KELTON SCHOOLS, INC

1805 Executive Square

Jonesboro,  AR   72401

870-932-7202     efax  888-354-9822
website:  keltonschools.com
Distance Learning Student Manual for Online Courses
Instructor

Cheryl Kelton, Certified Distance Education Instructor
For course content support, please contact the instructor.  The preferred method of communication is e-mail, however, students may contact the instructor by phone or fax when necessary.   The instructor will usually be available Monday through Friday 8:30am-5:00pm.  If the instructor is not immediately available, the instructor will respond to your inquiry within 24 hours Monday through Friday and within 48 hours on weekends or holidays.  Every effort will be made to respond as soon as possible.

· e-mail:  kelton@keltonschools.com  or  rkelton1@suddenlink.net
· phone:  877-932-7202  Toll free Monday through Friday 8:30am –5:00pm
· After business hours phone: 870-761-7202
· fax:
  888-354-9822
· mail:     1805 Executive Square, Jonesboro,  AR  72401
Technical Support 
 Technical support is available at 888-213-5124 Monday – Friday from 8:00am to   9:00pm CST and Saturday and Sunday from 8:00am to 7:00pm CST.
 Systems Requirements

	
	Macintosh
	PC

	Display
	800 x 600 (16 bit)
	800 x 600 (16 bit)

	Processor
	G3, 233 MHz
	Pentium II, 233 MHz

	Operating System
	MacOS 9.2, MacOS 10.1
	Windows 2000, XP, 98

	Connection speed
	56K modem (40 kbs)

	RAM
	             Sufficient memory to run system software and browser

	Browser
	        Microsoft Internet Explorer 5.0, 5.5, 6.0, 6.1; Netscape 6.1, .2


Course Completion
The 60 hour “Arkansas Real Estate Principles” must be completed within 12 months of the enrollment date.
All 6 hour Real Estate Continuing Education courses must be completed within 6 months of the enrollment date. 

Refund Policy

There is no refund on any 6 hour Real Estate Continuing Education Course.

A student withdrawing from the 60 hour “Arkansas Real Estate Principles” will be refunded in this manner:  A $100.00 enrollment and processing fee will be retained by KELTON SCHOOLS, INC.  The remaining tuition will be refunded on a prorated basis and will be calculated on the number of remaining units not accessed by the student.
Broker and Sales Associate Licensing
Salesperson applicants must: 

1. have reached the age of majority, eighteen (18): 

2. successfully complete sixty (60) classroom hours of real estate education of which thirty (30) classroom hours must be in the basic principles of real estate, from an accredited postsecondary school or a school or organization licensed by the Arkansas State Board of Private Career Education [ACA Sect. 17-42-303 and Commission Regulation 4.1]; 

3. pass the licensure examination; and 

4. send the proper forms and fees to the Arkansas Real Estate Commission no later than ninety (90) days after passing the examination. 
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Broker applicants must: 

1. have reached the age of majority, eighteen (18); 

2. successfully complete sixty (60) classroom hours of real estate education of instruction in real estate principles, license law, and commission regulations from an accredited postsecondary school or a school or organization licensed by the Arkansas State Board of Private Career Education within thirty-six (36) months immediately preceding the date of the application [ACA Sect. 17-42-303 and Commission Regulation 4.1]; 

3. have been licensed as an active real estate salesperson or broker for a period of not less than twenty-four (24) months within the previous forty-eight (48) month period immediately preceding the date of application; however, upon written request such experience requirement may be waived for a real estate broker applicant who has held an active real estate broker license for a period of not less than eighteen (18) months; (if experience requirement was met in another jurisdiction, please furnish an official license history from that jurisdiction) or has experience acceptable to the commission in a field considered real estate related for a period of not less than twenty-four (24) months within the previous forty-eight month period immediately preceding the date of application (must submit a written history of experience for review by commission) [ACA Sect. 17-42-303 and Commission Regulation 4.1] 

4. pass the licensure examination; and 

5. send the proper forms and fees to the Arkansas Real Estate Commission no later than ninety (90) days after passing the examination. 

If you are a pre-licensing student preparing for the state license exam or a licensee preparing for the Broker exam, we will be mailing your exam application package.  The package will contain an application for the exam with complete instructions and a fingerprint card.  As of March, 2006, all applicants for a real estate license must have a federal background check.  This requires being fingerprinted.
Certificates of Completion

Certificates will issued when the student has satisfactorily completed the course with a score of at least 70% on the final exam and returned the following documentation to KELTON SCHOOLS, INC.
· The Student Affidavit certifying the student has personally completed each assignment.  This document must be notarized.

· A completed course evaluation form
· A copy of student’s ID showing photo and signature 

· A completed student enrollment form
These documents may be mailed, faxed or personally delivered to KELTON SCHOOLS, INC. 
 If a student does not pass the final exam, the instructor will reset the exam and the student may take it a gain.
Any student misrepresenting their identity or falsifying any information on the student affidavit will not receive a certificate of completion and all monies paid will be forfeited.
