
Common Elements of a Syllabus 
Common Elements 

• Course title, semester, year 
• Course number and section number 
• Dates/times of course 
• Course instructor's office location, phone number, e-mail address, and office hours 
• Course description 
• Course pre-requisites: list pre-requisites or “none” 
• Course co-requisites: list co-requisites or “none” 
• Required texts/readings 
• Course objectives/learning outcomes 
• Course requirements 
• Methods of evaluation and grading criteria 
• Course schedule, including tentative exam schedule. 
• Final exam date and description of final exam. This date should be the one published in the institutional final 
exam schedule unless cleared to be otherwise 
• “Right to Modify" clause, allows for changes in the course structure as events dictate. 

Policy Statements 

Solutions at Sage 

Solutions is a place to get any question answered. Located on the first floor of each Library, Solutions staff help 
with Advising, Academic Support, Career Planning, Accessibility Services, and literally anything else. 
(www.sage.edu/solutions) 

Russell Sage College Diversity Statement 

Russell Sage College embraces diversity, equity, and inclusion as essential components of a rich intellectual 
and cultural environment in which all members are given the opportunity to reach their full potential as active 
participants in our local and global society. 

We realize that the work of diversity, equity, and inclusion is an evolution that moves us towards our 
aspirations of a culturally inclusive community. The understanding we gain, as we continually assess our 
institution, will create informed and intentional transformation. 

Russell Sage College is committed to developing policies and programs to create a campus that supports an 
optimal learning and working environment for all students, alumni, faculty, administrators, and staff. 

The Spirit Of Learning: Statement on Appropriate Conduct on Campus 

All members of the Russell Sage College community are expected to conduct themselves in a way which 
respects the learning environment. Thus, Sage has the right to remove any student from a classroom, other 
academic area, or program at any time if the student’s behavior is contrary to the spirit of learning or hinders 
the operation of the program in any way. Violent, disruptive, harassing or intimidating behavior is not tolerated 
in the classroom or any other place on campus. Any student whose conduct disrupts a class or other learning 
environment may be required to leave the premises immediately and subjected to disciplinary and/or legal 
action. 
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Americans with Disabilities Act 

Russell Sage College is committed to providing equal access and responding to the needs of students with 
disabilities, as defined by the Americans with Disabilities Act. A student seeking academic adjustments under 
the Americans with Disabilities Act must register and provide documentation to the Director of Accessibility 
Services. Any student in need of classroom assistance or modification under the Americans with Disabilities Act 
must inform the instructor of the needed adjustment by first obtaining the necessary accommodation letters 
from the Director of Accessibility Services in order for reasonable accommodations to be provided. It is 
recommended that students do so at the onset of classes as reasonable prior notice needs to be given. The 
Director of Accessibility Services can be contacted in Troy at 65 First Street Troy NY 12180 (518) 244-6874 or in 
Albany at 140 New Scotland Avenue, Albany NY 12208 (518) 292-8624, or via email at 
accessibility_services@sage.edu. 

Policy on Academic Integrity 

Russell Sage College maintains the highest standards of academic integrity and ethical conduct in all aspects of 
academic work, including the use of artificial intelligence (AI) tools and resources. Since academic honesty is a 
foundation of teaching, learning, and scholarship, academic dishonesty in any of its forms, including cheating, 
plagiarism, misuse of RSC resources, improper use of artificial intelligence, and failure to comply with 
guidelines for the conduct of human research, will not be tolerated. A full statement of the policy on Academic 
Integrity can be found as an appendix to the Student Code of Accountability on the Russell Sage College 
website. A hard copy can be requested from the Dean of Students in Albany Kahl Campus Center 145, (518) 
292-1753 or in Troy McKinstry Student Center, (518) 244-2207. 

For guidance in proper referencing of sources, as well as how to avoid plagiarism, reach out to your instructor 
or your academic advisor, consult the most recent editions of the following works, which are available in the 
reference section of the libraries on the Troy and Albany campus, or visit Solutions for help on either campus. 

Course instructor will select Option A or Option B listed below. 

Option A 

In this course, unless specifically noted on an assignment, you are permitted to use ChatGPT and other 
artificial intelligence (AI) tools to assist you in gathering information, creating drafts, and revising your work. 
However, you are expected to include a disclosure statement at the end of your assignment describing which 
AI tool you used and how you used it. For example, "Dall-E 2 was used to develop an approach to this 
assignment, and for help with creating the images." If you use these tools in an unauthorized manner, you may 
be asked to resubmit the assignment, receive a “0” or an F on the assignment, or receive a failing grade for the 
course. There may also be additional student conduct ramifications following a formal charge of academic 
misconduct. 

or 

Option B 

In this course, certain assignments may permit or direct you to use artificial intelligence (AI) tools such as 
ChatGPT for specific purposes and with specific directions. On those assignments, you may use such tools. You 
are expected to include a disclosure statement at the end of assignments describing which AI tool you used 
and how you used it. For example, "ChatGPT was used to draft about 50 percent of this assignment and to 
provide revision assistance. AI-produced content was edited for accuracy and style." On all other assignments, 
you are not permitted to turn in any work that is created, completely or partially, by ChatGPT or another AI 
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tool. If you use these tools in an unauthorized manner, you may be asked to resubmit the assignment, receive 
a “0” or an F on the assignment, or receive a failing grade for the course. There may also be additional student 
conduct ramifications following a formal charge of academic misconduct. 

●     Joseph Gibaldi, MLA Handbook for Writers of Research Papers, New York, Modern Language Association. 

●     Kate L. Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations, Chicago, University of 
Chicago Press. https://researchguides.library.wisc.edu/c.php?g=177820&p=1167371 

●     American Psychological Association. Publication Manual for the American Psychological Association, 
Washington, D.C., American Psychological Association. http://apastyle.apa.org/ 

Religious Observance 

Russell Sage College recognizes the value of participation in and observance of religious obligations and 
practices by individual students. No student will be penalized because a religious observance prevents 
participation in any course requirement. An opportunity will be provided for each student to make any 
requirement missed for an absence due to religious observance. A student who intends to be absent from 
classes for a religious observance must notify each instructor in advance and make arrangements to cover 
missed course materials and to complete the course requirement(s) missed. The College reserves the right to 
confirm the existence of the observance through an interfaith calendar. 

E-Mail Policy for Russell Sage College 

Sage considers Sage Gmail (username@sage.edu) the exclusive vehicle for official college e-mail 
communication. As such, username@sage.edu will be considered the official email address for writing and 
forwarding electronic correspondence. All users are expected to regularly check their Sage email account (on 
Gmail) and to acknowledge messages in a timely manner. In addition to general College notices, faculty 
members frequently use the College's email system to notify and correspond with members of their classes. It 
is recommended that students frequently access their College assigned email account for information. Any 
electronic business conducted with the College must be done via a sage.edu account. 

Credit Hour Policy at Sage 

All courses offered at Russell Sage College - graduate, undergraduate, and professional - comply with the 
definition of the credit hour and the policies established by the New York State Commissioner of Education and 
the US Department of Education regardless of delivery modality. A contact hour is described as the interaction 
between faculty and students via lecture, discussion, research, project/problem, debate, etc. For lecture class 
formats, one credit requires a minimum of 12.5 faculty contact hours (750 minutes) and a minimum of 30 
hours of out-of-class student work over the course of a 15 week semester. For example, a three-credit course 
is thus equal to a minimum of 37.5 faculty contact hours (2,250 minutes) with the expectation of a minimum of 
90 hours of student out-of-class work time. 

[Updated November 2023] 
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