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SENIORS REAL ESTATE SPECIALIST (SRES®) DESIGNATION (V3.0) 
INSTRUCTOR PREPERATION CHECKLIST 

Instructor Preparation Checklist 

1–2 weeks prior to presentation 

§ Read all course material and instructor notes (I-Notes). Note where you 
will add your own thoughts and comments. Instructor notes are shown 
in the margin of this manual.  

§ Confirm time, location, room set-up, and number of students.  

§ Confirm availability of AV equipment: projection unit, projection screen, 
microphone (if needed), flip charts, and markers. 

§ Confirm availability of high-speed Internet connection and WiFi access 
for Internet Field Trip exercises. 

§ Plan class agenda and prepare discussion questions to be included in 
the presentation. 

§ Ask sponsor if course will be offered for continuing education credit 
and what requirements are to be met. 

§ Obtain permission from publisher to photocopy any magazine, journal, 
or newspaper articles that will be used as handout material. 

§ Copy PowerPoint presentation to computer hard drive for optimum 
performance.  

§ Bookmark websites.  

§ Practice use of PowerPoint presentation. 

§ Confirm availability of any others who will participate in the course 
presentation. 
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Day of presentation 

§ Arrive one hour before class begins. 

§ Set out handouts. 

§ Check AV equipment: projection unit, projection screen, microphone (if 
needed), flip charts, and markers. 

§ Hook up computer to projection unit and practice blanking projection 
unit screen. Turn off the computer screen saver. 

§ Check Internet connection and WiFi connectivity. 

§ Check availability of Student Manuals and copies of completion exam. 

§ Welcome students as they arrive. 

§ Inform students of agenda for class and any continuing education 
requirements. 

§ Take attendance. 

§ Distribute and collect evaluation forms if provided by course sponsor. 

§ Administer completion exam, if required. 

Instructor Preparation 

Keep in mind that there will likely be great diversity in the class in terms of 
experience and market areas. Every effort has been made to make the 
material as widely applicable as possible by providing information and 
terminology generally in use in the real estate industry. The areas needing 
greatest caution from the Instructor are those that differ according to state or 
local law and practice. 
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Manual Use 

After these introductory pages, the Instructor Manual and Student Manual 
are identical with the exception of marginal notes to the Instructor (I-Notes). 
Instructor notes, PowerPoint slide numbers, and exam question references 
are shown in the outer margin of each page. It is strongly recommended that 
Instructors take time to thoroughly review all of the material and use a 
highlighter to mark notes and instructions.  

Classroom Preparation 

Provide each student with a copy of the Student Manual, a name card, and 
name badge with the student’s first name, or nickname, in large type. Make 
sure the room is properly lighted, has a comfortable temperature and 
ventilation, and provides adequate acoustics so that students can hear the 
instructor and each other. If necessary, use a lavaliere microphone. Close 
blinds or shades to reduce glare and outside distractions.  

Classroom Technique 

Use the Instructor Manual as a reference for presentation and discussion, but 
not as a text to read to students. Maintain a high energy level and spirit of 
enthusiasm and interact frequently with the class, calling upon students by 
name to answer questions.  

Time Management 

A suggested timeline for course presentation is provided. Use this timeline as 
a guide for planning course activities. In classes that include both 
experienced real estate professionals and beginners, it may be helpful to set 
aside time after class for additional coaching; you could say, “Those needing 
more help on…, see me after class and I will review it with you.” 

Course Sequence 

Although instructors are expected to present all of the course modules, the 
sequence may be changed to facilitate classroom presentation. 

DO NOT DISCUSS COMMISSION RATES OR ALLOW STUDENTS TO DISCUSS 
ANY SPECIFIC AMOUNTS OR PERCENTAGES IN RELATION TO 
COMPENSATION!   
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Beginning the Class  

§ Remind students to silence mobile phones and electronic devices while 
the class is in session so as not to disturb others.  

§ Request that participants refrain from texting during the class session. 

§ Begin by introducing yourself and summarizing your real estate 
experience.  

§ Provide an overview of the program and inform students of any 
continuing education requirements. Detail the time schedule for 
breaks, lunch, and course conclusion. 

§ Time permitting, and assuming that the class size is not too large, ask 
students to introduce themselves to the class and provide BRIEF 
information on their firms and business. 

§ Encourage students to continue networking during breaks and after 
class and introduce themselves to as many of their fellow students as 
possible. 

§ Profile the class by asking for a show of hands in response to questions 
such as: 

o “Who has more than 10 years of real estate experience? 5–9 years 
of experience? Less than 5 years of experience? Less than 2 years 
of experience?” 

o Time permitting, and assuming the class size is not too large, ask 
students to introduce themselves and provide BRIEF information 
on their firms, types of properties, and motivation for enrolling in 
the course. 

 


