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CLOCK-HOUR PROGRAMS - STATE LICENSE + TITLE 1V

Clock-Hour Audit
Survival Kit

For California cosmetology, barbering, esthetics, and nail programs. Why

clock-hour accuracy is your highest-stakes record, plus the self-check,
worksheet, and document list to walk into any audit ready.

PREPARED BY APPLIES TO
Bella Al - itsbella.ai BBC clock-hour programs & Title IV schools

FOR
Owners, directors & financial-aid staff

In California, hair, skin, and nail programs are clock-hour based.
Cosmetology and barbering are 1,000 hours each under the Board of
Barbering & Cosmetology, esthetics is 600 hours, and natural-hair styling and
manicuring carry their own required hours. The clock-hour record is not just an
attendance log: it is the basis for license eligibility, the trigger for Title IV
financial-aid disbursement, and the first thing an auditor reconciles. An
hour recorded that the student did not actually attend is, in audit terms, a
finding, and potentially a repayment.



§) Why clock-hour accuracy matters

i

State licensure

The BBC requires
documented completion
of the program's clock
hours before a graduate
can sit for the licensing
exam. Inaccurate hours
delay or invalidate exam
eligibility.

E

Title IV
disbursement

For clock-hour
programs, federal aid is
disbursed by payment
period tied to hours
completed, not hours
scheduled. Over-stated
hours mean aid drawn
too early, a repayable
error.

[

Audit exposure

Attendance is the most
reconciled record in a
program review or
financial-aid audit. Gaps
between the time clock,
the ledger, and the
disbursement record
become findings fast.



a Pre-audit self-check

Run this before any program review, NACCAS visit, or Title IV audit. If you cannot check a box,
that is where your finding will be.

CD Every active student has a complete, current clock-hour ledger with no
unexplained gaps between enrollment date and today.

CD The time-clock and sign-in source data reconciles to the official ledger
for a sample of students.

Pick 5 students at random and tie raw punches to posted hours, day by day.

Hours are posted on a documented rounding policy (for example, to the
quarter-hour) applied consistently to everyone.

Make-up hours, theory versus practical hours, and excused or
unexcused absences are tracked per BBC requirements.

For Title IV students, disbursements map to completed-hour payment
periods with no disbursement made for hours not yet earned.

Leaves of absence are documented, dated, and signed, and the clock is
correctly paused.

Satisfactory Academic Progress (SAP) evaluation points are tied to
actual clock hours, not calendar time.

Withdrawals have a documented last date of attendance (LDA) used
consistently for refund and Return of Title IV (R2T4) math.

No “ghost hours": no posted time when the school was closed, the student
was on LOA, or the time clock shows no entry.
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a Common clock-hour mistakes

These are the recurring errors that turn a routine review into a repayment.

Scheduled hours posted as attended.

Crediting the planned schedule instead of actual punches, the most common over-statement.

Manual edits with no audit trail.

Adjusting hours without a dated reason, initials, and source documentation.

(]

Inconsistent rounding.
Rounding up for some students or some days and not others.

(]

Missed clock-outs counted as full days.

A student forgets to clock out and the whole day is credited at maximum.

&

Hours accruing during a leave of absence.

The clock was never paused, so hours kept posting through the LOA.

Disbursing Title IV on scheduled, not completed, hours.

(]

Releasing aid before the student actually earned the hours in the payment period.

(]

Ledger and time clock that never reconcile.

Two systems of record that quietly drift apart over a cohort.



n Attendance reconciliation worksheet

Hrs
. . LOA / .
Student Period posted to Variance Resolution
absence?

ledger

(Ex J§ Mar 1 Reconciled, no
; 148.50 148.50 0.00 v No .

Ramirez to 31 action

Reverse 8 hrs;
[ Ex |} Mar 1 +8.00 3-day
132.00 140.00 absence not
Nguyen to 31 A absence
deducted

Variance = posted minus time clock. A positive variance means hours were credited that the clock
does not support (over-statement, the highest risk). Investigate every non-zero row, document the
cause, and correct the ledger.

Do this monthly, not at audit time. A 30-day reconciliation cycle keeps variances
small and explainable. Reconciling a whole cohort the week before a review is how
small errors become material findings.



B What auditors ask for

1. The official clock-hour ledger for each selected student, from enrollment
to current or completion.

2. Raw time-clock or sign-in and sign-out source data to reconcile against
the ledger.

3. The signed enrollment agreement showing total program hours and start
date.

4. Attendance, rounding, and make-up-hour policies as published in your
catalog.

5. Leave-of-absence requests: dated, signed, with begin and return dates.

6. Satisfactory Academic Progress evaluations at the required hour
checkpoints.

7. Title IV disbursement records mapped to completed-hour payment
periods.

8. Withdrawal records with last date of attendance and the R2T4 or
refund calculation.

9. Completion and graduation documentation certifying total hours earned
for licensure.

Bella reconciles clock
hours automatically

Bella ties the time clock to the ledger to Title IV Powered by Bella >
disbursement in one system: flagging

variances, pausing the clock on LOAs, and
keeping every student audit-ready. itsbella.ai

Educational resource, not legal advice.

barbercosmo.ca.gov bppe.ca.gov


https://itsbella.ai/
https://itsbella.ai/

in the current Federal Student Aid Handbook before relying on this document.
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