
 

UW COURSE READINESS CHECKLIST - AUTUMN 2020 
Skim the criteria below to make sure you feel prepared for online instruction via Canvas in Autumn 2020. Refer to the 
Examples and Resources on the right if you would like additional support with these steps. 

Setting up Your Canvas Site 

✔  Criteria  Examples and Resources 

  Add course content to modules  ● Create modules​ to represent units, weeks, or categories of content. 
● Add course content to modules​ including readings and resources, 

assignments, and discussion boards. 

  Customize navigation  ● Set a ​course home page​. 
● Manage the course navigation​ to remove unnecessary items and rearrange 

navigation items to my preference. 

  Create assignments and 
quizzes 

● Set up ​Canvas assignments​ for students to submit their work online. 
● Create online ​quizzes​ and ​surveys​, as appropriate, in Canvas. 
● Consider ​alternative forms of assessment​. 

  Set up grading  ● Set ​grade posting policies​ in the Canvas gradebook. 
● Know how to​ ​grade and provide feedback​ on work submitted online in 

Canvas. 
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https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-a-module/ta-p/1151
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-add-course-content-as-module-items/ta-p/1157
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-change-the-Course-Home-Page/ta-p/1035
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-manage-Course-Navigation-links/ta-p/1020
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-an-assignment/ta-p/740
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-quiz-with-individual-questions/ta-p/1248
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-survey-in-my-course/ta-p/782
https://teachingremotely.washington.edu/assessment/#alternativeAssessments
https://itconnect.uw.edu/learn/tools/canvas/canvas-help-for-instructors/assignments-grading/new-gradebook/posting-policy/
https://canvas.uw.edu/courses/1418620/pages/feedback-and-grading
https://canvas.uw.edu/courses/1418620/pages/feedback-and-grading


Orienting your Students 

✔  Criteria  Examples and Resources 

  Let students know how to get 
started 

● Include Welcome, Contact and ​Getting Started information​. 
● Provide an overview or tour of the organization of the course materials. 
● Prepare low-stakes activities for students to practice accessing and 

interacting with different parts of the course. 

  Post syllabus and schedule 
information 

● Share a complete Syllabus in Canvas using either a ​file​, a ​page​, or the built-in 
Syllabus tool in Canvas​. 

● Post a complete course schedule. 
● For class sessions or office hours in Zoom, make sure meeting details are 

shared through either the ​Zoom app in Canvas​ or another location in the 
course 

  Establish instructor presence  ● Have a method of introducing the instructional team to students. 
● Clearly state how the instructional team will communicate with students, 

including how often students should check for updates. 
● Clearly state how to reach the instructional team, including expectations for 

response times. 

   

 

https://itconnect.uw.edu/learn/tools/canvas/canvas-help-for-instructors/designing-your-course/getting-started-module/
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-upload-a-file-to-a-course/ta-p/618
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-create-a-new-page-in-a-course/ta-p/1031
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-use-the-Syllabus-as-an-instructor/ta-p/638
https://itconnect.uw.edu/connect/phones/conferencing/zoom-video-conferencing/zoom-canvas/


Accessibility and Accommodations 

✔  Criteria  Examples and Resources 

  Make text and images 
accessible 

● Use headings​ in all text-based content. 
● Add​ alternate text to the images​ in my course​. 
● If using PDFs,​ ​make sure they are accessible​. 

  Make videos accessible  ● Caption videos​ in Panopto and/or Zoom. 
● Make sure that any videos in the course from other creators already have 

captions. 

  Add extra time for students 
with testing accommodations 

● Use the ​quiz moderation tools​ to provide extra time to individual students 
with testing accommodations. 

● Extend the availability window for individual students​ with testing 
accommodations if needed. 

 
   

 

https://canvas.uw.edu/courses/1432336/pages/improving-accessibility?module_item_id=11128767#headings
https://canvas.uw.edu/courses/1432336/pages/improving-accessibility?module_item_id=11128767#alttext
https://canvas.uw.edu/courses/1432336/pages/improving-accessibility?module_item_id=11128767#pdfs
https://canvas.uw.edu/courses/1432336/pages/improving-accessibility?module_item_id=11128767#pdfs
https://itconnect.uw.edu/learn/tools/panopto/add-captions/
https://community.canvaslms.com/t5/Instructor-Guide/Once-I-publish-a-quiz-how-do-I-use-the-Moderate-Quiz-page/ta-p/761
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-assign-a-quiz-to-an-individual-student/ta-p/714


Final Check 

✔  Criteria  Examples and Resources 

  Review Canvas course  ● Use ​Student View​ to confirm how my course will appear to students, making 
sure that the correct content is visible. 

● Test the external links in my course using the ​Course Link Validator​. 

  Test other teaching and 
learning tools (optional) 

● Launch a course Zoom meeting and test the features I wish to use to make 
sure they work as expected. 

● Confirm that any videos load in Canvas and play successfully. 
● Test all Canvas integrations in the course to ensure they are working as 

expected. 

  Publish the course  ● Set availability dates and access settings for the course. 
● Publish all of the content (​modules​, ​pages​, ​files​, and ​assignments​) that 

should be visible to students, and unpublish course content that should 
remain hidden. 

● Publish the course​. 
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The following resources helped inform the design and content of this checklist: 
- Course Readiness Checklist​ from the UW Tacoma Office of Digital Learning 
- Online Course Readiness Checklist​ from the Cornell University Center for Teaching Innovation 
- Beginning- and End-of-Course Checklists for Instructors​ from Instructure 

 
 

 

https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-view-a-course-as-a-test-student-using-Student-View/ta-p/1122
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-validate-links-in-a-course/ta-p/1001
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-publish-or-unpublish-a-module-as-an-instructor/ta-p/571
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-publish-or-unpublish-a-page-as-an-instructor/ta-p/592
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-restrict-files-and-folders-to-students-in-Canvas/ta-p/610
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-publish-or-unpublish-an-assignment-as-an-instructor/ta-p/585
https://community.canvaslms.com/t5/Instructor-Guide/How-do-I-publish-a-course/ta-p/1185
http://uwtdev3.tacoma.uw.edu/~jamesini/uwtd8main_staging/web/digital-learning/course-readiness-checklist
https://teaching.cornell.edu/sites/default/files/2020-07/Online%20Course%20Checklist%207-8-20.pdf
https://community.canvaslms.com/t5/Instructional-Designer/Beginning-and-End-of-Course-Checklists-for-Instructors/ba-p/279128

