Course Checklist (Version 1.2)

The NC Checklist for Course Sites is a tool used to evaluate the quality of your course site. The checklist is comprised of seven sections. Each section includes one or more sub-sections - 20 sub-subsections in total - with a set of related criteria. The goal is to be able to answer yes to all of the criteria. To jump to a specific sub-section of interest, please use the table of contents below. 
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[bookmark: _Toc85788414]1. Purpose, Structure, and Navigation - Course Overview and Introduction

Learners are introduced to the purpose, structure, and navigation of the course

Criteria	
Will learners be sent an email and/or announcement to introduce them to the course and how to get started?	Yes ☐	Not yet ☐
Are instructions provided on how to navigate the course site and where materials can be located? 	Yes ☐	Not yet ☐
Is a general course overview provided that explains the purpose and structure of the course?	Yes ☐	Not yet ☐
Is a schedule of activities provided that includes activities, assessments, and weekly course topics and materials?	Yes ☐	Not yet ☐
(Face to face or hybrid) Is which course activities are face to face and which are online clearly explained?	Yes ☐	Not yet ☐
	Optional: Are learners guided through exploring and getting familiar with the course site? 	Yes ☐	Not yet ☐

Instructor summary notes:








[bookmark: _Toc85788415]2. Etiquette Expectations - Course Overview and Introduction

Etiquette expectations (sometimes called “netiquette”) for online discussions, email, and other forms of communication are clearly stated

Criteria
Are expectations for tone and civility when communicating with fellow learners and the instructor, either synchronously or asynchronously, explained? 	Yes ☐	Not yet ☐
Are expectations for email content, including expected norms (e.g. listing course code in the subject line, writing conventions, etc.) communicated? 	Yes ☐	Not yet ☐
Are learners reminded that all course communications, including those with the instructor and/or classmates, are to be respectful and are guided by the principles of the Student Code of Conduct? 	Yes ☐	Not yet ☐

[bookmark: _Hlk85700038]Instructor summary notes:








[bookmark: _Toc85788416]3. Minimum Technology Requirements - Course Overview and Introduction

Minimum technology requirements and skills are clearly stated and instructions for use provided.

Criteria
Are learners provided with information, including (where possible) introductory guides or videos, for the technologies that they will employ throughout the course? 	Yes ☐	Not yet ☐    Somewhat ☐
Are general as well as course-specific technical skills learners must have to succeed in the course specified?	Yes ☐	Not yet ☐    Somewhat ☐

[bookmark: _Hlk85707146]Instructor summary notes:











[bookmark: _Toc85788417]4. Instructor Introductions - Course Overview and Introduction

Instructor introduces themself and shares their availability.

Criteria	
Are the instructor’s name, pronouns, title, and field of expertise provided to students?	Yes ☐	Not yet ☐
Are the instructor’s college email address and (where applicable) college phone number included in a place that is easy for students to find and revisit? 	Yes ☐	Not yet ☐
Are times when the instructor is typically available to consult with learners communicated? 	Yes ☐	Not yet ☐
Are details on how to communicate with the instructor available in a place that is easy for learners to find and revisit? 	Yes ☐	Not yet ☐
Is a schedule of office hours and details on how to access them provided, if applicable? 	Yes ☐	Not yet ☐
Are instructions for how to make an appointment with the instructor communicated? 	Yes ☐	Not yet ☐
Are expected instructor response times indicated? 	Yes ☐	Not yet ☐
(Online) Is a photograph, audio message, or video (including alternative formats to ensure accessibility) included to help personalize the introduction? 	Yes ☐	Not yet ☐
	Optional: Are professional details, such as teaching philosophy or online teaching experience, included? 	Yes ☐	Not yet ☐
	Optional: Are personal details such as hobbies, family, travel experiences, pets, or favourite entertainment, etc., included? 	Yes ☐	Not yet ☐



Instructor summary notes:


















[bookmark: _Toc85788418]5. Learner Introductions - Course Overview and Introduction

Learners are asked to introduce themselves to the class.

Criteria	
Are learners asked to introduce themselves and are they given guidance on where and how to do so?	Yes ☐	Not yet ☐
Optional: Are learners provided with questions, prompts, or a sample of what an introduction might look like or include?	Yes ☐	Not yet ☐

[bookmark: _Hlk85783302]Instructor summary notes:











[bookmark: _Toc85788419]6. Course Learning Objectives or Competencies - Learning Objectives 

All course learning objectives or competencies are stated clearly and their relationship to the learning activities is clearly stated.

Criteria	
Are the course learning outcomes and objectives available in a location where learners can easily find and access them? 	Yes ☐	Not yet ☐
Are the connections between course activities and learning outcomes and objectives described? 	Yes ☐	Not yet ☐  Somewhat ☐
Are relevant learning objectives included at the beginning of each week or module of online content? 	Yes ☐	Not yet ☐


Instructor summary notes:







[bookmark: _Toc85788420]7. Assessment Instruments - Assessment and Measurement

The assessment instruments selected are sequenced, varied, and suited to the learner’s work being assessed.

Criteria	
Are varied types of assessments integrated into the course to provide multiple ways for learners to demonstrate mastery of outcomes and objectives? 	Yes ☐	Not yet ☐   Somewhat ☐
Are assessments specifically designed or adapted for delivery in the online environment, accounting for opportunities or constraints unique to this instructional format? 	Yes ☐	Not yet ☐   Somewhat ☐
Are assessments accompanied by clear and detailed instructions and do learners have mechanisms to ask questions for clarification? 	Yes ☐	Not yet ☐   Somewhat ☐
Have assessments been included that require learners to apply what they learn and to think critically?	Yes ☐	Not yet ☐   Somewhat ☐
Are assessments intentionally sequenced to enable learners to build on previously mastered knowledge and skills gained in this course and prerequisite courses? 	Yes ☐	Not yet ☐   Somewhat ☐
Are assessments paced in such a way that learners have adequate time to achieve mastery, integrate feedback, and complete work in a thoughtful manner? 	Yes ☐	Not yet ☐   Somewhat ☐
Do timed tests have an availability window that allows students some flexibility in the time that they can access the test, usually at least 24 hours?  Do timed tests allow students to see the whole test at one time rather than one question at a time. 	Yes ☐	Not yet ☐




Instructor summary notes:


















[bookmark: _Toc85788421][bookmark: _Hlk83274633]8. Course Grading Structure - Assessment and Measurement

Course grading structure and criteria are clearly communicated

Criteria	
Are course grade breakdowns and calculations clearly explained to learners? 	Yes ☐	Not yet ☐    Somewhat ☐
Are the points, percentages, and weights for each component of the course grade clearly stated? 	Yes ☐	Not yet ☐
If applicable, are the instructor and/or program policy on late submissions clearly stated?	Yes ☐	Not yet ☐
Are learners provided with clear and complete descriptions of the criteria that will be used to evaluate their work and other contributions to the course? 	Yes ☐	Not yet ☐    Somewhat ☐
Where applicable, are learners provided with a rubric or other grading guide in advance of the submission of their assessments? 	Yes ☐	Not yet ☐    Somewhat ☐

Instructor summary notes:







[bookmark: _Toc85788422]9. Tracking Learner Progress - Assessment and Measurement 

The course provides learners with multiple opportunities to track their learning progress.

Criteria	
Are learners provided with frequent, timely, and actionable feedback for each assessment?	Yes ☐	Not yet ☐   Somewhat ☐
Are a variety of forms of feedback available to students? 	Yes ☐	Not yet ☐   Somewhat ☐
Has the instructor shared their approach for responding to student questions and providing feedback on assessments, including typical response timelines? 	Yes ☐	Not yet ☐
Optional: Are learners provided with practice opportunities that provide timely feedback, such as self-check quizzes and other activities? Such assignments may be voluntary and/or allow multiple attempts. 	Yes ☐	Not yet ☐   Somewhat ☐
Do students have an opportunity to provide feedback on the course prior to the end of the semester?	Yes ☐	Not yet ☐   
Is there a plan in place for acknowledging and responding to course feedback?	Yes ☐	Not yet ☐   Somewhat ☐

Instructor summary notes:







[bookmark: _Toc85788423]10. Student Learning - Instructional Materials

The instructional materials support student learning

Criteria	
Is there a variety of relevant instructional materials that may include textbooks and other publications, instructor-created resources, websites, and multimedia? 	Yes ☐	Not yet ☐   Somewhat ☐
Are the course materials suitable for online delivery and have they been adapted where applicable?	Yes ☐	Not yet ☐   Somewhat ☐
Is there a clear explanation of which materials and resources are required and which are optional? 	Yes ☐	Not yet ☐
Do the instructional materials represent up-to-date thinking and practice in the discipline? 	Yes ☐	Not yet ☐
Optional: Are any older materials used in the course considered foundational or used to demonstrate past practice or disciplinary changes over time? 	Yes ☐	Not yet ☐
Are the course materials in smaller chunks to facilitate reviewing, locating, and updating information? 	Yes ☐	Not yet ☐   Somewhat ☐
Optional: Are learners provided with estimates of how long each learning activity should take? 	Yes ☐	Not yet ☐
Are learners provided with explanations of how the instructional materials, resources, technologies, and learning activities are used in the course and will help them achieve the learning objectives? 	Yes ☐	Not yet ☐    Somewhat ☐
Are details on how to use course materials and what to focus on provided? 	Yes ☐	Not yet ☐    Somewhat ☐
Are the course materials organized into folders or modules, based on week or unit, to make them easy for students to find and review?  	Yes ☐	Not yet ☐	
Optional: Are the weekly or unit folders or modules linked from the course menu to facilitate navigation? 	Yes ☐	Not yet ☐
	Optional: Do the course material titles begin with a verb indicating what learners are to do with the materials - “READ”, “WATCH”, “COMPLETE”? 	Yes ☐	Not yet ☐

Instructor summary notes:


















[bookmark: _Toc85788424]11. Citations - Instructional Materials

All instructional materials used in the course are appropriately cited.

Criteria	
Has permission has been obtained to reuse/modify copyrighted material or does the use of the material meet the criteria for fair dealing in Canadian Copyright Law? 	Yes ☐	Not yet ☐    Somewhat ☐
Are sources for materials used in the course clearly identified and cited? Are citations applied to instructor-created materials, publisher materials, textbooks, images, graphic materials, tables, videos, audios, websites, and other forms of multimedia? 	Yes ☐	Not yet ☐    Somewhat ☐
Do citations include, at a minimum, the author; date of publication; resource title, if supplied; and URL or source? 	Yes ☐	Not yet ☐    Somewhat ☐
Do citations for instructional materials model the practices learners are expected to follow for documenting references? 	Yes ☐	Not yet ☐    Somewhat ☐

Instructor summary notes:








[bookmark: _Toc85788425]12. Accessibility - Instructional Materials 

Course content and required documents are created and shared in an accessible format.

Criteria	
Were “check accessibility” options used when creating course documents to ensure that information can be accessed without barriers? **Note** this option can be found within O365 documents at no additional cost.	Yes ☐	Not yet ☐    Somewhat ☐
Are scanned documents provided in an accessible format? 	Yes ☐	Not yet ☐    Somewhat ☐
Do non-decorative images include an alternative (alt) text that presents a meaningful text description of the element?  	Yes ☐	Not yet ☐
Are text, images, and sounds clearly distinguishable from their background and have elements other than color alone been used to highlight important elements?  	Yes ☐	Not yet ☐    Somewhat ☐
Do course content and document headings utilize heading styles (Heading 1, Heading 2, etc.)?	Yes ☐	Not yet ☐
Are links, files, and multimedia labeled with easy-to-understand, self-describing, and meaningful names? 	Yes ☐	Not yet ☐    Somewhat ☐
Are students made aware of accessibility services and supports that are available to them? 	Yes ☐	Not yet ☐

Instructor summary notes:



[bookmark: _Toc85788426]13. Learning Objectives or Competences - Course Activities and Learner Interaction

The learning activities promote the achievement of the learning objectives or competences and provide opportunities for interactions that support active learning.

Criteria	
Are learning activities designed to align with the course or module objectives, as well as with assessments, instructional materials, and course technologies? 	Yes ☐	Not yet ☐    Somewhat ☐
Do planned activities promote mastery of the learning objectives or competencies?   	Yes ☐	Not yet ☐    Somewhat ☐
Do learning activities encourage learners' engagement through different types of interaction that are appropriate to the course? 	Yes ☐	Not yet ☐    Somewhat ☐

Instructor summary notes:








[bookmark: _Toc85788427]14. Range and Clarity - Course Activities and Learner Interaction

The requirements for learner interaction are clearly stated.

Criteria	
Do activities encourage learners' engagement through different types of interaction that are appropriate to the course and its delivery format? 	Yes ☐	Not yet ☐    Somewhat ☐
Do the range of planned activities in the course include learner-instructor interaction, learner-content interaction, and learner-learner interaction? 	Yes ☐	Not yet ☐    Somewhat ☐
During activities, are learners engaged in "doing" something, such as discovering, processing, or applying concepts and information? 	Yes ☐	Not yet ☐    Somewhat ☐
Through the activities, are learners guided to increasing levels of responsibility for their own learning? 	Yes ☐	Not yet ☐    Somewhat ☐

Instructor summary notes:





[bookmark: _Toc85788428][bookmark: _Hlk83229808]15. Learning Objectives or Competencies - Course Technology

The tools used in the course support the learning objectives or course competencies.

Criteria	
Have technologies been intentionally chosen and applied to support specific course outcomes or course competencies, activities and/or assessments? 	Yes ☐	Not yet ☐    Somewhat ☐

Instructor summary notes:











[bookmark: _Toc85788429]16. Accessibility and Useability - Course Technology

Required course technologies can be easily accessed and used by students.

Criteria	
Are technology requirements and prerequisite skills clearly stated at the beginning of a course, in a place that is easy for learners to find and revisit?	Yes ☐	Not yet ☐
Are course links, embedded elements, and multimedia presented in a consistent manner throughout the course and do they function as intended? 	Yes ☐	Not yet ☐    Somewhat ☐
Wherever possible, are links or references to course technologies displayed on the activity, resource, or assessment course page to which it pertains? 	Yes ☐	Not yet ☐    Somewhat ☐
Optional: Are included course technologies up-to-date given current/future job demands and responsibilities? 	Yes ☐	Not yet ☐    Somewhat ☐
Have institutionally supported course technologies been considered before exploring other third-party options? (In this document, third-party technologies are considered as websites or software that are not contained within Blackboard and Microsoft O365 apps.)	Yes ☐	Not yet ☐    Somewhat ☐
Has an introduction or description been provided for specialized or third-party course technologies? 	Yes ☐	Not yet ☐    

Instructor summary notes:





[bookmark: _Toc85788430]17. Synchronous Online Meetings - Course Technology

Synchronous Online Meetings are introduced appropriately.

Criteria	
When delivering synchronous online meetings (SOMs), have a schedule, join links, and learning materials been provided to learners in a place that is easy to find and revisit?	Yes ☐	Not yet ☐
Where possible, are real time engagement and active learning opportunities being leveraged in SOMs? 	Yes ☐	Not yet ☐    Somewhat ☐
Does your course contain at most 2 hours of SOMs per week? 	Yes ☐	Not yet ☐
Are breaks scheduled during synchronous activities to reduce learner fatigue and increase focus? 	Yes ☐	Not yet ☐    Somewhat ☐

[bookmark: _Hlk85785131]Instructor summary notes:









[bookmark: _Toc85788431]18. Tech Support - Course Technology

Technology Support is provided to course participants

Criteria	
Has an avenue to share and troubleshoot any technology issues been provided for learners? (e.g., via discussion forum) 	Yes ☐	Not yet ☐    Somewhat ☐
Are clear protocols and contact details provided for students to get help with technical queries? (Eg. ITS Service Desk)	Yes ☐	Not yet ☐
When third-party technologies are chosen, have technical support resources been provided to learners? 	Yes ☐	Not yet ☐     Somewhat ☐

Instructor summary notes:







[bookmark: _Toc85788432]19. Content and Navigation - Accessibility and Usability

Course content and navigation facilitates readability and ease of use.

Criteria	
Are course content, instructional materials, tools, and media displayed in a consistent manner that is easy to locate from anywhere in the course?	Yes ☐	Not yet ☐    Somewhat ☐
Are course instructions clear and presented in an inclusive and supportive way? 	Yes ☐	Not yet ☐    Somewhat ☐
Optional - Have important course information or resources been shared and updated from one location? References can be made to this location where necessary in other course pages.  	Yes ☐	Not yet ☐    Somewhat ☐
Has the “student preview” option been used to confirm that the course’s navigation facilitates ease of movement through course pages and activities?  	Yes ☐	Not yet ☐    

Instructor summary notes:








[bookmark: _Toc85788433][bookmark: _Hlk83202464]20. Alternative Formats - Accessibility and Usability

The course provides alternative means of access to course materials in formats that meet the needs of diverse learners.

Criteria	
Where possible, is required course content presented in different formats (text, auditory, or visual) for consumption by diverse learners?  	Yes ☐	Not yet ☐    Somewhat ☐
Do images and multimedia elements include an alternative format of the information provided? Alternative formats include alt-text descriptions for images or text transcripts/live captions in course video.   	Yes ☐	Not yet ☐    Somewhat ☐
Do SOMs contain alternative ways for learners to obtain the same learning benefits? Alternative formats in this scenario could include dial-in, low-bandwidth options and/or asynchronous opportunities.  	Yes ☐	Not yet ☐    Somewhat ☐

[bookmark: _Hlk85787377]Instructor summary notes:

