URBAN RIVER MASSAGE INSTITUTE
WEST LAFAYETTE, INDIANA

STUDENT HANDBOOK

September 2026

Page 1 of 28



Introduction

Urban River Massage Institute is a student-focused, private post-secondary institution
where massage education is based on a practical principle and evidence-informed
structure. Classes are structured to build knowledge and hands-on skills in classroom
and lab environments for a well-rounded student experience. At the Urban River
Massage Institute, we go deeper than technique. Our program provides the theory and
practice, professional support, and supervised clinical experience to become a confident
massage therapist. Students at Urban River Massage Institute are given a solid
understanding of the founding theory, technique, and principles of massage and
bodywork, paired with an in-depth look at functional anatomy and physiology. Students
who graduate from Urban River can confidently start their career knowing how to
engage and educate their clients, work with complex client issues, and perform quality
massage and bodywork in both the spa and clinical settings. Invest in yourself, your
career, and your future in becoming a highly sought-after professional massage
therapist with the Urban River Massage Institute. Urban River provides the most
comprehensive massage therapy training program locally available. You will learn spa
and clinical technigques, client functional assessment, treatment strategies, and
individualized client education. All classes are taught by experienced professionals,
preparing students for their licensure exam and providing an understanding of
bodywork's structural, physiological, and emotional components and the legal, financial,
and ethical aspects. Upon completing this program, students are well prepared to begin
their careers in manual bodywork.

History

Don and Caroline Taylor founded Urban River massage Institute in November 2022 in
Greenville, South Carolina to provide top-tier massage therapy education to the Upstate
region. The institute was established in response to the closure of Greenville Technical
College’s massage therapy program despite the growing demand for skilled massage
therapists in the area.

In 2025, the Indiana Vocational and Technical College of Lafayette, Indiana decided to
end their massage program. Tom Bradford, a resident of Lafayette, Indiana contacted
Don and decided to open a second location of Urban River Massage Institute in West
Lafayette, Indiana. In June 2026, the West Lafayette campus was approved for the
state license and their first classes began in October 2026.

Directory

Don and Caroline Taylor, Founders (Greenville, SC)

Colleen Ballard, Administrator (Greenville, SC)

Tom and Susan Bradford, local owners (West Lafayette, IN)
Nicole Milks, Administrator and Instructor (West Lafayette, IN)
Stephanie Salcido, Instructor (West Lafayette, IN)

Victor Futrell, Instructor (West Lafayette, IN)

Page 2 of 28



Statement of Purpose

Seeing the need for a high-quality massage education program in the area, Urban River
Massage Institute was created to offer that education to prospective students and help
elevate the perception of massage therapy as a profession through science-based
education.

Mission

Urban River Massage Institute's mission is to provide excellence in massage education,
maintain high-quality massage therapy standards, and offer affordable, dynamic,
practical, well-rounded, principle, and evidence-informed courses with real-world
applications.

Vision
Urban River seeks to deliver effective and practical health education results to improve
the community's and society's health.

Values

Quality Over Quantity: We are committed to choosing quality education over the
number of students. The goals and structure of the program are designed to attract
students who are invested in their career goals. Limiting the cohort size will give
students a quality education with one-on-one attention and direction. Lecture class ratio
is 20:1. Hands-on classes have a ratio of 8:1.

Integrity: We believe trust is an essential element in a safe and effective learning
environment, so we promote and foster openness, honesty, respect, and fairness. We
intend to foster the same integrity in our students by example.

Accountability: We value students, faculty, and staff, so we recognize their
contributions, encourage their professional development, and regularly evaluate
performance to improve learning outcomes, programs, processes, and services.

Excellence: We value continuous improvement, So we encourage innovation, critical
thinking and creative problem-solving, and responsible risk-taking as we act
courageously, deliberately, and systematically to enhance and enrich our learning
environment and our community.

Massage Therapy Program Objectives

By the end of this program, students will understand professional touch, ethical
standards in the industry, and proper safety for massage therapist longevity in the field.
Students will receive an introduction to basic modalities, other additional modalities and
general knowledge of business and employment opportunities, leading to a well-
rounded graduate ready for the varied opportunities massage offers.
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Massage Therapy Program Application and Procedures

Eligibility Requirements:
Urban River is an equal opportunity employer and follows the same policies in accepting
applications from potential students. The school is open to all students regardless of

race, color, religion, age, sex, creed, origin, sexual orientation, disability, or marital
status. To be eligible for admission, an applicant must:

Be able to read and write English
Be a US Citizen or have a valid visa or proof of granted permanent residence
Be at least 18 years of age

Not be currently investigated or convicted of any offenses prohibited by the Indiana
Department of Labor, Licensing and Regulation

Be physically, mentally, and psychologically able to participate in massage therapy
training
Have access to a reliable internet connection

Have access to an electronic device, such as a tablet, laptop, or computer, for
learning outside the classroom

Participate in an admissions interview with an Admissions Advisor or other
designated Staff

Admission Procedure:

When the eligibility to participate in the program is completed, applicants must provide
the following:

A completed and signed application packet

e A signed Fair Credit Reporting Act (FCRA) authorization form
e Official transcripts or diploma from high school or higher education or GED

certificate from issuing body

A copy of a state (ReallD) or federal photo ID (e.g., US passport)
Pass a 10-panel drug screen and background check

A completed and signed Catalog and Policies Acknowledgement form
$100 non-refundable application fee

A completed and signed Enroliment Agreement

Once admitted to the program, student must:

Attend the new student orientation
Maintain required training hours through each phase of the program
Maintain a minimum grade of “C” in all courses

Not be investigated or convicted of any offenses prohibited by the Indiana
Department of Labor, Licensing and Regulation
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Transfer of Credits to Other Institutions:

The institution makes no claim or guarantee that credit earned will transfer to another
institution. Students should check with the institution they intend to transfer to and
discover if any courses completed at Urban River Massage Institute are applicable for
transfer credit.

Program Content /| Curriculum Outline (650 Hours)

e Anatomy, Physiology, and Kinesiology (250 hours) - Anatomy, physiology,
kinesiology, palpation techniques, related pathology, medical terminology, and
cautions and contraindications.

o Anatomy and Physiology | & Il (160 hours)
o Kinesiology (65 hours)
o Palpation (25 hours)

e Massage Theory and Practice (200 hours) - Massage theory and principles,
practical massage and bodywork applications, special populations and
accommodations, allied modalities, and hands-on practice in a classroom setting.

o Massage 1 - Swedish massage (120 hours)
= Lecture (40 hours)
= Hands-on / Lab Learning (80 hours)
o Massage 2 - Clinical Massage Theory and Practice (80 hours)
= Lecture (25 hours)
= Hands-on /Lab Learning (55 Hours)

e Business, Ethics, and IN Law (100 hours) - Professional ethics, communications,
boundaries, business practices and development, interpersonal skills, career
planning, state and federal laws and regulations, HIPAA and privacy issues.

o Ethics (60 hours)
o Business and IN Law (40 hours)

e Student Clinicals (100 hours) - Student clinical time spent on full-body massage for
the public that takes place on-site and under the supervision of a licensed
massage therapy supervisor, including instruction in massage, assessment and
intake, documentation, room preparation, and clerical work relevant to the session.

o Clinic 1: Swedish Clinicals (40 hours)

o Clinic 2: Client-Centered Clinicals (60 hours)

Clinical Education

Students will perform at least 75 hours of massage during their clinical education,
including 50 and 80-minute massages. In addition to assigned homework assignments,
students will perform full-body massage for the public that takes place on-site and under
the supervision of a licensed massage therapy supervisor, including instruction in
massage, assessment and intake, documentation, room preparation, and clerical work
relevant to the session. Each session will be documented by the clinical instructor and
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recorded in the student file at the close of the clinical course. Students must make up
additional hours lost from absences within a future clinical course to complete the
minimum of 75 hours required to graduate.

Class Schedules

Full-Time:

e Two full-time schedules are set each calendar year. Each will run from 24-27
weeks (depending on holiday breaks)

e Classes will be five days a week, 6 hours per day and are scheduled Monday
through Friday, 9 a.m. to 12:00 p.m., and 12:30 p.m. to 3:30 p.m. (30-minute lunch
break from 12:00 p.m. to 12:30 p.m.)

Part-Time:

e One part-time schedule is set each calendar year beginning in 2024. It will run from
45-48 weeks

e The schedule for part time classes will vary each cohort depending on instructor
availability and enrollment numbers

*part time class availability is not guaranteed

Massage Therapy Class Terms

Course schedules are subject to change but generally should adhere to the following
timeline:

Full time Schedule

Class Title Class Term Days/Week
Massage 1 (MAS 1) Week 1-10 2 days/week
Ethics Week 1-10 1 day/week
Kinesiology & Palpation Week 1-15 1 day/week
Anatomy & Pathology Week 1-20 1 day/week
Anatomy & Pathology Week 21-23 2 days/week
Massage 2 (MAS 2) Week 11-23 1 day/week
Business & Law Week 16-22 1 day/week
Clinic 1 Week 11-15 2 days/week
Clinic 2 Week 16-20 2 days/week
Clinic 2 Week 21-23 1 day/week
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Part-Time Schedule

Class Title Class Term Days/Week
MAS 1 Week 1-20 2 days/week
Ethics Week 1-20 1 day/week
Kinesiology & Palpation Week 1-28 1 day/week
Anatomy & Pathology Week 1-20 1 day/week
Anatomy & Pathology Week 21-24 2 days/week
Anatomy & Pathology Week 25-45 1 day/week
MAS 2 Week 21-45 1 day/week
Business & Law Week 21-32 1 day/week
Clinic 1 Week 25-32 1 day/week
Clinic 2 Week 33-43 2 days/week

Courses and Credits

Course Clock Hours
Massage 1 (MAS 1) - Swedish 120
Massage 2 (MAS 2)- Therapeutic 80
Ethics/Ethical Practice 60
Kinesiology of the Body 65
Palpation of the Body 25
Anatomy and Physiology (A& P 1 and A& P 2) 120
Pathology | and Il (Titled A& P 3and A& P 4) 40
Massage Business & Law 40
Clinic I-Swedish Clinicals 40
Clinic 1I-Client-Centered Clinicals 60
Total Credits upon completion 650*

*Clock Hours refers to a 60 minute block of time, with a minimum of 50 minutes of

instruction
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Course Descriptions

Massage 1/MAS 1 - Swedish 120 Clock Hours

A comprehensive introduction to massage including history, theories, benefits,
contraindications, ethical considerations, and Indiana Law for licensure. Standard
ethical requirements, standards of practice and regulations, Swedish techniques, body
mechanics and general concepts are introduced. This course additionally builds on the
skills of basic technique to incorporate additional bodywork modalities into practice on
and off the table, further develop communication and scope of practice, and practice
working with new tools and populations.

Massage 2/MAS 2 - Therapeutic 80 Clock Hours

This course builds on the skills of Swedish technique to incorporate additional bodywork
modalities into practice on and off the table, further develop communication and scope
of practice, and practice working with new tools and populations. Concepts for
therapeutic bodywork are introduced including myofascial, friction techniques, cupping,
stretch, acupressure, postural assessment and gait analysis.

Ethics/Ethical Practice 60 Clock Hours

In this course, students learn the foundation of ethical practice and professionalism
including the significance of personal and professional boundaries. Students develop
self-awareness, empathy, compassion and interpersonal communication skills and learn
how to use these skills to handle a variety of situations that may arise during the
practice of massage. Students learn how to build rapport with clients, manage conflict
and develop awareness and boundaries.

Students also learn the difference and develop a clear awareness between
professional, sensual and sexual touch.

Kinesiology & Palpation 90 Clock Hours

This course is a study of body movement and the body's muscular and structural
factors. Topics will include structure and integration, such as posture and gait, in
relation to massage therapy. Specific emphasis will be placed on the musculoskeletal
system and the impact massage therapy has on the body.

Anatomy, Physiology and Pathology (A & P 1 and 2) 160 Clock Hours

This course provides a strong foundation in the structure, function and pathologies of
the human body as they relate to the practice of massage therapy. This knowledge will
serve as a foundation for the clinical thinking required of massage therapists when
making therapeutic decisions. In this course students will learn basic medical
terminology, body organization, as well as the structure, function and pathologies of the
major body systems as they relate to massage therapy. Primarily a lecture and
discussion course, students are encouraged to develop self study and basic critical
thinking skills in an engaging educational environment.
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Massage Business & Law 40 Clock Hours

In this class, students will learn legal aspects of business ownership in the massage
industry. Discussions will focus around the starting steps of opening a business,
relevant requirements, laws, and legal responsibilities. Students are introduced to the
different types of businesses and different employment opportunities. Students will
review the IN licensing act, the licensure examination, state and federal laws and
regulations, HIPAA and privacy issues. Students will gain valuable interview and public
speaking experience through self-promotion and marketing. Students will create a small
business portfolio for a fictitious business to learn financial management strategies
through discussions of start-up costs, taxes, insurance, recordkeeping, marketing and
client retention in order to prepare them for sole-proprietorship in the industry.

Clinic 1-Swedish Clinicals 40 Clock Hours

In this course students will begin to apply their developing skills with members of the
general public. Students will combine professional communication skills with intake and
client interview assessment skills to develop an introductory awareness of their client’s
needs. The student will then apply the skills learned in MAS 1 to provide a smooth and
flowing client-centered therapeutic massage with proper client positioning and draping.
Following the massage, students will use their charting skills to create professional
SOAP notes in their client’s chart.

Clinic 2-Client-Centered Clinicals 60 Clock Hours

Working with the general public, be able to properly communicate, test and assess a
client. Students will create a multi-session treatment plan, and follow through with
proper documentation. Based on client feedback, students will be able to adjust the
session as necessary to achieve desired results.

Textbooks
Required Textbooks:

e Theory and Practice of Therapeutic Massage, 6th Edition (Milady) - By Mark F.
Beck. ISBN: 9781305980129

e Trail Guide to the Body, 6th Edition Printed Textbook and Digital Student
Workbook Package- By Andrew Biel. ISBN: 978-0-9987850-6-6 Textbook, 978-0-
9914666-7-2 Workbook

e A Massage Therapist's Guide to Pathology, 7th Edition, By Ruth Werner (Books of
Discovery) ISBN 978-0998266343.

These books are included in the cost of the required Student Package. Course
instructors may recommend additional books and sources, but these are not required.

Class Participation

All students are expected to give and receive full-body massages to fellow students,
instructors, and the public during their time at Urban River. Students must attend all
classes and actively participate in class discussions and lab practice.
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Participation will be evaluated as part of their professionalism and is based on the
student's engagement in the class, contribution to class discussions, evidence of having
completed the readings, and maintaining a positive demeanor in the classroom.
Students must arrive at class on time and be prepared. It is the student's responsibility
to contact the instructor upon returning to class to schedule make-up time.

Course instructors will explain expectations within the classroom on the first day of
class.

Important Calendar Dates

Program Duration

Full-time students attending Urban River should anticipate course completion 24-27
weeks from their first day of classes if all classes are attended as scheduled. A
schedule will be provided to students during Student Orientation. Strict adherence to
the schedule is expected by all instructors and students. If unforeseen circumstances
occur such as inclement weather, built-in make up dates will be used for class time to
ensure students meet the graduation requirements.

Part-time students attending Urban River should anticipate course completion 48-52
weeks from their first day of classes if all classes are attended as scheduled.

Upon graduation, students will receive a certificate stating the program's completion and
reflecting the total clock hours completed within the program. All graduating student
hours are submitted to the IN Department of Labor, Licensing and Regulation by email.
Transcripts will need to be requested separately for licensure.

Late Enrollment

To ensure all hours are met, the last day to join will be five days following the first day of
the start of each cohort.

Make-Up Hours

Each cohort will have built-in make-up days for missed hours. If a student must miss a
class, they are expected to complete an absence form stating their plan for making up
the hours.

Students should not depend on using make-up dates! In the event make-up dates need
to be canceled for issues such as weather, those dates should only be used when
absolutely necessary. If the institute must be closed due to unforeseen circumstances,
built-in make-days will be used for class time.

Any student choosing to attend a built-in make-up day must schedule in advance with
their instructor.

During a built-in make-up day, if students have no hours to make up, they are not
required to attend classes, but can sign up to practice or get extra hours.
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Holidays Observed (Full and Part-time Schedules)
e Easter (1 class day)
Independence Day (1 class day)
Memorial Day (1 class day)
Labor Day (1 class day)
Thanksgiving (3 class days)
Christmas Eve and Christmas Day (School closed through next start)
New Year’'s Day (School closed through next start)
A one-week break is scheduled in March each calendar year

Cancellations

Urban River requires a class minimum of 5 students to offer the program. If the course
is rescheduled due to low enrollment, students will be notified by phone and email.
Students can choose to refund or attend the next scheduled class. The student should
write to the school of their intent to continue or withdraw from the program.

If the class start date is changed for a second time, the student will be eligible for a full
refund of all monies paid, less the application fee.

Student Services

Urban River Massage Institute offers free tutoring services to support students in their
success in the program. Tutoring services must be scheduled with an instructor outside
of regular class time.

Facility Resources

Physical Facilities
Urban River provides lab and classroom space for all courses, including:

e Lab space equipped with hydraulic tables, towel warmers, massage stools,
massage medium, enhancement offerings, bolsters, pillows, blankets, clocks, and
cleaning supplies

e Classroom space equipped with individual spaces for students, and digital and
manual lecture equipment

e Breakroom space equipped with sanitation areas, food preparation, and storage
equipment, tables for student and faculty use, and locker space for student use

e Multiple restroom spaces equipped with standard comfort equipment

e Wall-mounted dry-erase boards and displays for digital presentation of lecture and
lab topics

e Anatomical models and charts for student reference
e Ample parking in the front and rear of the building

e Classroom space equipped with internet, printers, and office supplies for student
and instructor use
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Library Resources
Dedicated library space is accessible to all students with the following resources:

Physical copies of all textbooks required in the curriculum
Copies of optional books in the curriculum
Additional source materials, references, and books relevant to course content

Rental/Loan availability for books, sources, and reference materials within the
library

Attendance Policies

Tardiness
Class schedules are designed to successfully complete the required hours for licensure.

Tardiness to assigned courses requires make-up time to complete hours and graduate.
All missed time is recorded and must be made up within the dates of that course, or the
course grade will be recorded as a fail “F” grade. Make-up time must be arranged with
the instructor of the course with owed time.

Tardiness in class interferes with the learning environment of the group cohort. Arriving
late to class 5 minutes or more is considered tardy. Repetitive tardiness will impact
course professionalism scores and will require a meeting with the course instructor and
the program director. Repetitive tardiness may result in disciplinary action, including
possible removal from the program. Prior to removal, a disciplinary warning in writing
will be issued to the student.

Absences

The program at Urban River is designed to meet licensure requirements for the state of
Indiana. The hours meet or exceed requirements in many of the contiguous United
States in addition to those requirements. Students must complete all hours of the
program to graduate.

In the event of an unannounced student absence, all possible methods to attempt to
contact the student will be used on the day of the missed course. Continued sequential
unannounced absences of up to three (3) consecutive class days without
communication from the student will result in automatic course withdrawal. See
Program Withdrawal and Readmission Policy.

Absences will require scheduled make-up time to complete the program successfully.

If a student is going to be absent, they must email their instructor and call the institute
as soon as possible. Students may arrange a make-up time when they return to
classes.

Please see the curriculum hours for individual course hours. Any absences over 10% of
a course will require a meeting with the course instructor and program director. The
student must make plans to make up absent time at that meeting. If at that meeting it is
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determined that the absences are due to circumstances that are easily correctable, a
written warning will be issued to the student, and the student will need to enact their
plan to make up the missed hours.

Extended Absencel/Leave of Absence

Due to the possible difficulty of allocating time outside of classes for make-up time,
absences of 15% of the course hours may result in removal from the program. While a
student is in the program, allowable circumstances for extended absences such as an
extended illness, pregnancy, death of an immediate family member, or similar unusual
situation will be handled individually, depending upon the student's ability to keep up
with the curriculum.

Make-up Work

All assigned homework is designed to be reasonably completed outside of class
schedules. Students are notified of all expected homework on the first day of a course
and should allow ample time to complete these assignments outside the class.
Acceptance of late homework is at the instructor's discretion in each course.

Missed lecture notes are the student's responsibility and can be requested from
classmates or the instructor. Missed laboratory time must be arranged with the
instructor for direction on the topic covered. Students must ensure they have a partner
to work with for missed laboratory time.

Any missed examination will need to be completed on the day the student returns to
classes unless previous arrangements are made with the course instructor. 10% is
deducted from the exam score each day past the student's return to class without an
arrangement to take the missed exam, for a maximum of 20%. Only one missed
examination is allowed in each course. Further missed examinations are subject to an
automatic failure “F” grade on the exam.

Standards of Academic Progress

Grading Scale
All grades for coursework at Urban River will be graded on a 10-point scale:

Score Letter Grade
90-100 A
80-89 B
70-79 C
60-69 D
0-59 F
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All courses are taken in the intended sequence and passed with a 70 (C) or higher
grade.

Failure to arrange and make up the missed time within a course will result in an "F"
grade in the course.

Minimum Scores Required

For students to successfully progress within the program, a score of 70 (C) or higher
must pass each course. It is recommended that students below 70 on examinations
seek additional assistance from an instructor or tutor. Students are allowed one
opportunity to retest on each written examination with a failing test score (Below 70).
The maximum score achievable on the second written examination attempt will be 70

(©).

Students will not pass a course with any failed hands-on practical exams. No additional
attempts will be allowed for a failing score on those exams.

Extra credit may be achieved at the instructor's discretion for each course but will be
limited if offered.

Progress Reports

Course instructors will review overall grades at times throughout each course.
Academic progress will be monitored and addressed if a student struggles in the
course.

Students can expect progress in courses and overall grades to be available within their
digital classroom environment and provided in person following all written examinations.

Students may request updates on this information at any time and are asked to allow up
to one day, if requested, Monday to Thursday, for the information to be submitted to
them. Requests on a Friday or Saturday will be handled the next day classes are in
session as if just submitted.

Academic Integrity Policy

Our school is committed to upholding the highest standards of academic integrity to
foster a learning environment built on honesty, fairness, and accountability. All students
are expected to adhere to the following principles of academic integrity:

Expectations of Academic Honesty
Students must:

e Complete all coursework, exams, and assignments honestly and independently
unless collaboration is explicitly permitted.

e Properly credit all sources when using ideas, words, or work that are not their own.
e Adhere to all testing protocols and classroom policies regarding academic conduct.
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Prohibited Conduct:
The following actions constitute academic misconduct:

e Plagiarism — Presenting someone else’s work, ideas, or words as one’s own
without proper citation.

e Cheating — Using unauthorized materials, assistance, or information in any
academic work.

e Fabrication — Falsifying data, citations, or any academic materials.

e Unauthorized Collaboration — Working with others on assignments or exams
without instructor approval.

e Facilitation of Dishonesty — Helping another student commit an act of academic
misconduct.

Reporting & Consequences
Suspected violations must be reported to the instructor or academic administrator.

Depending on the severity of the violation, consequences may include:

e A failing grade on the assignment or exam
o A lower course grade or failure in the course
o Academic probation or suspension for repeated violations

Appeals Process:

Students have the right to appeal academic integrity violations through a formal review
process, ensuring fairness and due process.

By upholding academic integrity, we maintain a learning environment that respects
knowledge, effort, and ethical scholarship.

Academic Probation

Throughout each course, instructors and the program director will periodically review
students' overall scores to assess their progress in the program. If a student is failing to
meeting the requirements for Satisfactory Academic Progress, the student may be
palace on academic probation. At these times, any student experiencing difficulty will be
offered additional assistance and recommendations.

Students are welcome to seek additional assistance at any point during their courses if
they need more direction, no matter where they stand with their academic performance.

A student may be placed on academic probation for any of the following reasons:

Scoring less than 70 (C) on two consecutive examinations
Failure to complete multiple assignments within the same course
Poor Attendance

Consistent lack of professionalism/participation within the classroom as part of
graded activity
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A student on academic probation must meet with the Administrator or Lead Instructor
and the course instructor to determine what can be improved on and off campus to
assist the student best. The student will need to show improvement in the area that
placed them in probationary status within two weeks to remain in the program.
Additional assignments are given to assess improvement. These assignments would
count as credit toward the course and have the potential to help improve the student’s
overall grade.

Failure to demonstrate improvement within two weeks or a period of improvement
followed by a recurrence of the previous issue may result in a student being dismissed
from the program.

Suspension

Students may be suspended for tardiness, absences, or inappropriate behavior in class
with a peer, staff member, or member of the public. If a student is suspended, the
student will be advised by staff about the existing problem and what the student must do
to correct the problem.

Urban River intends to establish professional behavior to succeed in the industry.

Urban River accepts the responsibility to inform the student about the deficiencies and
how to correct the problem.

Dismissal

Students may be terminated or suspended from Urban River due to misconduct or
academic failure. The following are reasons a student may be dismissed from the
program, including but not limited to:

Failure to maintain a “C” in all courses

Failure to meet ethical and professional standards
Excessive tardiness or absenteeism

Inappropriate behavior within the class environment
Cheating or plagiarism

Damage to or theft of school property

Failure to fulfill financial agreements with the school
Violation of State Law or regulation

Solicitation or distribution of products or promotional materials without approval
from administrators

e Possession of alcohol or illegal drugs or attending courses while under the
influence of the same

e Possession of a weapon on school premises
e Behavior creating a safety risk to students, staff, or the public
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In most cases, students will receive a warning before dismissal if the circumstances do
not require immediate removal. A student violating these policies may be asked to leave
the school premises immediately, depending on the nature of the offense. All dismissed
students will receive a letter of dismissal from the school. Refunds will be issued within
30 days of notice of dismissal based on the refund policy outlined in the Urban River
Handbook and the Refund section in this Catalog.

Conditions for Re-entry | Readmission

Students who have voluntarily withdrawn from Urban River may apply for readmission
anytime. Students who have been dismissed must wait six months to reapply. In both
cases, readmitted students will be subject to all fees, policies, and standards in place at
the time of readmission.

Upon dismissal from the program, a request for re-entry must be in writing and
submitted to the Administrator. Students may be subject to an interview with the director
before re-enrolling in the program. The Administrator, along with the Owner, will make
the final decision of eligibility to re-enter.

Graduation Requirements

Urban River Massage Institute's curriculum is designed to adequately prepare students
to take the FSMTB Massage and Bodywork Licensing Examination (MBLEX), the
requirement for licensure in most states.

Students may not practice massage for remuneration until they finish the courses, take
and pass an exam for state licensure, and receive licensure from Indinana Labor
Licensing and Regulation.

For information on the MBLEX, contact FSMTB, 150 Fourth Avenue North, Suite 800,
Nashville, TN 37219 (P. O. Box 198689, Nashville, TN 37219-8689
http://www.fsmtb.org)

To successfully graduate from the program, a student must:

e Complete all required courses within the curriculum with a grade of “C” (70) or
better

e Complete student clinicals with a passing grade and a minimum of 75 hours of
massage

e Complete all required hours within the curriculum totaling 650

e Pay all tuition and associated fees in full or be current on payment agreement in
the instance of financing provided by Urban River Massage Institute

Certification

Upon meeting all requirements for graduation, a Certificate of Completion of the 650-
hour program in Massage Therapy will be awarded. Urban River faculty and
administration will help students complete processes to achieve licensure, including
application and preparation for the MBLEXx examination and applicable state licensure
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procedures upon graduation from Urban River. The first MBLEXx examination fee is
included in the tuition. The student is responsible for any additional attempts at
examination to attain licensure. If a student chooses to additionally apply for national
certification through NCBTMB, all applicable fees will be the student's responsibility.

Maintenance of Student Records

Urban River Massage Institute shall maintain, for a minimum of six years from
graduation or termination, electronic student records that include at least the following:

(1) A copy of the enrollment agreement or contract and other instruments relating to
the payment for educational services.

(2) Student information, including student name; permanent or other address at which
the student may be reached; records relating to financial payments and refunds;
records relating to credit granted for prior education or experience; and records of
attendance.

(3) Date of completion or termination and the reason(s) therefore.
(4) Record of any student grievance and subsequent resolution.

(5) Copies of correspondence and other records relating to the student's recruitment,
enrollment, and placement.

All student academic transcripts will be on file electronically for at least fifty (50) years
from graduation or termination. Transcripts will be electronically maintained in a secure
offsite storage service and backed up on-site unless Urban River Massage Institute is
permanently closed.

In the event of a merger, consolidation, change of ownership, or dissolution, students
can retrieve copies of their transcripts from the Indiana Commission on Higher
Education, which will serve as the repository of academic transcripts unless Urban River
Massage Institute selects a third party (to be determined) to accept responsibility for the
transcripts’ safety, maintenance, distribution, and, where appropriate, disposal.

Indiana Commission on Higher Education Academic Affairs
101 West Ohio Street, Suite 300, Indianapolis, IN 46204
(317) 464-4400

Transcripts

Transcripts are available to students once they have completed all required clock hours,
including make up hours, have satisfactorily passed all required courses and tuition
payments are current. Transcripts are available to students upon request. Requests for
transcripts must be submitted in writing to the school Administrator. Official transcripts
will be sent directly to the licensing institution upon the student’s request. Upon
graduation Urban River Massage Institute will send official transcripts directly to the
State of Indiana, LLR for licensure.

Page 18 of 28



Access to Student Records

Under FERPA, a school or State Educational Agency (SEA) must provide an eligible
student with an opportunity to inspect and review their education records within a
reasonable period of time, but not more than 45 calendar days following the receipt of a
request. A school or SEA is generally not required to provide an eligible student with
copies of education records unless circumstances effectively prevent an eligible student
from exercising their right to inspect and review the education records. For example, if
an eligible student who does not live within commuting distance of the school requests
access to their education records, the school would be required to make other
arrangements for the eligible student to inspect and review the requested records, or to
provide a copy of the requested records. Under FERPA, a school generally may not
disclose PII from an eligible student’s education records to a third party unless the
eligible student has provided prior written consent.

Tuition and Fees

The total cost to attend Urban River Massage Institute is $11,500, which includes tuition
and the required Student Package

The Student Package includes:

A massage table and bolster

A set of massage table sheets and face cradle cover

Lotion bottle and holster

Digital or physical access to textbooks required by the program
Student-level liability insurance

Uniform shirts

The cost of application for the first attempt at the MBLEXx examination
Licensure application fees for the state of Indiana licensure

Licensure fees can be applied to another state if a student wants to procure licensure in
another state

Students may elect to use either hardcopy or electronic textbooks at no additional cost,
but they must provide their laptop computers should they choose electronic versions.
Student ownership (versus lease or rental) of electronic and hardcopy textbooks may
require additional costs.

Total cost of $11,500 (tuition + application fee).
A non-refundable application fee of $100.00 is required for all applications.

Upon acceptance to the program, two payment options are available: Pay-in-full and an
in house payment plan.

Payment methods for tuition and application fees include a credit card (plus a 3%
processing fee), money order, wire transfer, or check.
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Cancellation & Refund Policy

Refund Dates

Students are entitled to a refund by the cancellation of their application or withdrawal
from the program. Students canceling their application to the program must do so within
three business days for a full refund. Students are entitled to a withdrawal refund based
on hours of attendance as outlined in the chart below.

Refund Calculation

A pro-rata refund will be issued for students who attend up to sixty (60) percent of the
program for which they have paid in full. Refunds will be payable to the student unless
the student received outside financing.

The following calculations will determine the refund:

Students Attendance Eligible Reimbursement

0 hours (withdraw before the 0% of application fee and 100% of tuition monies
first day of class but after the 3- | paid
day cancellation period)

1-65 hours (10% attendance) $10,000 - $1,000 = $9,000* if paid-in-full (90%
tuition refunded) or $1000 of the $2000 deposit for
payment plan agreement

66-130 hours (20% attendance) | $10,000 - $2,000 = $8,000* if paid-in-full (80%
tuition refunded) or $0 if monthly plan

131-195 hours (30% $10,000 - $3,000 = $7,000* if paid-in-full (70%
attendance) tuition refunded) or $0 if monthly plan
196-260 hours (40% $10,000 - $4,000 = $6,000* if paid-in-full (60%
attendance) tuition refunded) or $0 if monthly plan
261-325 hours (50% $10,000 - $5,000 = $5,000* if paid-in-full (50%
attendance) tuition refunded) or $0 if monthly plan
326-390 hours (60% $10,000 - $6,000 = $4,000* if paid-in-full (40%
attendance) tuition refunded) or $0 if monthly plan

More than 60% of the program | No refunds
(> 390 hours)

*If a student withdraws and is eligible for a refund, the cost of any unreturned items
from the Student Package—including the portable massage table, textbooks, bolster,
and face cradle—wiill be deducted from the refund amount.
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Application Rejection

An applicant rejected by the institution is entitled to refund all monies paid less the
application fee.

Three-Day Cancellation

A student may cancel his/her/their enrollment within three (3) business days of signing
the Enroliment Agreement (excluding Saturday, Sunday, and holidays) without penalty
and receive a full refund of all tuition monies paid. The $100 application fee is non-
refundable. If Urban River cancels a program before the Massage Therapy Program
start date due to a lack of enrollment or other reasons. In that case, all students will be
placed in another course within 120 business days. If this is not possible, a full refund of
all monies paid, less the application fee, will be issued.

Other Cancellations

Urban River Massage Institute requires a class minimum of five (5) students. If the
course is rescheduled due to low enrollment, students will be notified by phone and
email. Students can choose to refund or attend the next scheduled class. If the class
start date is changed for a second time, the student will be eligible for a full refund of all
monies paid.

Program Withdrawal and Readmission Policy

A student who wishes to withdraw from the program must do so in writing and state the
reasons for withdrawal and any consideration for future readmission. If withdrawal
occurs within three days of signing the enrollment agreement, students are eligible for a
full refund of tuition paid as outlined in the Three-Day Cancellation section. The student
must participate in an exit interview with the program's director or designated
representative. Students are notified of any refunds due. Refunds due will be paid to the
student within 30 days of the withdrawal date. A grade of "W" will be posted to the
student's transcript.

Students who have voluntarily withdrawn from Urban River may apply for readmission
anytime. Readmitted students will be subject to all fees, policies, and standards in place
at the time of readmission.

Job Placement Assistance

Resume-building and interview skills are reviewed and demonstrated as part of the
student education at Urban River. Job listings are posted for student review in common
areas. As part of courses, students will be introduced to employers and peers for
laboratory demonstration purposes and career insight. During the final weeks of each
scheduled program, a career fair will be held for students to meet potential employers in
the field. Upon graduation, students will receive email notifications of job openings as
the school becomes aware of them unless the graduate opts out of those contacts.
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*Disclaimer Urban River does not guarantee employment after the Massage Therapy
program.

Student Complaints

If a student encounters any problems concerning the education or administration of this
program, they should contact their instructor immediately and state the grievance in
writing to allow the administration to help.

The issue will not be addressed until a written grievance has been submitted to the
following Urban River staff:

e 1st Level: Advisor/Instructor (for classroom or school situations)

e 2nd Level: Administrator (for issues involving the advisor/instructor, or for issues
they are unable to resolve, or if issues are not promptly addressed)

e 3rd Level: Owner (for issues involving the Administrator or for issues they are
unable to resolve, or if issues are not promptly addressed)

Written notice should be made in level order as appropriate, or if issues are not
promptly addressed. Notice of these specified situations will be acknowledged by the
relevant staff member within twenty-four (24) hours by direct email to the student emalil
address given. This acknowledgment will include an attempt to schedule an in-person
meeting within three days of the email to address the grievance. Each case will then be
evaluated for escalation to an additional level, and remedial action will be enacted within
forty-eight hours.

Specified situations that are not covered by this procedure:

e Complaints regarding discrimination
e Complaints regarding sexual harassment
e Complaints regarding academic matters, excluding individual grades

All of the specified situations above should be brought to the attention of the
Administrator or Owner in writing immediately by email and will be addressed by them
within twenty-four (24) hours. A meeting with the student and Owner will be scheduled
at that time.

Students dissatisfied with the Urban River assistance plan and have exhausted all staff
levels of the grievance procedure may appeal in writing to the Indiana Commission on
Higher Education:

Indiana Commission on Higher Education
101 West Ohio Street

Suite 300

Indianapolis, IN 46204

(317) 464-4400
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Conduct Policies Policy for Classes, Clinics, & Labs General
requirements

Student issued identification and uniform is to be worn at all times and visible
during clinicals, and hygiene must comply with school standards.

Students who perform massage curriculum (on or off the school premises) must
wear a uniform identifying themselves as students and naming Urban River.

Students cannot charge or accept gratuities (tips) for massage and cannot
advertise.

Clothing and shoes

Solid color scrub top and pants are required at all times while on school property or
at an out-call event

o Scrubs must be black or navy blue
o Scrubs must be short-sleeved and cover ankles
o Uniform top with school issued logo can be worn instead of scrub top

Closed-toed shoes are required at all times while in the massage lab or at an out-
call event

Long-sleeved shirts are allowed under scrubs as long as they do not interfere with
the performance of massage techniques. Zipper-front sweaters and jackets are
allowed over scrubs but must contain no advertisements and must be removed to
perform massages

Hygiene and appearance

Hair must be well groomed and pulled back if below shoulder length
Facial hair must be trimmed and well groomed

Nails must be trimmed and filed so that no tips are visible

No nail polish

No new tattoos are allowed during attendance at Urban River due to risk of
infection

e No dangling items of jewelry, watches, rings, or bracelets are allowed during lab
e Good personal hygiene is required during attendance at Urban River, including

attention to cleanliness and odor

e Offensive or strong scents will result in removal from class

Due to close proximity during massage and hands-on practice, good oral hygiene
standards must be upheld

Professionalism and Conduct

Professional behavior is required while on campus. Students and faculty must always
adhere to Urban River's Code of Conduct and Zero Tolerance Policy. Failure to follow
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the classroom conduct guidelines could result in disciplinary action or dismissal from the
class and program.

This policy should be discussed during admissions, and a printed copy should always
be available at the front desk and the break room. Please contact a manager if one is
not readily available for review.

The following guidelines are required:

Be seated and prepared to begin class by the start time indicated
Disruptive and disrespectful behavior will not be permitted
Foul, vulgar, or offensive language is not permitted in the classroom

Drinks and snacks are permitted during classroom time at the discretion of the
instructor

e Respect the rights, privacy, and property of others. Vandalism and theft are
immediate causes for dismissal and legal action

e Students will be respectful toward all staff, students, and members of the public

Cell phones must be silent during class and left outside the labs during clinicals. If
a situation arises that a student needs to be contacted by phone, a call to the main
phone number may be placed. A message will be given to the student

Attire within the classroom and labs must meet the dress code policy at all times
Smoking on premises is prohibited. Smoking must be done behind the building.
Instructors must be notified of attendance conflicts by email as soon as possible

Information about students, instructors, and the public clientele is considered
private and must not be disclosed outside of the class environment

Non-discrimination Policy

Urban River Massage Institute does not and shall not discriminate based on race, color,
religion, gender, gender expression, age, national origin, disability, marital status,
sexual orientation, or military status in any of its activities or operations.

The following person has been designated to examine all questions regarding the
school’s non-discrimination policies: Administrator and/or Owner

Sexual Harassment

Sexual harassment is prohibited and will not be tolerated (Zero Tolerance). All students
are responsible for ensuring the classroom is free from sexual harassment. Urban River
Massage Institute has Zero Tolerance for offensive or inappropriate sexual words and
actions. All students must avoid any action or conduct viewed as sexual harassment.

Prohibited sexual harassment creates a hostile environment for students. Such
prohibited harassment includes but is not limited to inappropriate touching, banter,
jokes, or other words of a sexual, graphic, inappropriate, or crude nature and the display
of any pictures of a graphic or sexual nature. Such words and pictures must not be used
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or shown on devices like phones or computers. Such behavior is strictly prohibited. Any
student aware of such behavior must report it immediately.

Urban River Massage Institute's sexual harassment policy also prohibits any
unwelcome sexual advances or requests for sexual favors. Any student aware of such
behavior should report it immediately. No student shall threaten or insinuate, either
explicitly or implicitly, that another student’s submission to or rejection of sexual
advances will in any way influence any personnel decision regarding that student's
performance, grade, or course work assigned.

Conduct may be considered harassment, even if it is not directed at a particular
individual but takes place within the person's viewing or hearing. For that reason, the
obligation to report harassment falls not just on the persons directly affected, but also on
any person who observes or has reason to believe that such behavior has occurred or
Is occurring. Such conduct is unacceptable and strictly prohibited in the workplace and
other work-related settings, such as business trips, training programs, or Urban River
Massage Institute-sponsored social events.

Reporting Discrimination and Harassment

Urban River Massage Institute cannot assist its students or take corrective action if
unaware of a problem. Therefore, it is essential that any student who believes they have
been the subject of discrimination or harassment or has knowledge that discrimination
or harassment has taken place anywhere in Urban River Massage Institute report such
concerns immediately. These procedures must be followed promptly.

Any student who has any knowledge of discrimination or harassment taking place in the
classroom shall immediately report such conduct to the Instructor or Administrator.
While it is permissible to report the allegations verbally, we request that the student
document that reporting with a short, written statement of their concerns.

If the allegation of improper conduct involves the Administrator or if, for any other
reason, the student is not comfortable reporting the allegation to the Administrator, they
must report the allegation to the following: Administrator and/or Owner

Urban River Massage Institute will investigate any reported allegations promptly and
take appropriate action following the investigation.

Urban River Massage Institute prohibits retaliation against any student who reports
discrimination or harassment against another individual in good faith. Students should
therefore feel free to report immediately any allegation that such retaliation has taken or
Is taking place.

Any student who, after an investigation, is determined to have engaged in harassment
in violation of this policy will be subject to expulsion.
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Smoking Policy

Smoking is strongly discouraged for a health and wellness professional and is
prohibited on school property. Per State law, there is a smoking area behind the facility
for student use as necessary.

A smoking odor is unacceptable during class or clinicals and will result in a student
being asked to leave! Hours missed will need to be made up according to policy.

Drug and Alcohol Policy

Urban River believes that student involvement with alcohol or illegal drugs adversely
impacts the work environment and performance, undermining member and guest
confidence in Urban River’s services. Students are expected to report for work with no
illegal drugs in their bodies and not under the influence of alcohol. Compliance with this
requirement is an essential qualification for all students and faculty.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer,
purchase, sale, or distribution of controlled substances (including medical marijuana),
drug paraphernalia, or alcohol by an individual anywhere on school premises, while on
school business (whether or not on school premises) or while representing the school,
is strictly prohibited. Faculty and students are also prohibited from entering the premises
while they are using or under the influence of alcohol or any controlled substances,
which may impact the student's ability to perform their job or otherwise pose safety
concerns, except when the use is under a licensed medical practitioner's instructions
and the licensed medical practitioner authorized the student or individual to report to
work. However, this exception does not extend any right to report to work under the
influence of medical marijuana or to use medical marijuana as a defense to a positive
drug test, to the extent the student is subject to any drug testing requirement, except as
permitted by and following applicable law. This restriction does not apply to responsible
drinking of alcohol at business meetings and related social outings. Violation of this
policy will result in disciplinary action, up to and including discharge.

Any student impaired by prescribed drugs or alcohol at work will not be allowed on the
school’s premises. Urban River may conduct drug and alcohol testing to the full extent
allowed by law, including pre-admission and during admission at any time for any
reason. Furthermore, refusal by students to submit to a drug test will result in immediate
suspension to determine possible expulsion.

The school maintains a policy of non-discrimination and will endeavor to make
reasonable accommodations to assist individuals recovering from substance and
alcohol dependencies and those who have a medical history that reflects treatment for
substance abuse conditions; however, students may not request an accommodation to
avoid discipline for a policy violation.

Urban River Massage Institute encourages students to seek assistance before their
substance abuse, or alcohol misuse renders them unable to perform the essential
functions of their jobs or jeopardizes the health and safety of any school student,
including themselves.
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Students expelled for unauthorized drug use or failure to comply with drug testing
procedures are ineligible to reapply for admission.

Commitment to Safety

The safety of our faculty, students, and clients is our top priority. Urban River Massage
Institute of West Lafayette, Indiana is located in the University Square shopping center
on Sagamore Parkway West. Many restaurants and convenience stores are located on
Sagamore Parkway and are open both before and after classes. Most of the parking
lots in the are well let in the morning and evening; however, all students are encouraged
to practice safety and awareness when alone in the early morning and evening.

Valuables should not be left in the student vehicle. Lockers are provided for all
students. Urban River Massage Institute will not be held responsible for items lost or
stolen outside the four walls of the physical institute.

Any questions pertaining to the policies, procedures and expectations listed in this
handbook should be directed to the Administrator.
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Student Handbook Acknowledgement

@ URBANRIVER

| have received a copy of the student handbook for the West Lafayette, Indiana Urban
River Massage Institute campus. | understand any and all questions regarding the
information in the handbook should be directed to the Administrator.

| agree to follow all policies, procedures, and expectations contained in the handbook,
including but not limited to, holding myself to a professional standard when at the
institute and when representing the institute at off campus events.

| understand upon graduation Urban River Massage Institute does not guarantee
immediate or ongoing employment, they are simply providing the skills needed to take
the required state exam to become a licensed massage therapist.

Student signature: Date:

Administrator signature: Date:
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