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FROM: Pamela Brown, Interim Provost and VP for Academic Affairs  
RE:  Course Management Memo 
 
As we begin the SPRING 2021 semester, continuing primarily with distance learning and limited in-
person instruction, I wish you a productive and fulfilling semester.  I would also like to emphasize the 
importance of having information about the first class session and in-person instruction posted on 
Blackboard ahead of time, so that students can find this information in advance and will know how to 
connect from the first day of class. I encourage you to promote a culture of active learning from the 
first class. In fact, our accreditor, MSCHE, requires regular and substantive student-faculty interactions 
in online courses. In addition, please ensure that you distribute the syllabus and any other needed 
information by the first class meeting. Comprehensive information will help your students better 
understand expectations, as well as take advantage of resources, which will help them succeed. At a 
minimum, please include the following information in your syllabus: 
 

 Course number, title, and section number, course description, number of credits, pre/co-
requisites. 
 Instructor’s name, email address or other way to reach you, and office hours. Consider 
relabeling office hours as “student hours,” which has been found to make students more likely to 
attend. 
 Explicit information about meeting dates and times, or if asynchronous, deadlines for 
participation. Please include information about opportunities for class interactions. 
 Technology requirements and links for where to go for technical support. 
 Required text(s) and any other required course materials. 
 Instructional objectives and how they align with the course’s assessment measures and 
techniques. Please include both discipline specific and general education learning outcomes. This 
helps students understand what skills, knowledge and values they will acquire, and how their 
learning is being evaluated. 
 A schedule of topics to be covered and major exam dates. 
 Required and recommended readings and other assignments. Include explicit information about 
due dates and times. 
 Details on how to access course materials, discussion boards, etc., take exams and submit 
assignments. As needed, include links to resources such as the library, writing center, tutoring. 
 Clear statements about grading policies and assessment of student work. 
 Attendance/class participation policy. 



 The college’s academic integrity statement/plagiarism policy. Please help your students 
understand how to avoid cheating and plagiarism and understand that ethics is a part of their 
professional identity. 

 
Resources: OLAC’s sample online syllabi can be found at: OLAC syllabus samples. Valuable 
information on online pedagogy, additional resources and policies is also provided on the Faculty 
Academic Continuity During Disruption website  the Faculty Commons, Teaching During Covid-10 
FAQ, CUNY IT Resources for Remote Work & Teaching,  iTech City Tech Online and Open Lab 
Distance Education  
 
eClass Folders/Verification of Student Identity: Be sure to enter the students’ 
attendance/participation for each class session and record all grades.  Students’ Blackboard login can 
be viewed via the Performance Dashboard or by running a Course Report.  Using Blackboard as a 
portal to your course helps to verify a student’s identity due to the need to login using the university 
login system.  When using City Tech's OpenLab for your course, a student's identity can be verified  
because students use their City Tech email address to create an account. Instructors can view their 
students' email addresses by clicking on Users in the course's Dashboard. 
 
Before you turn in your eFolder(s) at the end of the term, fill in the same information regarding the 
nature and weight of each component of the final course grade that you gave your class in the syllabus 
by the first class meeting.  Please check to see that all grades used to determine the final grade are 
recorded in the eFolder. Please see the Appendix for a memo regarding changes to CUNY’s 
grading policy.  eCFolders are due to your department on Friday, May 28, the deadline for 
submitting grades. 
 
Final Grades: Final grades are submitted electronically via CUNYfirst. Final grade rosters for 
SPRING 2021 will be available beginning Wednesday, May 19 and must be submitted no later than 
midnight of Friday, May 28, 2021.  
 
Field Trips: While field trips have been canceled until further notice due to COVID-19, setting up 
virtual field trips is encouraged. This allows students to engage, learn and explore interests important 
to the course. Virtual trips to museums, planetariums, aquariums are just a few possibilities. 
 
Medical Documentation/Technology Issues: Sometimes students fail to participate, miss 
assignments, etc., and explain the reason was illness or loss of internet access and connectivity. Given 
the current situation, please exercise compassion and common sense. Faculty should never review 
medical documentation from a student. 

 
 

Thank you for your assistance.  Best wishes for a successful semester.  
 

c:  President Hotzler 
     Academic Deans 
     Department Chairpersons 
     Program Coordinators 
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