
 
                                                                                                                                                                                                         
 
 
 

Mission Statement: 
 

Vista Adult School will prepare all students with the knowledge and skills necessary to achieve their career, academic and 
personal goals in a high quality and accessible learning environment. 

 
Student Learning Outcomes (SLO’s):  Our students will: 

 
Develop a VISION for their future 

Identify and achieve short- & long-term goals; Demonstrate perseverance in their pursuit of education, Pursue lifelong learning experiences 
ACHIEVE academic and personal growth 

Show a measurable increase in knowledge and skills, Increase 21st century skills; Gain self-confidence and awareness of their abilities 
Experience SUCCESS in all post-secondary transition00 

Career obtainment and growth; College admission and completion; Enhancement of their personal life and involvement in the community 
_______________________________________________________________________________________________________________________________________________ 

 

COURSE SYLLABUS 

 

Course Title/Program: Apartment Rental & Property Management 

 

Semester/Year:  

 

Class Day(s)/Time:  Tuesday/Thursday 6:00pm-9:00pm  

 

Class Location:   Room #301, Sunset Campus  

 

Instructor Name: Lupe Villagrana 

 

Instructor Phone Number/Email:  760 758-7122 

 

Instructor Website:  http://propertymanagement.weebly.com/resources.html 

http://bit.ly/lvillagranaVAS 

 

Course Description: This course is designed to prepare students to obtain entry level property management jobs. In 

addition, it is designed to upgrade the knowledge and skills of Resident Managers and property owner of income 

producing properties. 

 

Learning Outcomes:  Upon successful completion of the course the student will be able to: 

Identify and develop management skills need to obtain an entry-level position as Onsite Mangers, Leasing Consultants,  

Assistant Managers or have the skills necessary to manage their own property. The course will prepare students to. 

1. Know and identify the responsibilities of a leasing consultant, on-site manager and property manager. 

2. Understand the marketing process of an apartment or property. 

3. Be able to do market surveys. 

4. Identify protected classes as described by the fair housing laws 

5. Do and understand credit checks. 

6. Process rental applications. 

7. Know basic ethics and principles, the agency relationship. 

8. Know and understand landlord-tenant laws. 

9. Know and understand the eviction process. 

10. Recognize and understand lease agreements. 

11. Know and understand the laws rewarding security deposit refunds. 



12. Understand what communication is and how to be better communicators. 

13. Identify and implement resident retention plan. 

14. Describe the importance of maintenance in an apartment community or any property. 

15. Understand and implement a maintenance plan.  

16. Identify financial reports. 

17. Identify record keeping documentation. 

 

Vista Adult School’s Attendance Policy 

Your attendance and active participation are expected from you to gain the maximum benefit and learning from this 

course. A student’s grade will be based on multiple measures of performance. Attendance is mandatory for the full 

training being absent during the first week of classes will result in the student being dropped.   Due to the intensity of the 

training we do not have time for makeup classes, therefore is very important that you show up on time to class each time. 

Course is 12 weeks or 72 class room hours. 

1.  Attendance is very important. (This course is progressive; if you miss any classes you may not be able to catch-up). 

2. Minimum 36-hour training to get certificate. (you are responsible to sign in every time you come to class, teacher 

cannot give you credit even if she knows you were in class) 

3.  Must do daily documentation log of 3 things you learn in class each time you attend class and 3 things you are 

thankful for on a daily basis. DATE, DAY OF WEEK, TOPIC LEARNED. 

4.  Must have an email address with your first and last name. Try not to have numbers or any other characters in it.  

REQUIRED…  

1. Mid term, quizzes as needed,  

Resident folder & Self Assessment will be required if you want your competencies. 

 OPTIONAL 

1. Write a Resume and cover letter for this industry. 

2. Optional--- Do a movie review (Pacific Heights) 

2. Optional--- put together a personal portfolio 

Attendance valued at 75% of your final grade 

Outside writing assignment(s) valued at 25% of your final grade   

 Students will still be able to get a certificate if he or she completes 36 class room hours and turns in a completed Mid-

term. No grade will be assigned only credit and no competencies will be included with the certificate. 

If you decide to drop this course please let me and the VAS OFFICE know as soon as possible. 

➢ You are allowed no more than 2 absences.   

➢ You must email the instructor to notify you will be absent. 

➢ All required assignments must be completed on due date even if you are absent. 

➢ If we do not hear from you, we will assume you are not coming back. You will be dropped from the course. 

 

Class Procedures:  Rules of Conduct/Classroom Expectations: 

1. Please sign the attendance sheet for each class session that you attend. 

2. To be respectful to your instructor and fellow students, turn off or silenced while in class.  

3. If you have questions raise your hand. 

4. Do not interrupt teacher. 

5. Do not interrupt your neighbor.  

6. If you need to leave the rooms do it quietly. 

7. If you enter the rooms after class already started do it quietly. 

8. During the break please network with your classmates’ part of what you need to learn here is people skills. 

9. You are not allowed to record or videotape anyone or anything in this class room. 

10. If you have any special needs please let teacher today 

11. Students are expected to be on time for class. 

12. Food and beverages are not allowed in the classroom 

13. Any behavior, which disrupts the establishment or maintenance of the learning environment, will result in 

immediate expulsion. 

14. Children will not be allowed in class or on campus while adults are attending class 



15. Clean up your work area when you leave and put chairs back in place. 

Class Format: Methods of instruction may include, but are not limited to, the following: 

1. Lectures 

2. Films and video   

3. Slide presentations 

4. Guest speakers/class discussions 

5. Written assignments 

6. Reading assignments 

7. Community shops and or tours 

8. Learning center, Learning resource center and computer/internet use 

 

Course Materials: Kimball, Tirey & St. John, California Residential Landlord/Tenant Preventive Law Handbook 

 (Teacher will provide you with the book free of charge) 

1-composition note book for daily documentation  

1- 3-inch binder, pencil, pen, note paper, calculator 

 

Additional Resources:  online resources; www.propertymanagement.weebly.com/resources; STC, computer lab; room 

201; Program Coordinator; Kathy Figueroa 760-758-7122 ext. 80003 

Suggested reading list 

Educational… 

1. Managing Rental Housing  

(California Apartment Association) 

2. Successful Residential Management  

(Institute of Real Estate Management) 

3.  Property Management for Dummies 

 Motivational..... 

Emotional Intelligence 2.0 (Travis Bradberry and Jean Greaves 

The Productivity Path (path series .com) 

The One Minute Manager (Ken Blanchard and Spencer Johnson) 

The Power of Now (Eckhart Tolle) 

The 4 agreements (don Miguel Ruiz) 
 

Class Schedule:  *schedule subject to change  

 WEEK 1 and 2- Duties of a Manager 

    } Introduction to the field of rental management 

                      Management defined 

    } Job description 

                      Duties of the site manager 

   } Management skills 

 

WEEK 3 and 4- Marketing 

   } Marketing 

                      Understanding the Market  

                     * Legal quiz #1 due date pending 

  } Market surveys 

  } Updating your Resume 

  } Developing a marketing plan 

 

 

WEEK 5 and 6-Tenant Screening 

  } The impact of Fair Housing 

                        * Mid-term due date pending 



  } Leasing requirements 

  } Closing the deal-selling, renting, leasing 

  } Completing the rental application 

                         Credit checks 

                        * Legal quiz #2 due date pending 

 

WEEK 7 and 8- Legal Aspects of the Job 

 } The Agency relationship 

                   Landlord-tenant law 

 } Lease agreements 

                   Specific lease clauses 

 } Evictions (the eviction process procedures and the law) 

 } Security Deposits (charges/refunds and guidelines) 

 

WEEK 9 and 10 Resident relations 

 } The importance of communication 

                     Communication Techniques 

 } Resident Retention 

                     Handling difficult situations effectively 

 

WEEK 11-Maintenance Process 

 } Understanding the Importance of Maintenance Physical and Financial benefits 

                     Types of maintenance 

 } Developing a maintenance program 

                     Inspections and Maintenance of the property 

 

WEEK 12-Record keeping 

 } Financial Issues—maximizing profits 

 } Typical financial reports to owners 

                       Common records use by the onsite manager 

 } Self Assessment and Resident Folder due today 

 } Final examination 

                         Graduation and Certificates 

 

Technology Use: 

VUSD’s Acceptable Use Policy (AUP) is a policy that treats the student as a person who is responsible for their own 

ethical and appropriate use of the internet and their devices. As part of the policy, student signatures are no longer 

required as acceptance of this policy. Instead, this information is in the student handbook.  Use of district technology 

implies the acknowledgement and acceptance of the AUP. 

  

Vista Adult School’s teachers and students use technology and internet-based tools in their classrooms and on campus on 

a regular basis to support student learning and prepare students to engage in the rapidly changing world. These 

technologies improve student communication and collaboration skills and extend learning beyond the classroom walls 

while building digital citizenship skills. Student access to technology requires responsible, courteous, efficient, and legal 

use. Our goal in providing access to these resources is to enhance learning experiences and to educate students in 

responsible and appropriate use. It is important that students recognize that information posted is public, permanent, and 

needs to be appropriate.  

 

VAS Student Handbook:  

For more detailed information about school policies, refer to the Student Handbook on the VAS website:  

vistaadultschool.org under the ‘Student Services’ tab. 



 


