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How Ready is My Canvas Course? 
A Pre-Semester Course Checklist for Faculty

Homepage 

Reminder: Your welcome message/announcement is due 2 weeks before your class starts.

· Have you introduced yourself and welcomed your students, either with a message on your Canvas homepage or via a welcome announcement? 

· Does your homepage include general contact info about you (i.e., your name and email)? 

Syllabus

Reminder: The course syllabus is due 30 days before your class starts. There should only be one document in your Canvas course called a syllabus and it needs to be the version you personalized in the Course Syllabus Builder. You can return to the builder at any time to make revisions.

· Have you completed all required sections of your course syllabus using the Course Syllabus Builder? Turned it on?

· Is there a link to your CCV Course Syllabus in the Syllabus tab in your Canvas course, and have you double checked the Syllabus tab is viewable to students? 

· Have you removed older documents labelled syllabus that may have redundant and/or conflicting details?

Gradebook

Reminder: All faculty are required to build and maintain an updated gradebook in Canvas. Building your gradebook by the start of class ensures you're ready to meet this requirement. It needs to align with the grading system you outline under evaluation criteria in your course syllabus.

· Have you built grade categories or “groups” via the Assignments page in your Canvas course (in the lefthand, vertical menu) and do they match the categories you outlined under evaluation criteria in your course syllabus? 

· If you’re using a weighted category system, have you assigned weights to your grade groups? (For example, if quizzes are worth 20% on your course syllabus, they should be weighted accordingly on your Assignments page.)

Course Modules

Reminder: A complete Week #1 module needs to be published 1 week before your class starts. Consider using open access resources rather than a required text during the first week, as it can take time for students to receive bookstore shipments.

· Do you have an introductory module that houses important resources and expectations, including an overview of how the course is structured, communication norms and expectations, and plans for faculty feedback and response time?

· Are your modules organized by week, does the title of each module indicate the topic, and does it include relevant dates?

· Do the formatting and headings within each module help students understand and navigate their work for the week?

· Do you begin each module with an overview that describes the focus for the week and introduces students to the essential objectives, materials and tasks? 

· Do the titles of your posted items concisely describe what’s in them? For example, rather than calling an item “Assignment 1” you might say “Reflection on Chapter 1”.

· Are all of the items in your modules published (including any text headers)?

Imported Course Content

· If you imported material from a previous class, have you updated any date references to reflect the current semester? 

· Does your Course Summary (via the Syllabus tab in the left-hand, vertical menu) specify dates and details that correspond with the current semester? Imported material will have old due dates that need to be updated.
 
· Have you checked all links to be sure they work?

· Have you updated obsolete information (other than dates and links) that doesn’t correspond with the current semester? 

Meeting Practices

· [bookmark: _Int_r3Ce2959]If you are teaching a Synchronous class, have you set up your Zoom meetings? Have you informed students about how they can access these meetings? 

· If you offer optional Zoom office hours, do you provide Zoom links in Canvas and are the meetings one hour or less?
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