceptive statements;
(5) Habitual intoxication or addiction to the use of morphine, cocaine, or other habit-
forming drugs;
(6) Immoral or unprofessional conduct;
(7) Where the application is fraudulently made or the registration or license fraudulently
obtained;
(8) The violation of any of the provisions of this chapter, or rules adopted pursuant thereto
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Section - A

Administrative Medical Assistant

780 Hours/36 Weeks/56 Quarter Credits/36 FA Units

The Administrative Medical Assistant is a very important part of the
medical office. He or she is normally the first and last person patients
see when they come to a medical office. Doctors depend on their
Administrative Medical Assistant every day for important and accurate
patient information.

Administrative Medical Assistant duties vary from office to office, but
normally include setting appointments, organizing patient files and
information, completing insurance forms and information, patient billing,
and medical coding. An Administrative Medical Assistant must
understand and be able to interpret medical terminology and be
comfortable working with the public.

Program Purpose and Mission
The purpose and mission of the Administrative Medical Assistant program is to prepare students to enter
the health professions field as an administrative medical assistant.

Program Description and Objectives

The Administrative Medical Assistant program is designed to prepare students to enter the health
professions field as an administrative medical assistant. Students will be able to function at an entry-
level position in a variety of settings including, but not limited to, medical offices, hospitals and medical
clinics.

Occupations and Standard Occupational Classification Codes

Medical Records and Health Information Technician 29-2071.00, Medical Secretary 43-6013.00, Bill and
Account Collector 43-3011.00, Executive Secretary and Administrative Assistant 43-6011.00,
Receptionist and Information Clerk 43-4171.00, General Office Clerk 43-9061.00

Training Program:

The training program is divided into seven learning units called modules. Students must complete
Welcome to Milan and modules A through G starting with any module and continuing in any sequence
until all seven modules are completed. Modules A through G stand alone and are not dependent upon
previous training. Upon successful completion of Welcome to Milan and all modules, students participate
in a 180-hour externship.

The mode of delivery for lecture instruction is asynchronous. Students in the Administrative Medical
Assistant program attend 10 hours of lab via DE per week and 11.25 hours of asynchronous academic
study per week. See program specific details regarding ASYNC requirements.

Course Descriptions
Welcome to Milan WTM111

Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully
complete prior to beginning their subject matter course. Welcome to Milan is designed to prepare
students with the basic knowledge of policies, procedures, and guidelines to be successful as a
Milan Institute student.

Office Basics OBA112

This course is designed to introduce students to the professional office environment. Whether centered
on the medical community or general type office, students will build skills and a base understanding that
relate to any administrative location. Appointment scheduling, customer service techniques, basic



Section - A

business transactions, records / file management and workplace legal and ethical concepts are all
addressed within the course. Also discussed are the basic principles behind office policies &
procedures, along with a familiarization of automated equipment found in the office setting and an
appreciation of the role in which the human relations department plays in a business setting. Students
will gain knowledge of HIPAA and importance of confidentiality along with lessons in anatomy &
physiology, medical terminology, and continued practice in keyboarding skills.

Business Technology BTC113

This course will introduce the student to basic computer concepts and a functional knowledge in various
types of computer hardware, software, networking systems and information storage devices. Microsoft
Windows operating system is explored to enhance a students’ knowledge and applied proficiency for
working in a business setting. Students will be exposed to Microsoft Office with a detailed focus on
understanding Outlook and PowerPoint as it pertains to the workplace. Also included are lessons in
anatomy & physiology, medical terminology, and continued practice in keyboarding skills.

Information Coding ICO114

This course develops the foundation for medical diagnosis and procedural coding. Students will gain
knowledge and perform basic coding functions necessary for completion of medical insurance forms
utilizing CPT procedural and ICD-9 / ICD-10 diagnosis coding materials. Lessons in ICD-10 applications
will be discussed and practiced in detail. Also included is instruction in anatomy & physiology, medical
terminology, and continued practice in basic keyboarding skills.

Insurance Theory INT115

This course provides students with the basic knowledge of insurance forms encountered within the
healthcare field through lecture as well as hands-on experience. Such forms as Universal, Worker's
Compensation, Medicare, as well as HMO and PPO plans will be covered. Discussions centered
around the affordable healthcare act will be a focal point towards gaining a deeper understanding of the
laws and patient insurance coverage. Students will learn to obtain information from patient medical
records and ledgers to complete insurance forms accurately. Students will be provided instruction on
basic pharmacology and patient prescriptions for a deeper understanding of insurance formularies and
payment coverage. Also included are lessons in anatomy & physiology, medical terminology, and
continued practice in keyboarding.

Accounting Basics ACB116

This course offers instruction on basic accounting techniques. Students will gain knowledge though
lecture and hands-on applications that center on accounts payable and receivable systems. The ledger,
revenue cycle, cash receipts / deposits, purchase cycles and basic budgeting skills will be covered. An
overview of QuickBooks will be practiced familiarizing the student with accounting software found in the
workplace. Microsoft Office with a detailed focus on Excel will aid students with a base understanding
and practical knowledge of working business-related spreadsheets. Also included are lessons in
anatomy & physiology, medical terminology, and continued practice in keyboarding.

Computerized Billing COB117

Students will learn the importance of patient billing and using billing software to produce invoices,
record, and balance patient account information in the computer. Students are given hypothetical
insurance billing situations and will use appropriate forms, codes, and procedures to process insurance
claims for optimal reimbursement. Also included are lessons in anatomy & physiology, medical
terminology, and continued practice in basic keyboarding techniques.

Office Communications OFC118

Students will learn the different types of office and business communications used in today’s workplace
environment. Verbal and non-verbal communication techniques and cues will be discussed, along with e-
mail and business communication etiquette. Students will learn basic commands and features associated
with Microsoft Office, using Word software and will practice writing different types of memos, letters,
business proposals and reports using proper grammar, punctuation, and universal business English. In
addition to practicing transcription techniques, Self-esteem and human relations will also be covered in this
module along with instruction in anatomy & physiology, medical terminology, and continued practice in basic

keyboarding skills.
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Administrative Medical Assistant Course Descriptions

Externship AXT119
Students will use the skills and knowledge they have acquired throughout the program and work at an
off-site medical facility to gain actual experience in a medical environment.
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Administrative Medical Assistant

Course Course Title Lecture Lecttfre Lab Lal? Extern  Total Tota.l FA_

Code Hours Credits Hours  Credits Hours Hours Credits Units
PRE-REQUISITE

WTM111 Welcome to Milan 5 5 0 0 0 5 5 .25
MODULE A

OBA112 Office Basics 60 6.0 25 1.25 0 85 7.25 4.25
MODULE B

BTC113 Business Technology 60 6.0 25 1.25 0 85 7.25 425
MODULE C

ICO114 Information Coding 60 6.0 25 1.25 0 85 7.25 4.25
MODULE D

INT115 Insurance Theory 55 5.5 30 1.50 0 85 7.0 4.25
MODULE E

ACB116 Accounting Basics 50 5.0 35 1.75 0 85 6.75 425
MODULE F

COoB117 Computerized Billing 50 5.0 35 1.75 0 85 6.75 4.25
MODULE G

OFC118 Office Communications 60 6.0 25 1.25 0 85 7.25 4.25

AXT119 Externship 0 0 0 0 180 180 6.0 6.0
TOTAL 400 40 200 10 180 780 56.0 36.0

Satisfactory Academic Progress Evaluation Points:
1st Evaluation Point: 18 FA Units/18 Weeks
2nd Evaluation Point: 36 FA Units/36 Weeks

Administrative Medical Assistant

Veterans Satisfactory Academic Progress Evaluation Points:
1st Evaluation Point: 9 FA Units/9 Weeks
2nd Evaluation Point: 18 FA Units/18 Weeks
3rd Evaluation Point: 27 FA Units/27 Weeks
4th Evaluation Point: 36 FA Units/36 Weeks
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Program Title: ADVANCED ESTHETICIAN 900 HOURS

PROGRAM DESCRIPTION:

The purpose of the Advanced Esthetician Course is to train the student in not only the basic manipulative skills, safety judgments,
proper work habits, and desirable attitudes necessary to pass the State Board examination and for competency in job entry-level
positions as an Advanced Esthetician or related career avenue, but to also provide the student advanced knowledge and skills to
be competitive in the ever growing and evolving skin care profession. Advanced Esthetician students will learn about advanced
treatments and devices within the scope of a licensed Advanced Esthetician. Students must complete all Phase 1 requirements,
hours, skills, academic and technical skill assessments at 75% or higher before moving to Phase 2 to practice with clients. All
classes are taught in English.

PROGRAM OBJECTIVES:

Upon completion of the course requirements, the determined graduate will be able to:

Project a positive attitude and a sense of personal integrity and self-confidence.

Practice proper grooming and effective communications skills and visual poise.

Understand employer/employee relationships and respect the need to deliver worthy service for value received.

Perform basic and advanced skin care services including client consultation, skin analysis, pre and post-

treatment protocols, contraindications, patient record-keeping safety protocols including laser safety and

maintenance as well as infection control.

5. Perform manipulative skills required for facial treatments, effective use of required implements, products and
equipment, chemical and machine exfoliation hair removal, procedures, advanced treatments and modalities
using advanced equipment, dermaplaning, extractions, and skin needling.

6. Apply the theory, technical information and related matter to assure sound judgments, decisions, and
procedures.

BN —

To ensure continued career success, the graduate will continue to learn new and current information related to techniques, trends,
and methods for career development in Advanced Esthetics and related career fields.

INSTRUCTIONAL METHODS:

The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state
board preparation, graduation and job entry level skills. Spa equipment, implements, and products are comparable to those used
in the industry. Each student will receive instruction that relates to the performance of useful, creative, and productive career
oriented activities. The course is presented through well-developed lesson plans, which reflect current educational methods.
Subjects are presented by means of lecture, demonstration, and student participation. Audio-visual aids, guest speakers, field
trips and other related learning methods are used in the course.

PROGRAM RESOURCES:
e Milady’s Standard: Esthetics for Milady Standard Esthetics, 12th Edition utilizing CIMA
e  Milady’s: Advanced Esthetics utilizing CIMA
o  State Board Rules and Regulations

REFERENCE MATERIALS:

Make up DVDs, Skin Care Dictionary, Hair Removal Technique, Aromatherapy, The SPA Encyclopedia, Advance Face/Body
Treatment, Common Skin Disease, Skin Care and Cosmetic Ingredients, Face Shapes, Skin Lesions, Anatomy and Physiology
Wall Charts, Microdermabrasion and DVD, Chemical Peel and Exfoliation and DVD, Skin Type and Aging Analysis and DVD,
various subject relevant media resources, and online resources.

EVALUATION METHODS:

To determine academic progress, students are assigned theory study and a minimum number of technical skills. Theory is
evaluated after each unit of study. All academic (theory) tests are completed and monitored on campus by a qualified instructor.
Technical Skill assignments are evaluated as completed and counted toward course completion ONLY when rated as satisfactory
or better. If the technical skill does not meet satisfactory requirements, it is not counted and the technical skill must be repeated.
Comprehensive technical skills evaluations will be conducted during the course of study. Technical skills are evaluated
according to text procedures, performance standards established by the state licensing agency, and set forth in the technical skills
evaluation criteria adopted by the school. Students must pass ALL written and technical skills exams prior to graduation. Students
must make up failed or missed tests and incomplete assignments. Tests/assignments not completed will be recorded as a zero (0)
and calculated into the student’s GPA. Numerical grades are considered according to the following scale:
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GRADING SYSTEM:
WRITTEN AND PRACTICAL
90% -100% = A
80%-89% = B
70% -79% = C
60%-69% = D
Below 60% = F

BELOW 70% =BELOW STANDARDS/NEEDS IMPROVEMENT*

*All Assessments (technical skills and/or written) must be passed with 75% or higher

** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt the assessment, a
zero grade will be entered.

KNOWLEDGE AND SKILL OBJECTIVES:

HOURS

20

117

30

[ 2

STATE LAW: 6644 NAC and NRS State Board Practice

THEORY SUBJECTS

STATE LAW: 6644 NAC and NRS Theory (6 hours)

CHEMISTRY: Theory of Chemical composition and purpose of cosmetic, nail, hair and skin care
preparations; chemical makeup, chemical exfoliation, physical and chemical changes of matter, pH and pH
scale; chemical reactions and solutions/elements; compounds and mixtures, biochemistry.

ELECTRICITY AND ENERGY: Theory of the nature of electrical current, principles of operating electrical
devices and the various safety precautions used when operating electrical equipment; Electricity and its effects
on the skin; galvanic current; FDA; use of magnifying lamp and other energy sources.
ANATOMY/PHYSIOLOGY/BACTERIOLOGY: Theory of systems, cells, tissues, and organs; types and
classifications of bacteria, viruses and funguses; importance of water; nutrition for healthy skin and longevity
SKIN DISEASE, DISORDERS, SKIN TYPING, PRODUCTS: Theory of wound healing and injuries;
overview of diverse methods to evaluate skin, functional and performance ingredients.

FACIALS AND FACIAL TREATMENTS: Theory of the treatment area setup, product selection, skin
analysis/disorders/skin typing and care, manual facials including cleansing, scientific manipulations, packs
and masks, and massaging of the body/face, facial and back movements, selecting and incorporating
movements; shiatsu for the face; reflexology for the face; stones for estheticians; thermotherapy and pressure
therapy; spa specialty treatments

HAIR REMOVAL: Theory of using depilatories, hard and soft waxes, tweezers, dermaplane and lasers for
removal of superfluous hair.

MEDICAL FOCUS FOR ESTHETICIANS: Working in a medical setting, medical terminology, medical
intervention, post and pre-medical treatments, pharmacology, wellness management

ADVANCED FACIAL DEVICES: Theory and knowledge of Cool Sculpting, Cryotherapy, Body
Contouring, Fibroblast, Microsonic, Ultrasonic, Skin needling, Microneedling, Cavitation, Lasers, intense
pulsed light (IPL), Radio Frequency, Microcurrent, LED

LASER SAFETY AND DEVICE MAINTENANCE

CHEMICAL EXFOLIATION: Understanding peels - Alpha hydroxy acids, beta hydroxy acids,
trichloroacetic acids, blended acid peels

INFECTION CONTROL and PROTECTION, DISINFECTION, AND SANITATION: Theory and practical
experiences to protect the health and safety of the consumer as well as the technician. Students will learn about the act
of preventing the growth of germs and bacteria or destroying them to protect the health and safety of the consumer as
well as the technician. Students must perform daily sanitation and safety procedures on implements, equipment and
facilities to prevent the spread of disease and bacteria. Disinfecting instruments and equipment will be emphasized
throughout training.

INFECTION CONTROL and PREVENTION, DISINFECTION, AND SANITATION: All technical
skills require sanitation and disinfection to be performed both before and after the skill. To receive
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150

200

40

100

200

credit for a technical skill, sanitation and disinfection must be practiced. Any technical skill that does not
include proper sanitation and disinfection will not receive credit and must be repeated.

FACIALS AND ADVANCED FACIAL TREATMENTS: Practical Experiences of Client consultation, pre and
post-treatment protocols, treatment area tec, product selection, skin Analysis, skin disorders, skin typing,
contraindications, patient record keeping; manual facials including cleansing, scientific manipulations, packs and
masks, and massaging of the body/face, facial and back movements, selecting and incorporating movements; shiatsu
for the face; reflexology for the face; stones for estheticians; thermotherapy and pressure therapy; other specialty
components including use of electrical/mechanical modalities and apparatuses.
Technical Skill Practice Requirements
100- FACIALS AND ADVANCED FACIAL TREATMENTS: Client consultation, pre and post-treatment
protocols, treatment area setup, product selection, skin analysis, disorders, skin typing, contraindications,
patient record keeping, manual facials including cleansing, scientific manipulations, packs and masks, and
massaging of the body/face, facial and back movements, selecting and incorporating movements; shiatsu for
the face; reflexology for the face; stones for estheticians; thermotherapy and pressure therapy; other specialty
components

ADVANCED FACIAL TREATMENTS AND MODALITIES INCORPORATING ADVANCED DEVICES:
Client consultation, pre and post-treatment protocols, treatment area setup, product selection, skin
analysis/disorders/skin typing, contraindications, patient record keeping, the use of direct current, indirect current,
cryotherapy, lasers, intense pulsed light, radio frequency, ultrasound, plasma, body sculpting, skin needling, and light
therapy.
Technical Skill Practice Requirements —
125 - ADVANCED FACIAL TREATMENTS AND MODALITIES INCORPORATING
ADVANCED DEVICES: Client consultation, pre and post-treatment protocols, treatment area setup, product
selection, skin analysis/disorders/skin typing, contraindications, patient record keeping, facials incorporating
direct current, indirect current, cryotherapy, lasers, intense pulsed light, radio frequency, ultrasound, plasma,
body sculpting, skin needling, and light therapy.

EXTRACTIONS: Use of manual or mechanical implements to clear a clogged or compacted pore.
Technical Skills Practice Requirements -
75- EXTRACTIONS: Using of mechanical implement or manual process to clear a clogged or compacted
pore during a facial

HAIR REMOVAL: Use of depilatories, hard and soft waxes, tweezers, dermaplane and lasers for removal of
superfluous hair.
Technical Skills Practice Requirements -
40- HAIR REMOVAL: Using of tweezers, hard and soft waxes, and depilatories for removal of superfluous
hair
30- DERMAPLANING - Use of a Dermaplane to remove hair
30- HAIR REMOVAL UTILIZING LASER TECHNOLOGY: Client consultation, preparation,
treatment area setup, product selection, skin analysis, disorders, skin typing, and contraindications, machine
facials using a lasers

CHEMICAL EXFOLIATION: Practice of Client consultation, pre and post-treatment protocols, treatment area setup,

product selection, skin analysis, skin types, contraindication, and disorders, chemical exfoliation using alpha hydroxy, acids, beta
hydroxy acids, trichloroacetic acids, and blended acid peels, product recommendations; patient record keeping.

43

Technical Skill Practice Requirements

150 — CHEMICAL EXFOLIATION: Client consultation, pre and post-treatment protocols, treatment area
setup, product selection, skin analysis, skin types, contraindication, and disorders, facial procedures and
treatments with or without machines; chemical exfoliation using alpha hydroxy, acids, beta hydroxy acids,
trichloroacetic acids, and blended acid peels, packs, masks, and scrubs, aromatherapy; product
recommendations; patient record keeping.

MODELING AND FIELD TRIPS: Volunteering for classroom practice of procedures and attending instructor
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supervised field trips, field trips to medical facilities offering advanced services

900 TOTAL HOURS

REQUIRED TECHNICAL SKILL EXPERIENCES

Policy and Regulatory agencies require students to complete an established number of technical skill experiences for satisfactory
skills development and graduation. Technical Skills may be completed on mannequins, models, or clients. The requirements
listed by category are the MINIMUM experiences that each student must successfully complete prior to graduation. More
technical skills may be scheduled BY THE INSTRUCTORS based on training NEEDS.

All assignments must be completed by each student as agreed upon in the Enrollment Agreement.

Technical Skill assignments are evaluated as completed and counted toward course completion ONLY when rated as
satisfactory or better. If the technical skill does not meet satisfactory requirements, it is not counted and the technical skill must
be repeated. Technical skills are evaluated according to text procedures, technical skill standards established by the state
licensing agency, and set forth in the technical skills evaluation criteria adopted by the school.

A satisfactory grade is based on meeting the minimum requirements in the following categories:
1. Preparation, Infection Control and Client Safety
2. Technique and Use of Implements
3. Client Communications (if applicable)
4. Desired Results

It is the responsibility of the student to keep records of the applications performed which are verified by an instructor. These
records are recorded by the student in the Learning Management System CIMA. In order for a student to graduate, all required
technical skills must be rated at least Satisfactory to be counted toward course completion.
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Section-C

Dental Assistant

780 Hours/36 weeks/55 Quarter Credits/36 FA Units

Dental Assistants perform a variety of duties in a dental office. In the
front office, they may schedule and confirm appointments, welcome patients
to the office, send bills, process payments, and inventory supplies.

Dental Assistants also assist the dentist during the examination and
treatment of patients by handing required instruments to the dentist and
using the suction or other instruments to keep the patient's mouth clear.
Dental Assistants also prepare instrument trays and assist patients with
dental health care. Some Dental Assistants will make dental impressions,
o] remove sutures, and apply anesthetics to the gingiva (gums) and cavity
preventatives to teeth.

Dental Assistants must be reliable, work well with others, and have good
manual dexterity.

Objective
The Dental Assistant Program is designed to prepare students to function competently in entry-level
positions in a dental office setting.

Occupations
Dental Assistant 31-9091.00.

Funding Method

For Title IV purposes the funding method is based on Credit Hours.

Training Program

The training program is divided into seven learning units called modules. Students must complete
Welcome to Milan prior to beginning modules A through G, starting with any module and continuing in
any sequence until all seven modules are completed. Modules A through G are stand alone and are not
dependent upon previous training. Upon successful completion of Welcome to Milan and all modules,
students participate in an externship.

The mode of delivery for lecture instruction is asynchronous. Students in the Dental Assistant program
attend 10 hours of lab per week and 11.25 hours of asynchronous academic study per week. See
program specific details regarding ASYNC requirements.

Course Descriptions
Welcome to Milan WTM111

Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully complete prior to
beginning their subject matter course. Welcome to Milan is designed to prepare students with the basic knowledge of
policies, procedures, and guidelines to be successful as a Milan Institute student.
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Section-C

Dental Assistant Course Descriptions

Administrative Procedures, Oral Health, Periodontics AOP121

Upon completion of this course, the student will gain knowledge and be able to demonstrate various
administrative procedures, including appointment scheduling, telephone etiquette, dental records
management, inventory control, and describe law / ethics as it pertains to the practice of dentistry.
Students will become familiar with various dental specialties including their educational requirements
along with a deep understanding of HIPAA regulations and dental office compliance. Additionally, this
course will familiarize the student with professionalism in the workplace, oral health, preventive dentistry,
patient education, the mechanics of coronal polishing, and placement of dental sealants. An overview of
periodontics, along with instrumentation, materials, and periodontics procedures will be offered.

Anatomy & Morphology ANM122

Upon completion of this course, students will be able to identify the anatomy and physiology of the head
and neck as they relate to dentistry. This includes muscles, nerves, bones of the cranium, form and
function of the hard and soft oral structures, tooth surface and structures, and cavity classifications.
Students will also become familiar with proper chair side techniques associated with patient charting and
correct use of dentistry symbols, local anesthetic, handling and loading of the syringe and needle,
identifying injection sites, and other methods for pain management.

Dental Science SCI123

Upon completion of this course, students will be able to describe the methods of disease transmission in
the dental office and the principles of disease control, OSHA regulations and waste management.
Students will learn about the effects of exposure to chemicals, methods of chemical exposure, and
explain the purpose of MSDS. Students will be able to describe the parts of a prescription, describe how
drugs are administered, and identify drug schedules. Also discussed will be dental office emergencies,
prevention, emergency equipment, and the role of the dental team.

Operative & Chair Side Assisting ONC124

Upon completion of this course, students will be able to explain the process and demonstrate
procedures in four-handed dentistry. Students will identify hand pieces and instruments, their uses and
care. In addition, students will explain the use of cements and filling materials when used in restorative
procedures and describe the steps in cavity preparation. Medical and dental histories along with the
steps in working directly with patients is also discussed and practiced as part of this course.

Dental Radiology RAD125

Upon completion of this course, students will be introduced to the operation of dental x-ray equipment
and radiation safety and techniques. The student will be instructed on techniques used to expose intra
and extra-oral films, process, mount and evaluate radiographs, and follow all infection control protocols.

Laboratory Procedures LPR126

Upon completion of this course, students will be introduced to primary and secondary impression
materials, the theory and practice of prosthetic dentistry, identifying the types and uses of provisional
coverage, bleaching processes and the techniques associated with each.

Dental Specialties SPE127
Upon completion of this course, students will learn about the difference in dental specialties such as:
Oral and Maxillofacial Surgery, Oral Pathology, Endodontics, Orthodontics, and Pediatric Dentistry.
Emphasis is given to step-by-step procedures, function, use, and care of dental equipment, materials,
instrumentation, and supplies used in each. Also covered is instruction on CPR and First Aid with
certification being obtained.
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Dental Assistant

Externship DXT121

Dental Assistant students will use the skills and knowledge they have acquired throughout the program

to train at an off-site dental facility to gain additional experience.

Course . Lecture Lecture Lab LabCred- Extern Extern Total Quarter FA
Code Course Title Hours Credits Hours its Hours Hours Hours Credits Units
PRE-REQUISITE
WTM111  Welcome to Milan 5 0.5 0 0.0 0 0 5 0.5 0.25
MODULE A
AOP121 g‘r’;’?'ﬂ':;rlfg""sg{ggggﬁg‘:s' 55 55 30 15 0 0 85 7.0 4.25
MODULE B
ANM122 Anatomy & Morphology 55 55 30 1.5 0 0 85 7.0 4.25
MODULE C
SCI123 Dental Science 55 55 30 15 0 0 85 7.0 4.25
MODULE D
ONC124 ~ Operative & Chair Side 55 55 30 15 0 0 85 7.0 4.25
Assisting
MODULE E
RAD125 Dental Radiology 55 55 30 15 0 0 85 7.0 4.25
MODULE F
LPR126 Laboratory Procedures 55 55 30 1.5 0 0 85 7.0 4.25
MODULE G
SPE127 Dental Specialties 55 55 30 15 0 0 85 7.0 4.25
DXT121 Externship 0 0.0 0 0.0 180 6 180 6.0 6.0
TOTAL 390 39.0 210 10.5 180 6 780 55.0 36.0

Satisfactory Academic Progress Evaluation Points:
1st Evaluation Point: 18 FA Units/18 Weeks
2nd Evaluation Point: 36 FA Units/36 Weeks
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Milan Institute of Cosmetology
ESTHETICIAN-NEVADA Section -D COURSE OUTLINE

Program Title: ESTHETICIAN 600 HOURS

PROGRAM DESCRIPTION:

The primary purpose of the Esthetician Course is to train the student in the basic manipulative skills, safety
judgments, proper work habits, and desirable attitudes necessary to pass the State Board examination and
for competency in job entry-level positions as an Esthetician or related career field. Students must complete
all Phase 1 requirements, hours, skills, academic and technical skill assessments at 75% or higher before
moving to Phase 2 to practice with clients. All classes are taught in English.

PROGRAM OBJECTIVES:
Upon completion of the course requirements, the determined graduate will be able to:
Project a positive attitude and a sense of personal integrity and self-confidence.

2. Practice proper grooming and effective communications skills and visual poise.

3. Understand employer/employee relationships and respect the need to deliver worthy service
for value received.

4, Perform the basic skin care services, work with facial machines, hair removal, and makeup.

5 Perform manipulative skills required for facial massage, effective use of required

implements and equipment, proper application of make-up, unwanted hair removal, and
lash/brow tinting.

6. Apply the theory, technical information and related matter to assure sound judgments,
decisions, and procedures.

To ensure continued career success, the graduate will continue to learn new and current information related
to techniques, trends, fashions, and methods for career development in Esthetics and related career fields.

INSTRUCTIONAL METHODS:

The clock hour education is provided through a sequential set of learning steps which address specific tasks
necessary for state board preparation, graduation and job entry level skills. Clinic equipment, implements,
and products are comparable to those used in the industry. Each student will receive instruction that relates
to the performance of useful, creative, and productive career-oriented activities. The course is presented
through well-developed lesson plans, which reflect current educational methods. Subjects are presented by
means of lecture, demonstration, and student participation. Audio-visual aids, guest speakers, field trips
and other related learning methods are used in the course.

PROGRAM RESOURCES:
e Milady’s Standard: Esthetics for Milady Standard Esthetics, 12th Edition utilizing CIMA
e State Board Rules and Regulations

REFERENCE MATERIALS:

Make up DVDs, Skin Care Dictionary, Hair Removal Technique, Aromatherapy, The SPA Encyclopedia,
Advance Face/Body Treatment, Common Skin Disease, Skin Care and Cosmetic Ingredients, Face Shapes,
Skin Lesions, Anatomy and Physiology Wall Charts, Microdermabrasion and DVD, Chemical Peel and
Exfoliation and DVD, Skin Type and Aging Analysis and DVD, various subject relevant media resources,
and online resources.

EVALUATION METHODS:

To determine academic progress, students are assigned theory study and a minimum number of technical skills.
Theory is evaluated after each unit of study. Technical Skill assignments are evaluated as completed and counted
toward course completion ONLY when rated as satisfactory or better. If the technical skill does not meet satisfactory
requirements, it is not counted and the technical skill must be repeated. Comprehensive technical skill evaluations

NV COE Esthetician 8-17-2026
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ESTHETICIAN-NEVADA Section -D COURSE OUTLINE

will be conducted during the course of study. Technical skills are evaluated according to text procedures,
performance standards established by the state licensing agency, and set forth in the technical skills evaluation criteria
adopted by the school. Students must maintain a cumulative grade average of 70% and pass ALL academic and
technical skills exams prior to graduation. Students must make up failed or missed tests and incomplete assignments.
Tests/assignments not completed will be recorded as a zero (0) and calculated into the student’s GPA. Numerical
grades are considered according to the following scale:

GRADING SYSTEM:
WRITTEN AND PRACTICAL

90% -100% =

80% -89% =

70% - 79%

60% - 69%

Below 60% =

I
MO AR >

BELOW 70% =BELOW STANDARDS/NEEDS IMPROVEMENT*

*All Assessments (practical and/or written) must be passed with 75% or higher

** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt the
assessment, a zero grade will be entered.

KNOWLEDGE AND SKILL OBJECTIVES:
HOURS

20 STATE LAW: 644 NAC and NRS

78 THEORY SUBJECTS

o CHEMISTRY: Theory of Chemical composition and purpose of cosmetic, nail, hair and skin care
preparations; chemical makeup, chemical exfoliation, physical and chemical changes of matter, pH and pH
scale; chemical reactions and solutions/elements; compounds and mixtures.

e ELECTRICITY AND ENERGY: Theory of the nature of electrical current, principles of operating electrical
devices and the various safety precautions used when operating electrical equipment; Electricity and its effects
on the skin; galvanic current; FDA; use of magnifying lamp and other energy sources.

e ANATOMY/PHYSIOLOGY/BACTERIOLOGY: Theory of systems, cells, tissues, and organs; types and
classifications of bacteria, viruses and funguses; importance of water; nutrition for healthy skin and longevity

e SKIN DISEASE, DISORDERS, SKIN TYPING, PRODUCTS: Wound healing and injuries; overview of
diverse methods to evaluate skin, functional and performance ingredients.

40 INFECTION CONTROL and PROTECTION, DISINFECTION, AND SANITATION: Theory and procedures
to protect the health and safety of the consumer as well as the technician. Students will learn about the act of
preventing the growth of germs and bacteria or destroying them to protect the health and safety of the consumer as
well as the technician. Students must perform daily sanitation tasks on implements, equipment and facilities to
prevent the spread of disease and bacteria. Disinfecting instruments and equipment will be emphasized
throughout training. All technical skills require sanitation and disinfection to be performed both before and
after the skill. To receive credit for a technical skill, sanitation and disinfection must be practiced. Any

technical skill that does not include proper sanitation and disinfection will not receive credit and
must be repeated.

310 FACIAL and SKIN TREATMENTS: Technical Skill Experiences of client preparation; treatment area set up, skin
analysis and consultation; skin types; skin conditions and disorders; facial procedures; facial treatments (including
cleansing, scientific manipulations, massaging of the face) with or without machines, devices (electrical/mechanical
modalities); superficial exfoliation, overview of aromatherapy; packs, masks, wraps and scrubs; product selection and
recommendations.
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50 HAIR REMOVAL: Use of hard and soft waxes, tweezers, Brazilian waxing; speed waxing, sugaring, electric or
manual and depilatories for removal of superfluous hair.

85 MAKEUP and EYELASH APPLICATIONS: Skin analysis, complete and corrective makeup, eyelash application;
eyelash and eyebrow tinting; eyebrow arching; lash techniques; body hair lightening

17 MODELING AND FIELD TRIPS: Volunteering for classroom practice of procedures and attending
instructor supervised field trips

600 TOTAL HOURS

TECHNICAL SKILLS EXPERIENCES

Policy and Regulatory agencies require students to complete an established number of technical skill
experiences for satisfactory skills development and graduation. Skills may be completed on manikins,
models, or clients. The requirements listed by category are the MINIMUM experiences that each student
must successfully complete prior to graduation. More skill practice may be schedule BY THE
INSTRUCTORS based on training NEEDS and clientele volume.

All assignments must be completed by each student as agreed upon in the Enrollment Agreement.
Technical Skills are evaluated as completed and counted toward course completion ONLY when rated as
satisfactory or better. The instructor will grade each completed and submitted skill. Technical skills are
evaluated according to text procedures and industry performance standards. These criteria are based on
state board guidelines and textbook procedures and industry standards. The criteria are explained to
students and used uniformly when giving technical skill grades according to the following categories.

A satisfactory grade is based on meeting the minimum requirements in the following categories:
1. Preparation, Infection Control and Client Safety
2. Technique and Use of Implements
3. Client Communications (if applicable)
4. Desired Results

All technical skills require sanitation and disinfection to be performed both before and after the skill. To
receive credit for a technical skill, sanitation and disinfection must be practiced. Any technical skill that
does not include proper sanitation and disinfection will not receive credit and must be repeated.

TECHNICAL SKILLS REQUIREMENTS

210 FACIAL & SKIN TREATMENTS: Client preparation, treatment area setup, product
recommendations, skin analysis/disorders/skin typing and care, manual facials including
cleansing, scientific manipulations, packs, scrubs, and masks, superficial exfoliation,
massaging of the body/face, use of electrical/mechanical devices, modalities and
apparatuses, Safety Precautions, Professionalism and Client Communications.

80 HAIR REMOVAL: Use of tweezers, hard and soft waxes, sugaring, electric or manual and

depilatories for removal of superfluous hair, Safety Precautions, Professionalism and Client
Communications.

50 MAKEUP and EYELASH APPLICATIONS: Skin analysis, complete and corrective makeup,
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eyelash application, eyelash and eyebrow tinting, eyebrow arching, lash techniques, and body hair
lightening, Safety Precautions, Professionalism and Client Communications.

15 MODELING AND FIELD TRIPS: Volunteering for classroom practice of procedures and
attending instructor supervised field trips

The above requirements must be met by each student in each category in order for the earned hours to be
accepted by the state licensing board for examination.

It is the responsibility of the student to keep records of the applications performed which are verified by
an instructor. These records are recorded by the student in the Learning Management System CIMA. In
order for a student to graduate, all required technical skills must be rated at least Satisfactory to be
counted toward course completion.

Satisfactory Academic Progress Evaluation Points:
30 Week Program:
1st Evaluation Point: 300 Hours/15 Weeks

2nd Evaluation Point: 600 Hours/30 Weeks
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Section - E

Massage Therapy
760 Hours/35 Weeks

Massage Therapy is a healing art with a history going back thousands of years. The
first written records of massage therapy are from China, but the benefits of massage
therapy were well known across the entire world. Those traditions of long ago are
the roots of modern-day massagetherapy. In many countries today, massage
therapists work side by side with other medical professionals. The demand for
massage therapists has greatly increased over the past few years with the renewed
interest in health and well-being that is sweeping the country.

Objective

The Massage Therapy program is designed to prepare the student to function competently as a
professional massage therapist in a variety of settings. The unique curriculum contains the best of Eastern,
Western, ancient modalities and the latest skills and techniques. The student will receive ample hands-

on training and knowledge required to function in a variety of settings including massage clinics, hospitals,
doctors’ offices, sporting events and more.

Occupations
Massage Therapist 51.3501

Funding Method

For Title IV purposes the funding method is based on Clock Hours.

Training Program

This training program is divided into learning units called modules. Students must complete in sequence
Welcome to Milan and Essentials as prerequisites prior to beginning any other module and continuing in
any sequence until all modules are completed. Modules are stand alone and are not dependent upon
previous training. Students will complete a Massage Exam Preparation Course upon successful
completion of all other courses. Students participate in clinical practice.

Course Descriptions

Welcome to Milan WTM111

Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully
complete prior to beginning their subject matter course. Welcome to Milan is designed to prepare students

with the basic knowledge of policies, procedures, and guidelines to be successful as a Milan Institute
student.

Essentials EST121

This module is the entry point into the Massage Therapy program. It introduces students to anatomy,
physiology, medical terminology, history of massage, introduction to massage protocols, and standards of
ethics and professionalism. Students will gain familiarity with the major organ systems, cells, tissue,
bones, muscles, joints, and other areas as well as basic technical knowledge, including an introduction to
hygiene, sanitation methods, and safety standards. Students will learn the fundamental Swedish massage
techniques, client protocol, draping, bodywork postures, and methods of recordkeeping. Students will gain
an understanding of professional ethical behavior, boundary issues, and scope of

Page | 1



Section - E

Massage Therapy Course Descriptions

practice, which will enable them to work more effectively with clients.

Anatomy and Physiology ANP122

This module offers massage therapy students an in-depth study of the organization and structure of the
human body as well as the functions of the human body. Students will explore the major organ systems,
explaining how and why the body works the way it does, with emphasis on the specialized needs of
massage students. In addition to exploring the body systems, students will study the physiological effects
of massage on the body.

Movement Arts MAR123

In this module, students will be introduced to kinesiology, sports massage, and passive joint mobilization.
Students will study movement, including joint types, ranges of motion, and the lever-action muscle groups
that act upon these joints. Students will be able to describe the interaction of agonistic, synergistic, and
antagonistic muscle groups, and the interrelationship of these muscle groups. The focus on Sports
Massage presents the benefits of massage used in conjunction with sports, considered by many athletes
to be essential for peak performance with minimal risk of injury. Students will learn pre/post- sporting event
massage techniques, as well as preventive and rehabilitation massage methods. Students will learn how
to apply joint movements while the client remains passive (non- moving or relaxed), leading to the
loosening of holding patterns in various joints and resulting in a greater range of motion and reduced joint
stress.

Pathology and Eastern Arts PEA124

This module focuses on pathology for massage therapists as well as Shiatsu and Acupressure. During
Pathology students will gain a basic understanding of the disease process and how it affects the body’s
functions. Students will learn the common diseases and disorders of each organ system, as well as
indications and contraindications for massage. During the focus on Eastern Arts, students will learn the
theory and practice of Shiatsu and Acupressure massage, including the foundations of traditional Chinese
medicine including the classical theories of yin and yang, the five phases, the concept of Qi, meridian
theory as it relates to massage, and breathing and mind-body centering techniques. Students will learn
the basic skills and techniques enabling them to demonstrate a full body Shiatsu massage. Students will
demonstrate hands on techniques for giving and receiving acupressure’s therapeutic and transformational
system of touch that promotes healing, increases energy, and relieves emotional stress.

Deep Tissue and Business DTB125

This module provides students with the skills to perform various deep tissue massage techniques and
focuses on Business Management and Law. Students will learn to perform deep tissue techniques for
muscle redefinition by releasing stagnation, knots, and spasms that lie deep within the muscular tissue. In
addition, they will develop therapeutic strategies to address acute and chronic muscular conditions while
developing and maintaining proper body mechanics to prevent injury. Business Management and Law
focuses on issues necessary to build and maintain a massage practice. Students will learn how to
communicate with clients and associates effectively and professionally, determine permit requirements,
navigate legal aspects, keep records, and understand tax information. Students will gain an understanding
of the professional standards, code of ethics, and scope of practice necessary to build a strong foundation
for a successful career in massage therapy. This module also provides education on HIPAA regulations.

Massage Techniques and CPR MTC126

In this module students will learn about various massage techniques including prenatal and pediatric,
chair, and reflexology. Students will receive instruction on client evaluations using SOAP note format and
complete CPR and First Aid education. Students will learn the applications of massage for the special
needs of women during the prenatal and postpartum stages of pregnancy including the anatomical and
physiological changes that occur with pregnancy while acquiring the massage skills appropriate for each
stage of pregnancy. Indications and contraindications of massage during pregnancy will be covered as
well as the signs and symptoms of high-risk pregnancies. In association with pregnancy massage, this
technique to perform pediatric massage, including Swedish massage, relaxation techniques, and passive
range-of-motion exercises will be presented. During chair massage,
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defined as a compact, efficient style of bodywork performed through the clothing while the recipient is in
a comfortable seated position, students will learn various techniques applied to the head, neck, shoulders,
arms, and back while the client is sitting in a chair. Along with the chair massage sequence, marketing
techniques and strategies will be presented. Reflexology introduces students to the history, theory, and
practice. Students will learn the zones on the feet, as well as the reflex points and their anatomical
correspondences. While students massage routines on each other, they will receive instruction on properly
completing client evaluations using intake forms and entering SOAP notes.

Spa Techniques and Practical Anatomy STP127

This module introduces students to aromatherapy, hydrotherapy, and other popular spa techniques as
well as providing students hands on experience with practical anatomy application. Students will be
presented with an overview of the history, benefits, indications, and contraindications of aromatherapy
and hydrotherapy. Students will learn how to integrate the use of essential oils safely and effectively into
a massage session, as well as learn the mechanisms and various forms of hydrotherapy, including body
wraps, scrubs, Hot Stones, and the use of hot and cold packs and compresses. Practical Anatomy is
designed to give students practical hands-on experience in locating, palpating, and defining the location
of various muscles and anatomical landmarks, including a systematic investigation of the attachment sites
and innervations of the major muscles relative to the different regions of the body.

Student Clinic MTC121

Prerequisite: Essentials and Clinic Orientation

In the student clinic, students will have the opportunity to practice massage techniques that they have
learned in their previous coursework. Students will be able to fine tune their communication and record-
keeping skills with a wide variety of clients.

Massage Therapy Exam Preparation MEP128

This course represents an overview of the style and subject matter included in the MBLEX. Students will
review the contents of the exam. They will cover the process for applying to take the exam, eligibility
requirements, test-taking strategies and preparation strategies Students will take sample tests to examine
their readiness for the exam.
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Course Course Title Lecture Lab Clinic Total

Code Hours Hours Hours Hours
PRE-REQUISITES

WTM111  Welcome to Milan 5 0 0 5

EST121 Essentials 50 35 0 85

ANP122 Anatomy and Physiology 80 5 0 85

MAR123 Movement Arts 45 40 0 85

PEA124 Pathology and Eastern Arts 49 36 0 85

DTM125 Deep Tissue and Business 50 35 0 85

MTC126 Massage Techniques and CPR 20 65 85

STP127  Spa Techniques and Practical Anatomy 25 60 0 85

MEP128 Massage Therapy Exam Preparation 40 0 0 40
CLINICAL PRACTICE

MTC121  Student Clinic 0 0 120 120
TOTAL 364 276 120 760

Satisfactory Academic Progress Evaluation Points:
1st Evaluation Point: 380 Hours/17.5 Weeks
2nd Evaluation Point: 760 Hours/35 Weeks
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Medical Assisting

780 Hours/36 Weeks/52 Quarter Credits/36 FA Units

Medical assistants help doctors examine and treat patients, perform routine
tasks, and keep the medical office running smoothly.

: Duties vary from office to office, but normally include taking vital signs and

| information, taking medical histories, preparing patients for examinations, and

| assisting during the appointment.

Medical assistants may also take blood, give injections, take EKGs,
remove sutures, collect and prepare laboratory specimens, instruct patients on
special diets and medications, and sterilize medical instruments.

A medical assistant’s job duties vary from day to day with each patient that
comes into the office.

Program Purpose and Mission
The primary purpose and mission of the Medical Assisting program is to prepare students to function
competently in an entry-level position in a variety of medical settings.

Program Description and Objectives

The Medical Assisting program is designed to prepare students to function competently in an entry-
level position in a variety of medical settings. The program will include current medical information,
demonstrations and practice of administrative, clinical and laboratory skills.

Funding Method

For Title IV purposes the funding method is based on Quarter Credits.

Occupations and Standard Occupational Classification Codes
Medical Assistant 31-9092.00, Medical Records and Health Information Technician 29-2071.00, Medical
Secretary 43-6013.00, Receptionist and Information Clerk 43-4171.00

Training Program

The training program is divided into seven learning units called modules. Students must complete
Welcome to Milan and modules A through G, starting with any module and continuing in any sequence
until all seven are completed. Modules A through G stand alone and are not dependent upon previous
training. Upon successful completion of Welcome to Milan and all modules, students will participate in an
externship.

The mode of delivery for lecture instruction is asynchronous. Students in the Medical Assisting program
attend 11.25 hours of lab per week and 10 hours of asynchronous academic study per week. See
program specific details regarding ASYNC requirements.

Course Descriptions
Welcome to Milan WTM111

Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully complete
prior to beginning their subject matter course. Welcome to Milan is designed to prepare students
with the basic knowledge of policies, procedures, and guidelines to be successful as a Milan Institute student.
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Medical Assisting Course Descriptions

Medical Office Communications MOC112

Students will learn and demonstrate basic administrative skills used in the medical office setting and be
able to demonstrate how to schedule appointments, to communicate over the phone, and to handle
difficult patients. Students will be able to describe qualifications for success, to identify medical, legal
and ethical boundaries, to demonstrate proper telephone techniques, to schedule and manage
appointments and to perform the functions of medical office record keeping. Students also practice
keyboarding to improve speed and accuracy.

Insurance Coding INC113

Students will learn about the different insurance available to patients and be able to recognize when to
use each of them. Students will learn and demonstrate how to process insurance forms, to use
insurance coding, and to perform bookkeeping skills. Students will be able to classify insurance
providers in the following groups: individual, hospital, medical, surgical, outpatient, major medical, dental
and special risk insurance. Students will define insurance terms such as carrier, provider, coverage,
subscriber, contract, premium, deductible, UCR fees, coinsurance, and copayments. Students will be
able to describe the process of insurance plans such as HMO, PPO, IPA, CHAMPUS and CHAMPVA.
Students will perform insurance coding using CPT-4 and ICD-10 coding books.

Pharmacology/Nutrition PHN114

Students will be introduced to administering medications to a patient in a medical practice setting.
Classes and uses of injections, oral medications and critical doses of medications will be covered.
Students will be able to define pharmacology, list guidelines for administering and recording
medications, describe the routes of medication administration, classify medications and their uses, list
pharmacology abbreviations, convert mathematical doses, identify major nutrients, vitamins and
minerals, list formulas and programs for weight loss, describe diseases caused from nutrition, and
perform medication administrations.

Anatomy/Physiology ANP115

The student will learn and be able to identify the body systems and their structures and functions, as
well as common diseases and treatments for the related body systems. Students will identify anatomical
positions and points of reference on the human body; locate the four body cavities; name, locate and
describe the functions of the ten major body systems. Students will be able to name, locate, and
describe the functions of the major organs within the body systems and describe diseases and
treatments related to the ten body systems. Students will be able to describe health education material
for preventing diseases in the body systems.

Medical Office Emergency Procedures MOE116

Students will learn to distinguish an emergency from a non-emergency situation and act quickly when
required. Students will learn and demonstrate the principles of assessment and triage and will learn how
to use emergency equipment. Students will demonstrate how to develop a plan for emergencies and
how to access community resources in dealing with emergencies. Students will also learn how to
answer patient questions regarding diagnosis and treatment methods. Students will demonstrate
knowledge of the uses of x-ray, ultrasound and fluoroscopy equipment and other tests and modalities
used to serve the patient. Students will demonstrate how to prepare and maintain examination and
treatment areas and assist with patient examination procedures and treatments.

Electrocardiography/Hematology EKG117

Students will be able to describe the reasons an EKG is performed and be able to perform a routine 12-
lead EKG. Students will learn the components of blood; describe the basic blood testing procedures and
their purposes; be able to define and demonstrate aseptic techniques and universal precautions; take
vital signs and blood pressures; and perform invasive procedures. Students will be able to define
hematology and its major components, functions, disease disorders and basic tests.
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Microbiology/Patient Preparation MPP118

Students will learn and demonstrate the methods of infection control, universal precautions, and
sterilization techniques. Students will learn the role of microorganisms in causing disease and have a
basic understanding of bacterial growth, cultures, and specimen collection. Students will learn how to
prevent spreading of disease-causing microorganisms and will demonstrate aseptic techniques.
Students will demonstrate how to assist in minor in-office surgeries, including patient preparation, and
be able to list basic medical instruments and their uses in the office. Students will learn and demonstrate
how to position patients for exams and how to perform injections, anthropometric measurements, and
vital signs.

Externship MXT119
Students will use the skills and knowledge they have acquired throughout the program and work at an
off-site medical facility to gain additional experience.

Satisfactory Academic Progress Evaluation Points:
1st Evaluation Point: 18 FA Units/18 Weeks
2nd Evaluation Point: 36 FA Units/36 Weeks

Veterans Satisfactory Academic Progress Evaluation Points:
1st Evaluation Point: 9 FA Units/9 Weeks
2nd Evaluation Point: 18 FA Units/18 Weeks
3rd Evaluation Point: 27 FA Units/27 Weeks
4th Evaluation Point: 36 FA Units/36 Weeks
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Course Course Title Lecture Lecture Lab Lab Extern Extern Total Total FA

Code Hours Credits Hours Credits Hours Credits Hours Credits Units
PRE-REQUISITE

WTM111  Welcome to Milan 5 0.5 0 0.0 0 0.0 5 .05 25
MODULE A

Moc11 Medical Office 45 45 40 2.0 0 0.0 85 65 4.25
Communications
MODULE B

INC113  Insurance Coding 45 4.5 40 20 0 0.0 85 6.5 4.25
MODULE C

PHN114  Pharmacology/Nutrition 45 45 40 2.0 0 0.0 85 6.5 4.25
MODULE D

ANP115  Anatomy/Physiology 45 45 40 2.0 0 0.0 85 6.5 425
MODULE E

MOE11e Medical Office 45 45 40 2.0 0 0.0 85 65 4.25
Emergency Procedures
MODULE F

EKGg117  Electrocardiography/ 45 45 40 2.0 0 0.0 85 65 4.25
Hematology
MODULE G

Mpp11g  Microbiology/Patient 45 45 40 2.0 0 0.0 8 65 4.25
Preparation

MXT119  Externship 0 0.0 0 0.0 180 6.0 180 6.0 6.0
TOTAL 320 32.0 280 14.0 180 6.0 780 52.0 36.0




MILAN INSTITUTE Section - G COURSE OUTLINE

PROVISIONAL INSTRUCTOR COURSE OUTLINE
500 HOURS

INSTRUCTOR’S NAME:

DESCRIPTION:

The primary purpose of the Provisional Instructor Course is to train the student in the basic teaching skills, educational
judgments, proper work habits, and desirable attitudes necessary to pass the State Board examination and for competency in
job entry level employment as an Instructor or related career avenue. All classes are taught in English.

OBJECTIVES: Upon completion of the course requirements, the determined graduate will be able to:

Project a positive attitude and a sense of personal integrity and self-confidence.

Practice proper grooming and effective communications skills and visual poise.

Understand employer/employee relationships and respect the need to deliver worthy service for value received.
Perform the basic skills necessary for teaching including writing lesson plans, performing lectures and
demonstrations, directing student projects, using library resources and audio-visual aids, conducting theory class
instruction and measuring student achievement, supervising clinic operations, and maintaining required student
records.

5. Apply the theory, technical information and related matter to assure sound judgments, decisions, and procedures.

bl NS

To ensure continued career success, the graduate will continue to learn new and current information related to techniques,
communications skills and teaching methodologies to improve teaching skills.

FORMAT:

The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state
board preparation, graduation and job entry level skills. Clinic equipment, implements, and products are comparable to those
used in the industry. Each student will receive instruction that relates to the performance of useful, creative, and productive
career oriented activities. The course is presented through well-developed lesson plans, which reflect current educational
methods. Subjects are presented by means of demonstration and student participation. Student Provisional Instructors will
demonstrate their level of competency through completion of required classroom and clinic student teaching activities. Audio-
visual aids, guest speakers, field trips and other related learning methods are used in the course.

PROGRAM RESOURCES:
o  Milady’s Master Educator with MindTap
o  State Board Rules and Regulations

REFERENCE MATERIALS:

In the Bag, Playing it Safe, Waxing Made Easy, Professional Men’s Services: Haircutting, Step be Step Make up Videos, Art of
Dressing Long Hair, Braids and Updo’s Made Easy, The Cutting Book, Hair Coloring Hands On, Hair Care and Product
Dictionary, Cosmetology Dictionary, Microdermabrasion, Peels and Peeling Agents, Nail Structure and Product Chemistry,
Art of African Hair Design, Nail Questions and Answers Book, Wall Charts for Anatomy and Physiology, various subject
relevant DVDs/Video and Online resources. Resources subject to change due to availability.

GRADING PROCEDURES:

To determine academic progress, students are assigned theory study and a minimum number of practical performances.
Theory is evaluated after each unit of study. Practical assignments are evaluated as completed and counted toward course
completion ONLY when rated as satisfactory or better. If the performance does not meet satisfactory requirements, it is not
counted and the performance must be repeated. At least two comprehensive teaching demonstrations will be conducted and
evaluated during the course of study. Practical skills are evaluated according to text procedures, performance standards
established by the state licensing agency, and set forth in the practical skills evaluation criteria adopted by the school. Students
must maintain a cumulative grade average of 70% and pass ALL written and practical teaching demonstrations evaluations
prior to graduation. Students must make up failed or missed tests and incomplete assignments. Numerical grades are
considered according to the following scale:
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GRADING SYSTEM:
WRITTEN AND PRACTICAL
90%-100% =

80% - 89%

70% - 79%

60% - 69%

Below 60%

1
OO W B

BELOW 70% = BELOW STANDARDS/NEEDS IMPROVEMENT*

*All Assessments (practical and/or written) must be passed with 75% or higher

** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt the
assessment, a zero grade will be entered.

HOURS SUBJECT/ UNIT
50 ORIENTATION
o Introduction to the Standard of Conduct
Course Overview
Introduction to Textbook and Notebook Requirements
Introduction to State Board Forms & Purpose
Instructor Job Description
Professional Hygiene and Good Grooming
Cosmetology School Management
Professional Ethics
Compensation, Payroll packages, Payroll Record Keeping, and Taxes
Seeking Employment
State Board Laws and Regulations,
Business Management, Communication, Organization, Academic Advising, Licensure Requirements

OO0 O0OO0OO0OO0OO0OO0OO0OO0Oo

225 INSTRUCTION & THEORY IN LAB/CLINIC OPERATIONS
Curriculum

Teaching Methodologies

Classroom Management

Teaching and Presentation Techniques

Materials, Equipment and Teaching Aids
Developing Measurable Objectives for Performance
Use of Questioning and Problem-solving Strategies
Preparation of Lesson Plans

Test and Grading Procedures

Motivation and Learning

Principles of Teaching

OO0 O0OO0OO0OO0OO0OO0OO0OO0O0o

225 CLASSROOM TEACHING & LAB/CLINIC MANAGEMENT
o Conduct Assigned Theory and Practical Classes Under Instructor Supervision
o Take an Active Role in Lab/Clinic Management Under Instructor Supervision
o Complete the Student Instructor Notebook, Student assessment in Learning, Overall Progress, Program and
Course Development

500 TOTAL HOURS
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MILAN INSTITUTE - SPARKS, NV

CATALOG INSERT Il - Schedule of Tuition and Costs

Effective June 18, 2026

Program Effective Date Books and Materials Lab Fee Tuition Cost TOTAL COST
Administrative Medical
ministrative Medica 6/18/2026 $533.92 $350.00 $15,926.08 $16,810.00
Assistant
Advanced Esthetician 4/1/2026 $3,109.68 $350.00 $16,165.32 $19,625.00
Dental Assistant 4/1/2026 $652.00 $350.00 $17,173.00 $18,175.00
Esthetician 4/1/2026 $1,740.10 $350.00 $12,619.90 $14,710.00
Massage Therapy 4/1/2026 $1,010.02 $350.00 $15,449.98 $16,810.00
Medical Assisting 4/1/2026 $289.51 $350.00 $16,170.49 $16,810.00
Provisional Instructor 4/1/2026 $264.46 $0.00 $2,980.54 $3,245.00

Additional Cost Disclosures:

Open Enroliment - Milan Institute operates on an open enrollment system. Starts occur on a monthly basis.

Massage Therapy Students will be responsible for upkeep and maintenance of their tables.

Externship Students will be responsible for their own transportation to and from the externship sites. Student cost may vary due to location of externship site and
student's choice of transportation.

Books costs - Students have the option to purchase required books and materials separately; see Enroliment Agreement

Over Contract Fees: Students who do not complete their program* within the total scheduled hours as stated in the Enroliment Agreement, will be charged an extra $10

for each hour attended over the scheduled hours. There is a two-week grace period for programs that are less than 750 hours long and a four-week grace period for
programs that are 900 hours or longer.

*Not applicable to DA, MA, AMA, PI



CATALOG INSERT Ill - CLASS START CALENDAR AND STUDENT HOLIDAYS
[Milan Institute Effective: August 14, 2026
950 Industrial Way, Sparks, NV 89431
Phone 775-348-7200 Fax 775 359-7227 Business Hours
www.milaninstitute.edu Mon-Thur 8a-10:30p
Friday 8:30a-5:30p
CLASS START CALENDAR
Day/Aft Programs Day/Eve Programs Day Program Eve Program Day/Eve Program Aft Program Day/Eve Program
Admm;:::::\al:yedlcal Administrative Medical
Dental Assistant/ Assistant/ Massage Therapy Massage Therapy Advanced Esthetician Advanced Esthetician Esthetician
Medical Assisting Medical Assisting
2026 Expected Expected Expected Expected Expected Expected Expected
Start Date | Graduation | Start Date | Graduation | Start Date | Graduation | Start Date | Graduation | Start Date | Graduation | Start Date | Graduation | Start Date | Graduation
Date Date Date Date Date Date Date
Day - (Wed.-Thur.)Eve -
Day - Mon.-Thur. Day - Mon.-Thur.
(Mon. - Tue.) (Mon.-Wed.)/(Wed.-Fri.) (Mon.-Thurs.) (Mon.-Thurs.) (pay - Mon l_") (Mon.-Fri.) (Day - Mon flr)
(Eve - Mon.-Fri.) (Eve - Mon.-Fri.)
(Wed. - Thur.) AMA - (Wed.-Thur. Eve)
January No Start No Start No Start No Start 1/15/2026 9/25/2026 1/13/2026 9/18/2026 No Start No Start 1/20/20262 | 12/10/2026 No Start No Start
February No Start No Start No Start No Start 2/18/2026 10/23/2026 2/12/2026 10/21/2026 2/2/2026 11712027 No Start No Start 2/2/2026 9/4/2026
March No Start No Start No Start No Start 3/19/2026 | 11/25/2026 | 3/17/2026 | 11/20/2026 | 3/16/2026 2/18/2027 3/20/2026 2/4/2027 3/16/2026 | 10/16/2026
April 4/20/2026 1/8/2027 4/20/2026 1/8/2027 4/20/2026 1/412027 4/15/2026 12/18/2026 | 4/27/2026 4/1/2027 4/13/2026 3/18/2027 | 4/27/2026 12/2/2026
May 5/19/2026 2/19/2027 5/19/2026 2/19/2027 5/19/2026 1/22/2027 5/14/2026 1/20/2027 No Start No Start 5/26/2026 4/29/2027 No Start No Start
June 6/18/2026 3/12/2027 6/18/2026 3/12/2027 6/18/2026 3/56/2027 6/16/2026 3/3/2027 6/8/2026 5/11/12027 No Start No Start 6/8/2026 1/27/2027
July 7/20/2026 4/9/2027 7/20/2026 4/9/2027 7/20/2026 4/2/2027 7/15/2026 3/31/2027 7/20/2026 6/24/2027 716/2026 6/10/2027 7/20/2026 3/10/2027
August 8/18/2026 5/14/2027 8/18/2026 5/14/2027 8/18/2026 5/7/2027 8/13/2026 5/5/2027 8/31/2026 8/5/2027 8/17/2026 712212027 8/31/2026 4/21/2027
September 9/17/2026 6/11/2027 9/17/2026 6/11/2027 9/17/2026 6/4/2027 9/15/2026 6/2/2027 No Start No Start 9/28/2026 9/2/2027 No Start No Start
October 10/19/2026 71912027 10/19/2026 7/9/2027 10/19/2026 71212027 10/14/2026 6/30/2027 10/12/2026 9/16/2027 No Start No Start 10/12/2026 5/28/2027
November 11/17/2026 8/13/2027 11/17/2026 8/13/2027 11/17/2026 8/6/2027 11/12/2026 7/30/2027 11/23/2026 | 10/28/2027 11/9/2026 10/14/2027 | 11/23/2026 7/14/2027
December 12/17/2026 9/10/2027 12/17/2026 9/10/2027 12/17/2026 9/3/2027 12/15/2026 8/31/2027 No Start No Start No Start No Start No Start No Start
If classes are cancelled due to extenuating circumstances, notification will be announced through the local media and a message will be placed on the school's phone system.
| STUDENT HOLIDAY CALENDAR
2026 STUDENT HOLIDAY CALENDAR
Winter Break Cont. (students unscheduled) 1/1/12026
New Year's Day - CLOSED 1/1/2026
Martin Luther King, Jr. Day - CLOSED 1/19/2026
President's Day - CLOSED 2/16/2026
Memorial Day - CLOSED 5/25/2026
Independence Day - CLOSED 7/3/2026
Labor Day - CLOSED 9/7/2026
Thanksgiving - CLOSED 11/26/26 - 11/27/26
Winter Break - (students unscheduled) 12/21/26 - 12/27/26
Christmas Day - CLOSED 12/25/2026

PROGRAM SCHEDULES

Administrative Medical Assistant
Day: Monday and Tuesday 8:00 a.m. to 1:00 p.m. DE / Day: Wednesday and Thursday 8:00 a.m. to 1:00 p.m. DE
Evening: Wednesday and Thursday 5:30 p.m. to 10:30 p.m. DE
Weekly Attendance requirements - 10 hours on live distance education and 11.25 hours asynchronous education

Advanced Esthetician:

Day classes are offered Monday through Thursday, 8:30 a.m. to 1:30 p.m. for 45 weeks. Afternoon classes offered Monday through Friday 1:30 p.m. to 5:30 p.m. for 45 weeks
Evening classes offered Monday through Friday 5:30 p.m. to 9:30 p.m. for 45 weeks

Dental Assistant:

Day classes are offered Monday through Tuesday, 8:00 a.m. to 1:00 p.m.
Weekly Attendance requirements - 10 hours on campus and 11.25 hours asynchronous education*

Esthetician:

Day classes are offered Mon, Tues, Wed, Thurs -8:30 am to 1:30pm for 30 weeks. Evening classes are offered Monday through Friday 5:30 pm to 9:30 pm for 30 weeks

Medical Assisting:

Day: Monday and Tuesday 8:00 a.m. to 1:40 p.m. / Day: Wednesday and Thursday 8:00 a.m. to 1:40 p.m.
Evening: Monday through Wednesday 5:45 p.m. to 9:30 p.m. / Evening: Wednesday through Friday 5:45 p.m. to 9:30 p.m.
Weekly Attendance requirements — 11.25 hours on campus and 10 hours asynchronous education

Massage Therapy:

Day classes are offered Monday through Thursday from 8:00 a.m. to 1:00 p.m.
Evening classes are offered Monday through Thursday from 5:30 p.m. to 10:30 p.m. Required clinic time is in addition to scheduled classroom hours and may be scheduled any time the clinic is open.

Provisional Instructor

Day classes are offered Monday - Friday, 5 hours per day for 20 weeks

Modular programs

The Dental Assistant and Medical Assisting program is modular and open-entry by module. Students may enter the program at the beginning of a module and progress through until all modules are
completed. At the completion of the modules, students will enter into an externship at an assigned medical facility. The extern hours must be completed prior to graduation from the program.






