
The Syllabus
Session Five



Today’s 
Topics

★ Course Organization
★ Contents of a Syllabus
★ Duties + Responsibilities of a 

Professor
★ Duties + Responsibilities of a 

Student
★ Academic Integrity
★ Effective Communication



Organizing Your 
Courses



Make folders in your OneDrive
● Organize by semester
● Organize by course

First file is your syllabus + schedule

Save ALL your work for the course

Use consistent and clear file names
● LastName_Assignment_Class_Semester
● Paruolo_Reflection4_CT101_SU21



Contents of a Syllabus



Why is a 
syllabus so 
important?













Duties + Responsibilities 
of a Professor



Duties + Responsibilities 
of a Student



Academic Integrity



City Tech’s Commitment to Academic Integrity 

Students and all others who work with information, ideas, texts, 
images, music, inventions, and other intellectual property owe their 
audience and sources accuracy and honesty in using, crediting, and citing 
sources. As a community of intellectual and professional workers, the 
College recognizes its responsibility for providing instruction in information 
literacy and academic integrity, offering models of good practice, and 
responding vigilantly and appropriately to infractions of academic integrity. 
Accordingly, academic dishonesty is prohibited in The City University of 
New York (CUNY) and at New York City College of Technology (City Tech) 
and is punishable by penalties, including failing grades, suspension, and 
expulsion. 

— NYCCT statement on Academic Integrity



Forms of Academic Dishonesty 

a. Cheating is the unauthorized use or attempted use of material, information, notes, study aids, devices 
or communications during an academic exercise. 

b. Plagiarism is the act of presenting another person’s ideas, research or writings as your own.

 c. Internet plagiarism includes submitting downloaded term papers or parts of term papers, paraphrasing 
or copying information from the internet without citing the source, and “cutting and pasting” from various 
sources without proper attribution. 

d. Obtaining unfair advantage is any activity that intentionally or unintentionally gives a student an unfair 
advantage in his/her academic work over another student. 

e. Falsification of records and official documents includes, but is not limited to, forging signatures of 
authorization and falsifying information on an official academic record. 



Examples of cheating:
● Copying from another student during an examination or allowing another to copy your work.
● Unauthorized collaboration on a take home assignment or examination. 
● Using notes during a closed book examination. 
● Taking an examination for another student, or asking or allowing another student to take an 

examination for you. 
● Changing a graded exam and returning it for more credit. 
● Submitting substantial portions of the same paper to more than one course without consulting 

with each instructor. 
● Preparing answers or writing notes in a blue book (exam booklet) before an examination. 
● Allowing others to research and write assigned papers or do assigned projects, including using 

commercial term paper services. 
● Giving assistance to acts of academic misconduct/ dishonesty. 
● Fabricating data (in whole or in part). 
● Falsifying data (in whole or in part). 
● Submitting someone else’s work as your own. 
● Unauthorized use during an examination of any electronic devices such as cell phones, 

computers or other technologies to retrieve or send information.



Examples of plagiarism and internet plagiarism include: 
● Copying another person’s actual words without the use of quotation marks and footnotes 

attributing the words to their source. 
● Presenting another person’s ideas or theories in your own words without acknowledging the 

source. 
● Failing to acknowledge collaborators on homework and laboratory assignments. 
● Internet plagiarism, including submitting downloaded term papers or parts of term papers, 

paraphrasing or copying information from the internet without citing the source, or “cutting & 
pasting” from various sources without proper attribution.



Examples of obtaining unfair advantage include: 
● Stealing, reproducing, circulating or otherwise gaining advance access to examination materials. 
● Depriving other students of access to library materials by stealing, destroying, defacing, or 

concealing them. 
● Retaining, using or circulating examination materials which clearly indicate that they should be 

returned at the end of the exam. 
● Intentionally obstructing or interfering with another student’s work.



Full Academic Integrity Policy

https://www.citytech.cuny.edu/academics/docs/academic_integrity_policy.pdf

https://www.citytech.cuny.edu/academics/docs/academic_integrity_policy.pdf


Effective Communication



Emailing with 
Professors https://www.youtube.com/watch?v

=nqaRp8MyLOg&t=1s

https://www.youtube.com/watch?v=nqaRp8MyLOg&t=1s
https://www.youtube.com/watch?v=nqaRp8MyLOg&t=1s


Tips for Effective Communication

Set up your City Tech email

Check your City Tech email EVERY DAY

Check Blackboard and/or OpenLab EVERY DAY

Write clear emails and ask good questions

Utilize professor office hours



For next time...
Reflection: Review your course syllabi. What does this information 
tell you about what you should expect at the start of the semester?

https://openlab.citytech.cuny.edu/firstyearexperience/?p=564 

https://openlab.citytech.cuny.edu/firstyearexperience/?p=564


THANK YOU! 

You have made a great choice, thank you for participating on our workshop.

Sabrina Santos, Peer Mentor
Evelyn Ng, Peer Mentor/Designer

Lauri Aguirre, FYP 
Director 
laguirre@citytech.cuny.edu

Sarah Paruolo, Mentor Coordinator 
peermentoring@citytech.cuny.edu

This Student Success Workshop is brought to you by First Year Programs, and the Peer 
Mentors.  For more information please go to fyp.citytech.cuny.edu

mailto:laguirre@citytech.cuny.edu
mailto:peermentoring@citytech.cuny.edu
https://fyp.citytech.cuny.edu/

