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Dear Cosmetology Student and Parent/Guardian, 

Congratulations on your acceptance into the Cosmetology program at Butler County Area Vocational-Technical School 

for the 2018-2019 school year.  The purpose of this letter is to outline the program, supplies, and requirements 

necessary to successfully complete the program and begin your future career. 

Included you will find the following information sheets.  Please read and sign the acknowledgement page and return 

with your student the first day of school. 

o Acknowledgment of Cosmetology Rules and Regulations 

o Night School Procedures 

o Knowledge of Hour Attainment 

The goal of BCAVTS’ Cosmetology program is to provide students with the skills and knowledge needed to pass the PA 

State Board of Cosmetology Exam. To be eligible to take the exam, students are required to accumulate 1,250 hours of 

instruction.  Accumulating those hours can be done by attending three years of cosmetology, three years of summer 

school, and monthly night classes.  Night school procedures are outlined in an attached letter.  Summer school 

procedures will be outlined in a letter later in the year.   

BCAVTS Cosmetology students are required to have a kit, as per the State Board of Cosmetology.  Students are to keep 

the kit locked in a locker located in the Cosmetology Department Clinic.  The order form is enclosed.  Once ordered, the 

kit will be delivered directly to BCAVTS.  Please do not delay in ordering your kit to ensure it arrives at the school prior to 

the start of the school year.  Optional order forms are enclosed for textbook and manikins. 

In addition to having a kit, students will need the following additional supplies: 

o Three one-inch binders with clear, front sleeves 

o No less than twelve clear page protectors 

o 12 - #2 pencils 

o Highlighter 

o Two notebooks 

o Flashdrive 

o One box of one gallon zip-lock bags 

We look forward to meeting you on the first day of school and are excited to help you get stated in your career!  If you 

have any questions about the contents of this letter, including kit requirements and supplies, please feel free to call 724-

282-0735 extension 205.  Though we will not be in our office over the summer, the receptionist will contact us with any 

questions and we will return your call as soon as possible. 

Congratulations on choosing to attend BCAVTS’ Cosmetology program! 

Sincerely,  

 

Amy L. Ellison and Ashley N. Rocco – Cosmetology Instructors 
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Knowledge of Hour Attainment Form 

As per the Pennsylvania State Board of Cosmetology, students must earn 1,250 hours in order to obtain a PA 

Cosmetology License.  This form is to inform you of how hours may or may not be granted.  Just because a student is in 

attendance does not necessarily mean they will earn hours. 

 

1. In order to earn cosmetology hours, you must be on task.  To be granted hours, you must perform the task to 

the best of your ability; also, you must be able to demonstrate that you understand what you have learned.  

Upon completion of all 1,250 hours, instructors must sign off that they think you are fully capable of working in 

this industry.  They will NOT sign the form if they are not confident in your abilities.   

2. Reasons for not earning hours include having your head down/falling asleep at any time, standing around, not 

following teacher directions, being worked on without switching partners, working on yourself, spending 

overwhelming amounts of time in the restroom, and any other activity that prevents you from learning to your 

potential. 

3. You may not be granted hours if you are failing the class. Failing students may not be eligible to sit for the state 

board exam; moreover, an overall failing grade for the school year may require that student to repeat the 

curriculum/school year.  

1,250 Cosmetology Hours 

As per the Pennsylvania State Board of Cosmetology, students must earn 1,250 hours in order to obtain a PA 

Cosmetology License. 

The chart listed below illustrates the schedule for completing over 1,250 hours in three years. 

Cosmetology Year One 

362 Hours (181 school days @ 2 hours/day) 

60 Hours (10 days of summer school @ 6 hours/day) 

36 Hours (9 evenings of night school @ 4 hours/night) 2018-2019 SCHOOL YEAR  

Total Year One:  458 Hours 

 

Cosmetology Year Two 

362 Hours (181 school days @ 2 hours/day) 

60 Hours (10 days of summer school @ 6 hours/day) 

Total Year Two:  422 Hours 

 

Cosmetology Year Three 

362 Hours (181 school days @ 2 hours/day) 

60 Hours (10 days of summer school @ 6 hours/day) 

Total Year Three: 422 Hours 

 

Overall Total with Perfect Attendance:  1302 Hours 
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Kit Information Sheet 

 

Each year a student attends cosmetology there is different equipment that is mandatory for purchase to ensure 

students learn to the best of their ability.  A student kit is a State Board of Cosmetology law. See below: 

 

Sophomore Year 

 Kit with needed supplies:  Burmax 302655-COS!  ($353.13 + 6% sales tax) 

 

This kit contains salon quality equipment that will last you throughout your high school experience and beyond. 

See itemized kit list on the following page for supplies included in the kit. 

 

 Textbook:  Milady Standard Cosmetology Textbook (#M9306/$117.83 + s/h) 

 

If you do not wish to purchase the textbook, the school has books that students can borrow for the entire year.  

It is the same procedure for borrowing books as their home schools.  Books will be turned in at the end of the 

school year.  Borrowed books must return in the same condition as they were when the student received it.  

Absolutely no marks can be made in the textbook.  If the book is returned ruined, the student will be placed on 

the obligation list and will have to pay for it. 

Junior Year 

 Blonde Sam II Manikin & Practical Workbook (Required for Juniors (level 2) students) 

#M9225/$113.08 

 

Students receive both manikins in their kits their sophomore year.  However, after practicing haircuts, 

they need to be replaced both junior and senior year.  All returning students must purchase at least one 

new manikins each year so that they have something to work on.  Therefore, if a student attends 

BCAVTS for three years, the student must purchase a kit for year one, a Practical Workbook and a new 

manikin for year two, and Situational Problems Workbook and the Yolanda manikin year three.  

Senior Year 

 Yolanda Manikin & Situational Problems (Required for Seniors (level 3) students) #M9209/$89.12 

 

Students receive both manikins in their kits their sophomore year.  However, after practicing haircuts, 

they need to be replaced both junior and senior year.  All returning students must purchase one new 

manikin each year so that they have something to work on.  Therefore, if a student attends BCAVTS for 

three years, the student must purchase a kit for year one, a Practical Workbook and a new manikin for 

year two, and Situational Problems Workbook and the Yolanda manikin year three.  
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Itemized Kit list from the BURMAX COMPANY  
302655-COS! 2018 BUTLER AVTS COS 01/18/18 
 
8 319C RAYSON JUMBO END PAPER 2-1/2" X 4" - 1000/BOX 1.00 BX 
18 SC9173 SALONCHIC 6-1/4" FLUFF CARBON COMB 1.00 EA 
20 HCK-9 SOFT N STYLE HAIR COLORI ST KIT 8 PC PLUS CASE 1.00 EA 
22 SC9206 SCALPMASTER TUNNEL VENT BRUSH - 9 ROWS 1.00 EA 
34 SC107 SCALPMASTER CUSHION BRUS H BALL-TIPPED 7 ROW 1.00 EA 
37 H-777 CELEBRITY ELITE PLASTIC MANIKIN HOLDER 1.00 EA 
42 111-BK SOFT N STYLE CLASSIC MANICURE BOWL - BLACK 1.00 EA 
63 HTL1023 HOT TOOLS ION DRYER 1.00 EA 
66 DL-C94 DL PRO PLASTIC CUTICLE PUSHER 1.00 EA 
67 SE-2067 SATIN EDGE COMFORT GRIP CUTICLE NIPPER - 4" 1.00 EA 
68 SE-2101 SATIN EDGE 2PC MINI TWEE ZER SET IN SNAP POUCH 1.00 EA 
69 M9233 MILADY 2012 COSMETOLOGY THEORY WORKBOOK 1.00 EA 
70 HTL-HT7106F HOT TOOLS 1" DIGITAL SALON FLAT IRON 1.00 EA 
71 189 SNS WIDE COLORED BUTTERF LY CLAMPS 2.00 PK 
78 1095X SOFT N STYLE SMOOTH ROLL ER FLAT PACK ASSTD 12 D 1.00 EA 
79 356-SET SOFT N STYLE COLD WAVE ROD SET - 180 PCS. 1.00 EA 
81 400X SOFT N STYLE DUAL PURPOSE CURL CLIPS 80/BX 1.00 BX 
82 592 SNS SINGLE PRONG PIN CURL CLIPS - 80/BX 1.00 BX 
84 dl-c72 DL PRO 8 PC PEDICURE SET 1.00 EA 
88 HTL1105 HOT TOOLS MARCEL 3/4" 85W REGULAR IRON 1.00 EA 
91 NY228-BK LARGE NYLON TOTE BAG 22" X 11" X 12" BLACK 1.00 EA 
94 DL-C35 DL PRO 100/180 GRIT WASHABLE FILE 2.00 EA 
97 B36 SOFT N STYLE ZEBRA SPRAY BOTTLE - 12 OZ. 1.00 EA 
98 B77 SOFT 'N STYLE 150ml METRIC HAIR CLR APP BOT 1.00 EA 
100 3035 SCALPMASTER NYLON CRINKL E UNIF ELASTIC SNAP BLK 1.00 EA 
06/07/18 Thu 15:44 Co: 1 BURMAX COMPANY Burmax Company kprp Oper: bell Page: 3 
101 4045 SALONCHIC BLEACH-PROOF MULTI-PURPOSE CAPE 1.00 EA 
102 FSC444 FANTASEA 10 WELL MAKE- UP PALETTE 1.00 EA 
103 SC9155 SCALPMASTER 2" ROUND CONCAVE THERMAL BRUSH 1.00 EA 
105 DL-C91 DL PRO PLASTIC STERILIZING TRAY 1.00 EA 
110 SC300 SCALPMASTER TEASE BRUSH NYLON BRISTLE 3 ROW 1.00 EA 
111 SC-CLEAN2 SCALPMASTER COMB AND BRUSH CLEANER 1.00 EA 
112 SC-ION9 SCALPMASTER IONIC GRIPPER COMB 1.00 EA 
115 FSC666 FANTASEA PROFESS 10PC BAMBOO COSMET BRUSH SET 1.00 EA 
116 FSC664 FANTASEA COSMETIC BRUSH CLEANER-2 OZ. 1.00 EA 
117 SE-2130 SATIN EDGE 5-3/4" SUPREM ERGONOMIC SHEAR SET 1.00 EA 
118 170X SCALPMASTER EJECTOR HAIR SHAPER 1.00 EA 
119 sc9289 SALONCHIC 3 PC COMB SET 1.00 EA 
120 1126 ARISTOCRAT STYLING COMB 7" NARROW RULED 12.00 EA 
121 TINT-CL INVISIBLES TINT BRUSH SE T CLEAR PVC 3/PKG ASSTD 1.00 EA 
122 DL-C207 DL PRO DOUBLE DAPPEN DISH 1.00 EA 
123 DL-400 DL PRO #5 ROUND KOLINSKY BRUSH 1.00 EA 
124 DL-388 DL PRO KOLINSKY LARGE NAIL BRUSH 1.00 EA 
125 S153 CELEBRITY SAM II MANIKIN 19"-22" BROWN 1.00 EA 
126 S153-BL CELEBRITY SAM II MANIKIN 19-22" BLONDE 1.00 EA 
127 09F DEBRA LYNN CUT.PUSHER CUTICLE PUSHER CHROME 1.00 EA 
128 DL-C75 DL PRO 7" ORANGEWOOD STICKS 12/BAG 1.00 BG 
129 444 DEBRA LYNN MANICURE BRUSH 1.00 EA 
 
Price per Fitted Kit: 353.12998 
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Acknowledgement of Cosmetology Rules and Regulations 

1. PA State and Butler County AVTS:  I will follow all laws and regulations set forth by the PA State Board of 

Cosmetology as stated in the Cosmetology law book and all rules and regulations stated in the BCAVTS Student-

Parent Handbook.   

2. Professionalism:  Career and technical education is preparation for the workforce; therefore I will speak and act 

in a professional manner at all times.  Failure to do so is insubordination and I will not earn my daily points.  

Cosmetology simulates a real-life salon.  I will work on manikins, partners, and clients, but not myself.  Once a 

partner is assigned to me, that is my partner for the day.  No changes will be made on my own accord. 

3. Attendance:  I understand that attendance is vital in order to obtain all of my hours by graduation.  If I must 

miss Cosmetology, I understand that I will not earn any of my daily points and must complete two cosmetology 

writing assignments to earn back half of the daily points.  If I am ever absent, immediately upon my return, I will 

read the agenda to see exactly what I missed.  I understand that it is my responsibility to find out what I missed 

and that my teachers will not chase me.    

4. Duties:  I am responsible for my work station, which must be cleaned and disinfected at the end of the session.  

Failure to do so will keep me from earning my daily points. 

5. Uniforms:  I will dress in professional attire at all times.  I will wear my Cosmetology uniform daily which 

consists of a cleaned, buttoned smock and visible name tag.  If my smock is lost, I must purchase a new smock 

immediately.  I understand that if I do not wear my smock on a daily basis, I will not earn my daily points. 

6. Equipment:  I will have all equipment and supplies daily for use in class.  If I do not have my necessary 

equipment and supplies on test day, I understand that I will receive a zero.  I will use the lock and locker 

assigned to me.  The school is not responsible for any missing items.  If any item is lost, missing, or stolen, I 

must replace the item immediately.  I understand that I will not earn my points until the item is replaced. 

7. Clinic:  Clients will be assigned to me.  I will not refuse clients and understand that being in the cosmetology 

program means that I will be assigned clients often in order to further my skills. 

8. Assignments:  I understand that at times I will be the stylist and times I will be the client.  I understand that I 

will receive temporary services and cannot refuse these services unless I have a doctor’s excuse.  I understand 

that my teacher may choose my partner for me so that I can gain experience working with different hair types.  

Refusal in any way will not allow a student to earn their daily points.  For example, students that have 

extensions in their hair or acrylic nails are not exempt.  Teachers recommend not having these services done 

while in cosmetology to avoid any complications. 

9. Cell Phones:  I will not have my cell phone out in class.  If I have my cell phone out, I understand that I will not 

earn my daily points for the day.  In addition, cell phones are not permitted to be charged in the cosmetology 

classroom.  Phones should be charged at home.  Phones will be confiscated if they are seen.  I understand that if 

I must use my phone, for perhaps portfolio pictures, a calculator, or an emergency, I will ask my teacher.   

10. Obligations:  I will pay all obligations within the current school year. 

11. Personal Belongings:  I will not leave any personal items in school following the last day of school.  Any 

remaining items will become property of the school. 
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Monthly Night School Procedures 

1. Night school is provided to BCAVTS Cosmetology students free of charge to assist students with acquiring hours 

for licensure.   

2. A student must sign up on the sign-up sheet by the Friday before the following night school if he/she will be 

attending.  No students will be permitted to sign up the day of night school.  

3. Students need to be checked into class NO LATER THAN 4:10 p.m.  Unless prior arrangements were made for a 

late arrival, if a student arrives later than 4:10 p.m., he/she will be asked to leave. 

4. Once a student is checked into class, he/she is not permitted to leave for any reason, unless requested by a 

parent/guardian.  Students requesting an early dismissal from night school must submit a written permission slip 

with a parent/guardian’s signature and contact phone number.  If a parent/guardian cannot be reached, the 

student will not be dismissed.   

5. Once a student leaves night school, he or she will not be readmitted to class the same day. 

6. The student must have a ride present at least 10 minutes prior to dismissal time.  If a student remains at school 

for longer than 10 minutes after dismissal two times due to a late ride, the student may not be permitted to 

participate in the next night school.  If this happens three times, the student’s privilege of attending night school 

may be revoked. 

7. Attending night school is a privilege and may be revoked for disciplinary infractions.  Circumstances will 

determine the length of the suspension, ranging from one night to indefinitely.  

8. If a student is displaying a negative attitude and complaining about being here, a parent will be called to pick up 

their student.  This is a positive learning environment and anyone who is not in a condition to learn will be asked 

to leave, as negative attitudes rub off onto others. 

9. The student will be asked to leave if he/she does not have needed supplies/equipment. 

10. The student is not permitted to have visitors during class. 

11. If a student is going to have a client at night school, clients can only come by appointment only. Appointments 

times are 4:30 P.M. to 6:30 P.M.  No clients will be accepted after these times. 

A night school calendar is attached.  Dates of evening classes are highlighted in yellow.  Night school classes are held 

once a month from 3:10 P.M. – 7:10 P.M. This allows the student to earn four hours per night. 
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Summer School Procedures 

1. Summer school is provided to BCAVTS Cosmetology students free of charge to assist students with acquiring 

hours for licensure.   

2. Unless prior arrangements were made, late arrivals are not permitted.  If late, a student will not be permitted to 

stay for the day. 

3. Once a student is checked into class, he/she is not permitted to leave for any reason, unless requested by a 

parent/guardian.  Students requesting an early dismissal from night school must submit a written permission slip 

with a parent/guardian’s signature and contact phone number.  If a parent/guardian cannot be reached, the 

student will not be dismissed.   

4. Once a student leaves summer school, he or she will not be readmitted to class the same day. 

5. The student must have a ride present at least 10 minutes prior to dismissal time.  If a student remains at school 

for longer than 10 minutes after dismissal two times due to a late ride, the student may not be permitted to 

participate in the next night school.  If this happens three times, the student’s privilege of attending night school 

may be revoked. 

6. Attending school is a privilege and may be revoked for any disciplinary infractions.  Circumstances will determine 

the length of the suspension, ranging from one night to indefinitely.  

7. If a student is displaying a negative attitude and complaining about being here, a parent will be called to pick up 

their student.  This is a positive learning environment and anyone who is not in a condition to learn will be asked 

to leave, as negative attitudes rub off onto others. 

8. The student will be asked to leave if he/she does not have needed supplies/equipment. 

9. The student is not permitted to have visitors during class. 

10. If a student is going to have a client at summer school, clients can only come by appointment only.   

11. Lunch will take place as daily tasks are completed.  There is not a set time for lunch, therefore you must bring a 

packed lunch with you.  No one may deliver food and you are not permitted to order out. 

12. The attendance policy for summer school is as follows:   

Miss one day – We understand that sometimes there are situations we cannot control. 

Miss two days – Receive a warning. 

Miss three days – You are not permitted to attend any more summer school. 

Student Name _____________________________________________________________________________ 

 

Student Signature __________________________________________________________________________ 

 

Parent/Guardian Name ______________________________________________________________________ 

 

Parent/Guardian Signature ___________________________________________________________________ 

 

Contact Phone Number _____________________________________________________________________  

 

Secondary Contact Phone Number ____________________________________________________________ 
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Skyward and Quizlet 

Dear Student/Parent/Guardian, 

Just as many of the home schools have systems that students/parents/guardians can log on and see grades, such as 

Edline, Butler County Area Vocational-Technical School has a similar system called Skyward.  This letter is to explain how 

to log in to Skyward and all of the resources it contains.  Students are given their log in information once the gradebook 

is up and running. In addition; login for parents/guardians will be mailed to your address once school starts this fall.  To 

log in to Skyward, please use the following directions: 

1. Go to www.butlertec.us. 

2. Once on the website, you will see an icon on the right side that says Skyward.  Click on the icon.   

3. Once you click the icon, a screen will pop up with areas for you to enter your Login ID and Password. 

4. After you enter your Login ID and Password, a screen will pop up that has several categories listed down the left 

hand side.  Please use these categories to navigate the site to find the information you are looking for.  The 

categories are self-explanatory.  For example, a screen will pop up that has all of the school terms listed.  Click 

on whatever grade period scores you are looking for.  The codes are as follows: 

PR1 = Progress Report 1                  T1 = First Nine Weeks                    PR2 = Progress Report 2                  T2 = 

Second Nine Weeks                 S1 = Semester 1                             PR3 = Progress Report 3                  T3 = Third Nine 

Weeks                    PR4 = Progress Report 4                  T4 = Fourth Nine Weeks                             S2 = Semester 2                                

FIN = Average Final Grade 

5. Once you click on your chosen grade period, you will be able to see all of the scores for that term. 

In addition to Skyward, there are many other resources on the school’s website for student use.  In order to find 

resources specific to cosmetology, please use the following directions: 

1. Go to www.butlertec.us. 

2. Once on the website, you will see Programs of Study along the top.  Click on it. 

3. Once you click on Programs of Study, a screen specific to cosmetology will pop up. 

4. Once the cosmetology page pops up, there will be several categories listed down the right hand side.  Please use 

these categories to navigate through the site to find the information you are looking for.  The categories are self-

explanatory.  For example, if you would like to see Study Guides, click on Study Guides.  Once you click on Study 

Guides, a screen will pop up that has all study guides for all of the chapters in the textbook.  Click on whatever 

chapter you are looking for.  These study guides are also printable. 

In addition to the study guides, there is also a category labeled Lesson Plans.  The Lesson Plans are detailed 

schedules for each week that everyone know exactly what is happening in cosmetology. Please keep in mind, these 

Lesson Plans are subject to change at any time due to unforeseen circumstances.  The Lesson Plans are both online 

and printed so students can have a hard copy to take with them.   

One last area to highlight is Quizlet, http://quizlet.com/, which is an online learning tool with flashcards and games 

this is a fabulous resource for studying.  Mrs. Dittman, a teacher who is helpful and present in the cosmetology 

classroom, has students create a Quizlet account which they can access on an electronic device.  Students may also 

download the free Quizlet app on their phones if they wish.  Mrs. Dittman has entered all of the Cosmetology 

chapter content onto Quizlet and updates curriculum as needed.  Once logged in, students can play games, use and 

print flashcards, and take tests.  Since integrating Quizlet in class, it is evident that this resource has helped students 

become more knowledgeable about cosmetology, while learning in a different way. 

 

http://www.butlertec.us/
http://www.butlertec.us/
http://quizlet.com/
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Parent/Guardian Acknowledge of Receipt 

I, ___________________ am the parent/guardian of ___________________ 

I acknowledge that I have received, reviewed, and understand the following information provided to me by BCAVTS Cosmetology 

Department.  Check each box/section symbolizing that I have read and agreed to the information stated on each of the individual 

forms. 

Knowledge of Hour Attainment Form and Acknowledge of Cosmetology Rules and Regulations form 

I understand that hourly accumulation is not an automatic process. There may be situations in which a student may not receive 

hours please review Knowledge of Hour Attainment form and Acknowledge of Cosmetology Rules and Regulations form. 

o Following all of the rules and regulations allows the accumulation of daily points and hours.  Repeated negative behavior 

results in further action but not limited to; a phone call home, referral to the office, in-school suspension, or out of school 

suspension.  A Social Security Number is necessary to order to report hours to the State Board of Cosmetology.  Feel free to 

call or you can write your students social security number below. Please understand this is a necessity, not an option. 

Night School Procedures 

o I have read and understand BCAVTS’s Cosmetology program’s night school procedures.  Please list contact name and 

number to be called in the event of an emergency or cancelation. 

 

Name/Phone # ______________________________________________________________________ 

Skyward & Quizlet @ Butler County Area Vocational-Technical School 

o I have read and understand the Skyward and Quizlet resources available to help my child achieve success.  Also please 

contact Mrs. Ellison or Mrs. Rocco with questions or concerns at (724) 282- 0735 ex. 214. 

With regard to the required supplies I have: (Please check all that apply) 

o I ordered a KIT through Burmax Industries 

o I ordered a BOOK through Burmax Industries (Milady Standard Textbook of Cosmetology 2012) 

o I ordered the Book & MANIKIN BUNDLE through Burmax Industries (utilized during 2nd and 3rd year) 

I am unable to purchase supplies at this time and will need to borrow the following items. 

o I will need to BORROW supplies. 

o I will need to BORROW a book. 

All borrowed equipment/book needs to be returned prior to the end of the school year in their entirety and in a sanitary condition.  

Any missing/broken items need to be replaced or will become a school debt. 

I understand that my son/daughter is responsible for complying with these policies and with the regulations in the Student 

Handbook and State Laws set forth by the PA State Board of Cosmetology.  This signature page needs to be completed and returned 

to the instructor as soon as possible.  No practical services will be permitted until all paper work has been submitted. 

Parent/Guardian Signature ___________________________________________ Date ____________ 

Student Signature __________________________________________________ Date ____________ 

Student Social Security Number _______________________________________ 


