
 
 

 

Coronavirus Safety Policy 

Updated: 6/1/2020 
 

This policy is provided as a supplement to the Alexander Paul Institute Course Catalog, the Student Guide, and other 

school documents to provide for safety and disclosures to students and staff. This guidance will be updated 

periodically. 

 

Resources 

The school continues to update and post resources and updates to this policy at 

https://www.alexanderpaul.edu/admissions/consumer-information/covid-19/ 
 

How the School is Making Decisions 

Alexander Paul Institute is making decisions in regard to reopening and safety precautions taking into consideration 

guidance from national and state authorities about safety in both institutes of higher education, workplaces, and 

beauty establishments. Using that information, our school leadership team has assessed, and continues to assess, 

the risk to the Alexander Paul Institute campus community. To asses this risk, the school uses guidance as well as 

consideration of local circumstances regarding to the Coronavirus Pandemic and infections. The school also takes 

into consideration unique factors to our campus and campus community such as size, space, ability to social 

distance, demographic risk of students and campus population, etc. The school also considers the educational 

needs of the campus community in relation to risk in its decision making. 

 

Resumption of Onsite Instruction 

Taking much guidance and many factors into consideration, the school has made the decision to continue onsite 

education starting on 6/2/2020. With the ability of North Carolina Cosmetic Arts schools to resume onsite 

instruction as announced by the NC Governor in Phase 2 of the state’s reopening plan, the period of the school’s 

Temporary Distance Education authorization is coming to an end. The school did not pursue, at the time of 

reopening, a hybrid distance learning/onsite model after assessing the ability of the school to social distance and 

maintain safety under the current safety guidance from local, state, and federal authorities. In balancing the 

educational needs of the campus community with the assessed risk to the campus community as a whole, the 

decision was made to reopen for onsite instruction without the hybrid model or adjustments to schedules because 

the assessment of risk was low at the time of reopening. The school factored the possibility of future risk increasing 

with a second wave or increased local infection rates (which may result in a return to a hybrid model, a return to 

instruction via distance education, or other learning environment changes) in the decision to resume instruction in 

the current period of lower risk. 

 

Risk Statement and Personal Risk Assessment 

In the same way that Alexander Paul Institute assed the risk to the campus community as a whole and balanced it 

with the needs of the campus community as a whole, each individual student and staff member should asses their 

own personal risk and circumstances and make decisions on how to proceed accordingly to the best of their 

knowledge and ability. Our school leadership is available to counsel and discuss this and help students assess their 

individual risk and address concerns. 

 

Everyone in the campus community should understand that the risk of infection with Coronavirus is still very present. 

It is a very real possibility that, despite our efforts to mitigate risk, a member or multiple members of our campus 

community including students and staff may become infected with Coronavirus onsite or offsite elsewhere. The 

country participated in a lockdown to avoid overwhelming the healthcare system’s ability to cope with the pandemic 

and to slow the spread, however, there is an ongoing risk to every individual and to the campus community. By the 

statistics, it is clear that Coronavirus is a very real health risk.  

 

Vulnerable Groups and Safety Concerns 

https://www.alexanderpaul.edu/admissions/consumer-information/covid-19/


Because of the risks, students and staff who are in vulnerable groups and vulnerable populations are encouraged to 

and should self-identify with the school and begin an interactive conversation to assess risk and vulnerability to work 

with school staff on the best path forward the them, whether it be a temporary leave, a permanent leave or 

departure, or a large or small adjustment to their daily onsite responsibilities, or any other adjustment. 

 

Likewise, students and staff with other safety concerns or those who might live with someone in a vulnerable 

population or be exposed regularly to someone in a vulnerable population should self-identify with the school to 

discuss the situation. 

 

Please see the following CDC links regarding vulnerable groups to assess your situation: 

• https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/index.html 
• https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html 

 

Leaves of Absence 

Students in vulnerable groups or that have serious concerns about safety are encouraged to speak with the school 

and decide if a Leave of Absence is right for them. Leaves of Absence are available to students for these types of 

situations.  

 

Temporary Distance Education 

Alexander Paul Institute has the ability under current authorizations to offer students subject to certain quarantines 

and isolations the ability to continue their education via distance education while they are in isolation to protect the 

campus community and the individual student. 

 

School Staff 

This section outlines responsible school staff and roles in relation to this policy and official contacts. All staff are 

responsible for enforcing this policy.  

 

Coronavirus Policy Coordinator 

Alex Naoum 

Office: 252-830-5536 ext 2  -  Cell: 252-917-1088  -  alex@alexanderpaul.edu  

Liaison between school and regulatory and health authorities, responsible for external requests and 

compliance, responsible for ensuring policy is in compliance with regulations, responsible for ensuring policy 

is developed and followed 

 

Sanitation & Safety Specialist/Sanitation Education Coordinator 

Paul Naoum 

Office: 252-830-5536 ext 2  -  Cell: 252-917-1141  -  paul@alexanderpaul.edu 

Expert in sanitation and safety methodologies, responsible for developing and implementing education and 

resources for students regarding sanitation and safety methodologies according to guidance 

 

Coronavirus Implementation Coordinator 

Liz Kinney 

Office: 252-830-5536 ext 2  -  Cell: 870-718-8507  -  liz@alexanderpaul.edu  

Responsible for the day to day implementation of safety precautions and policies herein, responsible for 

overseeing and monitoring the campus, students, and staff for adherence to policy 

 

Ongoing Safety Concerns 

Students and staff should immediately report any and all safety concerns and/or noncompliance with safety 

procedures to the school officials described above depending on the situation. In normal operation, students are 

encouraged to speak to the Campus Director for most matters, and serious matters are escalated “up the chain”. In 

relation to Coronavirus Policies and safety concerns, all ownership and executive staff are immediately available to 

students. Safety is our number 1 priority, and students should not hesitate to contact us about Coronavirus Safety. 

 

In issues of serious noncompliance or safety risks, these instances should be reported immediately to someone who 

is available to immediately correct the issue.  

 

Communication & Case-By-Case Basis 

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/index.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html
mailto:alex@alexanderpaul.edu
mailto:paul@alexanderpaul.edu
mailto:liz@alexanderpaul.edu


At this time, communication is essential to maintain a safe environment between members of the entire campus 

community. Do not rely on word of mouth from other students, and seek the counsel of responsible instructors and 

staff members for any safety guidance. 

 

Because this is an unprecedented time, the school cannot write or foresee policy that covers every situation, so 

many situations will be handled on a case-by-case basis. Without communication, the school cannot make case-by-

case determinations. In issues related to Coronavirus Safety, students should maintain constant, prompt 

communication with school officials. 

 

Attendance Implications & Impacts 

Related to the section above, the school does not want to endanger the campus by allowing students onsite that 

could pose a health risk to other students, staff or guests. If you have concerns related to the screening 

questionnaire or have any reason to believe you might be endangering the campus community by being on campus, 

you should immediately be in contact with school staff mentioned in this policy. Appropriate school staff can direct 

you on what to do on a case-by-case basis to keep the campus safe. If you have visited an international location or a 

location with significant community spread of the virus, please contact school officials before returning to campus. 

 

Two scenarios that are not acceptable outcomes are: 

1. Arriving to campus and having contact with others when you have an uncommunicated concern that you 

might be endangering the campus community 

2. Not communicating about your lack of attendance and showing up at a later date and claiming it was a 

coronavirus concern 
 

All concerns should be immediately communicated so school officials can direct you on action properly and 

promptly. All attendance rules in the Course Catalog and other school guidance remain in effect, so this 

communication is essential. The school has temporarily waived the internal student file documentation requirement 

for excused absences and other attendance issues and has instead granted the Campus Director the authority to 

handle attendance at her discretion based on direct and prompt communication with students to prioritize safety, 

responsiveness, and flexibility.  

 

Future Possibilities 

When attending during this period, students should be aware of future possibilities. While we have a period of 

relatively low risk where we are returning to campus for instruction, this could change in the near or more distant 

future. The school could experience scenarios where: 

• We return to distance education 

• We change to a hybrid distance/onsite learning model 
• We adjust schedules or onsite times 
• We change hours per week 

 

Situations can change rapidly, so it is essential that during this period students: 

• Attend as much as safely possible to gain onsite hours while available 

• Practice and complete graduation requirements as efficiently as possible while we are able to do this onsite 
 

Emergency Maximum Occupancy & Area Capacity 

Alexander Paul Institute of Hair Design's Emergency Maximum Occupancy for the entire indoor facility is 58. The 

school will not exceed the capacity during Phase 2 unless guidance changes and is taking action to limit capacity 

indoors only to essential activity for education. The school is taking the following action to stay under the capacity 

and further limit capacity: 

• Limiting Student Salon & Spa guest appointments with increased limitations Thursday – Saturday when 

more students are on campus 

• Only allowing 1 guest per student for Student Salon & Spa services unless the guest has a caretaker or 

parent that must be present 

• Checking in guests outside the facility and having guests wait outside the facility or in their vehicle until their 

service time 

• Temporarily eliminating the guest waiting area 

• Publicly posting Emergency Maximum Occupancy signage in a conspicuous place 



• Assigning office staff to remote work during periods of high occupancy 
 

In addition, the school has limited Area Capacity in areas of the school that are in more tight areas and spaces and 

posted associated signage to limit congregation in closely spaced areas with less airflow. Capacity will be updated 

as necessary. Phase 2 Capacity is as follows: 

• Front Desk: 1 Student 

o 1 Student per day will be assigned to the desk for the day and will interact with all items and 

materials at the front desk 
o Another will be assigned while the above student is at lunch 
o Prior to departing the desk, the student will completely sanitize the entire front desk area, 

computers, terminals, pens, phones, and other materials 
• Student Salon Dispensary & Laundry Area: 3 Students 

• Student Spa Dispensary: 1 Student 

• Break Room w/ Locker Area: 4 Students 

• Locker & Open Area Behind Classrooms: 4 Students 

• Spray Tan Area: 2 Students 
• Small Office: 1 Student 
• Large Office: 2 Students 

 

Morning Check In Procedures & Symptom Checks 

This section outlines the morning check in procedure: 

1. Between 7:30 am - 8:30 am, all staff & students scheduled must complete Non-Health Care Employee 

Symptom Screening Checklist available at www.alexanderpaul.edu/symptoms  

o This must be completed by 8:30 at the latest so the appropriate school official can review prior to 

your arrival at school 
o An export is created at 8:30, so submissions after that time will not be received by the appropriate 

school official 
2. Enter the school and clock in at the time clock 

o Sanitize your hands before and after using the time clock at the sanitation station 
o Maintain distance of 6 ft when entering the building and in line for the time clock 

3. Proceed to your assigned check in station 
o To limit congregation, each student will be assigned a seat or station to go to after arriving in the 

morning 
o Proceed to this assigned area/station and await check and direction 
o The instructor will come by for an additional temperature check 
o Do not interact with the station because you may be assigned to a different area or station after 

check in 
4. Receive direction from an instructor 

o Once the instructor does a final check, they will release you and direct you on what to do or where to 

go 
o Advanced department students do not have assigned stations and will be directed on where to go to 

maintain social distance 
 

End of Day Check Out 

This section outlines the check out procedure. The goal is to avoid congregation at check out times. 

1. Upon completing your sanitation duties, gather your personal items and proceed to your assigned check out 

station 

a. For Advanced Department students this will be your last station used in the day 
b. Do not interact with the station as someone else may be assigned to it in the morning 

2. Wait to Be Called to Check Out 
a. Instructors will call a limited number of students to clock out at a time 
b. Instructors will rotate these groups daily so one group may be the first to clock out one day, but the 

last the following day. 
 

Sanitation & Safety Procedures 

http://www.alexanderpaul.edu/symptoms


Alexander Paul Institute has outlined the following list of actions and procedures to limit touch points, maintain 

social distance, limit congregation, and reduce possibility of infection:  

• Cloth face masks required 

o All individuals in the facility are required to wear cloth face masks at all times, even in bathrooms 

and other non-instructional areas. 
o Masks should be washed per CDC and State guidance 
o Students are issued masks, but may use their own if they are at least as effective as the school 

issued masks 
o Guests are advised to bring masks (preferred), but they can purchase temporary and permanent 

masks if available 
▪ $1.49 for single use mask 
▪ $6.99 for cloth mask 

o According to the most current understanding of the virus, this could be the most important action to 

prevent the spread 
o Notwithstanding this general requirement, people whose religious beliefs prevent them from wearing 

a Face Covering, people who cannot wear a Face Covering due to a medical or behavioral condition, 

and people who are under twelve (12) years of age are excepted from the requirement to wear a 

Face Covering. Children under two (2) years of age shall not wear a Face Covering so that their 

breathing may not be inhibited. 

• Face shields issued 
o Face shields are issued to all students & staff and should be used at the discretion of the student for 

their own safety 
o Students will also be directed to wear them for certain services such as facial waxes, facials, 

makeup, and other close contact services 
• Closed break room & waiting areas 

o The break room and waiting area have been closed to limit touch points on shared tables, 

magazines, limit congregation, etc.  
o The water fountains, microwave, and refrigerator are still available to limit the need of students to 

leave campus for food and have avoidable exposure. 
o Students should take breaks outdoors or in their vehicles 

• Student group separation 
o The school is maintaining separation of groups of students to limit the possibility of infection across 

groups and to rather localize a potential infection 
o Students are not allowed in departments where they’re not assigned 
o Instructors should only interact with students outside of their department when necessary for 

education 
o Student groups have assigned bathrooms to limit cross contamination, and they should only use the 

bathroom assigned 
▪ Beginner Department Students, Instructional Staff, and Office Staff – Bathroom behind the 

classrooms 
▪ Esthetics Students, Staff, & Guests – Student Spa Bathroom 
▪ Student Salon Students, Staff, & Guests – Student Salon Bathroom 

• Limiting use on paper library materials 
o Resources from the school’s library and media center are available for check out only 
o The Campus Director will check these out at her discretion to limit touches and ensure proper time 

between uses 
• Limiting shared use of color books and other educational resources 

o Students should maintain and handle only their own texts, product manuals, etc. 
o In the case of a shared resource, such as a Color Book, these are only to be handled by the 

instructor on duty and shown to students and guests if appropriate 
• Limiting paper records for guests and students 

o The school will continue to use electronic documents as much as appropriate to limit paper 

documents being passed back and forth 
o In the instance that a student needs to sign a paper document, they will be shown the document to 

sign on a clipboard or the like without having to handle the document 

o Students should maintain at all times a pen available to them so pens are not passed back and forth 



o The student assigned to the front desk will maintain the sign in clipboard and will write information 

on it on behalf of guests 
o Spa intake forms and other intake forms will be filled out by the student on behalf of the guest 
o The instructor on duty will pick up directly from the printer, maintain on their clipboard, and file 

service tickets for their students 
• Classroom spacing & sanitation 

o Students in classrooms will have assigned seating and areas that are distant and will only work in 

their assigned area each day 
o Assigned areas in the classroom will not change from day to day 
o Any shared items passed back and forth must be sanitized in between uses 

• Sanitation of chairs, stations, spa tables, shampoo bowls, and other shared equipment/areas 
o Students are to sanitize these areas after each use and in between each guest according to their 

sanitation training and current sanitation guidance 
o Students should utilize the Clean/Disinfected Cards available for each station 
o When leaving a chair, table, or shampoo with a guest, such as to take them to another area, flip the 

card to “To Be Disinfected” 
o Then return, disinfect area, disinfect card, and flip to “Clean” 

• Guest Considerations & Screening 
o Service areas are re-arranged to maintain social distance of 6 ft between guests 

▪ To help with this, students will be assigned stations that will change daily or throughout the 

day based on guest services and other educational activities 
o Guests should have 6 ft of distance between them at all times in and out of service areas 
o Each guest will be screened before being serviced 

▪ Question 1: Have you had close contact with someone diagnosed with COVID-19 or have you 

been advised to quarantine? 
▪ Question 2: Have you recently had any symptoms associated with COVID-19? 
▪ Temperature Check  

o Contactless payment is recommended 
o Payment terminals are to be disinfected in between each use 
o Hand sanitizer (when available) will be located at the front desk and guests should be encouraged by 

students to use it or otherwise wash their hands upon entering 
o Students are required to wash their hands for 20 seconds prior to each service 
o Staff are required to wash their hands for 20 seconds before touching a guest 
o Students and staff are required to wash hands after finishing with a guest as well 

• Washing Linens, Capes, & Towels, Dirty Implements 
o Students and staff are required to wash their hands for 20 seconds after handling soiled linens or 

dirty implements 
o The school has provided over 100 capes and they must be laundered after each service 
o Capes are to be treated as towels with backbar supply rather than being maintained by the student 

• Discontinuing Unessential Personal Contact 
o Only personal contact that is necessary for education, such as performing a service, is allowed 
o Discontinue hugs, handshakes, etc. 

• Handling Backbar Products 
o Backbar products used on a guest, such as a bottle of hairspray, must be sanitized after every use 

when the student touches the guest then touches the product without washing hands in between 
o When a backbar product is used in a way where the student washes hands, goes to the dispensary, 

and collects a product, then takes it to use on the guest, such as in the use of facial products or 

developer, then those products are included in routine disinfection (see below) rather than 

disinfected on a per use basis 
o Spatulas or provided single use sticks/scoopers are required when students retrieve product from an 

open jar 
• Air Maintenance 

o Air maintenance tasks and filter replacements will continue on a more frequent basis to increase 

airflow 
• Door Opening & Holding Door 

o To limit touch points, students and staff should open doors for guests or otherwise prop open doors 

during times of high traffic such as end of day checkout or check out for lunch 



• Performing Ongoing & Routine Disinfection of High Touch Areas 

o The school has developed a checklist to ensure high touch areas are disinfected on a routine and 

ongoing basis throughout the day 
o Students will be assigned these responsibilities and their completion will be verified by their 

instructor in charge 
• Sanitation supplies & guidance 

o The school has placed new sanitation supplies throughout the school including hand sanitizer 

stations 
o Students are expected to comply with regular sanitation guidance as well as guidance for 

Coronavirus such as not touching your face, etc. 
 

Ongoing Training & Dissemination of Information 

Prior to returning to school in a full capacity, instructors and students have been trained and assessed in additional 

sanitation considerations related to COVID-19 above and beyond normal sanitation training. Students will receive 

training and be assessed on the guidance and procedures herein upon returning to campus.  

 

The school will continue to release guidance issued by regulatory authorities and agencies and offer continuing 

training to students and staff. In addition, the school will continue to update its website with current resources and 

post publicly and update this policy 

 

Students and staff are expected to review updates promptly and follow updated guidance that may supersede the 

guidance in this policy if it is released. Please communicate with your instructor regarding guidance and do not rely 

on word of mouth.  

 

Students and staff should have current knowledge of guidance and sanitation practices at all times. 

 

Offsite Risk 

Students and staff are expected to be careful off campus and limit their offsite risk as well to keep the campus 

community safe so we can ensure safety and continue education. 

 

Signage 

Alexander Paul Institute has posted signage around the school encouraging safe practices. These include: 

• Emergency Maximum Occupancy – English & Spanish 
• Social Distancing – English & Spanish 
• Symptoms Checklists – English & Spanish 
• Retail signage advising guests not to handle products 
• Guest check in signage notifying them to stay outside 
• Time clock sanitation signage advising students and staff to sanitize their hands before and after punches 
• Bathroom signage advising people to use paper towels for handles 
• Area capacity signage 

 

Disciplinary Actions 

We want to remain educating students onsite and educating safely. To make this situation work for everyone, our 

school needs to put a great deal of trust and faith in our students and staff to do what is expected to stay safe. The 

school has a Zero Tolerance policy for any willful misconduct related to safety and sanitation and other coronavirus 

policies. The school also has a Zero Tolerance policy towards taking advantage of safety policies for any kind of 

personal gain. Activities that fall in this category or otherwise put the school community at risk are subject to severe 

disciplinary action including immediate termination of enrollment. 

 


