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It’s the opening day of the term, and students are excited, and a little bit nervous, to begin their online course.  Upon successfully logging on the first time, they search eagerly for a welcome announcement, but nothing is there.  Clicking on the Syllabus link, they find last term’s syllabus.  Reading the material for the first learning module, several of the web links yield a Page Not Found message.  The first chapter quiz says “not available.”  What’s a student to do?  Could these snafus have been avoided?  The answer is, “Most Definitely!”  One of the tried and true techniques is to have online instructors follow an Online Course Readiness Checklist that guides them and reminds them along the way.

The major components of the Course Readiness Checklist are in these categories:

· Instructional Design – the organization and architecture of the course
· Navigation – how students access the course content and tools

· Pedagogical Effectiveness – the instructional techniques

· Accessibility and Usability – course meets ADA compliance and universal access standards

· Copyright Compliance – adherence to the institutional copyright compliance policy.

· Technology  - use of technology tools and multimedia elements, hyperlinks
· Schedule – updated time-sensitive items, schedules, calendars, announcements

For each item within these categories, instructors can check off a simple Yes or No to indicate the course readiness status.  A space for explanation or comments is provided at the end of each section.   Comments are particularly useful for explaining any No course readiness items.  Instructors can use this Checklist as a self-assessment or they may want to have the assistance of the instructional designer or a peer-reviewer as they go through the items.  Remove or add items to your Online Course Readiness Checklist to fit the needs of your online course development and delivery process. The following items are suggestions for comprehensive review of Online Course Readiness.  
	Status 

Yes | No
	

	
	Instructional Design

	 Y      N
	1.  Is there a sequence or hierarchy to the organization of the course content?



	 Y      N
	2.  Does the course content address the stated intended student learning outcomes?



	 Y      N
	3.  Is the course content organized into learning modules or other type of unit setup?



	 Y      N
	4.  Is there a template or consistent page setup within the learning modules or units?



	 Y      N
	5. Does the entry page for each learning module or unit contain an introduction, overview, and objectives and grading criteria?



	 Y      N
	6.  Do the learning modules include pre- and post-assessments that measure the achievement of the learning objectives for the module?



	 Y      N
	7.  Do the learning modules include assigned readings that include chapters or page numbers, files, or websites?



	 Y      N
	8.  Do the learning modules include writing assignments with instructions about how to submit the assignment?



	 Y      N
	9.  Do the learning modules include exercises/activities that are interactive for the entire class or for groups?



	 Y      N
	10.  Do the learning modules include resources to engage students in further study?



	 Y      N
	11.  Does the course site include an entry page with current announcements?



	 Y      N
	12.  Does the course include a current syllabus?



	 Y      N
	13.  Does the syllabus include information about the instructor?



	 Y      N
	14.  Does the syllabus include a detailed course description?



	 Y      N
	15.  Does the syllabus include detailed course objectives and/or expected student learning outcomes?



	 Y      N
	16.  Does the syllabus include course policies and procedures?



	 Y      N
	17. Does the syllabus include a detailed grading policy?



	
	Comments about Instructional Design



	 
	Navigation

	 Y      N
	1.  Do the students know where to go and what to do?



	 Y      N
	2.  Can the students find their way easily back and forth throughout the course?



	 Y      N
	3.  Are learning materials and course resources available within 3 clicks?



	 Y      N
	4.  Do web page links open in a second browser window?



	 Y      N
	5.  Is the navigational system consistent throughout the pages?



	 Y      N
	6.  Do all of the web links work?



	
	Comments about Navigation



	 
	Pedagogical Effectiveness

	 Y      N
	1. Does the course create an online learning community?



	 Y      N
	2. Does the course create a student-centered learning environment?



	 Y      N
	3. Are the students engaged in doing, rather than just reading?



	 Y      N
	4. Are materials presented in a variety of formats to meet the needs of visual/nonverbal, tactile/kinesthetic, and auditory/visual learners?



	 Y      N
	5. Does the course include threaded discussions?



	 Y      N
	6. Does the course include opportunities for learning by inquiry?



	 Y      N
	7. Does the course include frequent instructor-student communication and interaction?



	 Y      N
	8. Does the course include frequent student-student communication and interaction?



	 Y      N
	9. Does the course include plans for providing prompt instructor feedback?



	 Y      N
	10. Does the course promote critical thinking and problem-solving skills?



	 Y      N
	11. Does the course encourage students to manage their time and avoid procrastination by setting clear timelines and goals?



	 Y      N
	12. Does the course include virtual office hours?



	
	Comments about Pedagogical Effectiveness



	 
	Accessibility and Usability

	 Y      N
	1. Are text links available for navigation in addition to graphical links?



	 Y      N
	2. Are all icons, buttons, and graphics tagged with text tags (ALT tags)?



	 Y      N
	3. Are web pages kept to a minimum of scrolling?



	 Y      N
	4. Are file sizes kept to a minimum to enable faster access?



	 Y      N
	5. Is the page load time kept to minimum for students with slower Internet connections?



	 Y      N
	6. If graphics are turned off by the student, is the content still understandable?



	 Y      N
	7. Do the pages print well?



	 Y      N
	18. Is there a consistent style for formatting fonts and font colors?



	 Y      N
	8. Are the colors web-safe and harmonious?



	 Y      N
	9. Do the web pages work well in different browsers and on different screen resolutions?



	 Y      N
	10. Are the file formats standard types or do they require special software or plug-ins?



	 Y      N
	11. If audio and/or video files are used, are they captioned or are transcripts available?



	 Y      N
	12. Is the audio and video clear and audible?



	 Y      N
	13. Do the PowerPoint slides have text versions available?



	 Y      N
	14. Is the course accessible on both PC and MAC platforms?




	
	Comments about Accessibility and Usability




	 
	Copyright Compliance

	 Y      N
	1. Does the use of educational materials and multimedia adhere to the institution’s policy on Copyright Compliance?



	 Y      N
	2. Does the use of educational materials and multimedia adhere to Fair Use Guidelines?



	 Y      N
	3. Has the permission of the copyright holder been secured in writing?



	
	Comments about Copyright Compliance



	 
	Technology

	 Y      N
	1. Is the structural integrity of the course sound—the content is intact, and is not “broken” in some way?



	 Y      N
	2. Do all e-Pack or Course Cartridge components work correctly?



	 Y      N
	3. Is the use of ALL CAPS eliminated?



	 Y      N
	4. Are all line art, charts, graphs, cartoon art, etc. posted as GIFs?



	 Y      N
	5. Are photographic images greater than 200 x 200 pixels posted as JPEGs?



	 Y      N
	6. If animated GIFS are used, do they have a specific educational purpose or meaning that can only be demonstrated through animation?



	 Y      N
	7. Is the animation designed to stop moving or playing after 3 to 6 seconds or does it have controls that allow the student to stop, pause, or replay?



	 Y      N
	8. If streaming audio or video files are used, are they hosted on a streaming media server designed for the purpose?



	
	Comments about Technology



	 
	Schedule

	 Y      N
	1.  If using an automated course system, is the opening date of the course for student access set correctly?



	 Y      N
	2. Is a Welcome announcement posted?



	 Y      N
	3. Are all calendar dates set for the current semester?



	 Y      N
	4. Are due dates set for the current semester?



	 Y      N
	5. Are time-sensitive course modules and exams set to open and close?



	 Y      N
	6. Confirm that all assignments and due dates are clear and consistent.



	 Y      N
	7. Check all links to ensure that they are valid and working.

	
	Comments about Schedule



	
	Additional Feedback
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