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Today’s 
Topics

★ Organizing your Materials
★ Contents of a Syllabus
★ Duties + Responsibilities of a 

Student
★ Duties + Responsibilities of a 

Professor
★ Effective Communication
★ What is a Growth Mindset?



Organize your Materials



Make folders in your OneDrive or Dropbox
● 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
● e.g. Paruolo_Reflection4_CT101_SU21

Organize electronically...



And organize IRL!

● A file folder or binder for every class
o Keep all handouts (including syllabus!)
o Save any hard copies of graded 

assignments

● A place to take notes for every class
o Binder or notebook with sections
o OR a separate notebook for each class
o OR paper you store in your dedicated class 

folder

● Loose-leaf, college-ruled paper (or 
a perforated notebook)

● Writing implements

● Any specialized equipment you 
need for class (calculator, tools, 
etc.)

IMPORTANT THINGS TO HAVE:



Contents of a Syllabus



Why is a syllabus 
so important?





The syllabus is an informal 
contract between a student and a 

professor.

● Lays out requirements and expectations for the student

● Lays out  commitments and standards for the teacher 



Department Abbreviation

Course Number

Course Name

Course Meeting Information

Course Site Information

Instructor Contact Information

Office Hours Information

Course Description

Pre/Co- Requisites 



Required Texts

Required Materials

Required Technology

Grading Breakdown

Course Assignment Descriptions



Course Policies



Accessibility Statement

Academic Integrity 
Statement

Diversity and Inclusive 
Education Statement





Biology 1101 Syllabus

Hospitality 1101 Syllabus

Human Services 1102 Syllabus

Math 1190 Syllabus

Sample Syllabi

https://drive.google.com/file/d/1nxEQqKkFVRBx5MXMDMvxwcL3hva0Foh8/view?usp=drive_link
https://drive.google.com/file/d/1yIwhPb9LJ0ZG9vK0Vu699vQ4JpZym2UP/view?usp=drive_link
https://drive.google.com/file/d/1Humf-VDfh4Mg_hXUZzwxqr1SZf9RVFY-/view?usp=drive_link
https://drive.google.com/file/d/1ogxKTkcOmckqsA-Dt72bCD8lyTOWkmDC/view?usp=drive_link


Syllabus Scavenger Hunt

Look through the sample syllabi and through syllabi you have gotten for your 
own classes. What do you see?  Try to answer the following questions:

• If you want to email your professor, where on the syllabus are you likely to find 
their email address?

• Where should you look to find a breakdown of how your final grade will be 
calculated?

• If you want to know what you will be discussing in class on a certain day, 
where are you likely to find that information?

• Where will you be likely to find the time and location of your professor’s office 
hours?

• What is the class policy on late/missing work? Where did you find it in the 
syllabus?



Duties + Responsibilities 
of a Student



Question:  What are a student’s responsibilities when 
taking a class? Brainstorm your answers and collect 
them as a group.

Directions:
- 5-7 minutes to discuss questions in breakout 

rooms
- Assign scribe to take notes while you all discuss 

(or use GoogleDoc to share with group)
- Assign reporter to share your answers 
- We will come back as group to discuss-- be 

prepared!

Small Group 
Discussion

A Student’s Classroom 
Responsibilities



A Student’s Job Includes...
● Reading + Understanding the 

Syllabus + Course Schedule
● Being Responsible for ALL 

Information in the Syllabus
● Asking Questions about Course 

Requirements, Assignments, 
Policies, + Grading Criteria

● Attending Class Regularly + On 
Time

● Informing Professor of Absences 
in a Timely Manner

● Completing All Work in 
Accordance with City Tech’s 
Academic Integrity Policy

● Contributing to an Inclusive 
Classroom + Campus 
Environment

● Completing All Major 
Assignments + Exams

● Submitting Work On Time
● Learning Course Content, as 

Taught by Professor
● Studying Course Content
● Asking Questions (in class, via 

email, + during office hours)
● Seeking Out Extra Help, When 

Needed
● Being Prepared for All Classes



Duties + Responsibilities 
of a Professor



A Professor’s Job Includes...
● Creating and Distributing a 

Syllabus + Course Schedule (1st 
week of semester)

● Notifying Students of Any 
Changes to the Course Schedule in 
a Timely Manner

● Providing Clear Grading Scheme + 
Criteria

● Grading Student Work Fairly
● Informing Students of 

Midsemester Grades (8th week of 
semester)

● Providing Clear Expectations for 
Students

● Addressing All Learning 
Objectives for Course

● Teaching Students Course 
Content

● Holding Weekly Office Hours 
for Students 

● Answering Student Emails in 
a Timely Manner

● Answering Student Questions
● Assigning Final Grades
● Treating All Students with 

Respect + Fairness



What can you do if your 
professor doesn’t fulfill
their responsibilities?



● Start with the professor!

● Then speak to the department chair (head)

● The academic dean is the last step

● The student affairs office can give you 
advice

https://www.citytech.cuny.edu/academics/academic-departments.aspx
https://www.citytech.cuny.edu/compliance-diversity/resources.aspx


Effective 
Communication



“Asking Questions is a good 
way to find things out.” 

--Big Bird



Ask “Effective Questions”... 

What does that even mean?



● Be specific
○ What do you want as an outcome?

● Be brief
○ Include only relevant information

● Be thorough
○ But don’t leave out supporting information

● Be appreciative
○ You will gain an ally! 

Ask “Effective Questions”... 



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


Emails should include…

Remember, an email is NOT a text! 

a subject line

a greeting

any necessary 
background 

info

A clear statement of 
the information or 

request you are 
communicating

Be polite—
especially if 

making a request!A sign-off that 
includes your 

name 



You read the prompt for an assignment 
and you don’t understand one part of the 

directions. 

Take a minute to think about how to 
write an email to your professor asking 
for help. Then, we’ll craft the message 

together on the board.!



Tips for Effective Communication

● Set up your City Tech email
● Download the Outlook App for your phone
● 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



What is a 
Growth Mindset?



Let’s take and score a mindset quiz:

Google Doc:

https://docs.google.com/document/d/1MS2s2Xmydx-

mnBnQdp3q1jucdeaUFfqAq-37CYb-QIo/edit?usp=sharing

https://docs.google.com/document/d/1MS2s2Xmydx-mnBnQdp3q1jucdeaUFfqAq-37CYb-QIo/edit?usp=sharing
https://docs.google.com/document/d/1MS2s2Xmydx-mnBnQdp3q1jucdeaUFfqAq-37CYb-QIo/edit?usp=sharing


Here are some explanations
of mindset:

Do you want to know more about creating a growth mindset? Here are more resources:
Mindset, Talks at Google 
Assess your Mindset (alternate quiz—requires registration)
A Summary of Growth and Fixed Mindset

This Photo by Unknown Author is licensed under CC BY-SA

Video option 1 Video option 2

Article on Mindset

https://youtu.be/-71zdXCMU6A
http://blog.mindsetworks.com/what-s-my-mindset
https://fs.blog/2015/03/carol-dweck-mindset/
https://www.youtube.com/watch?v=2nF90sAW-Yg
http://www.themindfulword.org/2012/excited-mind-stimulating-senses/
https://creativecommons.org/licenses/by-sa/3.0/
https://youtu.be/wh0OS4MrN3E
https://drive.google.com/file/d/11RqJdt4VzZRFbtb4FaqLyaD4vIMxGDVl/view?usp=drive_link


Cultivating a Growth Mindset matters because 
it influences our behavior.

in other words

The way we think affects 
how we act as learners!

What practices and habits does a student with a 
growth mindset have?

We will learn about this over the course of this workshop!



Attribution: https://thepeakperformancecenter.com/development-series/mental-conditioning/mindsets/fixed-mindset-vs-growth-mindset/



Recap
★ Organizing your Materials
★ Contents of a Syllabus
★ Duties + Responsibilities of a 

Student
★ Duties + Responsibilities of a 

Professor
★ Effective Communication
★ What is a Growth Mindset?



Before Session 3…
● Complete Reflection on OpenLab by replying to Reflection #2 Post.

○ Remember, you must have an account and be logged in to OpenLab to reply to a post.
○ How to Respond to a Reflection

1. Read the Reflection post.
2. Click on “Leave a Reply.”
3. Write your comment in the box.
4. Click “Post Comment.”

Reflection #2
Review your course syllabi. What does this information tell you about what 
you should expect this semester? Does anything interest you? Surprise you? 
Confuse you?

Please also read and comment on another student’s post. Is anyone else in 
the same classes you are? What did others notice about their syllabi that 
was similar or different from what you noticed?
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