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education, ethical business practices, and fiscal responsi-
bility.
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Additional information regarding this institution may be
obtained by contacting the Tennessee Higher Education
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404 James Robertson Parkway, Suite 1900

Nashville, Tennessee 37243
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Approved by

Tennessee Massage Licensure Board
Department of Health
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(615) 253-2111

National Certification Board for Therapeutic Massage
and Bodywork

1901 South Meyers Road, Suite 240

Oakbrook Terrace, lllinois 60181

(630) 627-8000

Assigned School #490637-10
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The June, 2023 | Volume 14 School Catalog is designed
to give the potential student information about the pro-
grams and policies of Arbor College|School of Massage.
Its contents are subject to change without notice. Provi-
sions in this catalog supersede all previously published
material and do not constitute a contract between the
student and the school. No Portion of this catalog and/or
supplement other than the student application packet may
be reproduced without written permission.

Welcome to the Arbor

Making the Lives of People Better!

Welcome to Arbor! Thank you for your interest in Arbor Col-
lege|School of Massage. We are committed to the belief that
higher education has the power to transform lives. Arbor serves
our students by providing a quality education in a friendly, en-
couraging and professional environment. Every day, faculty and
staff strive to build this atmosphere by providing the fundamen-
tals, support, and information necessary for our students to
achieve success both within and beyond our doors.

We have enjoyed strong growth and recognition based on our
commitment to education, job placement and, most of all, the
efforts of our dedicated students and faculty. We take a personal
interest in your success and encourage you to work closely with
our instructors and staff, along with your fellow students, to form
a strong network that will enrich your school experience and sup-
port you long after you have completed your training.

This catalog will provide you with an overview of our school and
an introduction to the opportunities that are possible with your
commitment to your future. We are excited to have you become
apart of our family and look forward to helping you achieve your
goals.

Warmest Regards,

Ed D. Bolden-Greer,
President
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GENERAL INFORMATION

Thank you for your interest in Arbor College. We look
forward to helping you prepare for an exciting and suc-
cessful career in the massage and body work industry.
Our intention is to provide the best education and training
possible. Students come to Arbor because of our unique
approach to education that includes:

e In-depth knowledge of the human body

e Focus on the fundamentals of hands-on skills
e  Preparation in a "real world" environment

e Social engaged, project based learning

e Welcoming, safe, supportive atmosphere

e Small, friendly classes

AUTHORIZATION

Arbor College|School of Massage is authorized by the
Tennessee Higher Education Commission. This authori-
zation must be renewed each year and is based on an
evaluation of minimum standards concerning quality of
education, ethical business practices, and fiscal respon-
sibility

VISION

Our vision is simple...to make the lives of people better!
We believe that in order to accomplish this vision we
must endeavor to become one of the leading providers of
massage and bodywork education in the country, by of-
fering a quality education and creating opportunities for
our students to realize their fullest potential. We are
committed to attracting a diverse body of students, facul-
ty, and staff and fostering a tradition of lifelong learning.
Our unique method of instruction and educational philos-
ophy emphasizes self-awareness and personal growth
resulting in higher comprehension and effectiveness as a
professional.

We accomplish our vision by providing an extraordinary
programs at a reasonable cost to the student. We view
massage and bodywork as a service to humanity, and
therefore assist students in creating a personal aware-
ness for linking this training into their spiritual and profes-
sional goals.

Our educational community prospers due to the belief
that knowledge is acquired through discipline, compe-
tence is established when knowledge is tempered by
experience, and character is developed when compe-
tence is exercised for the benefit of others.
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MISSION

Our mission is to produce the most well prepared entry-
level massage therapists in the United States by provid-
ing a comprehensive, entry-level educational programs
that respond to the individual learning needs of our stu-
dents, in other words, our propose is training individuals
to become qualified massage therapists.

We believe Arbor is a place of purposeful learning.
Where our values of excellence, integrity, and service
guide us in all of the decisions and activities we under-
take.

We strive to improve and strengthen the affirmative im-
pact we have on our students, staff, and community by
transforming and improving the human condition through
quality education and career development.

We approach every aspect of our work with compassion,
acknowledging the whole person, working with integrity
and caring, accepting people where they are and moving
them forward without sacrificing standards; bringing joy,
honesty, and understanding to our work.

We foster a culture that is both supportive to individual
students yet characterized by a defining and lasting
sense of community where Progressive Christian ideals,
academic freedom, and innovation, plays a vital role to-
ward empowering students to apply the values, skills,
and intellectual discipline they have acquired to their
lives and careers, generating a life-long sense of connec-
tion with Arbor.

FACILITIES

Nestled in the foothills of the Great Smoky Mountains, on
the eastern side of Tennessee, the city of Knoxville has
something for everyone. Conveniently located and easily
accessible from interstate 1-40/75, the school is centrally
located in the heart of a unique metropolitan business
district that plays home to many alternative and compli-
mentary services and retail outlets. Public transportation
is easily accessible and free parking is provided to stu-
dents. The campus features modern lecture classrooms
equipped with whiteboards, anatomical charts, skeleton,
related training aids, and an array of multimedia and
technology driven teaching tools. Our practical/laboratory
classrooms are equipped with student massage tables,
bolsters, seated massage chairs, and reflexology equip-
ment. Consistent with the schools commitment to small
classes, classrooms are intended to accommodate a
maximum of 14 students. Our sumptuous spa-like stu-
dent clinic, offering private treatment rooms is open to
the public. An extensive library of books, videos, and
periodicals on massage and related subjects is available
to the students. There is a comfortable student center
that provides a break area that has private lockers, mail
boxes, a refrigerator and microwave, and student com-
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puter terminals. Administrative offices for staff represent-
ing Admissions, Education, Financial Assistance, Stu-
dent Accounts, Career Services and reception are locat-
ed on the campus.

EDUCATIONAL PHILOSOPHY

Arbor is committed to providing high quality training and
education, in a “real world environment” for individuals
seeking to become skilled, caring, massage and body-
work professionals. Our programs combine a solid entry-
level foundation in the understanding of the human body
with the ability to create effective, personalized treat-
ments plans. Our programs balance the development of
basic knowledge and clinical skills with the opportunity to
explore areas of personal interest. Our faculty provides
experienced and compassionate teaching in a learning
environment that fosters each student’s personal and
professional growth. Technical and clinical knowledge is
supported by instruction in ethical practices, effective
communication skills, and professional practice strate-
gies to meet the student’s personal goals.

The student's experience and clinic development is para-
mount in relation to building confidence in their ability to
bring nurturing, respectful care to their patients. Through-
out the program, students are encouraged and chal-
lenged to integrate their didactic and clinical abilities, to
engage in critical thinking, and to follow their intuition.
This comprehensive approach prepares students to be-
come successful members of the massage and body-
work workforce.

PURPOSE AND OBJECTIVES

Arbor has been designed for those individuals who seek
to pursue a career in the massage industry. Arbor’s fac-
ulty, administration and management are dedicated to
accomplishing the following objectives:

1. Present a program which is broad enough in scope
and long enough in duration to provide a sound the-
oretical background, as well as a solid practical ap-
plication of the skill sets required to enable the stu-
dent to practice safely.

2. To provide students with the soft skills necessary to
be successful in school and in their careers.

3. To transfer to each student the skills of how to listen
and respond to patients concerns and desires in a
client centered approach.

4. To develop within the student -confidence,
knowledge, and practical skills in the fundamental
application of hands-on techniques.

5. To build a strong foundation for the student regard-
ing the use of optimal body mechanics to maximize
practitioner performance and career longevity.

6. To transfer to the student a working knowledge of
human function, structure and energetic patterns.

7. To promote ethical, safe and professional practices.

8. To provide an educational atmosphere that recog-
nizes the individual needs of the student.

9. To provide career advising and business practice
skills to enable our graduates to enjoy a high suc-
cess rate.

NON DISCRIMINATION

Arbor College|School of Massage is free from bias and
prejudice. At Arbor we are committed to maintaining an
open and supportive environment, free of acts of bias,
hate, discrimination, harassment, and all other forms of
coercion that impede academic freedom or diminishes
the dignity of any member of the educational community.
It is the policy of Arbor to not discriminate or permit dis-
crimination against any individual on the basis of race,
color, religion, national origin, sex, sexual orientation,
gender identity, gender expression, parental status, mari-
tal status, age, disability, citizenship, veteran status, or
genetic information, or dietary-based decisions in mat-
ters of admissions, employment, or services, or in the
educational programs or activities it operates in accord-
ance with the school’'s commitment to equal human
rights.

Therefore, the school expects all educational community
members who witness or experience an act of bias, hate,
discrimination, or harassment to report these incidents to
school administration.

AMERICANS WITH DISABILITIES ACT
COMPLIANCE STATEMENT

Arbor does not discriminate against qualified individuals
due to a disability in its programs, services, or activities.
We are committed to providing access and reasonable
accommodations to students, faculty and staff with disa-
bilities in compliance with the American with Disabilities
Act of 1990 (ADA) and corresponding state and federal
law. Under the ADA, anyone who has a physical or men-
tal impairment substantially limiting one or more major
life activities, has a record of such impairment, or is re-
garded as having such impairment, is considered a per-
son with a disability. In accordance with the provisions of
the ADA and Section 504 of the Rehabilitation Act of
1973, disabilities may include, but are not necessarily
limited to, visual impairment, mobility and orthopedic
impairments, hearing impairments, chronic medical con-
ditions, learning disabilities, and psychological disorders.
In terms of employment, the law defines a “qualified indi-
vidual with a disability” as a person who can perform the



essential functions of the job with or without reasonable
accommodation. Reasonable accommodation is deter-
mined on an individual basis depending on an employ-
ee’s job duties, functional limitations and whether the
proposed accommodation will result in undue hardship to
the school.

The President/Director of the school is accountable for
providing equal access to students, faculty, and staff with
disabilities and insuring and enabling them to fully partici-
pate in and benefit from all school programs, benefits,
services, and activities.

STUDENT/INSTRUCTOR RATIO

One of the guiding principles of the Arbor Way philoso-
phy of education dictates a necessity for individualized
access to the instructor. The typical student-instructor
ratio for hands on or lecture courses is 14:1. These ratios
provide an exceptional opportunity for students to benefit
from discussions, exercises, projects, and demonstra-
tions, and get appropriate individual attention from their
instructors.

CREDIT FOR PREVIOUS
EDUCATION AND TRAINING

Students with previous postsecondary education from
institutions other than Arbor that has been approved by
the Tennessee Higher Education Commission or its
equivalent in another state(s), approved by the Tennes-
see Massage Licensure Board, or accredited by an
agency recognized by the United States Department of
Education (USDE) may be eligible to receive credit for
previous courses successfully completed provided the
following requirements are met:

a) an official copy of the student’s transcript is on file
with Arbor;

b) courses within the subject area were completed and
a grade of “B” or better was received; and

c) the Director evaluates student information and per-
sonally meets with the student to determine profi-
ciency.

d) the student passes the subject specific Entry Level
Competency Assessment Program (EL-CAP).

If the coursework previously taken is similar in character
and objectives to the course(s) offered at Arbor, the stu-
dent may, at the discretion of the President/Director, re-
ceive credit for the course(s). Students may transfer up
to 45% of the academic contact hours necessary to fulfill
the requirements for graduation. Arbor does not accept
transfer credits for MS101, MS102, MS103, CP100,
PM100, or PM101. The decision of the President/Director
as to credit acceptability is final.
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CREDIT FOR EXPERIENTIAL LEARNING

Because of the specialized nature of the education and
training offered at Arbor, we currently do not grant credit
for experiential learning under any circumstances.

TRANSFER OF CREDITS

Arbor College|School of Massage is a special purpose
institution. That purpose is training individuals to become
qualified massage therapists. Students should be aware
that transfer of credit is always the responsibility of the
receiving institution. Whether or not credits transfer is
solely up to the receiving institution. Any student interest-
ed in transferring credit hours should check with the re-
ceiving institution directly to determine to what extent, if
any, credit hours can be transferred.

ADMISSIONS REQUIREMENTS

To be eligible to apply for admission to Arbor you must,

a) must have either a high school diploma or GED certif-
icate;

b) must be 18 years of age prior to beginning a pro-
gram;

c) must be able to read, write, and communicate in the
English language;

d) must be legally entitled to live and work in the United
States;

e) must not have been convicted of the offense of prosti-
tution or sexual misconduct; and

f)  must be able to perform and receive massage safely
on a regular basis. We additionally recommend that
you have had a student or professional massage
before deciding to attend our massage and bodywork
program.

ADMISSIONS PROCEDURES

Admission to Arbor is entirely at the discretion of the
school. Due to the individualized nature of instructions,
enroliment is limited and all applicants must meet certain
basic requirements. To apply you must complete the fol-
lowing steps.

a) Submit an Application.
b) Submit the Application Fee. A non-refundable $75

application fee must be submitted with the Applica-
tion for Admission.
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c) Provide the Required Documents. You must provide:

e an official transcript showing graduation from an

accredited U.S. high school, or an official G.E.D.
showing passing scores;

e documentation of an disabilities (if applicable).

d) Meet with an Admissions Representative. You are
required to schedule a personal interview and tour
with an Admissions Representative so the school
can certify that you meet its entrance requirements
and are a good candidate for the massage profes-
sion. For applicants who reside outside the Knoxville
metropolitan area, a telephone interview may be
arranged with an Admissions Representative and a
tour provided prior to enroliment.

A determination on acceptance is made based on the
information described above. You will be notified in writ-
ing as to whether or not you have been accepted. Appli-
cations for admissions are considered active for 18
months.

GRADUATION REQUIREMENTS

Upon graduation, students will receive a diploma in Clini-
cal Massage Therapy. To receive their diploma students
must:

a. Satisfactorily complete all of the program hour con-
sisting of classroom instruction and required course-
work with a minimum overall grade requirement of
“C.

b. Satisfactorily complete all student clinic hours with a
minimum overall grade requirement of “C”".

c. Pay the total amount of tuition and all school related
fees.

d. Makeup any missed time.

e. Return all equipment, supplies, and library books

ACADEMIC TERM

Arbor’s Clinical Massage Therapy Diploma programs is
7.5 months long and is logically divided into 2-terms to
allow for new students to enter the program. Colloquial-
ly, new students are referred to as the junior class, while
existing students are referred to as the senior class. At
the end of each term there are typically, about five to
seven days reserved for senior students to complete RS
-101 Career Planning and to review and take their final
examination for LS-101 Anatomy, Physiology, and Pa-
thology. During this time, Junior students are scheduled
for Student Clinic, but no lecture classes.

STANDARD GRADING SYSTEM

Course grades are calculated using the course require-
ments and grade calculation information included in each
syllabus. Students are responsible for keeping track of

their own assignments completed, quiz scores, exam
scores and resulting grades. Student final grades are
posted at the end of each course in the Student Infor-
mation Center located outside the Administrative Offices.
At the end of each academic term, students will receive
reports of their academic progress in writing. Letter
grades and quality point (GPA) are calculated as follows:

Average Grade Quality Point
90 - 100 A 4.0
80 -89 B 3.0
70-79 C 2.0
60 - 69 D 1.0
Below 60 F 0.0
Incomplete | NA

*Arbor does not issue plus or minus grades.

SATISFACTORY PROGRESS

Arbor maintains academic and attendance records. The
student’s academic and attendance progress is recorded
on their individual transcript and attendance log on an
ongoing basis. To maintain satisfactory progress, stu-
dents must:

a) Complete each class with a grade average of at
least 70%.

b) Maintain a cumulative attendance rate of at least
90%.

c) Make up any contact hours missed.

Students who fail to make satisfactory academic or at-
tendance progress will be placed on academic probation.

ACADEMIC/ATTENDANCE PROBATION

If a student fails to demonstrate satisfactory academic/
attendance progress, the student will be placed on
academic/attendance probation. During the time a stu-
dent is placed on academic/attendance probation the
student must participate in a special directive advising
program with the Director of Education to help a student
address concerns that are impacting the students
academic/attendance performance and to outline a plan
for achieving academic success. A student will no longer
be on academic/attendance probation when the students
cumulative grade average is 70% or higher or when the
student has a cumulative attendance rate of 90% or bet-
ter and has made up all contact hours missed.
Academic/attendance suspension/termination is the end
result of a pattern of receiving grades that are below the
schools standards for good academic standing of 70% or
for at



ATTENDANCE

Arbor emphasizes the need for the student to attend
classes on a regular and consistent basis in order to de-
velop the skills and attitudes necessary to compete in the
highly competitive labor market. Regular attendance is
expected and required of all students. When a student
enrolls, the student accepts the responsibility of attend-
ing all courses and completing all course work assigned
by the instructor. The student regardless of being pre-
sent or absent from class, is responsible for knowing all
of the information presented in the classroom or lab. The
student is responsible for initiating any request to
makeup work missed because of class absence. Makeup
of missed classes does not remove an absence from a
student’s record. The student is responsible to makeup
all hours missed The student are responsible for all ma-
terial missed. The school reserves the right to terminate
its relationship with a student who incurs excessive ab-
sences. Excessive absences is considered to be greater
than 10%. Students may be readmitted after attendance
violation dismissal, after meeting with the President/
Director to establish a make-up attendance plan.

TARDINESS

Tardiness disrupts the learning environment and is dis-
couraged. Student attendance is documented daily
based upon the time present in class. Students who ar-
rive late or leave class early will have those minutes de-
ducted from their attendance. A student is considered
tardy when arriving more than 10 minutes late for a
scheduled class. A student having four incidence of tar-
diness will be considered excessive and will result in one
contact hour of makeup time.

MAKE-UP WORK

It is important for the student to be present in order to
master the core competencies and vital information pre-
sented on a daily basis during the program. The student
who must miss classroom or clinical time will be held re-
sponsible for acquiring any missed information from their
peer community members. Arbor recognizes that there
are circumstances and events which require students to
miss classes, resulting in the need for makeup work. As
a result the student is responsible for makeup of all sub-
ject material, class time and/or student clinical time
missed because of absence corresponding to the total
hours missed. Because Arbor believes the purpose of
completing work is to help the student learn and be suc-
cessful, the Director of Education works with the student
on the submission of makeup work. All make-up work
must be completed within ten days of the absence, or the
student will receive an "Incomplete" for the course.

The first sixteen (16) hours missed may be made up at
no additional charge to the student. Any hours missed in
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excess of sixteen (16) hours will result in a charge of
$10.00 per hour. This is an additional fee, not included in
the regular tuition. All make-up time must be scheduled
through the Director of Education. Students may not make
up time during lunch periods or classroom breaks. All
make-up time must be made up in increments of one hour.
The student may elect to make up all or a portion of their
missed time in the student intern clinic at no charge. Stu-
dents may not preemptively "bank" make-up hours.

INCOMPLETE GRADE POLICY

nlu

An incomplete “I” is a temporary grade assigned by an in-
structor and indicates that additional course work is re-
quired to fulfill the requirements of a given course. An “I” is
not given to enable a student to do additional work to raise
a deficient grade. The student must have a legitimate ex-
tenuating circumstance(s), such as a severe illness, that
prohibits completion of the course. The instructor will con-
sult the Director of Education with any questions regarding
legitimacy. An incomplete must be removed within thirty
(30) days. If the incomplete is not removed, the “I” changes
to an “F”. The course will not be counted in the cumulative
grade point average until a final grade is assigned. Stu-
dents cannot graduate with an “I” grade on their academic
transcript.

STUDENT KNOWLEDGE OF REQUIRE-
MENTS

Students are responsible for properly completing their aca-
demic programs, being familiar with and understanding all
requirements of the school catalog, student handbook, stu-
dent clinic handbook, maintaining the required grade point
average, meeting all program and course requirements,
and adhering to school policies, rules, and regulations. Stu-
dents are encouraged to seek advice from faculty and staff
however, the final responsibility remains that of the student.

DISMISSAL POLICY

Students are to conduct themselves in a respectable man-
ner at all times. Disruptive or inappropriate behavior
deemed unsatisfactory by school officials will result in im-
mediate removal from the classroom setting. Students may
be dismissed for:

a) Failure to pay on time for tuition, supplies, or fees
owed,;

b) Use of alcohol or illegal drugs on campus or arriving on
campus under the influence of alcohol or drugs;

a) Failure to submit to a drug screening if requested;

b) Behavior that is potentially dangerous to patients, stu-
dents, faculty, staff or patients;

c) Academic misconduct, including cheating or plagiary;

d) Failure to meet satisfactory progress requirements in
academic areas;
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e) Physically or verbally abusive behavior to patients,
students, faculty, staff, or patients;

f)  Using the property of the school without permission
from the faculty or staff;

g) Behaviors which disrupt class performance and
learning;

h) Inability to relate to others in a professional manner;

i) Improper sexual behavior toward faculty, staff, stu-
dents, or patients;

1) Theft

m) Falsification of any school records;

13. Behavior that is disreputable to the school or to the
profession of massage and bodywork.

Students may be dismissed from the program without
prior notice. Students will receive a written notice indicat-
ing the reason(s) for dismissal. No student will be read-
mitted following dismissal without the approval of the
President of the school.

WITHDRAWAL POLICY

Students who wish to leave Arbor and have no intentions
of returning to complete their studies at a later date will
withdraw from the school. Students who choose to with-
draw from a program must submit their notice of with-
drawal in writing to the Director of Administrative Ser-
vices. The student is responsible for all monies owed to
the school. In the event of the need for a refund to the
student the refund policy will be followed in its entirety.
Unless otherwise stated at the time of withdrawal, any
student who withdraws from the program may re-apply
for enrollment. If readmitted to the program at a later
date, all tuition, fees, policies, and procedures as stated
in the catalog at the time of re-admission will apply. In
the event a student chooses to withdraw from the pro-
gram and fails to give notice of withdrawal in writing to
the Director within ten (10) days of ceasing to attend
classes, they will automatically be considered dismissed
from the program and will be ineligible to re-apply for
enroliment. Students who withdraw from Arbor are not
eligible to participate in extra-curricular activities.

LEAVE OF ABSENCE POLICY

The Leave of Absence (LOA) policy allows students to
take a leave from their program of study for a period of
up to 6 months. Arbor reserves the right to grant leaves
of absence at its sole discretion, and, except in the case
of unforeseen circumstances, will consider only those
requests for leaves of absence that are received prior to
the requesting student’s last date of attendance. Stu-
dents on a leave of absence are considered enrolled. An
LOA does not provide debt relief from institutional pay-
ments if the student has a balance due. Prior to taking an

LOA, the student must provide a signed and dated offi-
cial Leave of Absence Request form (available from the
Director of Administrative Services). The student must
provide the reason for requesting the leave of absence
and indicate their expected date of return to class.

During this 6 month period, students are allowed to be
readmitted to the school through the Office of the Direc-
tor of Educational Services without having to reapply for
admission. Students who apply to be readmitted more
than 6 months after leaving the college must complete
the full admission application process and are subject to
the admission standards prevailing at the time the appli-
cation is submitted. Students who take a leave of ab-
sence from Arbor are not eligible to participate in extra-
curricular activities. Students who fail to return to class
following the leave of absence will be dismissed from the
program.

Acceptable reasons for LOA include:

1. Medical (including pregnancy)

2. Family Care (childcare issues, loss of family mem-
ber or unexpected medical care of family)

3. Military Duty

4. Jury Duty

5. Other special circumstances beyond student control

REENTRY PROCESS

Students who have been placed on Behavioral, Academ-
ic, or Attendance Suspension and wish to return to Ar-
bor must make an appointment with the Director of Edu-
cation prior to the start of the term that they wish to re-
enter. At this appointment, your educational standing will
be discussed and a plan designed with specific strate-
gies for your success. If you do not complete the re-entry
process by the enroliment deadline for each term, you
will need to wait until the next term to start the process.
In general, the deadline for re-entry process should be
initiated at least two weeks prior to the start of the term
you wish to re-enter. At no time can a reentry cause the
instructor to student ratio to exceed 14:1.
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STUDENT LIFE
STUDENT SERVICES

Arbor provides a variety of services to its students
through the Department of Student Services. The staff is
dedicated to providing students with a positive experi-
ence through their support. Information on services
available to students is provided in the Arbor Student
Handbook.

ACTIVITIES AND
EDUCATIONAL PROGRAMS

Throughout the term the school offers opportunities for
learning, personal challenge, leadership, involvement
and community service, as well as fun and socializing.
Activities are designed to provide variety and entertain-
ment as well as educational opportunities to compliment
the classroom.

COURSE SCHEDULES

Arbor typically offers day and evening courses. Courses
are regularly scheduled for the day (9:00am-2:00pm) and
evening (5:30pm-9:30pm) program Monday through
Thursday. The Student Clinic operates on Tuesday
through Friday evenings (5:00pm-9:00pm), Friday morn-
ing (10:00am-2:00pm and Saturday (10:00am- 7:00pm)
as enrolliment dictates. Times and schedules of student
clinic are subject to change based on current enroliment.

HOURS OF OPERATION

Although the school is typically open from 9:00am until
10:00pm, regular administrative business hours are Mon-
day through Thursday from 9:00am to 6:00pm and Friday
from 9:00am to 3:00pm. All Administrative Services are
closed during school holidays and breaks.

HOUSING

Arbor does not provide housing or dorms for our stu-
dents. However, convenient housing is available at a
large number of rental facilities in the local area. We will
gladly assist any student who wishes to find housing
within the Knoxville area. Arbor does not guarantee or
take responsibility for housing arrangements.

TRANSPORTATION

The school does not provide transportation for students
enrolled at the school. Students must arrange for trans-
portation to and from the school on their own. Carpooling
amongst students is a viable means of ensuring trans-
portation. Students requiring rides may post information
on student bulletin boards throughout the school. Arbor
is convenient to Knoxville Area Transit Bus service.
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TUTORING

Arbor’s faculty is available to provide extra help if neces-
sary. Most instructors offer extra help before and/or after
each class. Most faculty members are additionally availa-
ble for extra help by appointment. There are several tu-
tors also available for one-on-one tutoring for a fee, if the
assistance needed becomes beyond the scope of normal
instruction.

STUDENT CLINIC

Arbor College|School of Massage offers a functional stu-
dent massage clinic that is open to the general public.
As a fundamental part of our student's education, the
student massage clinic at Arbor is the most effective
hands-on, “real world” training tool available. The Stu-
dent Clinic is the only regional student massage clinic
that boasts elegantly designed, fully equipped, private
treatment rooms. Licensed therapists supervise the stu-
dent through the process of developing a client centered
massage practice.

ORIENTATION

Arbor’s orientation program is designed to ease your
transition into the educational community and prepare
you for academic, social and personal success. Each
orientation session is designed to meet your needs, re-
gardless of your age or previous educational experience.
We believe that a comprehensive orientation to our edu-
cational community sets the stage for a successful transi-
tion to Arbor life. Our orientation program is required for
all new students or any student that has withdrawn from
the program and is returning. The orientation process is
a three-step process:

1. New Student Orientation- Prior to the first day of
the classes all new students are required to attend a
mandatory four (4) hour orientation. During the Ori-
entation, students will be introduced to the profes-
sion of massage, the massage therapy program,
the clinical environment.

2. General Orientation - On the first day(s) all new
students will attend a mandatory general orientation
designed to help them understand how the educa-
tional community at Arbor works. The general orien-
tation includes:

e Introduction to Faculty, Staff, and Classmates.
e Review of Campus Policies
e Tour of Campus
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MICHELLE MABE MEMORIAL LIBRARY

On July 3, 2010 Arbor lost one of its most inspirational
and beloved leaders, instructors and mentors when
Michelle Mabe was taken from us tragically and unex-
pectedly in an act of domestic violence. In honor of her
gracious nature and indelible spirit, the Arbor Educational
Community (administration, faculty, staff, students, alum-
ni, and community members) came together to memori-
alize her life by dedicating the Michelle Mabe Memorial
Library. The library is home to a vast array of books
ranging in subject matter from business and marketing to
energy work and all manner of topics in between. The
library is beautifully decorated and open to the public
during normal business hours. Books may be checked
out by current students and alumni and the facilities may
be used by anyone who needs to take a few quiet mo-
ments for reflection and meditation. Donations (books or
monetary) to the Michelle Mabe Memorial Library can be
made by calling 865-450-3330.

FAMILY EDUCATIONAL RIGHTS AND
PRIVACY ACT (FERPA)

The Family Educational Rights and Privacy Act of 1974,
also known as the Buckley Amendment, is designed to
protect the privacy of all student registration records.
Records specifically affected by this law are maintained
in the President’s office. The student’s academic file,
kept in the President’s office contains a permanent rec-
ord which lists courses, credits and grades from Arbor;
courses and credits accepted in transfer from other col-
leges, which contributed to the Arbor diploma; date and
kind of diploma awarded; and honors awarded at gradua-
tion. The academic file also contains application forms,
evaluations, and transcripts from other colleges or high
schools. The Rights and Privacy Act requires that the
academic files be available for personal review by the
student after a formal written request has been communi-
cated to the school. The central purpose of this act is to
guarantee the right to examine the contents of personal
files and challenge the factual accuracy of the contents
or the inclusion of supplementary documents. Any stu-
dent may examine his or her Arbor file by asking at least
one day in advance for an appointment to do so.

STUDENT ACCESS TO FILES

Students have the right to inspect and review their edu-
cational records, and may schedule an appointment with
the Director of Administrative Services to do so.

TRANSCRIPT REQUESTS

Official transcripts are sent upon receipt of a request by
students, former students and graduates who are in good
financial standing with the school. Official transcripts are
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$5.00 each except when transmitted digitally to the Ten-
nessee Massage Licensure Board.

CONFIDENTIALITY OF RECORDS

Student records are confidential, and any information in
them may not be released without the student’s written
permission. There are a limited number of cases where
this does not apply, including to school officials with legit-
imate educational interest, specified officials for audit
purposes, and accrediting agencies.

PROFESSIONAL BEHAVIOR

Students are expected to demonstrate professional be-
havior in their interactions with faculty, staff, students and
the general public. This professional behavior includes,
but is not limited to, the following:

1. Respect
Arbor attracts a diverse student body and staff. All
students, faculty and staff are expected to respect
individual differences and beliefs, and to maintain
sensitivity for the feelings and ideas of all others on
campus. Derogatory comments, verbal abuse or
physical abuse will not be tolerated.

2. Responsiveness
Students are expected to respond in a timely fashion
to phone calls, requests for information and requests
for meetings.

3. Honesty
Students are expected to interact with staff, faculty,
classmates and the general public with honesty.
Plagiarism, cheating, giving false information on
school forms, theft or any other form of dishonesty is
not permitted.

4. Confidentiality
Personal information revealed in any class or meet-
ing is confidential. Additionally, patient information
revealed in the student clinic is confidential.

5. Sexual Activity
Any sexual or sexually-suggestive activity on cam-
pus or during an off-campus assignment or activity is
not permitted.

6. Stalking
Any individual who willfully, knowingly, maliciously,
or repeatedly follows; harasses; attempts to contact
or communicate (written, verbal or electronic); and
makes a credible threat placing the individual in rea-
sonable fear of death or bodily harm may be in viola-
tion of Arbor’s stalking policy. Such conduct is pro-
hibited. Stalking causes substantial emotional dis-
tress in individuals and serves no legitimate pur-
pose.



STUDENT CONDUCT

Students must adhere to high standards of scholarship
and conduct that will not interfere with the learning pro-
cess of any other student, the classroom presentation by
the teacher, or the progress of the class in general. A
student whose conduct reflects discredit upon himself/
herself or the school will be subject to suspension and/or
termination. The Administration of the school reserves
the right, in the exercise of its judgment, to suspend and/
or dismiss a student for reasons that include, but are not
limited to the following:

1. Failure to conform to the rules and regulations of the
school

2. Conduct that reflects unfavorably upon the school or

its students

Unsatisfactory academic progress

Excessive absences or tardiness

Failure to pay charges when due

Cheating

Falsifying school records

Breach of the school enrollment agreement

Putting client safety in jeopardy through the exercise

of poor judgment or an inability to function properly

10. Failure to abide by the rules and regulations of any
clinical instructor

11. Entering the campus or classes while under the in-
fluence or effects of alcohol, drugs or narcotics of
any kind

12. Carrying a concealed or potentially dangerous
weapon

13. Disorderly conduct which interferes with the learning
process of any other student, the classroom presen-
tation by the teacher, or the progress of the class in
general

14. Instigation, or participation in, rebellious activities
against the school or its students

15. Solicitation which reflects unfavorably upon the
school or its students

16. Profanity spoken on campus grounds

16. Vandalism of campus property

17. Refusal to follow reasonable instruction from any
member of faculty or staff

18. Disruptive classroom behavior

19. Physical threats

20. Theft

©P®NDO AW

A student dismissed for unsatisfactory conduct may be
readmitted into the program at the discretion of the Presi-
dent.

CLASSROOM AND
LABORATORY CONDUCT

1. Safety - Because of potential health hazards, safety
is stressed in every class.
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2. Eating - No food or beverage (except water) is al-
lowed in classrooms or labs.

3. Breakage - A replacement fee may be charged for any
deliberate breakage of equipment.

4. Cleanliness - Students are evaluated based on how
they care for and maintain equipment. Housekeeping
duties will be required of all students. Students are
responsible for keeping campus facilities and equip-
ment clean and neat at all times.

5. Homework - Required homework assignments are to
be turned in when due. Each student should be pre-
pared to devote time daily to home study.

SEXUAL HARASSMENT

“Sexual Harassment” is defined as any unwelcomed sexual
advance, request for sexual favors and other verbal or
physical conduct where submission to or rejection of such
advances, requests or conduct affects a benefit such as
terms of employment or continuation of education; or, when
such advances, requests or conduct have the purpose or
effect of unreasonably interfering with an individual’s work
or education by creating an intimidating, hostile, humiliating
or sexually offensive environment. Determining what con-
stitutes sexual harassment depends upon the specific facts
and the context in which the conduct occurs. Sexual har-
assment may take many forms — subtle and indirect or bla-
tant and overt. Arbor will not tolerate sexual harassment
and prohibits sexual harassment by school employees and
students during any activity associated with the school. All
members of the educational community have a responsibil-
ity to help maintain an environment that is free from all
forms of sexual harassment. Violations of the Sexual Har-
assment policy may result in disciplinary action up to and
including removal from the educational community. Any
educational community member who believes this policy
has been violated should report the problem to the Dean of
Students. If the student complaint involves the Dean of
Students, it should be reported to the Director/President.
Complaints relating to sexual harassment incidents are to
be addressed on an Occurrence Report form and directed
immediately to the Office of the President. The results of
the investigation are presented to the complainant, and
when determined by the school to be appropriate, to the
person accused of harassment. Individuals who violate this
policy are subject to discipline ranging from a written warn-
ing to dismissal. Frivolous or false accusations of sexual
harassment have serious consequences on innocent indi-
viduals. This institution cautions that such complaints may
result in action being taken against the complainant. A
copy of the official harassment policy can be found in the
student handbook.
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DUAL RELATIONSHIPS

The instructor-student relationship is foundational to the
educational process. As a matter of sound judgment and
professional ethics, faculty members and students have
a responsibility to avoid any apparent or actual dual rela-
tionships that could potentially create conflict in their re-
sponsibilities to the educational community.

Romantic and/or sexual relationships and or friendships
between a faculty member and a student have the poten-
tial to pose risks to the faculty member, the student, or
third parties. In such relationships, voluntary consent by
the student is suspect because of the inherently unequal
nature of the relationship. A romantic and/or sexual rela-
tionship between a faculty member and a student can
lead to a complaint of sexual harassment when the stu-
dent feels that he or she has been exploited. In addition,
other faculty members, staff members, or students may
express concerns about undue access or advantage,
favoritism, restricted opportunities, or unfavorable treat-
ment as a result of the relationship. These concerns are
damaging whether the favoritism is real or perceived.
They also arise in cases where the relationship between
the faculty member and the student remains amicable,
as well as in cases that lead to accusations of exploita-
tion. For all these reasons, the school strongly prohibits
romantic and/or sexual relationships or friendships be-
tween faculty members and students.

ACADEMIC INTEGRITY

The purpose of education is to advance one’s own intel-
lectual skills and knowledge and to demonstrate the out-
comes of these efforts. An essential and shared value in
higher education is presenting one’s own work and
properly acknowledging that of others. Any violation of
this principle constitutes academic dishonesty and is
liable to result in disciplinary action. Forms of academic
dishonesty include but are not necessarily limited to the
following:

e Plagiarism - submitting all or part of another’s work
as one’s own in an academic exercise, such as an
examination, computer file, or written assignment.
This includes, but is not limited to, submitting papers
written by someone else, such as a family member
or friend, or downloading parts of, or entire, term
papers, from the Internet, and then submitting them
as your own work. It also includes use of another’s
words as one’s own, be that paraphrasing or direct
quotation, without proper citation.

e Cheating - using or attempting to use unauthorized
materials on an examination or assignment, such as
using unauthorized texts or notes or improperly ob-
taining, or attempting to obtain, copies of an exami-
nation or answers to an examination. This also in-
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cludes sharing or receiving content, from exams or
quizzes, by way of another student.

e Facilitating Academic Dishonesty - helping anoth-
er to commit an act of academic dishonesty, such as
substituting for an examination, completing an as-
signment for someone else, or sharing of computer
files.

e Fabrication - altering or transmitting, without author-
ization, academic information or records.

e Multiple Submissions - submitting the same paper/
project for credit in multiple classes, without permis-
sion of the instructors involved.

ACADEMIC DISHONESTY

Because of the extraordinary standards that Arbor re-
quires from our students an incident of dishonesty will
subject the student to stringent disciplinary action up to
and including expulsion from the program. Upon expul-
sion, the Director of Education shall then notify the Direc-
tor of Administrative Services to enter the notation
“dismissed for academic dishonesty” on the student's
academic record.

GRIEVANCE PROCEDURE

Arbor College|School of Massage recognizes the value of
a grievance procedure that provides for the timely review
of grievances in a fair and practical manner. A grievance
or conflict is considered to be any dispute between a stu-
dent and the school, a student and instructor, or between
students. In the event that a student has a specific com-
plaint regarding the school’'s compliance with statutes,
rules, regulations, and/or policies of the Tennessee Higher
Education Commission or the Tennessee Massage Licen-
sure Board, he or she is encouraged to work with the
President to resolve the matter informally. Although purely
personal matters would not ordinarily give rise to a griev-
ance subject to this grievance procedure, any matter that
adversely affects the educational community could be the
subject of a grievance. Arbor encourages students, in-
structors and staff members to manage conflicts by meet-
ing individually with the involved person(s) in a spirit of
cooperation and resolution, however, if this does not suc-
ceed, the involved parties should use the following griev-
ance procedure. The use of good judgment and common
sense should be used as your guide. In all cases, a writ-
ten complaint should be submitted to the president/director
of the school at:
Ed Bolden-Greer, President/Director
6500 Papermill Drive, Suite 100
Knoxville, Tennessee 37919
Telephone: (865) 450-3330
email: edbolden@arborcollege.com



Upon receiving the complaint the President/Director, act-
ing as the chief investigating officer, will consult with the
appropriate department as follows:

Student Complaints about an Instructor or Student
Clinic Coordinator

The Director of Education shall meet with the President/
Director to review the complaint. If the student is not will-
ing to meet individually with the involved instructor or coor-
dinator, or if such a meeting did not resolve the conflict,
the Director of Education calls a meeting acting as media-
tor with the student and instructor or coordinator. The Di-
rector of Education keeps a written record of this meeting.
Only the involved parties are permitted in this meeting
(with the exception of the President/School Director). If the
meeting doesn’t resolve the conflict; the Director of Educa-
tion presents the situation to the President/Director who
determines a resolution. The decision will be reduced to
writing within 30 days and a copy will be given to the Stu-
dent with the original kept in the students permanent file.

Staff Member Complaints about a Student

The Director of Student Clinic Services shall meet with the
President to review the complaint. The Director of Student
Clinic Services will then meet with the staff member in-
volved. If the staff member is not willing to meet individual-
ly with the involved student, or if such a meeting did not
resolve the conflict, the Director of Student Clinic Services
calls a meeting acting as mediator in a meeting with the
student and staff member. The Director of Student Clinic
Services keeps a written record of this meeting. Only the
involved parties are permitted in this meeting (with the
exception of the President/Director). If the student is un-
willing to participate in this meeting or if the meeting
doesn’t resolve the conflict, the Director of Student Clinic
Services presents the situation to the President/Director
who determines a resolution. The decision will be reduced
to writing within 30 days and a copy will be given to the
involved parties with the original kept in the students and
staff members permanent file.

Student Complaints about another Student

The Director of Student Services shall meet with the Presi-
dent to review the complaint. The Director of Student Ser-
vices meets with the student filing the complaint. If the
student filing the complaint is not willing to meet individual-
ly with the other student, or if such a meeting did not re-
solve the conflict, the Director of Student Services calls a
meeting, acting as mediator in a meeting with both stu-
dents. The Director of Student Services keeps a written
record of this meeting. Only the involved parties are per-
mitted in this meeting (with the exception of the President/
Director). If the student filing the complaint is unwilling to
come to such a meeting, the matter is closed and no fur-
ther steps are taken. If the other student is unwilling to
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participate in this meeting or if the meeting doesn’t resolve
the conflict, the Director of Student Services presents the
situation to the President/Director who determines a reso-
lution. The decision will be reduced to writing within 30
days and a copy will be given to the involved parties with
the original kept in the students permanent file.

Any person claiming damage or loss as a result of any act
or practice by this institution that may be a violation of the
Title 49, Chapter 7, Part 20 or Rule Chapter 1520-01-02
may file a complaint with the Tennessee Higher Education
Commission, Division of Postsecondary State Authoriza-
tion. The student may contact the Tennessee Higher Edu-
cation Commission, Parkway Towers, Suite 1900, 404
James Robertson Parkway, Nashville, Tennessee 37423-
0830. Telephone: (615) 741-5293.

INCLEMENT WEATHER AND
CLASS CANCELLATIONS

In every situation, both individual and institutional, the
decision to cancel classes should be taken very serious-
ly. The reputation of the school and the integrity of the
academic programs rely on every class being conducted
according to the schedule; also, there are financial ramifi-
cations for students when a class is not held.

When predictions of severe weather warrant closing the
school/student clinic or delaying the opening of the
school/student clinic, every attempt will be made to an-
nounce this decision at least two hours in advance, to
accommodate those faculty and students who come to
campus from a distance. As a rule of thumb but not as
an absolute rule, if the Knox County Public School Sys-
tem is closed due to inclement weather, Arbor will be
closed for both day and evening classes. In most cases
these class cancellation does not effect student clinic. If
dangerous weather conditions arise, classes may be
cancelled at the President’s discretion. If you determine
that weather conditions in your surrounding area are
hazardous or life-threatening use your discretion in trav-
eling. In the event of school closings for inclement weath-
er, you may check local news Channel 6 (WATE) Chan-
nel 10 (WBIR) or Channel 8 (WVLT) during their Winter
Storm Reports/Local School Closings which streams at
the bottom of the television screen. As a service to stu-
dents, WBIR offers free text alerts by going to http://
www.WBIR.com/news/mobile/text.aspx. Any school days
that are missed due to inclement weather will be made
up as soon as possible. Please remember that it is your
responsibility to be apprised of official school closings not
listed on the academic calendar.



Student Life

JOB PLACEMENT ASSISTANCE AND
CAREER SERVICES

The school actively works to provide contacts of interest-
ed employers to students requesting assistance in find-
ing an in-field position. Our job placement assistance
relies on years of experience in the massage and body-
work profession. The faculty and staff are actively in-
volved in career placement assistance, and counseling of
students and graduates. Career development is a very
individualized service. Current job openings from area
facilities are made available to students and graduates
through our online job board. There is no charge for this
service to our students or graduates. Classroom instruc-
tion in resume preparation, self-directed job search tech-
niques and interview skills training is provided to each
student in formal class sessions. The school does not,
however, guarantee employment upon graduation.

ALUMNI ASSOCIATION

The Alumni Association of Arbor is part of the education-
al community that nurtures lifelong relationships with and
among current and future alumni. As a committed partner
of the school, the association offers programs of rele-
vance and service to alumni and creates support for the
school. It shall be the purpose of the Arbor’'s Alumni As-
sociation to:

e Keep alumni acquainted with the programs and ac-
tivities of the school;

e  Provide financial support to the school and its pro-
grams;

e Develop alumni programs that foster fellowship
among alumni and encourage the physical, moral,
and spiritual growth of the school; and,

e Assist the school in the growth of its academic, ad-
ministrative, cultural, and extracurricular activities

After graduation, we hope you will continue your involve-
ment as a proud Arbor alumnus and participant in the
Alumni Association. Membership in the Arbor’s Alumni
Association is all about pride-pride in Arbor and pride in
being a graduate of the best massage and bodywork
school in the country.

As a member of the alumni association, the association
works to provide additional benefits to you, though no
benefit is as great as knowing you are helping your
school and its alumni continue to thrive and make a dif-
ference in the world. The Arbor Alumni Association is
your lifetime connection to Arbor. To get more infor-
mation about or contact the Alumni Association go to
www.arboralumni.org.
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CLINICAL MASSAGE THERAPY DIPLOMA PROGRAM

PROGRAM OVERVIEW

The Clinical Massage Therapy diploma is a 620 hour
program constructed to facilitates an educational experi-
ence that supports the learner in becoming a skilled,
caring, professional massage Therapists. Our curriculum
is a well-planned series of courses, each supporting and
expanding the learners understanding of massage thera-
py. We provide a “real-world” educational experience for
our learners that is both challenging and enjoyable. The
teaching format combines facilitated interactive discus-
sion, practical demonstration, individual and small group
projects, and supervised massage practice. The diploma
program meets the licensing requirements of most state
laws presently enacted, and exceeds the educational
requirements for the Massage and Bodywork Licensure
Exam (MBLEX), as well as the licensing requirements for
the State of Tennessee. In the technique classes, stu-
dents learn through giving, as well as receiving hands-on
work. The curriculum is designed to meet a wide range of
learning styles and students are encouraged to identify
and strengthen their strategies for success.

PROGRAM OBJECTIVES

Upon successful completion of the Clinical Massage
Therapy Program, the student will have an entry-level
knowledge to:

e be eligible for an entry-level position as a Licensed
Massage Therapist;

e demonstrate a high level of proficiency in wellness,
therapeutic, and clinical massage;

e demonstrate professional attitudes and ethical prac-
tices in all interactions with clients, students, and
others;

e have an entry-level knowledge of anatomy, physiolo-
gy, and pathology;

e be knowledgeable of the requirements necessary
when establishing a private practice and when work-
ing in an established setting;

e be aware of body-mechanics necessary to practice
massage therapy safely.

CURRICULUM
Life Science
Number Title Hours
LS101 Anatomy, Physiology, and Pathology 200
Total 200
Massage Science
Number Title Hours
MS100 Massage Theory 26
MS101 Wellness Massage 26
MS102 Therapeutic Massage 26
MS103 Clinical Massage: Orthopedic 28
MS104 Clinical Massage: Special Populations 16
MS106 Clinical Reflexology 16
CP100 Clinical Practicum Internship 225
Total 363
Practice Management
Number Title Hours
PM100 Ethics for Massage Therapist 10
PM101 Tennessee Massage Law 05
PM102 Business and Marketing 24
Total 39
Number Title Hours
RS101 Career Planning 06
RS103 Energy Work-Reiki 16
Total 22
PROGRAM TOTAL 620






COURSE DESCRIPTIONS






LIFE SCIENCE

LS100-Anatomy, Physiology & Pathology (200 hours)
This course is designed to present the learner with an
entry-level knowledge of human anatomy, physiology, and
pathology. The course provides detailed information
about location, palpation, and actions of the muscles,
bones, and bone landmarks of the human body.

MASSAGE & BODYWORK SCIENCE

MS100-Massage Theory (26 hours)

This course provides an introduction to the key principles
and techniques necessary for entering the field of mas-
sage therapy such as the benefits of massage, indications
and contraindications for massage, endangerment sites,
necessary equipment, safety and sanitation issues, and
benefits of hydrotherapy as an adjunctive treatment.

MS101- Wellness Massage (26 hours)

This course explores the intuitive and artistic aspects of
massage creating a nurturing and profoundly comforting
and relaxing routine. The two strokes of the classic sys-
tem, that relate to flow and transition and the application
of these strokes in full body massage will be taught, in-
cluding techniques for draping and body positioning. An
overview of the indications and contraindications for relax-
ation massage, basic hygiene, equipment, lubricants and
supplies will be presented. Instructions in body mechanics
relative to self-care techniques will be covered.

MS102- Therapeutic Massage (26 hours)

This course is designed to provide the learner with essen-
tial principles and techniques of therapeutic massage. In
this course the learner will learn the techniques of thera-
peutic massage. The five strokes of the therapeutic sys-
tem and the application of these strokes in full body mas-
sage will be taught, including techniques for draping and
body positioning. An overview of the indications and con-
traindications for therapeutic massage, basic hygiene,
equipment, lubricants and supplies will be presented. In-
structions in body mechanics relative to self-care tech-
niques will be covered.

MS103- Clinical Massage: Orthopedic (28 hours)

This course examines the clinical approach to common
conditions in the musculoskeletal system encountered by
massage practitioners. Specific massage techniques are
applied and combined with therapeutic intent, to address
various types of soft tissue pain, dysfunction, and injury.

MS104- Special Populations (16 hours)

This course examines ways that the massage profession-
al can help clients with special needs. Topics include pre-
natal massage, sports massage, geriatric massage, and
massage for physically and psychologically challenged
individuals.
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MS105-Clinical: Reflexology (16 hours)

This course is designed to provide a basic overview of
zone therapy. The focus of this course is on theory and
technique of reflex points and their healing effects on the
human body.

CP100-Clinical Practicum (225 hours)

This course is designed to allow the learner to experi-
ence working in a simulated “real world” professional
massage therapy clinic. This course offers faculty super-
vision of student massages performed in the student
clinic. The learner experiences the daily operations
through the role of practitioner in a professional massage
therapy setting, while building self-confidence through
hands-on experience with a wide-range of patients.

PRACTICE DEVELOPMENT

PM100-Ethics for Massage Therapists (10 hours)

This course covers the ethical guidelines and standards
established by the massage profession. Students will be
presented with a myriad of situational problems designed
around ethical issues regarding personal and profession-
al boundaries, scope and limits of practice, discrimina-
tion, sexual misconduct, and professionalism.

PM101-Tennessee Massage Law (5 hours)

This course is designed to provide the students with in-
formation regarding the laws, rules, regulations, limita-
tions, scope of practice, restrictions, and revisions for the
practice of massage in the State of Tennessee. The
course utilizes and distributes the most recent version of
the Tennessee Massage Practice Act and General Rules
Governing Licensure of Massage Therapists and Estab-
lishments issued by the Tennessee Massage Licensure
Board, as its primary text.

PM102-Business and Marketing (20 hours)

This course covers a broad spectrum of business practic-
es and methods vital to establishing and maintaining a
successful massage therapy practice, including business
marketing and promotion and offers a variety of infor-
mation on proven methods of marketing. The subjects
covered include advertising, branding and imaging, me-
dia campaigns, internet and network marketing, health
and trade fair participation, public relations, and event
promotion.

RESOURCES

RS100-Career Planning (6 hours)

This course is designed to assist the learner in develop-
ing the necessary skills needed to research, interview
for, acquire and successfully maintain a career in the
massage and bodywork industry. Topics covered in-



Course Descriptions

clude resume preparation, and job interviewing MBLEXx
Review and obtaining a license. This course is a require-
ment for all seniors.

RS101-Energy Work Concepts (16 hours)

This course is designed to introduce the learner to the
fundamental and rudimentary principles of energy work.
A variety of modalities and methods of energy work will
be researched, discussed, and demonstrated throughout
the course. The course is designed for individuals who
are interested in enhancing their own well-being as well
as for learners seeking to broaden their skills by introduc-
ing an energy perspective to their practices.

ELECTIVES

MS107-Myofascial Massage (20 hours)

The goal of this course is to refine the learner’s ability to
provide a more specific course of treatment in relation to
the overall benefits of soft tissue manipulation for special
client populations that present with postural distortions
resulting from fascial restrictions; augmenting the under-
standing and application of the principles and concepts
of patient assessment.

PM104-Practice Development Lab (4-12hours)

This course is designed to allow the students to demon-
strate competency of the marketing skills and knowledge
that they acquire in PM101 Business and Marketing . In
addition, the student will have an opportunity throughout
the educational process to share the gift of touch with
individuals and a wide variety of groups.
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BOOKS AND SUPPLIES

Students are required to purchase their own textbooks
and supplies. Once a student has been accepted into the
program, the Director of Education will send each stu-
dent a letter apprising the students of all necessary sup-
plies and textbooks needed. Included in this letter is a list
of vendors that provide the necessary supplies and text-
books at a reasonable or discounted cost.

ENROLLMENT AGREEMENT

The Enrollment Agreement is an agreement between the
school and the student. Upon admission to the school
and prior to attending the first day of classes the agree-
ment must be executed along with a tuition deposit.
Although the entire deposit is applied to tuition, $100 of
the deposit is a non-refundable registration fee. Students
who do not start the program on the date listed on their
original enrolliment agreement will be required to com-
plete a new agreement, and will be subject to all appli-
cable tuition increases and fees.

PAYMENT OPTIONS

Because we believe that every person has a right to a
quality education, we have made it easy and affordable
for you to pursue your career in massage and bodywork.
Arbor is committed to helping students achieve their edu-
cational goals. We do not participate in the Title IV Fed-
eral Financial Assistance program; however, we do ac-
cept cash, personal checks, money orders, debit and
credit cards.

®  Students may make full payment of tuition and fees
at the time of enroliment, obtain tuition assistance
from outside agencies, or set up a payment plan us-
ing ArborCare™ Program.

® Qualifying students may be eligible for financial as-
sistance through the Federal Vocational Rehabilita-
tion Program.

® The ArborCare™ Program allows us to help you at-
tain your dreams. We can customize an interest free
in-school payment program that works for you.

We care about you, not your money! Arbor is one of a
handful of schools in the nation committed to a “need-
blind” admissions process. In other words, we don’t con-
sider your financial situation when we consider your appli-
cation for admission. We accept fantastic people and
make sure Arbor is a possible for them. Arbor is commit-
ted to making every effort to work with students in the
financial planning process and to ensure that students are
able to pursue their educational goals, regardless of their
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financial resources. This program enables us to choose
our students solely on the basis of educational considera-
tions such as talent, promise and ability to contribute to
the educational community while removing cost as a bar-
rier to a first rate educational opportunity. We require that
all tuition and fees be paid in-full prior to completion of the
program. We do not issue a diploma or a transcript to
individuals that have an unpaid balance. Should you
have any questions regarding payment options, please
contact the admissions office at 865-450-3330 for addi-
tional information.

CANCELATION AND REFUND POLICY

The Cancelation and Refund Policy of Arbor Col-
lege|School of Massage is as follows:

a) If a student withdraws from the institution on or before
the first day of classes, or fails to begin classes, the
refund shall equal the sum of all refundable fees
paid and, if the student has institutional loans, for-
giveness of the amounts owed by the student for the
period of enrollment for which the student was
charged, less an administrative fee of one hundred
dollars ($100.00);

b) A student who withdraws at any time is entitled to a
full refund of any fee, regardless of whether the fee
is included in tuition, paid to the institution for tangi-
ble goods or services not delivered to or fully provid-
ed to the student;

c) In addition to subparagraph (4)(b) of this rule, if after
classes have commenced and before expiration of
ten percent (10%) of the period of enroliment for
which the student was charged, a student with-
draws, drops out, is expelled, or otherwise fails to
attend classes, the refund shall equal seventy-five
percent (75%) of all refundable fees paid and, if the
student has institutional loans, forgiveness of the
loan amount in excess of the twenty-five percent
(25%) the student owes by Arbor College|School of
Massage, less administrative fee of one hundred
dollars ($100.00);

d) In addition to subparagraph (4)(b) of this rule, if after
expiration of ten percent (10%) of the period of en-
rollment for which the student was charged, and
before expiration of twenty-five percent (25%) of the
period, a student withdraws, drops out, is expelled,
or otherwise fails to attend classes, the refund shall
equal twenty-five percent (25%) of all refundable
fees paid and, if the student has institutional loans,
forgiveness of the loan amount in excess of the sev-
enty-five percent (75%) the student owes by Arbor
College- School of Massage, less administrative fee
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of one hundred dollars ($100.00); or

e) In addition to subparagraph (4)(b) of this rule, If after
expiration of twenty-five percent (25%) of the period
of enroliment for which the student was charged, a
student withdraws, drops out, is expelled, or other-
wise fails to attend classes, the student may be
deemed obligated for one hundred percent (100%) of
the tuition and other fees charged by Arbor Col-
lege|School of Massage.

f) For a student who cannot complete one or more
classes because Arbor College|School of Massage
discontinued such a class during a period of enroll-
ment for which the student was charged, Arbor Col-
lege|School of Massage shall refund the sum of all
refundable fees paid and, if the student has institu-
tional loans, forgive the amounts owed by the stu-
dent.

When computing refunds, pursuant to the “Cancelation
and Refund Policy”, the last day of attendance for a stu-
dent shall be determined by the following:

a. The date on the expulsion notice if a student is ex-
pelled from the school; or

b. The date the school receives a written notice of with-
drawal from a student; or

c. When no written notice of withdrawal is given, the
school shall use the last day of attendance as the
date of withdrawal; or

d. The date the student fails to return from an approved
leave of absence.

Refunds are made within ninety (90) days of the effective
date of termination. Any amounts due to Arbor College|
School of Massage by the enrollee apart from tuition will
be deducted from the refund amount. Any money owed
to the school will be due and payable immediately.

FEE DEFERMENT

In accordance with Section 103 of Public Law 115-407,
the Veterans Benefits and Transition Act of 2018, Arbor
will not impose a late fee, denial of access to facilities, or
other penalty against a veteran or eligible dependent us-
ing Post 9/11 (Chapter 33) or Vocational Rehabilitation
(Chapter 31) benefits because of the individual’s inability
to meet their financial obligations to the school due to the
delayed disbursement of a payment to be provided by the
VA, effective August 1,2019.

TUITION/POTIENTIAL/OPTIONAL

COSTS

Arbor College|School of Massage endeavors to deliver the
highest quality education at the most affordable cost possi-
ble. Itis important to us that you completely understand the
commitment that you will be making of your time, energy,
and finances. Included below is a summary of the financial
cost of attending Arbor, including cost of tuition, supplies,
and post graduate costs for licensure at the time of publica-
tion. Should you have any questions regarding the cost of
tuition for any program or necessity the any potential, addi-
tional, and/or optional costs, please contact the Director of
Administrative Services.

Cost

Tuition Fees Paid to Arbor

Massage Tuition $5,850

Massage Kit $230
Classroom Supplies

Textbooks* $250

Uniforms* $75

Massage Sheet Sets* $30
Optional Materials and Supplies

Massage Table* $450-900

Massage Chair* $200-425

Massage Bolsters* $20-75
Post Graduate Fees

Criminal Background Check $35

National Examination (MBLEX) $265

Initial State Licensure Fee $280
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Appendix A

FACULTY AND STAFF

Our faculty and staff come from a variety of massage
and healthcare backgrounds, and many have taken the
same road you're about to travel. That means they un-
derstand your needs and concerns, and they're always
ready to assist. Our program is primarily hands-on, allow-
ing you to experience and practice massage techniques
during your education. Our faculty and staff are right
there with you helping you to develop techniques and
encouraging you when there's room for improvement.

Administration

Ed Bolden-Greer, LMT
President/Director/Instructor
Certificate of Massage Therapy
Certificate of Reflexology
C.O.R.E. Institute

Knoxville, Tennessee

Deborah King
Executive Assistant
Director of Administration
Knoxville, Tennessee

Jacob Garner, LMT

Corporate Trainer

Student Clinic Coordinator
Diploma of Clinical Massage Therapy
Arbor College|School of Massage
Knoxville, Tennessee

Education

Jeryd Bolden-Greer, LMT

Director of Education/Instructor
Diploma of Clinical Massage Therapy
Arbor College|School of Massage
Knoxville, Tennessee

Starla Blew, LMT

Evening Program Coordinator/Instructor
Diploma of Clinical Massage Therapy
Denver School of Massage Therapy
Aurora, Colorado

Student Clinic

Paul Justice, LMT

Student Clinic Coordinator
Diploma of Clinical Massage Therapy
Arbor College|School of Massage
Knoxville, Tennessee
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Sarah Schubert, LMT

Student Clinic Coordinator
Diploma of Massage Therapy
Tennessee Institute of Healing Arts
Chattanooga, Tennessee

Khaley Boyd, LMT

Student Clinic Coordinator
Diploma of Clinical Massage Therapy
Arbor College|School of Massage
Knoxville, Tennessee

India Hall, LMT

Student Clinic Coordinator
Diploma of Clinical Massage Therapy
Arbor College|School of Massage
Knoxville, Tennessee

Kristen Gorley, LMT

Student Clinic Coordinator
Diploma of Clinical Massage Therapy
Arbor College|School of Massage
Knoxville, Tennessee

Front Desk

Andrew Gerrard

Guest Service Concierge
Knoxville, Tennessee

ADVISORY BOARD

Arbor works closely with an Advisory Board from the
local community to ensure that curriculum, equipment,
and instruction is current and relevant. The Advisory
Board is helpful in researching new programs and place-
ment of students after graduation.

Board of Advisors
Travis Jackson, LMT
Amanda Caldwell, LMT
Pam Bull, LMT

Kim Hawkins, LMT
Derek Richards, DC

Program Advisor
Program Advisor
Program Advisor
Education Advisor
Life Science Advisor

Paula Lynch Web Advisor
Alex McKinnon, LMT Technology Advisor
Cathy Thaler, LMT Advisor Emeritus
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AARBOR ACADEMIC CALENDAR

January 1-9
16
February 17
March 2
12
13-17
20
April 9
May 29
June 9
22
30
July 1-7
July 10
September 4
October 9-13
26
November 4
6
22-23

December 21-30

2023

Winter Break Continues January
Martin Luther King, Jr. Day*
February
New Student Orientation
Term End (Projected)
March
Graduation
Spring Break*
New Class Start
Ma
Easter Y
June
Memorial Day*
New Student Orientation
Term End (Projected)
Graduation (Projected) July
Summer Break*
New Class Start
September
Labor Day* October
Fall Break
Term End (Projected)
Graduation (Projected)
New Class Start
November
Thanksgiving Break*
Winter Break* December

* Denotes No classes will be held with the potential excep-

tion of Student Clinic.

This academic calendar may be subject to change without
notice at the discretion of Arbor to facilitate completion of
programmatic benchmarks and standards or to accommo-
date event and situations beyond the control of the school.
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2024 <
1-7 Winter Break (Continues) N
15 Martin Luther King, Jr. Day* o
9 New Student Orientation N
29 Term End (Projected) 1
3 Graduation (Projected) CY)
8 Enroliment Deadline N
11 New Class Start O
31 Easter* c\l
27 Memorial Day*
14 New Student Orientation
19 Juneteenth*
25 Term End (Projected)
28 Graduation (Projected)
1-7 Summer Break*
7 Enroliment Deadline
8 New Class Start
2 Labor Day*
1-2 Staff In-service*
7-11  Fall Break”
18 New Student Orientation
23 Term End (Projected)
25 Graduation (Projected)
4 New Class Start
27-28 Thanksgiving Break*
24-31 Winter Break*

Revised June 30, 2020
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